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1.01

—— CHAPTER1 ——
BRIEF HISTORY OF GOVERNANCE IN MODERN INDIA

The Government of India Act, 1858

The modern governance in India may be reckoned since the assumption of sovereignty over
India by the British Crown from the East India Company following the first war of Indian
independence in 1857. The British Parliament enacted the Government of India Act, 1858 for
the governance of India under the direct rule of the British Government.
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By the Government of India Act. 1858, the powers of the Crown were to be exercised by the
Secretary of State for India, assisted by a Council of fifteen members (known as the Council of
India). The Council was composed exclusively of people from England, some of whom were
nominees of the Crown, while others were the representatives of the Directors of the East India
Company. The Secretary of State. who was responsible to the British Parliament, governed
India through the Governor-General, assisted by an Executive Council, which consisted of
high officials of the Government.

British India, 1860
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1.03 Mechanism to interpret laws

1.04

The General Clauses Act, 1897 was enacted to consolidate and extend the General Clauses
Acts, 1868 (1 of 1868) and 1887 (1 of 1887). It is a consolidating and amending Act with a
purpose to avoid superfluity and a repetition of language; and to place in a single Act,
provisions as regards definitions of words and legal principles of interpretation which would
otherwise have to be incorporated in different Acts and Regulations. The definitions and the
rules of interpretation contained in the General Clauses Act, 1897 have to be read in every other
Statute governed by it, provided the statute does not contain anything repugnant to them in the
subject or context or does not exhibit a different intention. As per Article 367, this Act is also
applicable for interpretation of the Constitution.

The General Clauses Act, 1897 is basically applicable to the Central Acts. To take advantage of
the concept with respect to the State Acts, it was adopted in the form of the Bombay General
Clauses Act, 1904, which was subsequently renamed as the Maharashtra General Clauses Act.



1.05 British India and Princely States (Provinces and Native or Princely States)

The division of colonial India into British and Princely India was structured along various
hierarchies and divisions overlapping social, cultural, economic, political and ideological
differences between these two parts of population. Princely States formed about two-fifths of
the territory and a quarter of the population of colonial India. So far as geographical extent of
the Princely States is concerned. on one hand existed bigger States like Hyderabad and Mysore
while on the other, there were tiny States also. To appreciate the range of territorial extent of
Princely States, V.P. Menon, the then Secretary for the Ministry of States in his book “The
Integration of Indian States’ refers to the following extract from an article which appeared in
the Tribune in July 1939, giving a graphic picture of the problem of smaller States in
Kathiawar.---

As many as 46 States in this Agency have an area of two or less than two square miles each.
Eight of them. namely Bodanones, Gandhol, Morchopra, Panchabda, Samadhiala,
Chabbadia, Sanala, Stanoness and Vangadhra are just over half a mile each in area. Yet none
of these is the smallest State in Kathiawar! That distinction goes to Vejanoness which has an
area of (.29 square mile, a population of 206 souls and an income of Rs 500/- a year. There is
nothing in the annals of the Indian States—Gujarat States excepted —which can beat this
record. This is not all. Even these tiny principalities do not seem to be indivisible units. Some
of them are claimed by more than one “sovereign™ officially described shareholder. Thus
Dahida, with an area of two square miles, have six share holders and Godhula and Khijadia
Dosaji, being one square mile each in extent, have two shareholders each; while Sanala, 0.51
sq. mile in area, is put against two shareholders. Such instances can be easily multiplied up to
thirty to forty.
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In order to better manage and control the Princely states, the colonial State deputed residents,
political agents and crown representatives in them. The Princely States were not fully and
formally part of British India. The parts of the Indian subcontinent, which were not conquered
or annexed by the British but under indirect rule, were subject to Subsidiary Alliance system.

Subsidiary Alliance—Pioneered by the French Governor Joseph Francois Dupleix,
this system was refined by Lord Wellesley. The purpose and ambition of this system
are stated in his dispatch to the East India Company Resident in Hyderabad.—

“His Excellency the Governor-General’s policy in establishing alliances with the
principal States of India is to place those States in such a degree of dependence on the
British power as may deprive them of the means of prosecuting any measures or of
forming any confederacy hazardous to the security of the British empire, and may
enable us to reserve the tranquillity of India by exercising a general control over those
states, calculated to prevent the operation of that restless spirit of ambition and
violence which is the characteristic of every Asiatic government, and which from the
earliest period of Eastern history has rendered the peninsula of India the scene of
perpetual warfare, turbulence and disorder.”

In a Subsidiary Alliance, princely rulers were not allowed to make any negotiations and treaty
with any other ruler. They were also not allowed to have an independent armed force. They
were to be protected by the East India Company but had to pay for the subsidiary forces that the
company was to maintain for protection. If Indian rulers failed to make the payment, part of
their territory was taken away as penalty. By late 18th century, the power of the Maratha
Empire had weakened and the Indian subcontinent was left with a great number of small and
weak States. Many rulers accepted the offer of protection by Lord Wellesley, as it gave them
security against attack by their neighbours. The alliance was forced upon rulers so their
territories could be annexed by the British.

Relations between Princely States and British Government

Theoretically, the princely States had internal autonomy, while by treaty, the British Crown
had suzerainty and was responsible for the States’ external affairs. The princely rulers held a
variety of titles, such as Maharaja, Raja, Nizam, Raje, Deshmukh, Nawab, Mirza, Baig, Khan,
Thakur Sahab, Darbar Saheb, Jam Saheb etc. By 1947, only four of the major States, namely
Jammu and Kashmir, Hyderabad, Mysore and Travancore still had their own British Resident
present in the States’ Capitals, while most of the others were grouped together into Agencies,
such as the Central India Agency, the Deccan State Agency and the Rajputana Agency. From
1920, the States were represented in the Chamber of Princes. The important States were ranked
assalute States, whose ruler was entitled to a given number of salutes.

The Government of India Act, 1935

The Government of India Act, 1858 was dominated by the principle of absolute imperial
control without any popular participation in the administration of the country, while the
subsequent history is one of gradual relaxation of imperial control and the evolution of
responsible government. The Government of India Act, 1935 provided for a constitutional
relationship between the Indian States and British India on a federal basis. A special feature of
the scheme was that, whereas in the case of the Provinces, accession to the federation was to
automatic, in the case of States it was to be voluntary. The reasons for treating the Provinces
and the States differently are explained in the following extract from the Joint elect
Committee’s report:

‘The main difficulties are two: that the Indian States are wholly different in status and character
from the Provinces of British India. and that they are not prepared to federate on the same
terms as it is proposed to apply to the Provinces, possess sovereignty in various degrees and
they are. broadly speaking, under a system of personal government. Their accession o a
Federation cannot therefore take place otherwise than by the voluntary act of the Ruler of each



State, and after accession the representatives of the acceding State in the Federal Legislature
will be nominated by the ruler and its subjects will continue to owe allegiance to him. On the
second point the Rulers have made it clear that while they are willing to consider Federation
now with the Provinces of British India on certain terms, they could not, as sovereign States,
agree to the exercise by a Federal Government in relation to them of a range of powers
identical in all respects with those which that Government will exercise in relation to the
Provinces on whorn autonomy has yet to be conferred.

1.10 India was thus a mosaic of territories comprised within the British India i.e. Governors’
Provinces and the Chief Commissioners’ Provinces under the direct control of the British
Government as well as Princely States under the suzerainty of the British Crown. The process
of gradual relaxation in governance culminated to the enactment of the Government of India
Act, 1935, whereby the concept of the federal governance was first time introduced by the
British Parliament. The terms ‘British India’ and ‘India” are defined in section 311(1) of the
said Actas under—

“British India” means all territories for the time being comprised within the Governors’
Provinces and the Chief Commissioners’ Provinces;

“India™ means British India together with all territories of any Indian Ruler under the
suzerainty of His Majesty, all territories under the suzerainty of such an Indian Ruler, the tribal
areas. and any other territories which His Majesty in Council may, from time to time, after
ascertaining the views of the Federal Government and the Federal Legislature. declare to be
part of India.

1.11 Through section 100 of the Government of India Act, 1935, the subject matters of governance
were categorized in the Seventh Schedule into three Lists namely, ‘Federal Legislative List’
under the exclusive domain of the Federal Legislature, ‘Provincial Legislative List’” under the
exclusive domain of the Provincial Legislature and ‘Concurrent Legislative List” where under
subject to certain conditions, the Provincial Legislature was also competent to make laws. The
subject of ‘Forests” was enumerated at serial no. 22 in the Provincial Legislative List.

1.12 A State was considered to have acceded when its ruler executed an Instrument of Accession
(section 6 of the Government of India Act, 1935) and after it was accepted by the British
Government. Though the accession was to be voluntary, rulers were expected to accede on the
first forty-seven items of the federal legislative list and the content of the accession was to be as
uniform a possible for all States. An instrument of accession would become operative only
when His Majesty had signified his acceptance of it.

Instrument of Accession was a legal document to bring about accession of a princely
State into the Indian dominion. It was executed between the Government of India on
the one hand and the ruler of each princely State on the other.

1.13 The relationship of the rulers with the paramount power was safeguarded by creating a Crown
Representative in addition to the Governor-General. In the conduct of their affair a members of
the federation, the States were to deal with the Governor-General as head of the federal
government: but in their relations with the paramount power, they were to deal with the Crown
Representative. The Act permitted same individual to hold both offices; and, in fact, the same
person was so appointed—with the style and title of *Viceroy': but he had different secretarial
and other agencies for his dual functions.

1.14 The Government of India Act, 1935, other than the part relating to federation, came into force
on Ist April, 1937. From this date. functions of the Crown in its relations with the States were
entrusted to the Crown Representative; those functions included negotiations with the ruler for
their accession to the federation. The Provincial Governments were formed following the
elections in the year 1937. However barely as they started functioning, the Second World War
broke out in September, 1939. The political situation thereafter compelled most of the
Provincial Governments to tender their resignations. This was followed by the deadlock till the
conclusion of the World Warin September, 1945.
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The Indian Independence Act, 1947

Section 6 of the Government of India Act, 1935 had the provisions related to the accession of
Indian States through the Instrument of Accession. The scheme of setting of two dominions
was crystallized through the Mountbatten Plan of 3rd June, 1947, which was embodied in the
Indian Independence Act. 1947 by the British Parliament.



1.16

1.17

PRE-PARTITION
MAP OF INDIA

Before 1947

>z

Apart from the provision of setting up of two dominions namely India and Pakistan, the Indian
Independence Act, 1947 had a distinct provision under section 7, which is commonly known as
the ‘Lapse of Paramountey’. As per this provision, as from the appointed day (15th August,
1947), the British Government had no responsibility as respects the government of any of the
territories which, immediately before that day, were included in British India. Further, the
suzerainty of British Crown over the Indian States lapsed and with that, all treaties and
agreements in force at the date of the passing this Act (18th July, 1947) between the British
Crown and the rulers of Indian States, all functions exercisable by the British Government at
that date with respect to Indian States, all obligations existing at that date towards Indian States
or the rulers thereof, and all powers, rights, authority or jurisdiction exercisable by the British
Government at that date in or in relation to Indian States by treaty, grant, usage, sufferance or
otherwise stood lapsed. The Princely States were left free to choose whether to join one of the
newly independent countries of India and Pakistan or to remain outside them. At the time of
independence, there were about 565 princely States which acceded either to India or Pakistan
under the provisions of the Government of India Act, 1935 and the Indian Independence Act.
1947. which stood as the precursor to the Constitution of India.

Administrative Consolidation after integration: (Why Public Service?)

Out of 565 States, Hyderabad and Mysore were left territorially untouched. Two hundred and
sixteen States were merged in provinces in which they were situated, or to which they were
contiguous. Five States were taken over individually as Chief Commissioner’s provinces
under the direct control of the Government of India, besides twenty-one Punjab Hill States
which comprised Himachal Pradesh. Three hundred and ten States were consolidated into Six
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Unions, of which Vindhya Pradesh was subsequently converted into a Chief Commissioner’s
province. The administrative consolidation post-integration of Princely States was a daunting
task. Administration in the Princely States was in varying stages of development and generally,
barring a few exceptions, it was both personal and primitive. States, such as Mysore, Baroda,
Travancore and Cochin had well-organized administrative machinery. Such States could stand
comparison with their neighbouring provinces and in some respects were even ahead of them.
At the other end were smaller States where, owing mainly to slenderness of their resources, the
rulers were not in position to discharge even the elementary functions of government. The
entire administration often consisted merely of some tax gatherers and few policemen who
were sometimes styled *State troops’. Between these two extremes, there were several States
with administrative systems of varying degrees of efficiency. Even a tiny State had all
paraphernalia of a big State. However, beyond the capital, squalor and poverty prevailed all
around.
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The revenue administration was in a rudimentary state. Where the jagirdari system prevailed,
the jagirdar was practically a miniature ruler who performed many of the functions of the
government. He collected the revenues and maintained some sort of record, but the rate at
which they were collected was left to his own discretion. Survey and settlement were unknown
over very large tracts and the administration of land records, even in settled areas, was in the
poorest of poor shapes.

The judiciary in most of the States left much to be desired. The appointment of judges was
frequently made and terminated at the will of the ruler, who was the final Court of Appeal. In
many States, there was no system of codified law.

In contrast to the conditions in the States, provincial administration had a uniform system of
law, an organized judiciary, a highly developed land revenue administration and an
administrative apparatus capable of organized endeavour, an objective appraisal of situations
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and an impartial implementation of the government’s policy. The broad framework of the
structure of the public services had been built up over a century. The experienced personnel,
who had been selected on the basis of competitive examinations and trained to shoulder
responsibilities, were available to man the pivotal posts. There were popular ministers elected
on wide suffrage, the provinces enjoyed a large measure of provincial autonomy and political
organizations had everywhere taken deep roots and thrown up popular leaders with
administrative ability.

The top servants of the States, which were merged into Unions, lacked even the opportunity to
work together for any common purpose and the majority of them were inevitably steeped in old
jealousies and intrigues. The first and foremost task was to reorganize the service personnel
inherited from the various States. Some of them were of considerable ability and experience,
but under the autocratic regime they lacked. through no fault of their own. those traditions of
objectivity, impartiality and fairness which were associated with the public services in the
provinces. By means of rules and regulations, by the organization of service cadres, by the
constitution of the Public Service Commissions, by precept as well as example, every effort
was made to re-orientate the outlook of these State servants and thus to lay the foundations of
organized public services in the Unions. It was therefore soon realized that if the parochial
outlook and regional loyalties inherited from the erstwhile States were to be exorcised from the
administrative services, it could be done only by extending the senior cadre of the all-India
services to the Unions.

After the transfer of Power, there was a crisis in the position of permanent services. The
revenue and district administrations in the top ranks were almost entirely controlled by the
Indian Civil Service. This cadre had already been substantially reduced because there had been
no intake of officers during or after the war years. At the time of the partition, almost the entire
British element had retired from service and the senior Muslim officers had opted for service in
Pakistan. To remedy this shortage in manpower, the Government of India organized the Indian
Administrative Service, Indian Police Service and set up a Special Recruitment Board to select
persons of necessary calibre from all walks of life to fill administrative posts at various stages
of seniority. It was the one great merit of the All India Services that they were recruited on an
all-India basis and by open competition, and because of the fact that they were interchangeable
between the Centre and the Provinces they were able to develop a wider outlook.

The Constitution of India.

As stated in preceding paragraphs, prior to the independence, India comprised of provinces
which were under the direct control of the British Government as well as about 565 princely
States, the process of accession and subsequent integration of which continued for a period of
few years after the independence. The Constitution of India came into force on 26th January,
1950 as a consequence of which the Government of India Act, 1935 and the Indian
Independence Act, 1947 were repealed.

The Indian Constitution is based on federal principles where unlike the Unitary System of
governance, the powers are delegated by the Union, both Union and States derive powers from
the same source i.e. the Constitution itself. The relations between the Union and the States are
covered in PART XI of the Constitution. The system of categorizing the subject matters into
the three lists, similar to that of the Government of India Act, 1935 has been adopted in the
Constitution, with the only difference that the residuary powers lie with the Parliament instead
of States. It is pertinent to note that although the State Legislatures have full powers to make
legislations with respect to the subject matters enumerated in the State List, but under
circumstances specified in articles 249, 250 and 252, the Parliament is also empowered to
make laws.

PART IX of the Constitution deals with the Panchayats and PART X deals with the Scheduled

and Tribal Areas. The provisions for administration and control of such areas are described in
Fifth and Sixth Schedule respectively. As per Article 243, the provisions of the Fifth Schedule
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apply to the administration and control of the Scheduled Areas and Scheduled Tribes in any
State other than the States of Assam, Meghalaya, Tripura and Mizoram. The provisions of the
Sixth Schedule apply to the administration of the tribal areas in the States of Assam,
Meghalaya, Tripura and Mizoram.

The President is empowered to declare the Scheduled Areas by way of issuing Order under
paragraph 6(2) of the Fifth Schedule. Paragraph 5 of the Fifth Schedule empowers the
Governor with powers to amend Acts of Parliament or of the Legislature of a State in their
application to the Scheduled Areas. The relevant portion is reproduced as under.---

Paragraph 5(1)-- Notwithstanding anything contained in this Constitution, the Governor
may by public notification direct that any particular Act of Parliament or of the Legislature of
the State shall not apply toa Scheduled Area or any part thereof in the State or shall apply to a
Scheduled Area or any part thereof in the State subject to such exceptions and modifications as
he may specify in the notification and any direction given under this sub-paragraph may be
given soas to have retrospective effect.

In the original Constitution, the erstwhile Governors’ Provinces and Chief Commissioners’
Provinces under the direct control of the British Government were categorized as Part A and
Part C States respectively, whereas the area under the jurisdiction of Indian States (Princely
States) was categorized as Part B States. As per the Constitution, this categorization was as
under.—

States in Part A States in Part B States in Part C

1. Assam 1. Hyderabad 1. Ajmer

2. Bihar 2. Jammu and Kashmir 2. Coorg

3. Bombay 3. Mysore 3. Delhi

4. CP and Berar 4. Madhya Bharat 4. Bhopal

5. Madras 5. Patiala & East Punjab 5. Bilaspur
States Union (PEPSU)

6. Orissa 6. Rajasthan 6. Himachal Pradesh

7. Punjab 7. Saurashtra 7. Kutch

8. United Provinces 8. Travancore 8. Manipur

9. West Bengal 9. Vindhya Pradesh 9. Tripura

10.Andaman and
Nicobar Islands

Subsequently, the States were reorganized on linguistic grounds. The first State to come into
existence on linguistic ground was Andhra Pradesh by way of enactment of the Andhra State
Act, 1953 by taking out some territory from the State of Madras as it existed at the
commencement of the Constitution.

The States Reorganization Act, 1956 (ActNo. 37 of 1956)

This Act was passed on 31st August, 1956 to reorganize the boundaries of the different States
of India on linguistic basis, in order to honour the sentiments of the local people. The effect was
given from Ist November, 1956, which was designated as ‘appointed day’. The term
‘transferred territory” was defined as under.--
Section 2(p) “transferred territory” means any territory transferred from an
existing State to anotherexisting State or to a new State by the provisions of Part I1;
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1.30 Section 8 of the said Act provided for the formation of a new State of Bombay. It is
reproduced as under.—
Section 8 Formation of a new Bombay State.
(1)  Asfromthe appointed day, there shall be formed a new Part A State to be known as the
State of Bombay comprising the following territories. namely:—
(a) theterritories of the existing State of Bombay, excluding—
(i) Bijapur, Dharwar and Kanara districts and Belgaum district except
Chandgad taluka, and
(ii) Abu Road taluka of Banaskantha district:

(b) Aurangabad, Parbhani, Bhir and Osmanabad districts, Ahmadpur, Nilanga and
Udgir taluks of Bidar district, Nanded district (except Bichkonda and Jukkal
circles of Deglur taluk and Mudhol, Bhiansa and Kuber circles of Mudhol taluk)
and Islapur circle of Boath taluk, Kinwat taluk and Rajura taluk of Adilabad
district. in the existing State of Hyderabad:

(¢) Buldana, Akola, Amravati, Yeotmal, Wardha, Nagpur, Bhandara and Chanda
districts in the existing State of Madhya Pradesh:

(d) theterritories of the existing State of Saurashtra; and

(e} theterritories of the existing State of Kutch; and thereupon the said territories shall
cease to form part of the existing States of Bombay. Hyderabad, Madhya Pradesh,
Saurashtraand Kutch, respectively.

(2)  The said Chandgad talukashall be included in, and become part of, Kolhapur district,
the said Ahmadpur, Nilanga and Udgir taluks shall be included in, and become part of,
Osmanabad district, the said Islapur circle of Boath taluk, Kinwat taluk and Rajura taluk
shall be included in, and become part of, Nanded district and the territories comprised in
the existing State of Kutch shall form a separate district to be known as Kutch district, in
the new State of Bombay.
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With the enactment of the said Act, the Part VII containing the provisions for Part B States was
repealed.

Formation of Maharashtra and Gujarat

The Bombay Reorganization Act. 1960 (11 of 1960) provided for the reorganization of the
State of Bombay to form two States, namely Gujarat and Maharashtra from the Appointed day.
Accordingly, with effect from Lst May, 1960, these two States came into existence. The
relevant provisions of this Act are reproduced as under.---
Section 2(h) “transferred territory” means the territories which, as from the appointed day,
are the territories of the State of Gujarat.
Section 3. Formation of Gujarat State.—
(1) As from the appointed day, there shall be formed a new State to be known as the
State of Gujarat comprising the following territories of the State of Bombay,
namely:--
(a) Banaskantha, Mehsana, Sabarkantha., Ahmedabad, Kaira, Panch-
mahals, Baroda, Broach, Surat, Dangs, Amreli, Surendranagar, Rajkot,
Jamnagar, Junagadh, Bhavnagar and Kutch districts; and
(b) the villages in Umbergaon taluka of Thana district, the villages in
Nawapur and Nandurbar talukas of West Khandesh district and the villages in
Akkalkuwa and Taloda talukas of West Khandesh district, respectively
specified in Part I, IT and IT1 of the First Schedule;
and thereupon, the said territories shall cease to form part of the State of Bombay,
and the residuary State of Bombay shall be known as the State of Maharashtra.

(2) The villages in Umbergaon taluka specified in Part 1 of the First Schedule shall forma
separate taluka of the same name and be included in Surat district. and the remaining
villages in the said taluka shall be included in, and form part of Dahanu taluka of Thana
district: and the villages specified in Parts I and I of the First Schedule shall
respectively be included in, and form part of, Sonagadh taluka of Surat district and
Sagbara taluka of Broach district.
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1.33 Thus, the State of Maharashtra came into existence on lst May, 1960. Bombay was

made its Capital. which is now known as Mumbai.

1.34 It may therefore be appreciated that apart from the areas included in the erstwhile Bombay

Presidency, the State of Maharashtra also comprises of areas included in the erstwhile

Provinces of Central Province and Berar as well as portions from the then Princely State of
Hyderabad and some other smaller Princely States.
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2.01

2.02

2.03

—— CHAPTER 2 ——
EVOLUTION OF FOREST MANAGEMENT AND FOREST
SERVICE IN INDIA

Ancient period--Present edifice of the Forest Management Practices in India was developed
by European foresters, during eighteenth and nineteenth century, by the East India Company
and post 1857, by the British Crown. Following decline of Mughal empire and the battle of
Plassey in 1757, the East India Company gradually increased its influence in the Northern
India. European powers heralded introduction of new knowledge, technology for development
and narrative of “evolution of forest management and forest service” has, so far, been mostly
confined to this period. The narrative assumes that forest management was evolved de novo—
implying that “natives™ were ignorant of the scientific forest management practices. However,
careful and in-depth study of the ancient literature, brings forth a contrary picture. Even two
thousand years prior to so called dawn of forest-management in British India around 1858, the
“natives” had well documented principles of natural resource management including Forest,
pastures, wild life related trade, etc, as enunciated in Arthashastra written by Chanakya in the
reign of Chandragupta Maurya. Taxila had great influence on Hindu culture and the Sanskrit
language. It is perhaps the best known for its association with Chanakya. also known as
Kautilya. the strategist who guided Chandragupta Maurya in the founding of the Mauryan
Empire. Chanakya's Arthashastra was composed during this period. Butinstitutions that were
repositories of profound knowledge, were completely obliterated by savage attacks by the
Foreign Invadors. Taxila was invaded in 450 CE, and there was complete breakdown of trade as
well. The Huns swept over Gandhira and Punjab around 470 CE, causing widespread
devastation and destruction of Taxila. British Officers were not conversant with the
Arthashastra probably due to this reason.

Thanks to the translated version of Kautilya Arthashastra, that was rediscovered in 1905 by
R. Shamasastry. (Arthashastra was also translated by other eminent scholars also) and its first
English translation published in 1915, Anglicized community duly acknowledged the same. It
indicated that during Maurya and Gupta reigns, Indian subcontinent comprised of an advanced
and learned community, and thus rightly recognized as the “Golden Era”. Universities and
Centres of learning like Taxila and Nalanda were established during that period. This treatise of
Kautilya Arthashastra, includes number of subjects, inter alia on the nature of government,
law, civil and criminal court systems, ethics, economics, markets and trade, the methods for
screening ministers, diplomacy, theories on war, nature of peace, and the duties and obligations
of a king to right up to implementing government functionaries, etc. Arthashastra presents in-
depth examinations on matters such as history, economics, politics, management of state
resources including Forests, Grazing lands, wild animal wealth, trade etc.

The Arthashastra classifies forests into two broad categories, namely Productive and Non-
productive. The first category was to be managed for forest-produce and elephants. The second
was to be reserved for ascetics, recreation and Wildlife sanctuaries. Factories were set up in the
forests for producing useful articles by the Superintendent of Productive Forests and the Chief
Ordnance Officer. The well-protected leisure forests, intended for the King's pleasure had
plantations bearing sweet fruits, thornless trees and pools of water and was stocked with tame
deer, wild animals rendered harmless and tamed elephants. The Chief Superintendent of Forest
Produce was designated as Kupyadhyaksha and Chief Elephant Forester was known as
Nagavanadhyaksha. Standard punishments were prescribed for trapping, injuring or killing of
fish, deer, animals and birds whose slaughter is not customary as well as killing of protected
species.



2.04. The Arthashastra also reveals that the Mauryas designated specific forests to protect supplies
of timber, as well as lions and tigers, for skins / pasture land, in the context of tracing evolution
of forest management and forest-service, this is the starting or the cardinal point. Interestingly,
the Arthashashtra lays down the pay-scales for government officials into three categories,
namely, Higher Grade, Middle Grade and Lower Grade. The Highest salary scale was 48,000
pannas (unit of currency described in Arthashastra), entitled to Officiating Priest. King's
Purohita, Crown Prince, King's Mother, Queen, Councillors (Amatyas) and Chief of Defence.
The lowest grade of 60 pannas was payable to labourers, bodyguards of King, Mahaouts of
King etc. The Superintendent of Forests was entitled for 4000 pannas!

2.05 Chhatrapati Shivaji Maharaj paid personal attention to the protection, conservation and
preservation of forests. This is evident from the Adnyapatra of hisreign.

A
=57 fErarsir AEETrars
:TT—T F |

ST B R AT 3G 1
ST SHIA. T ATTS SIS FEIHET
amvﬁ:ggmaﬁ? AT T
? % mmhaagam ATFRET

TGl B ATIHEIA M.

yﬁwvzﬁrmw-
nm%ﬂmﬂmmmmam FTT
FEONA 6T £ ZTS F9T AT T Z1 A AL
#ﬁmmw T T
el < g ARt = e aean
a&ammmammmam

MFM Vol-1] 15



2.06

2.07

2.08

2.09

2.10

So far as the erstwhile Bombay region is concerned, beyond British India, there were a number
of Princely States like Kolhapur, Satara, Sawantwadi etc. where forests and incidental
resources thereto were managed in a traditional manner. Most of the major Princely states in
the erstwhile Rajputana had Shikar Khana departments. The forest officers of the British India
were benefitted by the native wisdom of the knowledgeable locals. Sarkhel Kanhojee Angre
[Admiral in the Maratha Navy] had nurtured Teak forests in the seventeenth century along
Bankote creek, to ensure timber required for ship building. Naval wars between the British and
Marathas revolved around control on timber trade to Bombay. There are many examples of
mutual learning i.e. Dr. Gibson, the first Conservator appointed by the British East India
Company, studied Marathi and Modi scripts, to understand forest management practices and
terminology in use from Maratha official records.

Colonial Era [prior to 1865]|---European maritime countries like Great Britain, Netherland,
France, Spain, Portugal and Belgium etc to have access to spices and other tropical novelties,
had reached the Indian subcontinent via sea route, bypassing the Arab controlled land route
(commonly known as ‘the Silk route’). As the European States had run out of their own
resources, they needed wood to build ship to explore further and control sea lanes for the
expansion of maritime trade. Subsequently, timber harvesting attained paramount importance
with the establishment of strong foothold of the East India Company (EIC) in the Indian
subcontinent.

Timber trees like Teak, Sal and Deodar etc were most sought after tree species for
infrastructure developments, but exploitation of timber was a daunting task. Canopy openings
made for timber felling was followed by slash and burns as it not only facilitated logging and
off road transport but was also conducive to shifting cultivation practices. European settlers
outsourced timber collection activity to local contractors and appointed their own supervisors
for the same. Building of an ocean- going ship consumed substantial chunk of well-stocked
forest area. Considering the volume of sea trade and extent of protection needed for the same by
the Navy, one can imagine the quantity of wood required for ship-building activity alone
during the colonial period. At that point of time, the emphasis was more on engineering skills
required for timber exploitation and off road transport, i.e. logging rather than Silviculture.

Appointment of Conservators and Superintendent of Forests prior to 1865—Captain
Watson, a Police Officer was appointed as Conservator under the East India Company in
Madras Presidency from 1806 to 1823, with a limited mandate of timber exploitation. His
methods of harvesting lead to considerable discontent among the locals. Later on, Sir Thomas
Munro, the then Governor of Madras Presidency, observed that instead of State intervention,
Forest Management should be left to private proprietors and market forces should be left alone
to ensure forest conservation for timber resources and the post was therefore, later on
abolished. However, there were modest attempts to regenerate timber resources for long term
sustainable timber supply as demonstrated by an initiative to plant Teak under the guidance of
Collector, H.V. Conolly in Nilambur in the year 1842-44.

Compared to Madras, the Bombay presidency had more thriving ship building activity. The
Bombay Presidency management was largely pragmatic and economic and thus aimed at
ensuring sustainable timber supply. At that point of time, foreést matters were the joint
responsibility of Revenue, Political and Military departments of the East India Company.
Dr. Alexander Gibson, a vaccinator in the army, and also the Garden Superintendent in Poona,
used to frequently travel across the Presidency, as also the adjoining Karvar region that was
under the Maratha influence and thus observed potential forest resources to meet the needs of
the Company. He reported the wanton misuse of forests to his superiors. Dr. Gibson was, thus,
assigned as an interim Conservator from 1845 (with a promised salary of Rs 300/- per month)
with a duty to explore valuable timber areas and ensure long term sustainable timber supply to
the ship yards. His official appointment as Conservator of Forests, became effective from 22
March1847.



2.11 After rapid survey along the Western coast and part of hinterlands under the Bombay
Presidency from Gujarat to Karvar region, Dr. Gibson came to the conclusion that the reckless
system of cutting trees for timber and burning away debris, which had taken place during
previous two decades in the region, was unsustainable. The doctrine of the then Governor
Madras Presidency. Sir Thomas Munro, that “where the article is in demand, the interest of
the people of the country, will at all times, will lead them to raise the supply sufficient to
meet that demand” was not working. Dr. Gibson reported valuable teak bearing areas in Peth,
Harsul, Surgana, Dangs etc and some areas were brought under the direct control of the East
[ndia Company. which entered into negotiations with stake holders for harvesting wood. Dang
forests were taken on annual lease, for Rs 11,010/-.

2.12. Around 1850, the Conservator’s duties were defined as general superintendence and control of
forests throughout the Presidency. Dr. Gibson continued till 1860 and was succeeded by D.A.
Dalzell (1860-69). The highest rank in forest department at the provincial level continued to be
the Conservator but depending on seniority and nature of work, they enjoyed varied pay scales.
Posts of Chief Conservators were established later on.

2.13. Central Province — After victory of the East India Company and the Nizam of Hyderabad over
the Marathas in 1818, new political arrangements came into being. De jure Berar region was
annexed to Nizam but continued under de facto control of the East India Company. Nagpur was
annexed by the British in 1853 under the Doctrine of Lapse. All such events brought extensive
areas under British eontrol and were organized under administrative unit designated as Central
Province.

2.14 Central Indian hilly region under Bhonsale’s domain, lacked means of communication and
infrastructure for trade and moreover, was populated by tribals for whom the concept of land
ownership was not engrained and hence ownership of forest lands was nebulous. Bhonsale’s
domain of influence included Cuttack. (Incidentally the custom of annually building Jagannath
Chariot was sanctified by the Bhonsale’s as part of settlement with local Chieftain’s annual
contribution to the victor).

2.15. Initiative of British Association in Edinburgh— Owing to the initiatives of Dr. Cleghorn,
Dr. Alexander Gibson, Edward Balfour and others, the plight of declining forests and its
wider impact on hydrology, the flow of rivers and that on agriculture was brought to the notice
of academicians in Edinburgh, where the British administration in the year 1850, formed a
Committee to study forest destruction. Lord Dalhousie, Governor-General of India at that
time, issued a paper laying down the first outline of an India-wide forest policy vide
Memorandum of Government of India dated 3rd August, 1855. Dr. Cleghorn and Dr. Brandis
were assigned the task of building up forest division, forest policy, make necessary rules and
regulations. Dr. Brandis after ten years in Burma. became Inspector General of Forests in India,
a position he served for 20 years. He was instrumental in introducing the draft Bill for forest
management in 1868, which was discussed and debated for about a decade and eventually
passed by the Governor General in Council as the Indian Forest Act, 1878.

2.16 Dr. Pearson was appointed as Superintendent of Forest in the Central Province and process of
survey and settlement followed in due course. Dr. Pearson observed that the earlier practice of
parwana being issued by the civil authorities for tree-felling was disastrous and apprehended
that lack of forest conservancy would lead to forest destruction. After joint inspection with Dr.
Brandis in 1863, it was decided to focus efforts mainly on demarcation of reserves, fire
protection and forest- resource assessment.

217 Mr. Cleghorn advised Sir Robert Montgomery and extended sphere of his operations into the
Punjab and also investigated forest matters in the North-Western Himalayas. He also assisted
Sir Dietrich Brandis in implementing ideas from German forestry on the rotation and
systematic working of forests in Bengal. His work led to the establishment of the Forest
Department of India. Mr. Cleghorn was the first Commissioner for the Conservancy of Forests
in 1867 with Sir Dietrich Brandis and then appointed as Inspector-General of Forests.

MFEM Vol-1] 17



2.18

2.19

2.20

2.21

2.22

2.23

Imperial Forest Department 1864: Recruitment in Imperial Forest Service and
Training—India pioneered in introducing scientific forest management in the year 1864,
Subordinate to the Imperial Forest Department, the Imperial Forestry Service was organized in
1865. Initially, Forestry personnel comprised of selected civil servants or military officers.
Later on, candidates were selected to undergo training in France and Germany for senior
positions. The British Government established its own training facility at the Royal
Engineering College at Coopers Hill, Surrey, in 1885 for the training of foresters. University of
Aberdeen also established forestry course in 1914. In the year 1920, the Government of India
took a historic decision that the IFS probationers may be trained at one centre and consequent to
the establishment of Forest Research Institute at Dehradun, the training started in India in 1926.

Winding up of Imperial Forest Service—The Civil Disobedience movement and political
events that took place thereafter, the demand for the devolution of power and self rule lead to
the enactment of the Government of India Act, 1935, which introduced the essence of Federal
governance in India. Accordingly provisional government were formed in provinces. The
subject matter of ‘Forest” was enumerated in the State Legislative List in the said Act. As a
result, central intervention in forestry matters diminished. Under new arrangement the
provisional governments were expected to recruit officers to man forest administration. In the
meantime, Indian Forest College was established in 1938 to train Superior Forest Service
Officers, recruited from different provinces, thus retaining the all India character of the service.

Revival of All India Forest Service, 1963.—The All India Services Act, 1951 was enacted in
the year 1951 for the constitution of Indian Administrative Service and Indian Police Service.
With an amendment in 1963, it was provided to include the Indian Service of Engineers
(Irrigation, Power, Buildings and Roads), the Indian Forest Service and the Indian Medical and
Health Service. At this juncture, contribution by Mr. Hari Singh deserves to be acknowledged.
Mr. Hari Singh joined the Forest Service in the erstwhile Bombay Presidency. In recognition of
his outstanding contribution in connection with timber supply for defence purposes and the
development of forestry, he was appointed by His Majesty. the King of Great Britain as
Member of the most Excellent Order of the British Empire in the New Year Honours List
published on lst January, 1943, Subsequently, he was selected by the Government of India to
hold the highest office in the Forestry sector in the country, namely Inspector General of
Forests. It was largely due to his resourcefulness, and persistent efforts, that the Indian Forest
Service came into being in 1966. He retired in 1969 after completing 37 years of meritorious
service.

Forest Policy—British Government came up with the Forest Policy for the first time in the
year 1894, with a formal document. The first Policy after the independence was declared in the
year 1952, At present, the National Forest Policy of 1988 is in force laying down the broad
Guidelines as per which forests should be managed. Forest Policies so declared have been
discussed in detail in Chapter 54 of this Volume.

Management as per Working Plan / Management Plan—Hon’ble Supreme Court in its
landmark judgment dated 12.12.1996 in Writ Petition (Civil) 202 of 1995 [T.N. Godavarman
Thirumulpad vs. Union of India and others] made it clear that—

The felling of trees in all forests is to remain suspended except in accordance with the Working
Plans of the State Government. as approved by the Central Gevernment. In the absence of any
Working Plan in any particular State, such as Arunanchal Pradesh, where the permil system
exists, the felling under the permits can be done only by the Forest Department of the State
Government or the State Forest Corporation.

In its subsequent orders in the same Writ Petition, the Apex Court has made it clear that felling
shall commensurate with regeneration. Similarly, it has now become mandatory to manage
National Parks and Sanctuaries under the Management Plan duly approved by the Competent
Authority. The Tiger Reserves are to be managed as per the Tiger Conservation Plans.



—— CHAPTER 3 ——
ORGANIZATIONAL STRUCTURE OF THE
FOREST DEPARTMENT

3.01 The Forest Department in Maharashtra is under the administrative control of the Revenue and
Forests Department of the State Government. The Secretariat is known as Mantralaya, and is
located at Mumbai. The Headquarter of the Forest Department is at Nagpur.

3.02 The Forest Department is headed by the Principal Chief Conservator of Forests (Head of Forest
Foree), who happens to be the Technical Advisor to the State Government in all matters
relating to Forest and Wildlife, as per rule 70 of the Maharashtra Forest Rules, 2014.

3.03 The Forest Department comprises of Territorial wing, Wildlife Wing, Social Forestry Wing
and other Functional Wings.
3.04 The Directorate of Social Forestry, entrusted with the task of extension activities was earlier

used to be under the administrative control of the Water Conservation Department of the State
Government. In the year 2015, it was integrated with the Forest Department. Consequential
adjustments have been made in the organizational set-up of the Forest Department. The
designations of the officials in the Social Forestry Wing have now been brought at par with that
of the Forest Department.

3.05 The Organizational Structure of the Forest Department is depicted as under-

3.05.01 Staffposition in Forest Departmentas on 31st March, 2020.

Details Sanctioned
posts
Group - A
1 Principal Chief Conservator of Forests 7
2 Additional Principal Chief Conservator of Forests 16
3 Chief Conservator of Forests 24
4 Conservator of Forests 18
5  Deputy Conservator of Forests 68
6  Divisional Forest Officer 109
7 Assistant Director l
8  Deputy Commissioner Animal Husbandry, Wildlife 1
9 Assistant Commissioner Animal Husbandry Wildlife 3
10 Veterinary Officer 8
11 Chief Forest Statistician 1
12 Forest Engineer 1
13 Assisant Conservator of Forests 289
14 Administrative Officer 20
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Sr. no Details Sanctioned

posts
10 Steno Typist
Il Draftsman
12 Tracer 10
13 Armed Police 150
14 Police Constable 15
15  Driver 500
16  Mechanic 15
17 Mahawat 15
18  Sawyer 6
19 Wireless Operator 2
20 Other 189
Total Group C 16549
Group D 1056
Other Group D (Supernumerary van majoor) 8329
Total 26080
|Group B (Non-Gazetted) + Group C + Group D +
Other Group D]
Total 27792
[Group A + Group B + Group B (Non-Gazetted) +
Group C + Group D + Other Group D]
1 Group A 604
2 Group B 1108
3 Group B (Non Gazetted) 146
4  GroupC 16549
5  GroupD 1056
Total Item 1 to 5 19463
Supernumerary (Forest labourers) 8329
Grand Total 27792

3.05.02 Statement of Range, Rounds and Beats in Forest Department as on 3 Ist
March, 2019 is as under—

Circle Division Independent Ranges Rounds Beats

Sub-division
A-TERITORRIAL WING

1 Thane 6 0 54 275 890
2 Nashik 3 2 35 117 386
3 Dhule 5 0 37 131 463
4 Pune 3 1 26 88 277
5 Kolhapur 5 0 38 127 415
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Sr.no Circle Division Independent Ranges Rounds
Sub-division
6 Aurangabad 6 0 38 123 480
7 Amravati 4 0 20 76 341
8 Yavatmal 4 0 30 110 458
9 Nagpur <+ 0 44 209 892
10 Chandrapur 3 19 69 275
11 Gadchiroli 5 37 166 736
Total 48 378 1491 5613
B-WILDLIFE WING
Total 13 0 103 268 970
C-FDCM Limited
1 Nagpur 6 0 27 60 131
2 Nashik 3 0 18 54 111
3 Chandrapur 5 0 25 69 147
Total 14 0 70 183 389
Grand Total 75 3 551 1942 6972
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ORGANISATIONAL STRUCTURE OF TERRITORIAL WING
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3.06

The Forest Development Corporation of Maharashtra Limited

The Forest Development Corporation of Maharashtra Ltd. is an Undertaking of the State
Government and is incorporated under the Companies Act, 1956. It is headed by the Managing
Director, who happens to be an IFS Officer of rank of Principal Chief Conservator of Forests.
The Organogram of the FDCM Litd. is given under.
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3.07

Other Statutory and Autonomous Bodies.

3.07.01 Maharashtra Bamboo Development Board, Nagpur

Considering the importance of bamboo in promoting the rural economy,
the Government of Maharashtra vide Government, Resolution No.
Bamboosa-2015/CR-139/F-9 dated 6th August, 2016 constituted the
Maharashtra Bamboo Development Board and permitted to register the
same under the Societies Registration Act 1860. Accordingly, it was
registered vide registration No. mah-331/17 (NAG) Dated 09/06/2017 by
the Charity Commissioner, Nagpur.
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3.07.01.01 Aims and Objectives of Maharashtra Bamboo
Development Board

3.07.01.02

3.07.01.03

1.

iii.

vi.

Vil.

viil.

Xi.

Xil.

Xiii.

Xiv,

XV.

The

To implement the Bamboo Policy effectively as a
promotional agency in the bamboo field.

To suggest measures to the Government for proper
execution of policy, plans and functioning relating to
Bamboo.

To strengthen mutually beneficial relations among all
concerned for increased bamboo production and
expansion of bamboo industry.

To achieve the primary objectives of National Bamboo
Mission.

To encourage for enhancement in quality and production
of bamboo produced in the State.

To suggest plans to encourage entrepreneurs for bamboo
based traditional as well as modern industries.

To improve the quality of bamboo in the State, taking up
plantations of appropriate and quality-bamboo species on
private/ forest lands.

To make available treated bamboo for value adding
industries, to train the willing people for value enhanced
production, to increase the production of value enhanced
bamboo products and to establish the mechanism for
proper marketing such products in rural areas.

To make available good and useful high-quality plants of

bamboo at reasonable rates to the people.

To organize Seminars, Workshops, Industrial Fairs,
Exhibitions, Trainings Work-shops and to participate in
similar programmes organized by other agencies.

To train the bamboo workers at Bamboo Research and
Training Centre, Chichpalli, Chandrapur and to increase
employment opportunities in collaboration with
entrepreneurs.

To participate in International Trainings / Programmes /
Study Tours etc.

To propose to the Government for establishing company
toencourage bamboo industry in the State, in
collaboration with private companies, Non-Government
organization working in the bamboo sector.

To take appropriate measures to develop the bamboo
based industries operating in forest / adjoining areas of
the State, such as Gadchiroli Agarbatti Project.
Toachieve the aims of the Bamboo Board, acquire any
movable /immovable property, purchase, acquire, rent or
lease, alter or construct.

Board functions through the Governing Council under the

Chairmanship of Hon’ble Minister (Forests) and the
Executive Committee under the chairmanship of the Principal
Chief Conservator of Forests (HoFF).

Bamboo Promotion Foundation, Maharastra

To empower the bamboo sector of the State, the Government
of Maharashtra formed a Company. named as Bamboo
Promotion Foundation vide Government Resolution Revenue

and

Forests Department No. Bambusa-2017/Cr.No.68/F-9,

dated 24/08/2018.



3.07.01.04 Duties and responsibly of Bamboo Promotion Foundation,

Maharashtra

i.  Topromote organised Bamboo market.

ii. To form clusters of Bamboo and manufacture design and
sell their products.

iii. Production and value addition of Bambooin villages in
Scheduled Areas.

iv. Toestablish a pilot village exhibiting house constructions
from Bamboo.

v. Bamboo Incense stick projects (Gadehiroli model).

vi. To coordinate between Architecture and Designers for
marketing of Bamboo.

vii. Topromote Bamboo Plantation in agriculture sector.

viii. To promote the use of Bamboo in younger generation.

ix. Toestablish knowledge and information centres.

X. Toassist the small entrepreneurs and Businessman.

3.07.02 Maharashtra Ecotourism Development Board
The State Government declared the Eco-Tourism policy vide Government
Resolution No. WLP-1002/CR-53/F-1, dated 20th February, 2008. In
order to fulfil the objectives laid down therein, the State Government in
Revenue and Forest Department WLP-0415/CR-106/F-1 dated 8th
December, 2015 has established the Maharashtra Eco-Tourism

Development Board. The Board functions through the Governing Body
under the Chairmanship of Hon’ble Minister (Forests) and Executive
Committee under the chairmanship of the PCCF (HoFF).

3.07.03 ZooAuthority of Maharashtra
The Zoo Authority of Maharashtra was established vide Government of
Maharashtra, Revenue and Forest Department Resolution No. WLP 0515/
C.N.150/F-1 dated 30.12.2015 functioning under the control of the
Chief Wild Life Warden of Maharashtra. It is registered as a
Society under the Societies Registration Act, 1860 and as a Public Trust
under Mumbai Public Trust Act, 1950,

3.07.04 The Mangrove Cell
Mangrove Cell was constituted by the Government of Maharashtra to
address grave ecological concerns pertaining to marine eco-system. The
State of Maharashtra has 720 km coastline along the Arabian Sea.
Appreciating the importance of mangrove-conservation, the State
Government in the year 2013, took a landmark decision to bring the
government lands under mangroves in the reserved forests regime.
Hon’ble Bombay High Court. vide order dated 6th October, 2005 in Writ
Petition 3246/2004 has directed the State Government to declare private
areas under mangroves as ‘forests’. Subsequently, the High Court has
passed orders whereby all mangroves come under the purview of the Forest
(Conservation) Act, 1980. The establishment of the Mangrove Cell in
2012 initiated series of measures for conservation of mangroves in
Maharashtra. The Cell also facilitated the establishment of Mumbai
Mangrove Conservation Unit in 2014. There was an urgent need to scale up
the above activities and to further promote research, education, ecotourism
etc. to secure the biodiversity of our coastal and marine environment and to
bring tangible benefits to the coastal communities. For this mission,
creating an institution with the necessary skill set and the operational
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3.07.04.01

3.07.04.02

3.07.04.03

flexibility to address this complex task was under the
consideration of the Government, that led to the establishment
of a “Mangrove and Marine Biodiversity Conservation
Foundation”™ (Mangrove Foundation, in short). The
Foundation was registered in the year 2015 under the Societies
Registration Act, 1860.

Functions of Mangrove Cell

Mangrove Cell functions extensively for the mangrove
conservation by taking block by block approach from raising
mangroves in nurseries and organizing regular large-scale
plantations in degraded mangrove areas to conducting Clean
Mangrove Campaigns and awareness programmes. The Cell
also forged strong partnerships with many leading national
institutions and agencies, facilitating the introduction of state-
of-the-art technologies and best practices to the Maharashtra
shores. National Institute of Oceanography (NIO), Central
Marine Fisheries Research Institute (CMFRI), Central
Institute of Fisheries Technology (CIFT), Central Institute of
Brackish Water Aquaculture (CIBA), Marine Products Export
Development Authority (MPEDA ), Wildlife Institute of India
(WII), Salim Ali Centre for Ornithology (SACON) and
Bombay Natural History Society (BNHS) are just a few names
in that long and illustrious list of partners. Mangrove Cell also
works with several NGOs, Citizen's Groups, educational
institutions and private research organizations.

Based on the ‘International Climate Initiative’ Agreement
between Government of India and the Federal Republic of
Germany, a bilateral project towards improving conservation
of marine biodiversity called “Sustainable Management of
Coastal and Marine Protected Areas”™ (SMCMPA) was
launched in Maharashtra with the help of the German
development agency called GIZ. The project led to the
notification of the Thane Creek Flamingo Sanctuary in 2015.
Spread over an area of about 17 square kilometers with 896 Ha
of Mangrove cover, it is home to over 200 species of birds,
many of which are migratory like the splendidly-colored
flamingos which arrive in thousands in October-November. A
*‘Coastal and Marine Biodiversity Centre’ was set up at Airoli,
Navi Mumbai, in 2017 as part of the GIZ Project is an
interpretation and orientation centre for mangrove and marine
biodiversity which serves as a gateway to the Sanctuary for
tourists and environmentalists.

Activities of Mangrove Cell - Maharashira Forest

Department

| Mangrove Protection

2 Mangrove Conservation and Livelihood Generation
Scheme

3 Mangrove Afforestation

4 Clean-up Campaign

5 Awareness generation



3.08 Functions of the Forest Department

The Forest Department functions under the broad framework of guiding principles laid down
in the National Forest Policy, 1988 and various policy directives given by the Central
Government and State Government from time to time, for the protection, conservation and
preservation of forests and wildlife for the benefit the society in perpetuity.

3.09 Relations with the Central Government

(i) The Ministry of Environment, Forest and Climate Change (earlier known as the Ministry
of Environment and Forests) is entrusted with the subject matter of ‘Forests” in the
Central Government. The Director General of Forests and Special Secretary (previously
designated as Inspector General of Forests) transacts official business with the State
Government on behalf of the Central Government. He is also the Chairperson of the
Forest Advisory Committee constituted under the provisions of the Forest (Conservation)
Act, 1980.

(i) The Regional Office of the Ministry of Environment, Forests and Climate Change,
Nagpur is entrusted with the matters related to the State of Maharashtra.
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—— CHAPTER 4 ——
FUNCTIONS AND DUTIES OF OFFICIALS IN
FOREST DEPARTMENT

4.01.01 Functionsof Officials in Forest Department under various statutes

Officials in Forest Department discharge duties and functions assigned to them under various
legislations. Few of them are as under—

(i)  The Indian Forest Act., 1927 and rules made thereunder.

(i1)  The Wild Life (Protection) Act, 1972 and rules made thereunder.

(1i1) The Forest (Conservation) Act, 1980 and rules made thereunder.

(iv) The Maharashtra Forests Produce (Regulation of Trade) Act, 1969 and rules made
thereunder.

(v) TheMaharashtra felling of Trees (Regulation ) Act, 1964 and rules made thereunder,

(vi) TheMaharashtra Sale of Trees by Occupants belonging to Scheduled Tribes
(Regulation) Act, 1969.

(vii) The Maharashtra Private Forests (Acquisition) Act, 1975 and rules made thereunder.

(viii) The Biological Diversity Act. 2002 and rules made thereunder.

(ix) The Maharashtra Land Revenue Code, 1966 and rules made thereunder.

(x) TheMaharashtra Employment Guarantee Act, 1977 and rules made thereunder.

(xi) The Scheduled Tribes and Other Traditional Forest Dwellers (Recognition of Forest
Rights) Act, 2006 and rules made thereunder.

(xii) The Right to Information Act, 2005 and rules made thereunder.

(xiti) The Maharashtra Rightto Public Services Act, 2015.

(xiv) Maharashtra Civil Services Rules.

(xv) The Bombay Financial Rules, 1959.

(xvi) The Maharashtra Treasury Rules, 1968.

4.01.02 Authorities to appoint through nomination, promotion and deputation

The State Government vde General Administration Department Government Resolution No.
SRV-2016/CR-290/Desk-12 dated 19th November, 2016 has issued instructions in respect of
appointment of Government servants in various Groups, through nomination, promotion and
deputation. As per the said Resolution, The administrative Departments in the State
Government have been authorized to declare the competent Authorities in respect of
Government servants in Group B (non-gazetted), Group C and Group D.

[Annexure4.01]

4.01.03 Delegation of Powers and Exercise of Delegated Powers

The State Government has delegated financial and administrative powers from time to time, to
officials at various levels in the administrative hierarchy. Similarly, in certain cases, the senior
officials have been authorized to delegate some of their powers to their subordinates. The State
Government desires that officers, exercising the delegated powers. exercise the same with due
diligence and they should not be reluctant to take decisions and exercise responsibitlites to
safeguard the interests of the Government. Itis expected that the orders regarding delegation of
powers should be followed scrupulously both by the officers who have delegated the powers to
subordinate officers and by the officers who have been delegated powers. The State
Government has specifically cautioned that if an officer is found to shrink his own
responsibility in taking decisions in respect of delegated powers and makes needless references
to the superior officers for decision, this would amount neglect of duty and a note of the failure
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on the part of the concerned officer should be taken by the concerned higher officer and such
instances should reflect in the Confidential Record of the Concerned Officer. In this context,
the Government of Maharashtra has issued two Circulars dated 9th April, 1975 and 14th
February, 1977, which are embodied in the Government Resolutions delegating financial
powers, issued from time to time by the Finance Department. Both these Circulars are
reproduced as under—

2

Delegation of Powers

Reluctance on the part of officers to take
Decisions and exercise

responsibility

GOVERNMENT OF MAHARASHTRA
GENERAL ADMINISTRATION DEPARTMENT
Circular No.DCN-1075/0. & M.
Sachivalaya, Bombay 400 032, dated 9th April 1975.

Read : Government Circular, Political and Service Department,
No.DCN-1058/0. & M., dated 16th May 1958,

CIRCULAR

In the policy statement made on 21st February 19735, the Chief Minister had, among other things,
stressed the need to ensure that the powers delegated to different categories of officers are exercised
by them without interference by their superiors and without fear and favour. The issue of exercising
of delegated powers was also raised recently during the Meeting of the Consultative Committee of
the General Administration Department. In the course of discussion, the Chief Minister again
referred to the tendency of certain officers not exercising the powers delegated to them and making
needless references to their superiors and the administrative departments of the secretariat.

With view to securing greater administrative efficiency and implementation of developmental
schemes and also with a view to enabling the administrative authorities to discharge these more
efficiently, effectively and expeditiously, Government has from time to time delegated financial
and administrative powers at different levels. It was also directed under Governments Circular,
Political and Service Departments No.DCN-1058/0. & M., dated the 16th May 1958 that officers at
all levels should make adequate and judicious use of the powers vested in them by general or special
orders issued from time to time and should develop a more positive approach towards work and
shoulder responsibility in matters falling within the sphere of delegated powers. Further the
following recommendation of the Administrative Reorganisation Committee appointed by the
Government of Maharashtra was accepted by Government:-

“A conscious elfforts should be made by all Secretaries and Deputy Secretaries to see that delegation
is made effective at all levels and that delegated powers are fully exercised. Severe notice should be
taken of non-exercise of delegated powers by officers and higher authorities should specifically
watch the exercise of delegated powers in order to see whether the powers are being properly
exercised and whether there is need for introducing any safeguards or for enlarging the scope of the
delegation”™ and the Secretariat Departments were requested to implement it so far as
departments/offices under their administrative control were concerned.

Despite the instructions already issued, as stated above it is noticed that the officers are not always
inclined to use which powers as expected of them. In the context of the Chief Minister’s policy
statement and the observations of the Chief Minister during the meeting of the Consultative
committee of the General Administration Department, Government while reiterating the orders
already issued from time to time in this behalf, is now pleased to direct that :-

(i)  The orders regarding delegation of powers should be followed scrupulously both by the
officers who have delegated the powers to subordinate officers and by the officers who
have been delegated the powers;

(ii)  Severe notice should be taken not only in all cases of non-exercise of delegated powers
by officers but also in cases where officers deal with cases, power in respect of which
already stand delegated to subordinate officers;



(ii1) If the officers at higher level observe that subordinate officers refer 1o them cases for
decision though they are competent to decide them, they should return the cases
immediately pointing out the delegation of powers in those respects with a warning that
cases where the subordinate officers have the powers vested in them should not be
referred to the superiors thereafter;

(iv) If an officer is found to shrink his own responsibility in taking decisions in respect of
delegated powers and makes needless references to the superior officers for decision,
this would amount neglect of duty and a note of the failure on the part of the concerned
officer should be taken by the concerned higher officer and such instances should reflect
in the Confidential Record of the Concerned Officer.

The secretaries to Government as well as all the heads of several Departments of the Government
should ensure that delegation is made effective at all levels, by ensuring (a) that the delegated
powers are fully exercised by a subordinate authority without interference, fear and favour, and (b)
that in all matters, where appropriate powers have been delegated to a subordinate authority, the
delegating authority, does not use the power himselfin any event.

Action is being taken separately to modify the form of Confidential Report with a view to providing
aseparate item on this account.
By order and in the name of the Governor of Maharashtra.

Sd/-
H. NANJUNDIAH,
Additional Chief Secretary to the
Government of Maharashtra

Delegation of Powers
Controlover

GOVERNMENT OF MAHARASHTRA
FINANCE DEPARTMENT
Circular No.DFP-1076/1392/896/GEN-5
Mantralaya, Bombay 400032, dated 14th February 1977

CIRCULAR

To secure, greater administrative efficiency and implementations of developmental schemes and
enable the administrative authorities to discharge their duties more effectively and expeditiously,
Government has from time to time, delegated financial and administrative powers to various
authorities at different levels, Recently, large number of delegations have been made by
Governments. It is normally expected that officers at all levels should make adequate and judicious
use of the powers vested in them and should develop more a positive approach to and shoulder their
responsibility. It has been observed that the delegated powers are not exercised adequately at
various levels.

Delegation itself denotes entrustment or commitment of authority or powers vested in an
organization or individual to a subordinate instrument or official. Such delegation dees not
automatically relieve from responsibility the organization or individual on whose behalf the
authority or powers are delegated. That organization or individual continues to be accountable for
the decisions by the instrument or official in exercise of delegated authority or powers. In the light of
this position. Governments is pleased to direct that the following measures should be adopted by all
Supervisory and Controlling Officers:-

(1) Heads of Departments to whom powers have been delegated under various orders
should endorse to the Administrative Departments copy of each order issued by them
under the delegated powers and quote at the end the number and date of the orders under
which power was delegated to them. Heads of Departments should also submit, in
second week of every month, list of orders issued by them (without copies) under
delegated powers to the Administrative Departments, quoting a reference to this
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circular. The Administrative Departments should take a periodical review of such orders
and find out whether the delegated powers have exercised judiciously and take suitable
action, wherever necessary.

(2) Regional Heads to whom powers have been delegated under various orders endorse to
the Heads of Department copy of each order issued by them under the delegated powers
and quote at the end the number and date of the order under which the power was
delegated to them. They should also submit in the second week of every month a list of
orders issued by them (without copies) under delegated powers to the Heads of
Departments quoting a reference to this circular. The Heads of Departments should take
a periodical review of such orders and find out whether the delegated powers have been
exercised judiciously and also take suitable action, wherever necessary, under
intimation to Administrative Departments.

(3) Head of Offices to whom powers have been delegated under various orders should
endorse to the Regional Heads copy of each of the orders issued by them under the
delegated powers from time to time and quote at the end number and date of the order
under which the power was delegated to them. They should also submit in the second
week to every month a list of orders issued by them (without copies) under delegated
powers to the Regional Heads, quoting a reference to this circular. The Regional Heads
should take a periodical review of such order to find out whether the delegated powers
have been exercised judiciously and take suitable action, wherever necessary. under
intimation to Heads of Departments.

(4) Secretaries of the Administrative Departments should also take a periodical review
inrespect of the orders issued by the Desk Officers in their Departments.

(5) The exercise of the delegated powers should be watched during the visits/normal
inspections undertaken by the Administrative Departments. Heads of Departments and
Regional Heads in respect of their own and subordinate offices. During such inspections
and visits, they should not only emphasis the proper exercise of the delegated powers by
the Officers concerned but also take a note of the non-exercise or misuse of the delegated
powers noticed, if any. Reports of such cases of default should be submitted to the
Administrative Department concerned by the Heads of Departments and Regional
Heads, for suitable action.

By order and in the name of Government of Maharashtra,

Sd/-
V.PRABHAKAR
Secretary to Government

4.02. Statutory Functions

4.02.01 Indian ForestAct, 1927
Officers of the Forest Department and the Forest Development Corporation
of Maharashtra Limited have been empowered as‘forest-officers’ within
the meaning assigned to the said term under the Indian Forest Act, 1927 to
carry out various functions under the said Act. They have also
been assigned certain powers and duties under the Maharashtra Forest
Rules, 2014 made under the said Act. These functions are as under---

Rule70. Principal Chief Conservator of Forests (Head of Forest Force) his
powers and duties

(1) The Principal Chiel Conservator of Forests (Head ol Forest
Force) shall be the head of Forest Department and the technical
advisor to the State Government in all matters relating to forest
and Wild Life.

(2) He is empowered to deal on his own authority with technical
questions such as the operation of sanctioned working plans, fire
protection and silvicultural operations generally, and with matters
regarding which powers have been specifically delegated to him.



4.03.02 Principal Chief Conservator of Forests (Wildlife)

4.03.03

4.03.04

4.03.05

4.03.06

i.

il.

ii.
iv.

V.

Matters pertaining to management of wildlife within and outside
Protected Areas.

He shall supervise the functioning of the Maharashtra Ecotourism
Development Board and the Zoo Authority of Maharashtra.

He shall supervise the general administration of Wildlife Wing.

He shall furnish various reports in wildlife related matters to the
Government of Maharashtra.

He shall supervise matters pertaining to mangroves and wetlands.

PCCF/APCCF(Productwn and Management)

i

il.
iii.
iv.
V.
Vi,

vil.

Implementation of the National Working Plan Code, 2014 and
directives issued by the Government from time to time in that regard.
Area handed over to the FDCM and area surrendered by the FDCM.
Forest Resource Survey.

Matters related to sale of forest produce.

Matters related to nistar, grazing, forest based industries.

Matters related to Forest Labour Cooperative Societies.

Matters related to vehicles, including procurement and disposal,
uniform to field staff, stores and purchases.

Principal Chief Conservator of Forests (Social Forestry)

i.
ii.

1il.

He shall supervise the forestry works outside forest areas.

He shall ensure implementation of extension activities of the Forest
Department.

Matters regarding implementation and monitoring of all schemes
related to Social forestry.

PCCF/APCCF (Budget, Planning and Development)

i

All matters related to Plan / Non-Plan Schemes and Budget related
matters.

Approval of distribution, appropriation, re-appropriation of grants to
controlling officers.

. Matters related to Forest Engineering and maintenance and repairs to

office building of PCCF.

Field and office inspections of all Circles for purposes of monitoring
funds utilization and physical progress.

Supervision and monitoring of all Non-Plan/Plan schemes including
implementation of the Maharashtra Employment Guarantee Act,
1977, rules made thereunder and directives issued by the Government
from time to time in that regard.

PCCF/APCCEF (Information, Technology and Policy)

Vi.

He shall be responsible for setting up of infrastructure and
administration on Information Technology in the Forest Department
including MIS.

Matters related to Forest Policy.

Formulation and Monitoring of Forestry Projects including Externally
Aided Projects.

Matters related to Forest Statistics including preparation and
finalization of Annual Administrative reports.

Matters related to publicity and extension.

Maharashtra Forest Manual.



4.04

Functions of Additional Principal Chief Conservator of Forests

4.04.01

4.04.02

4.04.03

4.04.04

Additional Principal Chief Conservator of Forests (Administration-
Subordmate Cadre)

ii.
iii.

V1.

Establishment matters including Disciplinary Proceedings matters in
respect of following Subordinate cadres.

a) Maharashtra Forest Service -Class-II
b) General State Service -Class-I
c) General State Service - Class-II

Matters related to administration of subordinate cadres.

Approve inter-circle transfers of Forest Guards/Foresters/Office
Staff.

Matters related to labourers/Van Mazoors engaged on seasonal basis.
Matters pertaining to forestry education and induction training of
MES class 1.

Training of Forest Guards and Foresters.

Additional Principal Chief Conservator of Forests (Personnel)

i

vi.
Vii.

viil.

Establishment matters pertaining to Maharashtra Forest Service
Class I and IFS Officers.

Matters related to in-land/Foreign training assignments pertaining to
IFS/MEFS (Class-I) personnel.

Participation in seminars/conferences/workshops by IFS/MFS Class 1
personnel.

He shall discharge the delegated functions as the Leave / Leave Travel
Concession Sanctioning Authority in respect of IFS officers other
than PCCFs and APCCFs.

GPF Advancesup to APCCFs.

Matters related to Forestry Research. Education and Training.

Matters related to carbon sequestration/CDM etc.

He shall be the authority on communication of ACR
classification of all ACFs/DFOs in consultation with PCCF (HoFF)

Additional Principal Chief Conservator of Forests (Protection)

i
ii.

iii.

Matters pertaining to forest protection in the State.

All matters related to forest protection and offence cases, transit of
forest produce, Maharashtra Felling of Trees (Regulation) Act 1964,
Maharashtra Sale of Trees of Occupants belonging Schedules Tribes
Act, 1969 and rules framed there under.

Matters related to saw mills and related industries.

Additional Principal Chief Conservator of Forests (NTFP)

i

Nationalization of forest produce and matters pertaining to the
Maharashtra Forest Produce (Regulation of Trade) Act, 1969 and
Rules made thereunder.

Matters pertaining to the non-timber forest produce, including
medicinal plants (Except Industrial Supplies).

Monitoring and Evaluation of works carried out under various
Schemes.

Matters related to Provisions of Panchayats (Extension to the
Scheduled Areas) Act, 1996, Maharashtra Transter of Ownership of
Minor Forest Produce in Scheduled Areas and Maharashtra Forest
Produce (Regulation of Trade) (Amendment) Act, 1997 and rules
made thereunder.

Policy matters pertaining to implementation of the Scheduled Tribes
and Other Traditional Forest Dwellers (Recognition of Forest Rights)
Act, 2006 with respect to Minor Forest Produce.
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4.04.05

4.04.06

4.04.07

4.04.08

4.04.09

4.04.10

Additional Principal Chief Conservator of Forests (Conservation)

i.  Mattersrelated to forest lands.

ii. Matters related to Maharashtra Private Forests (Acquisition) Act,
1975.

iii. Matters related to Identified Forests.

iv. Matters related to the Scheduled Tribes and Other Traditional Forest
Dwellers (Recognition of Forest Rights) Act, 2006.

v.  Monitoring of—
a. Demarcation of forest boundaries and land records,
b. Forest settlements.

Additional Principal Chief Conservator of Forests & Nodal Officer

i. Matters connected with the implementation of the Forest
(Conservation) Act, 1980.

ii. Standardization of Plantations / Afforestation models under
Compensatory Afforestation Schemes.

iii. Matters related to Zudpi Jungle.

Additional Principal Chiel Conservator of Forests and Chief

Executive Officer, Maha-CAMPA

i. He shall discharge his functions assigned to him under the
Compensatory Afforestation Fund Act, 2016 and Rules made
thereunder.

ii. He shall monitor the implementation of the Compensatory
Afforestation Fund Act, 2016 and rules made thereunder and the
guidelines issued from time to time by the Central Government,
National Authority of CAMPA and the State Government.

Additional Principal Chief Conservator of Forests (Research,

Education & Training), Pune

i.  He shall look after matters pertaining to forestry education and forest
Training Institutes.

il.  Training programmes (except overseas), including Forest training
pertaining to the forest officers / staff referred to above.

APCCF/CCF (Mangroves)

i.  Heshall report to the PCCF (Wildlife).

ii. He shall deal with all matters pertaining to the Mangrove Cell and
protection and management of Mangrove areas in possession of the
Forest Department.

Additional Principal Chief Conservator of Forests (Wildlife-East,

West and Melghat)

i.  Heshall be the administrative in c_hargc of the wildlife circle. He shall
be the Monitoring Authority in respect of officials, managing
protected areas under his jurisdiction.

ii. He shall have control over planning, preparation of budget and
monitoring of protection works undertaken by the protected area
managers under his jurisdiction.

iii. Heshall report to the PCCF (Wildlife).

iv. Heshall discharge duties and functions assigned to him in the capacity
of the Wild Life Warden under the Wild Life (Protection) Act. 1972.

v, He shall monitor the works related to research works under his
jurisdiction.

vi. Implementation, supervision and monitoring of activities as per
approved Management plans of protected areas.



4.05.  CCF/CF(NTFP)

i.  Heshallreportto the APCCF (NTFP).

ii.  Matters pertaining to Minor Forest Produce and NTFP (Except Industrial Supplies) and
disposal of Tendu and Apta leaves.

iti.  Matters pertaining to medicinal plants.

iv. Matters pertaining to the Scheduled Tribes and Other Traditional Forest Dwellers
(Recognition of Forest Rights) Act, 2006 with respect to issues pertaining to Minor Forest
Produce.

v.  Audit Paragraphs related to NTFP including Tendu / Apta trade and Monitoring and
Evaluation.

vi. Anyother function assigned by the APCCF NTFP).

4.06 CCF/CF/DCF (Budget, Planning and Development)

i.  Heshallreportto the PCCF/ APCCF (BPD).

ii.  Mattersrelated to Plan/ Non- Plan Schemes.

iii.  Formulation and processing of proposals related to various Schemes.

iv.  Formulation of the Annual as well as Five Year Plan proposal and Monitoring of all State
level, District level State pool Schemes and programmes.

v.  Standardization of Plantations / Afforestation Models.

vi. Formulation of cost structures for various Plans / Schemes.

vii. Matters related to Finance Commission.

viii. Settlement of the audit paragraphs. appearing in the Inspection Reports of the Account
General (Audit).

ix. Internal Audit.

x.  Anyotherfunction assigned by the PCCF/ APCCF (BPD).

4.07 CCF/CF (Human Resource Management)

i.  He shall report to the APCCF (Administration- subordinate cadre) and assist him in
matters pertaining to subjects allotted to him.

ii.  Establishment matters in respect of following subordinate cadres—
a. Non-Gazetted executive Establishment of Forest Department.
b. Non-Gazetted Ministerial Establishment of the Forest Department.

iii.  Matters related to short term skill up-gradations / training programmes for forest
/ministerial staff.

iv.  Departmental Examination.

v.  Establishment matters related to labourers including Van Mazoors.

vi.  Anyother function assigned by the APCCF (Administration- Subordinate Cadre).

4.08 Chief Conservator of Forests / Conservator of Forests, Working Plans

He shall discharge functions in accordance with the provisions contained in the National
Working Plan Code, 2014 and as per the directives issued from time to time by the Government
and official superiors.

4.09 CCF/CF (Land Record)

1: He shall report to the APCCF (Conservation).

ii.  All issues related to forest land including demarcation of Forest boundaries, under
various schemes and budget heads.

iii. Matters related to compilation of relevant notifications, maps and updating of
information about forest land in the State and its computerization.

iv. Compilation and updating forest land records.
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4.10.01

4.10.02

4.10.03

4.11.01

v.  Monitoring the progress of Forest settlement and processing proposals received from the
Circles for declaration of transferred land as reserved and protected forests.
vi.  Anyother function assigned by the APCCF (Conservation).

Chief Conservator of Forests / Conservator of Forests (Territorial)

The Chief Conservator of Forests / Conservator of Forests is the in-charge of territorial Circles.

i.  Heshall discharge functions and duties assigned to him under various legislations.

ii.  Heshall be responsible for matters related to protection, conservation and management of
forests and wildlife in his jurisdiction.

iii.  Heshall be responsible for the implementation of Working Plan in his jurisdiction.

iv.  He shall ensure the timely submission of requisite information and data to the Working
Plan Officers by the DCF/DFO under his administrative control.

v.  He shall monitor the execution of warks and ensure through DCFs / DFOs under his
administrative control, that they are executed as per specified norms, observing financial
discipline.

Chief Conservators/Conservators in Wildlife Wing

i.  Heshall discharge functions and duties assigned to him under various legislations.

ii.  He shall be responsible for matters related to protection, conservation and management of
forests and wildlife in his jurisdiction.

iii.  He shall be responsible for the implementation of Working Plan / Management Plan
/Tiger Conservation Plan etc. in his jurisdiction.

iv.  He shall be under overall supervision and administrative control of the Chief Wild Life
Warden.

Conservator of Forests (Social Forestry)

He shall discharge functions assigned to him under various legislations and directives issued
by the Government and official superiors from time to time.

Deputy Conservator of Forests (Territorial) /Divisional Forest Officer (Territorial) /Sub-
Divisional Forest Officers in-charge of independent Sub-Divisions

He is the in-charge of territorial Division/ Sub-Division,

i.  Heshalldischarge functions and duties assigned to him under various legislations.

ii.  While discharging the said functions and subject to directives issued by the Government
and official superiors in that regard, he shall pursue with the Collector for seeking
assistance of Police Officers and Revenue Officers, as and when necessary.

iii. He shall be responsible for matters related to protection, conservation and management of
forests and wildlife in his jurisdiction.

iv.  Heshall be responsible for the implementation of Working Plan in his jurisdiction.

v.  He shall ensure the timely submission of requisite information and data to the Working
Plan Officers.

vi.  He shall monitor the execution of works and ensure through his ACFs / Sub-DFOFs and
other subordinate officials, that they are executed as per specified norms, observing
financial discipline.

vii. He shall ensure that forests and wildlife related offences are dealt by him as well as by his
subordinates as per the directives issued by the Government and official superiors from
time to time.

viii. He shall ensure that forest-land records, including maps are maintained updated and shall
make all efforts to for their reconciliation with Revenue Authorities and Working Plan
Officer.

ix. He shall ensure that all subordinate field functionaries under his administrative control
are provided with authentic copies of gazette notifications, maps, extracts of revenue
records etc.



4.11.02

4.11.03

4.12

4.13

4.14

Working Plan Officers

Working Plan Officers shall discharge functions assigned to them in the National Working
Plan Code, 2014 and according to directives issued by the Government and official superiors
from time to time.

Divisional Forest Officer (Social Forestry)

He shall discharge functions assigned to him under various legislations and directives issued
by the Government and official superiors from time to time.

Assistant Conservator of Forests and Sub-Divisional Forest Officers

iii.

iv.

vi.

vii.

viii.

Assistant Conservator of Forests / Sub-Divisional Forest Officer shall discharge
functions and duties assigned to him under various legislations.

He shall be responsible for matters related to protection, conservation and management of
forests and wildlife in Ranges assigned to him.

He shall discharge functions as per the specific instructions issued by the Government or
Official Superiors from time to time.

To ensure that the works executed are as per the specifications prescribed in that regard
from time to time and within the financial allocations earmarked for the same, he shall
carry out inspections as per the norms prescribed and shall keep the DCF / DFO abreast
about the progress in that regard.

He shall be responsible for administration of Ranges assigned to him. He shall also ensure
execution of Working Plan / Management Plan /Tiger Conservation Plan etc. and shall
ensure that all prescribed forms are maintained updated.

He shall ensure that records pertaining to stores, tools, dead stock, buildings and roads
under his jurisdiction are maintained update.

He shall examine and scrutinize Monthly Cash Accounts received from the Range Forest
Officers, on technical parameters and financial regulations in force and submit it with his
remarks to the DCF/DFO.

He shall ensure that collections and remittances are duly accounted for in his jurisdiction.

Range Forest Officer

vi.

vii.

viil,

The Range Forest Officer shall discharge functions and duties assigned to him under
various legislations.

He shall be responsible for matters related to protection, conservation and management of
forests and wildlife in his jurisdiction.

He shall discharge functions as per the specific instructions issued by the Government or
Official Superiors from time to time.

He shall be responsible for the supervision and control of his subordinate staff and for
matters concerning the development and protection of forests in the Range.

He shall submit monthly Cash Accounts, including that of JEMCs/VEDCs ete. to DCF/
DFO, through the concerned Assistant Conservator of Forests / Sub-Divisional Officers.
He shall be responsible for administration of his Range. He shall also ensure execution of
Working Plan / Management Plan /Tiger Conservation Plan etc. and shall ensure that all
prescribed forms are maintained update.

He shall ensure that collections and remittances are duly accounted for by Foresters under
his administrative control.

He shall keep, maintain and update the forest land records in his Range as per the
prescribed formats.

Round Officer/Forester

i

Round Officer / Forester shall discharge functions and duties assigned to him under
various legislations, including investigation into forest-offences.
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4.16

4.17

Vi.
Vii.

He shall be respensible for matters related to protection, conservation and management of
forests and wildlife in his jurisdiction.

He shall discharge functions as per the specific instructions issued by the Government
and Official Superiors from time to time,

He shall appropriately instruct the Beat Guards about their duties, and see that they are
conversant with forest boundaries in their beats, write their diaries and explain to them the
forestrules, regulations, rights and privileges applicable to the local villagers etc.

The duties in respect of beat guards/forest guards are also equally applicable to foresters/.
The duties of R.F.O. as they relate to forester are also applicable to Foresters.

As the Member Secretary of the JFMCs / VEDCs etc. he shall submit Monthly Cash
Accounts of these bodies to the RFO.

Beat Guard/ Forest Guard

VI.

Vii.
Viii.

X1,

Xil.

Beat Guard shall discharge functions and duties assigned to him under various
legislations.

He shall prevent commission of forest / wildlife offences and assist official superiors in
the task of investigation of such offences.

He shall discharge functions as per the specific instructions issued by the Government or
Official Superiors from time to time.

He shall patrol and protect all forests in his beat.

He shall repair and maintain forest boundary marks in accordance with orders on the
subject;

He shall ensure that the rights and privileges existing if any, in the forests are not abused
by the villagers;

He shall ensure prevention, detection, control and mitigation of fire in his jurisdiction.

He shall detect all forest-offences under his jurisdiction and report to his official
superioraccordingly;

He shall ensure that forest produce is not removed except in accordance with the transit
rules under the Forest Act:

He shall collect timber found adrift, beached or sunk;

He shall carry out silvicultural works such as sowing seeds, preparing nurseries,
collecting seeds, planting and carrying out other cultural operations as ordered. He shall
cut creepers and make petty repairs to plantation and nursery fences without specific
orders to that effect.

As the Member Secretary of the JFMCs / VEDC etc. he shall submit Monthly Cash
Accounts of these bodies to the RFO.

All Government servants in the above mentioned Cadres and Grades, serving in any other
capacity shall discharge functions as per directives issued by the Government and official
superiors from time to time.

Ranger Surveyor

iii.

He shall exercise the power invested with him under section 72(1)(a) of the Indian Forest
Act, 1927, to enter upon any land and to survey, demarcate and make a map of the same.
He shall ensure maintenance of survey record and record of forest settlement
proceedings, orders of F.S.0., appeals etc.. including register of maps, sets of revenue
(village) maps, certified copy of record of rights by revenue department duly compared
and corrected with the record of Forest Department Form No.l, prescribed in standing
order of P.C.C.F. 015/Nondvahi/481/29-11-2002 (Record of Reserved and Protected
Forests etc.).
He shall make and update the compilation of Gazette Notifications, Orders and other
Instruments related to the forest land, settlement proceedings efc.
He shall assist the DCF / DFO in reconciliation of land records with the Revenue
Authoritis.

|Annexure 4.02]



4.18

4.19

4.20

vil.

Viii.

He shall inspect Survey and Demarcation works carried out by the surveyors and carry
out 20% checking of the 1/5th boundary demarcation works annually. For this purpose,
he must chalk out appropriate tour programmes in his jurisdiction,

If posted in the Division, he shall prepare and check the maps of the plantation areas or
coupes laid out for working. He shall assist the Dy.C.F. in maintaining account of
hammers.

He shall prepare statement of demarcation of annual coupes, maintain compartment
histories, carry out compilation of observations from Forest Register maintained by
Dy.C.F./D.F.O. in addition to usual works of maintaining important files relating to land
section of the Forest Department, annual administration report, preparation and
submission of control forms and deviation proposals eic.

If posted or deputed in Working Plan Office, he shall be responsible for preparation and
laying out coupes, compartments, verifications of maps.

Forest Surveyor

vi.

vil.

viii.

He shall exercise the power invested with him under section 72(1)(a) of the Indian Forest
Act, 1927, to enterupon any land and to survey, demarcate and make a map of the same.
Laying out coupes on the ground according to the working plan maps.

Carrying out such other survey and demarcation work in the field as may be directed by
the Divisional Forest Officer in this behalf.

Preparing block, compartment or coupes traces, copying out maps, filling up and
colouring details in stock-maps, preparing enlargements or reductions from maps:
Computation and tabulation of areas.

Correcting maps and registers according to Government Notifications of afforestation
and disforestation of areas.

Attend all correspondence affecting forest areas, survey and demarcation: maintain
compartment history files.

Scrutinize and put to the Divisional Forest Officers, deviation proposals and control
formsreceived from the Range Forest Officers and to peruse their further disposal.
Keep, maintain and update the forest land records in the division as per the formats
provided in MFM and MFR about land records.

Chief Forest Statistician

To build up and keep up-to-date all the data and information regarding forest statistics in a
readily available form and to carry out analysis of results.

To undertake statistical analysis to advise on the design of experiments.

To advise Working Plans Officers and Evaluation wing as under on sampling methods
and compute data of enumeration surveys.

To undertake studies on costs for raising plantations, carrying out sustainable harvesting
in various regions, working out rates of sale of forest produce for granting the sale under
contract agreement as per the directions of DCF (R.U.).

To carry out such other functions and duties as may be specially entrusted to him by the
P.C.C.F. (HoFF) or the officer in-charge of Information and Technology Wing in Forest
Department.

Forest Engineer

The duties of the Forest Engineer include the preparation of designs and estimates of roads,
buildings and other engineering works and the construction of more important of such works as
may be entrusted to him. He is required to make experiments and give his advice regarding the
most suitable forms of mechanical transport and mechanical appliances for the extraction of
timber and fuel and to assist in their introduction and successful working. The technical
supervision of the working of saw mills (mechanical aspects only), the erection of new ones
wherever necessary and the organization of supply of store are among his duties which he is
expected to perform with the assistance of Saw Mill Engineer, Workshop Superintendant.
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4.21

4.22

4.23

Administrative Officer and Office Superintendant

The State Government in Revenue and Forests Department vide Government Order No. MFS-
2012/666/CR-152/F-8 Dated 27th September, 2012 has assigned duties and functions to the
Government Servants in these Cadres, which include duties and functions related to Financial
and Establishment matters.

[Annexure 4.03]

ChiefAccountant and Accountant

Chief Conservators / Conservators (Territorial), are the Appointing Authorities for the
Government Servants in these Cadres. They shall prescribe the duties of Chief Accountants
and Accountants in their respective jurisdictions. However, duties so prescribed shall be
subject to any specific instructions in that regard from the State Government or the PCCF
(HoFF), as the case may be.

Clerk

Deputy Conservators / Divisional Forest Officers (Territorial) and Sub-Divisional Forest
Officers in case of independent sub-divisions, are the Appointing Authorities for the
Government Servants in this Cadre. They shall prescribe the duties of Clerks in their respective
jurisdictions. However, duties so prescribed shall be subject to any specific instructions in that
regard from the State Government or the PCCF (HoFF) or the Chief Conservators (Territorial),
as the case may be.



5.01

5.03

5.04

—— CHAPTERS ——

CLASSIFICATION OF ESTABLISHMENTS

Permanent Establishment

Permanent establishment includes all Government servants of whatever rank, who are
required for the ordinary administration of the forest and who are employed for the whole year
and year after year. Permanent post means a post carrying a definite rate of pay sanctioned
without limit of time. Financial Rules 9(22)

Temporary establishment

Temporary establishment consists of staff which is required to supplement the permanent
establishment whenever there is a temporary expansion of their duties.

5.02.01

Temporary post means a post carrying definite rate of pay sanctioned

foralimited time.

5.02.02 This establishment for a particular sanctioned work under proper budget

5.02.03

Superior Service

5.03.01
5.03.02

head is provided for under the same minor head as permanent
establishment but is distinguished from them by being grouped under a
separate secondary unit, temporary establishment. This establishment is
required to be sanctioned by the Government annually or for specific
period. All appointments to temporary establishment should specify a
definite period of their appointment. It should be specifically stated that
their services would be terminated at any time or on the completion of work
without assigning any reason. While carrying out their termination,
principle of first come last go should be observed and the junior most man
from within the unit of administration (governed by the unit of appointing
authority) should be removed. Such Government servants should be
required to sign an undertaking that he will give at least one month's notice
if he wants to leave the job.

The form of undertaking required to be given by the Government servant "1
SAI o have been appointed on temporary basis. I am
aware of the fact that my services are likely to be terminated at any time
without assigning any reason. I shall be required to give one month's notice
or one month's pay in lieu thereof if I leave the job. I am accepting this job
on the conditions stated above".

(Signature)

The pay, leave salary, travelling allowance and other allowances are
payable to the permanent as well as temporary establishment as per
relevant M.C.S. (Pay)Rules.

Superior service means any kind of service whichis not Class V.

Gazetted Government Servant is one whose appointment is notified in the
Gazette by the Government. Appointments of the Gazetted Government
Servants are done by Government.

Sanctioned Strength of the Forest Department

The Government of Maharashtra has approved the Akrutibandh (Sanctioned strength) of the
Forest Department vide Revenue and Forests Department GR No. MFS 2017/CR-77/F-8
dated, 13th September 2019.




Sr.no Details Sanctioned

posts
1 A (Cadre 20) 604
2 B (Cadre 10) 1108
3 B (Non Gazetted) (Cadre 4) 146
4 C(Cadre 54) 16549
5 D (Cadre 34) 1056
Total (122 Cadres) 19463
6 Supernumerary post of Forest laborers 8329
Grand Total 27792

Statement showing various sanctioned posts has been enclosed in Annexure 5.01.
|Annexure 5.01.]

5.05 Forest Service
i.  Indian Forest Service

As per Government of India Department of Personnel and Training Notification No.
GSR-792(E), dated 12th August, 2016, cadre strength of the Indian Forest Service is as

under.
Details of Posts No. of Posts
1 Senior duty posts 126
2 Central Deputation Reserve not exceeding 20 % of item | above 25
3 State Deputation Reserve not exceeding 25 % of item 1 above 3l
4 Training Reserve not exceeding 3.5 % of item 1 above 4
5 Leave Reserve and Junior Posts Reserve not exceeding

16.5% of item | above 20

6 Posts to be filled by promotion under rule 8 of the Indian
Forest Service (Recruitment) Rules 1966 not exceeding 33.33 %

ofitem 1, 2, 3 & 4 above. 62
7 Posts to be filled up by Direct Recruitment (Items 14+243+4+5) 144
Total 206

ii. Maharashtra Forest Service As per the Akrutibandh sanctioned by the State
Government vide GR No. MFS 2017/CR-77/F-8 dated, 13th September, 2019, the
sanctioned strength is as under.--

Sr. no Details of Posts No. of Posts
1 Divisional Forest Officer (Class I) 109
2 Assistant Conservator of Forests (Class I) 289
3 Range Forest Officer (Class II) 991
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ii.

iv.

vi.

Vil.

Suberdinate Forest Service Class I11
Forester (Class I1T)

Forest Guard (Class I1I)

Forest Engineering Branch

Forest Engineer (Civil) ( Class 1)

Deputy Forest Engineer (Civil ) (Class—1)
Deputy Commissioner Animal Husbandry
(Wildlife)

Asssistant Commissioner Animal Husbandry
(Wildlife)

Veterinary Officer (Class-I)

Workshop Superintendent (Mech. Engg.Class —11)
Forest Statistics

Chief Forest Statistician (Class-1)

Forest Statistician (Class-1)

Asst. Forest Statistician (Class - I1)

Asst. Chemical Analyst

Other Posts.

Administrative Officer (Class-1)

Senior Personal Assistant

Personal Assistant to CCF

Higher Grade Stenographer

Personnel on Deputation to Forest Department
Forest Settlement Officer (Dy. Collectors-grade)

Contractual Staff

3025
9677

e O W I
=

The State Government has issued guidelines from time to time for availing the services of
retired government servants on contractual basis. While engaging services of such retired
Government Servants, the terms and conditions laid down in such guidelines must be followed
inletter and spirit.



6.02.03 Pay— The Central Government has notified Indian Forest Service (Pay)
Rules 2016, as per which, the pay-scales, which deemed to have come into
force with effect from 1st January, 2016 are as under (as per 7th Pay
Commission)-----

(A) Junior Scale: Level 10 in the Pay Matrix
(B) Senior Scale:

i. Senior Time Scale: Level 11 inthe Pay Matrix (Rs
67700-208700.)

ii.  Junior Administrative Grade : Level 12 in the Pay Matrix (Rs
78800-209200)

iii. Selection Grade : Level 13 in the Pay Matrix

(Rs 123100-215900.)
(C) Supertime Scale :

i.  Conservatorof Forests : Level 13A in the PayMatrix
(Rs131100-216600)
ii. Chief Conservator of Forests : Level 14 in the Pay

Matrix(Rs 144200-218200)
(D) Above Supertime Scale :

i.  Addl.P.C.CF.: HAG: Level 15 in the Pay Matrix
(Rs 182200-224100)
it. HAG+Scale: Level 161in the Pay Matrix
(Rs205400-224400)
iii. Apex Scale: Level 17 in the Pay Matrix
(Rs225000)

6.03 Maharashtra Forest Service

6.03.01 Maharashira Forest Service
The Forest Service in the erstwhile State of Bombay was reconstituted
from the 1st October, 1929 into Superior Forest Service consisting of class
I'and class 1T officers. The class 1 service consisted of officials of the rank of
the D.F.O. and above. The Assistant Conservator of Forest held a Class 11
post, Upper subordinate forest service consisted of Forest Rangers. Lower
subordinate forest service consisted of Foresters and Forest Guards. The
Government of Maharashtra later included the posts of Assistant
Conservators of Forests in the Class I and Range Forest Officers in the
Class I service of the Gazetted rank. Hence the present Maharashtra Forest
Service consisting of----
i.  ClassIservice (D.F.Os. and Assistant Conservators of Forests)
ii. Class I service (R.F.Os.).
iii. Class Il service-Foresters, Forest Guards, in the executive cadre.
The establishment of the Forest Department is supported by Engineers,
headed by the Forest Engineer, Workshop Superintendents and Medical
Officers in charge of forest dispensaries and ancillary staff supporting
wireless, constabulary for protection work etc.

6.03.02 Recruitment to Maharashtra Forest Service Gazetted Services.
Recruitment to the MLE.S. is regulated by Rule 7 to 12 of Appendix *C" to
the Maharashtra Civil Services (Classification and Recruitment) Rules.

6.03.03 Maharashtra Forest Service Class 1
i. D.F.Os.inthescaleof §-23: Rs.67700-208700.
ii. A.C.Fs.inthescaleof S-18: Rs.49100-155800.
The recruitment to the post of D.F.O. is done by promotion from

among the A.C.F. who have put in not less than 3 years of service on
the M.F.S. Class-1.
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ACF : Recruitment Rules to the post of Assistant Conservator of Forests
have been notified vide Government Notification NO.MFS 1087/75/CR-
23/F-8 dated 12 March 1998 [Annexure 6.01]. As per rule 5 of the said
rules, appointment to the post by promotion and nomination shall be made
in the ratio of 50:50. That ratio has been changed by 75:25, vide
Government Notification NO.MFS 12-2000/CR-80/F-8 dated 2nd July
2008.

|Annexure 6.02]
DFO : Rules regulating the recruitment to the post of D.F.O. in
Maharashtra Forest Service Class-1 were notified vide Government
Notification No.MFS 1876/12493(a)/CR-454-80/F-8 dated 22nd
November 1984 [Annexure 6.03]. Appointment to the post of DFO in
Maharashtra Forest Service shall be made by 100% promotion from
among the ACFs, who have put in not less than three years of service.

6.04 Recruitment to the post of Maharashtra Forest Service Class 11 (Group B) Maharashtra
Forest Service Class I1 (Recruitment Rules for the post of Range Forest Officer)
Recruitment Rules 2014 for the post of Range Forest Officer in the Maharashtra Forest
Service class-11 (Group B) have been notified vide Revenue & Forest Department, Mantralaya,
Mumbai dated 5th February, 2013, superseding the earlier Rules of 1997,

[Annexure 6.04]

6.05 Recruitment rules for the post of Forester, Forest Guard, Surveyor, Ranger Surveyor &
Chief Accountant, Accountant and Clerk-cum-Typist,

6.05.01 Recruitment rules for the post of Forester, Forest Guard, Surveyor, Range
Surveyor & Chief Accountant. Accountant, Clerk-cum-Typist have been
notified by Govt. R&FD in Govt. Gazette Notification No. FST-02/09/PK-
86/F-4 dated 30th June 2011, as amended from time to time. The mode of
recruitment in these cadres is given below.

Sr.ne Cadre Amendment Mode of Reeruitment
Date Recruitment Ratio

1 Forest Guard 22.10.2013  Nomination 100 percent
13.05.2015

2 Forester 22.10.2013 Promotion and 75:25

LDCE

3 Surveyor — Nomination 100 percent

4 Ranger Surveyor — — Promotion 100 percent

5 Clerk-cum-Typist  2.8.2018 Nomination, 50:40:10

25.10.2019 Promotion & from
amongst Drivers

Promotion &
6 Accountant - Nomination 75:25

7 Chief Accountant — Promotion 100 percent




6.06

6.07

6.08

6.09

6.05.02 The candidates desirous for selection to the posts in group C cadre are
required to fulfil the conditions of age, educational qualifications, physical
measurements (In case of Forester and Forest Guard) and skill test (In case
of Clerk-cum-Typist) stipulated in the recruitment rules of the respective
pOStS.

6.05.03 The candidates should be able to read. write and speak Marathi language.

6.05.04 Selection to the posts in group C is conducted by the appointing authority
as per procedure laid down in various legislations in force and guidelines
issued by the State Government from time to time in this regard.

6.05.05 Before being appointed for the post, the candidates are required to undergo
medical tests.

6.05.06 A person appointed as Forester is required to complete refresher training of
such duration as prescribed by Additional Principal Conservator of Forests
(Administration-Subordinate Cadre) from time to time at Training school
immediately after promotion.

6.05.07 The candidate appointed to the post of Forest Guard is required to undergo
six months post service training course in training schools conducted by the
Forest Department.

6.05.08 The candidates appointed to the posts in group C are required to pass
departmental examination (in case of Clerk-cum-typist & Accountant) and
examinations in Marathi and Hindi languages unless they have passed or
exempted from passing these examinations as per rules prescribed in this
behallf.

Recruitment Rules for the post Personal Assistant-Group “B”, Higher Grade
Stenographer Group “B”, Lower Grade Stenographer Group“B” and Steno-Typist
Group “C”.

Recruitment Rules for the posts of Personal Assistant-Group “B”, Higher Grade Stenographer
Group “B”, Lower Grade Stenographer Group “B” and Steno-Typist Group “C” have been
notified as “Personal Assistant-Group “B” , Higher Grade Stenographer Group “B”, Lower
Grade Stenographer Group "B™ and Steno-Typist Group “C” in the various Government
Offices of Government outside Greater Mumbai (Recruitment) Rules, 1997.

Recruitment Rules for the post of Senior Statistical Assistant and Junior Statistical
Assistant,

Recruitment Rules for the post of Senior Statistical Assistant and Junior Statistical Agsistantin
the Forest Department (Recruitment) Rules, 1988.

(GOVT. R&FD Gazette notification No.FST 1282/93787/CR-266, F-4 dated 18.8.1988
Appeared in part-1V-A)

Recruitment to the post of Drivers.

Recruitment Rules for the post of Drivers have been notified vide Government Resolution
General Administration Department SRV 2015/CR-608/Desk-12, dated 2nd March, 2017.

General (Recruitment, Promotions, Resignations etc.)

6.09.01 Recruitment for appeintment by nomination

(i) Government of Maharashtra, General Administrative Department
vide Resolution No. Pranim-2016/(C.R.65/16)/13-A, Dated
13/6/2018, issued a detailed procedure for appointment by nomination
on the post of Group-B (Non-Gazetted) and Group-C. Further, vide
Government of Maharashtra, Revenue and Forest Department vide
Resolution No. FST-09/18/C.R.376/F-4, dated 19/1/2019 constituted
a Committee for monitoring the recruitment process.
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(i) Government of Maharashtra, Revenue and Forest Department vide
resolution No. FST-07/18/C.R.323/F-4, dated 28/8/2018 issued a
detailed procedure of recruitment for appointment by nomination on
the post of Forest Guard (Group-C).

6.09.02 Promotion (GAD GR No.SRV-2018/CR.159/Desk-12, dated 1.8.2019)

(i) For recommendation of promotion. ditferent Departmental
Promotions committees have been constituted.

(i) At least 3 members should be present in Departmental Promotion
Committee meeting.

(iii) Departmental Promotion Committee meeting shall be conducted
before 30th September of every year.

(iv) Following number of candidates shall be taken into consideration by

the DPC.
Sr. no Category-wise Candidate to be taken
Posts to be filled  inte consideration
1 lto3 Three times but not more than 7
2 4109 2 times but not more than 14
3 10 or more 1.5 times

(v) For promotion to the higher post, the Benchmarks score out of 50 of
last 5 years Annual Appraisal Reportshall be as follows.

Sr.no  Steps of Promotion Benchmarks score
required for promotion
1 Promotion to the post of
Group, C, B and upto 1st
stage of Group A 20
2 Promotion to the 2nd stage

of Group A and all above
except those comes under

Establishment Board 25
3 Promotion to the Group A post

comes under Establishment

Board 30

(vi) The Departmental Promotion Committee shall take appropriate
decision regarding the candidates facing Disciplinary Proceedings or
Criminal Prosecution. as per the provisions of GR dated 15/12/2017
and 30/8/2018 and subsequent amendments from time to time.

6.10 Resignation
Government of Maharashtra vide GAD GR no. SRV-1092/1033/CR.33/92/8, dated 2/12/1997

issued detailed guideline regarding accepting the resignation of Government Servant.
[Annexure 6.05]



7.01

—— CHAPTER 7 ——

DEPARTMENTAL AND LANGUAGE EXAMINATIONS

Rules for the Departmental Examination of Gazetted Forest Officers and directly
recruited Range Forest Officers

i.

iii.

vi.

vii

Forest Officers appointed as Assistant Conservator of Forests, Indian Forest Service
Officer and directly appointed Range Forest Officers are required to pass examination in
Language (Hindi and Marathi) according to the Government Officers Regional
Language Examination Rules and Departmental Examination in three subjects namely,
(1) Land revenue and criminal laws (2) Forest law and (3) Account and Procedure as per
prescribed syllabus.

Every officer appointed directly as Assistant Conservator of Forests and Indian Forest
Service Officer on probation shall appear for the Departmental Examination at the latest
at the first examination conducted by the Maharashtra Public Service Commission after
the expiration of the first year of his probation. Should such officers fail to pass the
examination, they will neither be confirmed nor they be given promotion and they will
further render themselves liable to have their increments withheld until they pass
examination or Government may at its discretion dispense with their services, or may
deal with them in such manner as may deem fit.

Range Forest Officers promoted as Assistant Conservator of Forests (class 1) shall be
required to pass at the first examination held after the expiration of the first year of his
appointment as a Assistant Conservator of Forests, the prescribed departmental
examination. Should he fail to pass the examination, he shall neither be confirmed in class
Il nor given promotion and render himself liable to have his increments withheld until he
passes the examination. He may even be reverted as Range Forest Officer if considered
necessary. Provided that a Range Forest Officer appointed as Assistant Conservator of
Forests who has already passed the Departmental Examination for Range Forest Officer
prescribed in rule 4 shall be exempted from passing the examination under this rule.

Every person who has been appointed directly as Range Forest Officer shall appear for
the Departmental Examination, the latest at the examination held by the Public Service
Commission before the expiration of the period of five years from the date of his
appointment. Should such Range Forest Officer fail to pass the examination, he shall
render himself liable to have his increments withheld until he passes the examination or
the Principle Chief Conservator of Forests may at his discretion dispense with his
services or may deal with him in such manner as he may deem fit. The Range Forest
Officers will not be considered eligible for promotion until they pass the departmental
examination for Gazetted Forest Officers and Range Forest Officers.

The Departmental Examination is conducted twice a year in the month of July and
January by the Maharashtra Public Service Commission. However, the Gazetted officers
who have attained the age of 50 years are exempted from passing Departmental
Examination. [Government Resolution General Administration Department No. Misc.-
2318/CR-3/Desk-17 dated 1st March, 2018]

Rules for the Departmental Examination for Gazetted Forest Otficers and Range Forest
Officers recruited directly, published vide Revenue and Forest Department GR no. FTR-
1068/308318-Z, dated 28th June 1971.

[Annexure 7.01]

Syllabus has been modified vide Government Letter dated 1 7th November 2017
[Annexure 7.02A]




7.02 Rules for the Departmental Examination of Clerks and Accountants

Rules for the departmental examination of clerks and accountants have been notified vide
No.DLE.1070/30803/ F-4 dated 5th November, 1980 as “Post-recruitment Training
Examination for clerks and accountants in the (Forest Department) Rules,1980” which has
been enclosed as [Annexure 7.02]. Every clerk and accountant shall be required to pass the
Examination within three chances and within four years from the date of his appointment.
Clerk or Accountant, who fails to pass the Examination within the period and number of
attempts as stated above, shall not be allowed to draw his next increment and shall lose his
seniority. Clerks and Accountants shall be exempted from passing the Departmental
Examination after attaining the age of 50 years. [Government Resolution General
Administration Department No. Misc.-2318/CR-3/Desk-17 dated st March, 2018]

7.03 Administrative Department to Conduct Departmental Examination

The State Government, vide General Administrative Department Circular Dated 22nd
September 2020 has directed that the Maharashtra Public Service Commission shall no more
conduct Departmental Examination from the year 2021 onwards and the Administrative
Departments may conduct the same at the their level.

[Annexure 7.03]
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8.01

8.02

8.03

8.04

—— CHAPTER S8 ——
LEAVE AND ABSENCE

Whole time of a Government Servant to be at the disposal of the Government

Unless in any case it be otherwise distinctly provided, the whole time of a Government servant
is at the disposal of the Government and he may be employed in any manner required by the
proper authority, without a claim for additional remuneration,........

[Rule 34 MCS (General Conditions of Services) Rules 1981]

Leaves in respect of IFS officers are governed by the All India Services (Leave) Rules, 1955. In
case of MFES Officers, leaves are governed by the Maharashtra Civil Services (Leave) Rules,
1981.

Authorities competent to grant Leave.
(a) Power to grant leave to gazetted government servant and power to grant study

leave to the government servants have been delegated to the Head of
Department/Regional heads under rule 29 of MCS (Leave) Rules, 1981 are as

under--

Head of Departments  :- Upto 180 days in respect of Government Servants of
Group A and Group B.

Regional Heads :- Upto 180 days in respect of Government Servants of
Group B, subject to the condition that no substitute
isappointed during the leave period.

Secretaries of the Administrative Departments  :- Full powers.

(b) Following Authorities are competent for granting of leave to the officers and

subordinate in the Forest Department.

i.  Group C and D - Appointing authority up to 5 years [As per rule 16 of
MCS (Leave) Rules, 1981]

ii. Group A and B-- (Up to 180 days) - Head of department as per MCS
|General Conditions of Service) Rule 1981

iii. Group B (upto 180 days)- Regional Heads designated as per the Bombay
Financial Rules, 1959,

iv. Indian ForestService officers

a) Dy.C.F. & C.F. :- Addl. P.C.C.F. (Personnel)
b) CCF (upto L5 days) ‘- Addl. P.C.C.F. (Personnel)
¢) APCCF (upto 15 days) - PCFF (HoFF)
d) CCF & APCCF (above 15 days) :- State Government

v. PCCFsand PCCF (HoFF) - State Government

vi. Study leave of all IFS officers - State Government

(As per Revenue & Forest Department G.R. No. IFS 2011/CR-169
dated.09/08/2011 and GR No. IFS 2011/CR-169, dated 27/02/2018)

Relevant provisions of the Maharashtra Civil Services (Leave) Rules, 1981 (Rule 7).
Exercise and delegation of powers under these rules.

No powers may be exercised or delegated under these rules except after consultation with the
Finance Department. It shall be open to that Department to prescribe. by general or special
order, cases in which consent may be presumed to have been given.




Note.~- The powers delegated under these Rules are specified in Appendix I to
these Rules and delegation of powers by the State Government from
time to time.

8.05 Rule 9(28)

Leave means permission to remain absent from duty granted by a competent authority under
the MCSR (Leave) Rules, 1981.

8.06 Rule 10. Right to Leave.

(1) Leave is permission granted by a competent authority at its discretion to remain absent
from duty.

(2) Leave cannot be claimed as of right.

(3) When the exigencies of public service so require, leave of any kind may be refused or
revoked by the authority competent to grant it, but it shall not be open to that authority to
alter the kind of leave due and applied for except at written request of the Government
servant.

8.07 Rule 15. Combination of different kind of leaves.

Except as otherwise provided in these rules, any kind of leave under these rules may be granted
incombination with orin continuation of any other kind of leave.
Explanation—Casual leave which is not recognized as leave under these rules shall
not be combined with any other kind of leave admissible under these rules.

8.08 Rule 31. Leave not to be granted in certain circumstances.

Leave shall not be granted to a Government servant whom a competent punishing authority has
decided to dismiss, remove or compulsorily retire from Government service.

8.09 Rule 33 Production of medical Certificate does not confer a right to leave which is not
admissible

Every Certificate of a Medical Board or a Medical Officer recommending the grant of leave to a
Government servant must contain a proviso that no recommendation contained in it, shall
deemed to be evidence of a claim to any leave not admissible to the Government servant under
the rules to which he is subject.

8.10 Rule 49 Leave intervening treated as over-stayal

The entire period (excluding Sundays and holidays) intervening between the day on which
leave expires and the day on which the Government servant resumes duty shall be treated as
over-stayal.

8.11 Kinds of Leave Due and Admissible

Rule50. Earned leave for Government servants serving in Departments other
than Vacation Departments

Rule51. Calculation of earned leave

Rule52 Vacation Department—A Vacation Department is, subject to the
exceptions and to the extent stated in Appendix II, a department or part of a
department to which regular vacations are allowed, during which a
Government servant serving in the department is permitted to be absent
fromduty.
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8.12

8.13

8.14

Rule53 Government servant holding two appointments. A Government servant
holding two appointments. of which one is in a Vacation Department and
one is not, will not be deemed to serve in a Vacation Department.

Rule54 Earned leave for persons serving in Vacation Department

Rule 60 Half payleave

Rule61 Commuted leave

Rule62 Leavenotdue

Rule63 Extra Ordinary Leave may be granted to a Government Servant in
special circumstances—

(a) When no other leave is admissible.

(b) When other leave is admissible but the Government Servant
applies in writing for the grant of extraordinary leave.

(¢) The authority competent to grant leave may commute
retrospectively periods of absence without leave into extraordinary
leave.

Rule 64 Leavetoaprobationer, a person on probation and an apprentice.

Rule65 Person re-employed after retirement

Rule66 Leave preparatory to retirement

Special kinds of Leave Other than Study leave.

Rule74 Maternityleave

Rule75 Special disability leave forinjury intentionally inflicted.

Rule 76 Special disability leave for accidental injury.

Rule77 Hospitalleave

Rule78 Seamen’ssickleave

Rule79 TB/Cancer/Leprosy/Paralysis leave.—Rules regarding grant of leave to
Government servants suffering from TB/Cancer/Leprosy/ Paralysis have
been incorporated in Appendix to these Rules.

Rule 80 Study Leave

Study leaves are entitled to a Government servant with due regard to exigencies of public
service (o enable him to undergo, in or out of India, a special course of study consisting of
higher studies or specialized training in a professional or technical subject having a direct and
close connection with the sphere of his duty.

Casual Leaves

Casual leave is intended to meet special circumstances for which provision can not be made by
exact rules. Ordinarily, not more than 7 days casual leave can be granted at one time, to be
extended to 8 days only in most exceptional circumstances. The amount of such leave enjoyed
by an officer in one year should not exceed 8 days. (Vide Government Resolution No. NMR
/1498/No 52/98 sb-9 Mantralaya 32, Dated 21 December 1998).

If tendency of exhausting Casual Leave is observed and such person remains absent without
permission, Casual Leave can be refused to him, if itis asked without adequate reasons. If such
person remains absent without prior permission, his absence may be treated as leave without
pay. Earned Leave of one or two days short duration may be refused to such person.

The Official Website of the Government must be referred for the latest updates.



—— CHAPTER 9 ——
SERVICE MATTERS

9.01 About the Chapter

Itis extremely important for an administrator to apply the rules in letter and spirit to eliminate
the possibilities of undue complications in future. It is equally important for a Government
servant himself, to clearly understand service related provisions, so as to safeguard his own
personal interests if the situation so demands. Maharashtra Civil Services Rules and All India
Service Rules, covering various service related matters have been notified from time to time.
Some of these Rules and Regulations are listed in the following paragraphs.

9.02 For the State Service Officers

i The MCS (Conduct) Rules, 1979

. The MCS (Discipline and Appeal) Rules, 1979

iii. The MCS (General Condition of Services Rules), 1981

iv. The MCS (Joining Time, Foreign Service and payment during Suspension, Dismissal
and Removal) Rules, 1981

V. The MCS (Leave) Rules, 1981

vi. The MCS (Pay) Rules, 1981

vii.  The MCS (Pension) Rules, 1982

viii.  The MCS (Regulation of Seniority) Rules, 1982

iX. The MCS (Commutation of Pension) Rules, 1984

X. The MCS (Provision of Upper Age Limit for Recruitment by Nomination)
Rules, 1986

Xi. The Maharashtra Government Servants (Other than Judicial Department Servants)
Marathi Language Examination Rules, 1987

xii.  The MCS (Compulsory Marathi Shorthand and Marathi Typing Examinations for
Stenographers and English Typist) Rules, 1991

xiii.  The MCS (Revised Pay) Rules, 1998

xiv.  The Maharashtra General Provident Fund Rules, 1998

xv.  The MCS (Requirement of Knowledge of Computer Operation) Rules, 1999

xvi.  Defined Contribution Pension Scheme, 2005.

xvii. The MCS (Declaration of Small Family) Rules, 2005

xviii. The MCS (Revised Pay) Rules, 2009

9.03 Forthe Indian Forest Service

i The Indian Forest Service (Pay) Rules, 2016
ii. The Indian Forest Service (Cadre) Rules, 1966

iii. The Indian Forest Service (Fixation of Cadre Strength) Regulations, 1966

v. The Indian Forest Service (Recruitment) Rules, 1966

V. The Indian Forest Service (Initial Recruitment) Regulations, 1966

vi. Indian Forest Service (Appointment by Competitive Examination) Regulations, 1967

vii.  Indian Forest Service (Appointment By Promotion) Regulations, 1966
viii.  The Indian Forest Service (Probation) Rules, 1968

ix. The Indian Forest Service (Probationers' Final Examination) Regulations, 1968.
X. The Indian Forest Service (Regulation of Seniority) Rules, 1997
Xi. The Indian Forest Service (Regulation of Seniority) Amendment Rules, 2005

xii.  The Indian Forest Service (Regulation of Seniority) Amendment Rules, 2012
xiii.  All India Services (Death-Cum-Retirement Benefits) Rules, 1958




xiv.  AllIndia Services (Death-Cum-Retirement Benefits) Amendment Rules, 2012

XV. Review of Service under All India Services (Death-Cum-Retirement Benefits)
Amendment Rules, 2012

xvi.  Indian Forest Service(Probation) Amendment Rules, 2007.

xvii.  AlllIndia Service (PAR) Rules, 2007 - Annual Medical Check-up of IFS

9.04 Besides above Rules, the reference to following Acts and Regulations is also
recommended.

i. The Contempt of Courts Act, 1971

ii. The Administrative Tribunals Act, 1985

iii. The Maharashtra State Public Services (Reservation for Scheduled Castes, Scheduled
Tribes, De-notified Tribes (Vimukta Jatis), Nomadic Tribes, Special Backward
Category and other Backward Classes) Act, 2001

iv. The Maharashtra Government Servants Regulation of Transfers and Prevention of
Delay in Discharge of Official Duties Act, 2005

V. The Sexual Harassment of Women at Workplace (Prevention, Prohibition and
Redressal) Act, 2013

vi. The Prevention of Corruption Act, 1988
vii. The Maharashtra Public Service Commission (Exemption from Consultation)
Regulations, 1965

9.05 This Chapter covers the issues, frequently encountered by the Authorities as well Government
Servants, in day-to-day functioning. Wherever necessary, the relevant texts of the
corresponding rules have been reproduced for ready reference. However. the Reader is advised
to refer the updated official publications from the Government Press of these rules.

9.06 Protection extended to members of civil services under Article 311 of the Constitution

(a) Article 311. Dismissal, removal or reduction in rank of persons employed in civil
capacities under the Union or State
(1) No person who is a member of a civil service of the Union or an All-India service or a civil
service of a State or holds a civil post under the Union or a State shall be dismissed or removed
by an authority subordinate to that by which he was appointed.

(b) Article311
(2) No such person as aforesaid shall be dismissed or removed or reduced in

rank except after an inquiry in which he has been informed of the charges against him and

given areasonable opportunity of being heard in respect of those charges.

Provided that where it is proposed after such inquiry, to impose upon him any such penalty,

such penalty may be imposed on the basis of the evidence adduced during such inquiry and

it shall not be necessary to give such person any opportunity of making representation on

the penalty proposed.

Provided further that, this clause shall not apply—

(a) Where a person is dismissed or removed or reduced in rank on the ground of
conduct which has led to his conviction on a criminal charge. or

(b) Where the authority empowered to dismiss or remove a person or to reduce him
in rank is satisfied that for some reason, to be recorded by that authority in
writing, it is not reasonably practicable to hold such inquiry; or

(¢) Where the President or the Governor, as the case may be, is satisfied that in the
interest of the security of the State it is not expedient to hold such inquiry.

(c) Article311
(3) If, in respect of any such person as aforesaid, a question arises whether it is
reasonably practicable to hold such inquiry as referred to in clause (2), the decision thereon of
the authority empowered to dismiss or remove such person or 1o reduce him in rank shall
be final.
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9.07 Provisions in the MCS (Pension) Rules, 1982

Rule 35.

Rule 45.

Rule 46
Rule46

Ruled?7

Extra Ordinary Leave, only on Medical grounds and all other leaves for
which leave salary is admissible shall count as qualifying service for
pension.
Dismissal or removal of a Government servant from a service or post
entails forfeiture of his past service.
(1). Resignation from a service or a post entails forfeiture of past service.
(2). A resignation shall not entail forfeiture of past service if it has been
submitted to take up, with proper permission. another appointment,
whether temporary or permanent under the Government where service
qualifies.
Effect of interruption in service.
Rule47 (1) Aninterruptionin the service of a Government servant entails
forfeiture of his past service, exceptin the following cases :--
Authorized leave of absence;
Unauthorized absence in continuation of authorized leave of absence
solong as the post held by the absentee is not filled substantively:
Suspension, where il is immediately followed by reinstatement,
whether in the same or a different post, or where the Government
servant dies or is permitted to retire or is retired on attaining the age of
superannuation while under suspension;----
Joining time while on transfer from one post to another;

Rule 47 (2) Notwithstanding anything contained in sub-rule (1). the appointing
authority may, by order, commute retrospectively the periods of
absence without leave as extraordinary leave.

Appointing authority may, by order, condone interruptions in the

service of a Government servant; Provided that—

The interruptions have been caused by reasons beyond the control of

the Governmentservant;

The total service pensionary benefit in respect of which will be lost, is

not less than five years duration, excluding one or two interruptions,

ifany; and

The interruptions including two or more interruptions if any. does not

exceed one year.

(2) The period of interruption condoned under sub-rule (1) shall not
countas qualifying service.

(3) In the absence of a specific indication to the contrary in the
service record. an interruption between two spells of civil service
rendered by a Government servant under Government, shall be
treated as automatically condoned and the pre-interruption
service treated as qualifying service.

(4) Nothing in sub-rule (3) shall apply to interruption caused by
resignation. dismissal or removal from service or for
*participation in a strike. [PL. refer rule 6 of the MCS (Conduct)
Rules. 1979].

(5) The period of interruption referred to in sub-rule (3) shall not
countas qualifying service.

9.08 *Demonstration and Strikes [Rule 6 of MCS (Conduct) Rules, 1979]

Rule 6.

No Government servant shall—

(i) Engage himself or participate in any demonstration which is
prejudicial to the interest of the sovereignty and integrity of India, the
security of the State. friendly relations with foreign States, public
order. decency or morality, or which involves contempt of court,
demotion orincitement to an offence, or;

(ii) resort to, or any way abet, any form of strike in connection with any
matter pertaining to his service or the service or any other Government
servant:



9.09

9.10

9.11

9.12

Provided that. nothing in the sub-clause shall be deemed to prohibit those
Government servants from resorting to a strike who are expressly permitted to
resort to such strike under any law for the time being in force.

Recognition of Associations [Rule 29 of the MCS (Conduct) Rules, 1979]

Rule?7  (1).Government, may aflter such inquiry as it deems fit, grant
recognition to an association of Government servants, if in the opinion
of Government, such association has complied with the conditions
specified in Appendix.

(2).An association to which recognition is granted under sub-rule (1) shall
be recognized association.
(3). Government may cancel the recognition of an association to which
recognition is granted under sub-rule (1),
(a) If the Government is satisfied that such recognition was granted
under any mistake, misrepresentation or fraud, or
(b) If after giving an opportunity to the association to be heard,
Government is of the opinion that the association has committed a
breach of any of the conditions specified in the Appendix.

Rule 7. Joining of associations by Government servants,

No Government servant shall join or continue to be a member of an association the objects or activities of
which are prejudicial to the interest of the sovereignty and integrity of India or public order or morality.

The State Government vide General Administration Department Circular No. Sanghatana
1516/CR-273/2016/16-A dated 2nd January, 2017 has issued the list of associations, duly
recognized under rule 29. The authorities and Government servants are therefore advised to
refer to this Circular. The Appendix referred to in Rule 29 lays down conditions for recognition
of Associations of Government employees.

Provisions under the All India Services (Discipline and Appeal) Rules 1969

Rule6  Penalties.—

6(1) The following penalties may, for good and sufficient reasons and
as hereinafter provided be imposed on a member of the Service. namely:—

Minor Penalties:

(i) censure;

(i) withholding of promotion;

(iii) recovery from pay of the whole, or part of any pecuniary loss caused to
Government, or to a company, association or body of individuals, whether
incorporated or not, which is wholly or substantially owned or controlled by
Government, or to a local authority set up by an Act of Parliament or of the
Legislature of a State, by negligence or breach of orders;

(iv) withholding of increments of pay:

(iv) Reduction to a lower stage in the time scale of pay for a period not
exceeding three years, without camulative effect and not adversely affecting
his pension.

Major Penalties:

(v) reduction to a lower stage in the time scale of pay for a specitied period with
further directions as to whether or not the member of the Service will earn
increments during the period of reduction and whether. on the expiry of such
period, the reduction will or will not have the effect of postponing future
increments of his pay;

(vi) reductiontoalower time scale of pay, grade or post which shall ordinarily be
abar to promotion of the member of the Service to the time scale of pay, grade
or post from which he was reduced, with or without further direction
regarding conditions of restoration to the grade.
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(vii) compulsory retirement:
Provided that, if the circumstances of the case so warrant, the authority
imposing the penalty may direct that the retirement benefits admissible to the
member of the Service under the All India Services (Death-cum-Retirement
Benefits) Rules, 1958, shall be paid at such reduced scale as may not be less
than two-thirds of the appropriate scales indicated in Schedules *A” and "B’
of the said rules,

(viii)removal from Service which shall not be a disqualification for future
employment under the Government,

(ix) dismissal from Service which shall ordinarily be a disqualification for future
employment under the Government.

Provided that every case in which the charge of possession of the assets

disproportionate to known sources of income or the charge of acceptance from any

person of any gratification, other than legal remuneration, as a motive or reward

for doing or for bearing to do any official act is established, the penalty mentioned

in clause (viii) or clause (ix) shall be imposed.

Provided further that in any exceptional case, and for special reasons recorded in

writing any other penalty may be imposed.

9.13 Provisions of the MCS (Discipline and Appeal) Rules, 1979.

Rule5  Penalties

Minor penalties

i)  Censure

ii)  Withholding of promotion

iii) Recovery from pay of the whole or part of any pecuniary loss caused by Govt.
servant to Government, by negligence or breach of orders.

iv) Withholding of increments of pay
Major penalties

v)  Reductiontoalower stage in the time-scale of pay fora specified period,

vi) Reduction to lower time-scale of pay, grade, post or service fora period to be
specified in the order of penalty

vii) Compulsory Retirement,

viii) Removal from Service, which shall not be a disqualification for future
employment under Government.

ix) Dismissal from Service which shall ordinarily be disqualification for future
employment under Government.

Provided that, (barring exceptional cases) in every case in which the charge of

acceptance of any gratification other than legal remuneration as a motive or reward

for doing or forbearing to do any official act is established. the penalty mentioned

in clause viii orix shall be imposed.

9.14 Penalty after retirement. [Rule 27 of the MCS (Pension) Rules, 1982]

(1) Government may, by order in writing, withhold or withdraw a pension or any part of it, whether
permanently or fora specified period, and also order the recovery from such pension, the whole or
part of any pecuniary loss caused to Government, if in any departmental or judicial proceedings,
the pensioner is found guilty of grave misconduct or negligence during the period of the service
including service rendered upon re-employment after retirement:

Provided that, the Maharashtra Public Service Commission shall be consulted before any final
orders are passed in respect of officers holding posts within their purview:

Provided further that. where a part of pension is withheld or withdrawn, the amount of remaining
pension shall not be reduced below the minimum fixed by the Government.

(2) (a) Thedepartmental proceedings referred to in sub-rule (1), if instituted while the Government

servant was in service whether before his retirement or during his re-employment, shall,
after the final retirement of the Government servant, be deemed to be proceedings under this
rule and shall be continued and concluded by the authority by which they were commenced
in the same manner as if the Government servant had continued in service.



(b) The departmental proceedings, if not instituted while the Government servant was in
service, whether before his retirement or during his re-employment,---
Shall not be instituted save with the sanction of the Government,
Shall not be in respect of any event which took place more than four years before such
institution, and
Shall be conducted by such authority and at such place as the Government may direct and in
accordance with the procedure applicable to the departmental proceedings in which an order
of dismissal from service could be made in relation to the Government servant during his
service.
No judicial proceedings, if not instituted while the Government servant was in service,
whether before his retirement or during his re-employment, shall be instituted in respect of a
cause of action which arose or in respect of an event which took place. more than four years
before such institution.
Where Government decides not to withhold or withdraw pension but orders recovery of
pecuniary loss from pension, the recovery shall not, subject to the provision of sub-rule (1)
of this rule, ordinarily be made at a rate exceeding one-third of the pension admissible on the
date of retirement of a Government servant.
For the purpose of this rule,—
Departmental proceedings shall be deemed to be instituted on the date on which the
statement of charges is issued to the Government servant or pensioner, or_if the
Government servant has been placed under suspension from an earlier date, on such
date; and
Judicial proceedings shall be deemed to be instituted—
In case of criminal proceedings. on the date on which the complaint or report of a police
officer which the Magistrate takes cognizance is made, and

In case of civil proceedings. on the date of presenting the plaintin the Court.

9.15 MCS (Discipline and Appeal) Rules, 1979 Contd.

Appointing Authority [rule 2 (a)]

i.  The Authority competent to make appointments to the Service of which the Government
servant is for the time being a member or to the grade of Service in which the Government
servant is for the time being included, or

ii.  Theauthority competent to make appointments to the post which the Government servant for
the time being holds, or

iii.  The authority which appointed the Government servant to such service. grade or post, as the
case may be, or

iv. Head of Office [rule 2(e)]- means the authority declared to be such under clause (x-a) of
rule 2 of the Bombay Financial Rules 1959. (RFOs and ACFs)

Regional Heads of Department [rule 2 (k)]- means the authority declared as Regional
Head for the purpose of the Bombay Financial Rules, 1959 and other financial rules of
Government (DCFs and DFOs Social Forestry)

Head of Department [rule 2 (d)]- shall have the meaning assigned to it inclause (22) of rule
9 ofthe Maharashtra Civil Services (General Condition of Services) Rules, 1981.

9.16 Who can impose penalties and to what extent?

[Disciplinary Authority (Rule 6)].---means the authority competent under these rules to

impose on a Government servant any of the penalties specified inrule 5.

Rule 6(1) The Governor may impose any of the penalties specified inrule 5.

Rule 6(2) Without prejudice to the provisions of sub-rule (1). Appointing Authorities may
impose any of the penalties upon members of Group C and Group D Services
serving under them, whom they may have power to appoint.

Provided that the Heads of Offices shall exercise the powers of imposing minor
penalties on the Group C and Group D Government servants under their respective
administrative control.

Provided further that Heads of Departments and Regional Heads of Departments
shall exercise the powers of imposing minor penalties only in relation to
Government servants of State Service ([GroupB]) under their respective control.
Provided also that, the Heads of Departments shall exercise the powers of
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9.17

imposing minor penalties only in relation to Government servants of State Service

[Group Al under their respective administrative control who draw grade pay of Rs
6600 and less, excluding those who were sanctioned a pay-scale of rs 10,650-
15850/- inthe unrevised pay-scales.

Rule 6(3) Without prejudice to the provisions of sub-rule (1), the Commissioners of
Divisions shall, in the course of implementation of the Employment Guarantee
Scheme under the MEGS Act, 1977 exercise the powers of imposing minor
penalties only in relation to Government servants of State Service, [Group A],
drawing pay in a scale the minimum of which is Rs 10,650 or less and of State
Services, [Group BJ. and shall also exercise powers of imposing any of the
penalties specified in rule 5 in relation to members of [Group C] and [Group D]
Services serving in the said Scheme,

Who can institute Disciplinary Proceedings?

Rule 7(1) The Governor or any other authority empowered by him by general or special order
may—

(a) Institute disciplinary proceedings against any Government servant:

(b) Direct a disciplinary authority to institute disciplinary proceedings against
any Government servant on whom that disciplinary authority is competent to
impose under these rules any of the penalties specified inrule 5,

(c) Direct the transfer of any pending enquiry from any enquiring authority,
appointed by the disciplinary authority under rule 8(2) to any other enquiring
authority if he is satisfied that it is necessary for timely completion of
enquiry.

Rule7(2) A disciplinary authority under these rules to impose any of the penalties specified
inrule 5 may institute disciplinary proceeding against any Government servant on
whom the disciplinary authority is competent to impose any of the penalties
specifiedinrule 5.

9.18 Whena Government Servant may be placed under suspension?

9.19.01

Rule4(1) (a) Where a Disciplinary Proceeding against him is contemplated or is pending,
or
{b) Where in the opinion of the authority aforesaid. he has engaged himself in
activities prejudicial to the interest of the security of the State, or
(c) where a case against him in respect of any criminal offence is under
investigation, inquiry or trial:

Provided that, where the order of suspension is made by an authority lower

than the appointing authority, such authority shall forthwith report to the

appointing authority, the circumstances in which the order was made.
(d) A Governmentservant shall be deemed to have been placed under suspension
by an order of appointing authority—

(i) with effect from the date of his detention, if he is detained in police or
judicial custody, whether on a criminal charge or otherwise, for a period
exceeding 48 hours:

(1) with effect from the date of his conviction, if, in the event of a conviction
for an offence, he is sentenced to a term of imprisonment exceeding 48
hours and is not forthwith dismissed or removed or compulsorily retired
consequent tosuch conviction.

Caution—All concerned authorities must ensure that if the order of suspension is issued
under rule 4(1)(a). the disciplinary proceedings must be instituted within a period of 90 days or
as per the time limit prescribed by the State Government from time to time, in this regard.

Who can issue the suspension order?

Rule4 (1) the appointing authority or any authority to which the appointing authority is
subordinate or the disciplinary authority or any other authority empowered in that
behalf by the Governor by general or special order may place a Government
Servantunder suspension.

Rule4(2) A Government Servant shall be deemed to have been placed under suspension by
an order of the appointing authority.



9.19.02 Who can revoke the suspension order?

Rule 4(5) (2) Anorder of suspension made or deemed to have been made shall continue to
remain in force until it is modified or revoked by the authority competent to
doso.

(b) Where a Government servant is suspended or deemed to have been
suspended and any other disciplinary proceeding is commenced against him
during the continuance of that suspension, the authority competent to place
him under suspension may. for reasons to be recorded by it in writing, direct
that the Government servant shall continue to be under suspension until the
termination of all or any of such proceedings.

(c)  An order of suspension made or deemed to have been made under this rule
may at any time be modified or revoked by the authority which made or is
deemed to have been made the order or by any authority to which that
authority is subordinate.

(d) Provided that, where a criminal offence is registered against a Government
Servant, the recommendation of the Suspension Review Committee
constituted by the Government in this behalf, shall be obtained by the
authority which has made or is deemed to have made the suspension order or
by any authority to which that authority is subordinate, before revoking or
modifying the order of suspension of such Government servant.

9.20.01 Conjoint reading of rule 4(1)(d) and 4(5)(a) shall make it clear that an order of deemed
suspension can be made and subsequently be modified or revoked by the appointing authority
or any authority to which the appointing authority is subordinate. The Order of deemed
suspension cannot be revoked by any authority lower in rank to that of the Appointing
Authority.

9.20.02 Duration of suspension period

Conjoint reading of rule 4(5)(d) and 4(5)(a) shall make it clear that the period of suspension
starts from the date of issue of the order of suspension and ends on the date of issue of order of
its revocation.

9.21 Authorities Competent to take various actions contemplated in the MCS (Discipline and
Appeal) Rules, 1979

Note 1---TABLE given below is an illustration with respect to DFO, ACF, RFO,
Forester and Forest Guard ete in Group A, B and C. but it applies to all
employees corresponding to Group A or Group B or Group C or Group D, as the
case may be
Note 2---- In respect of Forest Department:
(a) Heads of Office.——1. Range Forest Officers, vide GR No. MSC-2011/CR-
177/F-5 dated 1 Lth August, 201 1.
|Annexure 9.01]
2. Asst. Conservator of Forests, vide GR No. FDM-2013/CR-182/F-2
dated 3rd September, 2014,
[Annexure 9.02]
(b) Regional Head of Department-- Deputy Conservator of Forests,
Divisional Forest Officers, Sub-Devisional Forest Officers of independent
Sub-Divisions and Forest Engineer vide GR No. MSC-2011/CR-177/F-
Sdated [ 1th August, 2011.
[Annexure9.01]
(c) Headsof Department—
1. Secretary to Government, CCFs (All), CFs (Social Forestry) (all),
vide Finance Department Notification No. MIS-2015/CR-23/SEV A-
6 dated 18th April, 2017, under rule 9(22) of the MCS (General
Conditions of Services) Rules, 1981, as specified in Appendix II in
consonance with rule 2(d) of the MCS (Discipline & Appeal) Rules,
1979.
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2. PCCF (HoFF). CCF (Territorial) (all), CF (Social Forestry) (all), CCF
and Field Director (Wild Life) (all) and CF and Field Director,
Nawegaon-Nagzira Tiger Reserve, Gondia, vide Revenue and Forests
Department GR No. FDM-2016/CR-330/F-2 dated 31st December,
2016]

TABLE

Rank of
the De-
linquent
Govern-
ment
Servant

For Placing
under
suspension

2

Competent Authoritics

For Revoking
the suspension

3

For Instituting
Disciplinary
Proceedings
(Rule 8 and 10)

For Imposing
Minor
Punishment
[Rule 5(i) to
S(iv)]

For Imposing
Major
Punishment
[Rule 5(v) to
S(ix)]

The order of deemed suspension &
corresponding revocation (if any) is
issued by the Appointing Authority.
Authority lower in rank to the
Appointing Authority cannot issue
such orders. [Rule 4(3)(c)]

DFO S t a t e | Corresponding | Governor or any | Corresponding | Governor [Rule
(Group Government or | same Authority | authority | AuthorityinCol. | 6(1)]
A) any authority | in Col. 2 or by | empowered by | 4

empowered by | any authority to | him [Rule6(1)]

the Governor | which such is| [Rule7(1)

[Rule4(1)] subordinate OR CF Social

OR CF Social | [Rule4(3)c)] Forestry,

Forestry. CCF. Field

CCF, Field Director,

Director. PCCF (HoFF),

PCCF (HoFF), Secretary to

Secretary to Gaovernment,

Government, As Disciplinary

As Disciplinar Authority by

y Authority by virtue of being

virtue of being Head o f

Head of Department

Department [Rule 6 (2) r/w

[Rule 6(2) r/w Rule 7(2)]

Ruled(1)]
ACF St a it e Correspond_lpg Governor or any | Corresponding | Governor [Rule
(Group A) | Government or | same Authority | g uthority | AuthorityinCol. 6(1)]

any authority | in Col. 2 or by | empowered by | 4

empowered by | any authority 10| him [Rule6]

the Governor | which such is le7(1
[Ruled(1)] subordinate _ TRIB; W
OR CF Social | [Rule4(5)(c)] CF Social
Forestry, 3 Forestry,
CCF. Field CCF, Field
Director. Direcu,)r.

PCCF (HoFF),
Secretary (o
Gavernment.

AsDisciplinar
y Authority by
virtue of being

PCCF (HoFF),
Secretary to
Gavernment.

As Disciplinary
Authority by
virtue of being

Head of Head ol
Department Department
[Rule 6(2) r/w [Rule 6 (2) r/w
Rule4(1)] Rule 7(2)]




Rank of
the De-
linquent

For Placing

Competent Authorities

For Reyoking

For Instituting

For Imposing

For Imposing

Govern- under the suspension Disciplinary Minor Major

ment suspension Proceedings Punishment Punishment

Servant (Rule 8 and 10) [Rule 5(1) to |Rule 5(v) to
5(iv)] 5(ix))

1 2 3 4 5 6
RFO S t a t e | Corresponding | Governor [Rule | Corresponding | Governor
(Group B) | Government or | same Authority = 6(1)] Authority  in .

any authority | in Col. 2 or by OR Col.4 Rule 6(1)
empowered by | any authority © | CF Social [Rule 6]
the Governor | which such is| Forest
[Rule4(1)] subordinate cc ery’ Fi
OR 4(5)(c CF. Eleld
CF Social [Rule4(5)(c)] Director, PCCF
Forestry. CCF. (Se}l I'(E):t]'irF )tc;
Field Director, P Y
PCCF (HoFF), OyEmmEnt.
Secretary (o As Dlsc_lplmary
Government. Authority by
By virtue of virtue of being
being Head of Head of
Department Department
[Rule 6(2) r/w [Rule 6(2) r/w
Rule 4(1)] Rule 7(2)]
OR
DCFs. DFO as OR
Disciplinary DCFs and DFOs
Authority by As Disciplinary
‘ﬁ"‘é‘-‘f ?'uh:i-:% Authority by
H tds of virtue of being
Dee srirend Regional Head of
i . Department
[Rule 6(2) tiw [Rule 6(2) r/w
Rule4(1)]
Rule 7(2)]
St at e . .
Foresters | Government or | Corresponding | Governar [Rule Corresponding | Governor
GroupC | any authority | same Authority = 6(1)] Authority  in
empowered by | in Col. 2 or by OR Col. 4 Rule 6(1)
the Governor | any authority to | CF Social [Rule 6] OR
[Rule 4(1)] | which such is | Forestry,
OR subordinate CCF, Field CF Social
CF Social | [Ruled(5)c)] Director, PCCF Forestry, CCFs
Forestry, CCE (HoFF). as Appointing
E’y virtue  of Secretary to Authority [Rule
€ 1 n Government. 6(2)]
Appointing As Disciplinary

Authority and
any authority
to which they
are subordinate
|Rule Rule
41

OR

DCFs, DFO as
Disciplinary
Authorities by
virtue of being
Regional
Heads of
Department
[Rule 6(2) r/w
Rule 2(c) and
Rule 4(1)]
OR

ACFs & RFOs
AsDisciplinar
y Authority by
virtue of being
Heads of
Officers [Rule
6(2) r/w Rule
2(e) and Rule
4D

Authority by

virtue of being

Head o f
Department
[Rule 6(2) rfw
Rule 7(2)]
OR

DCFs and DFOs
As  Disciplinary
Authority by
virtue of being

Regional Head of

Department
[Rule 6(2) r/w
Rule 7(2)|

OR
ACFs and RFOs
As Disciplinary
Authority by
virtue of being
Heads of Office
[Rule 6(2) r/w
Rule 2(e) and
Rule 7(2)]
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Rank of
the De-
linquent

For Placing

Competent Authorities

For Reyoking

For Instituting

For Imposing

For Imposing

Govern- under the suspension Distiplinary Minor Major

ment suspension Proceedings Punishment Punishment

Servant (Rule 8 and 10) [Rule 5(1) to |Rule 5(v) to
5(iv)| 5(ix))

1 2 3 4 5 6
Forest S t a t e|Corresponding | Governor Corresponding | Governor
Guards Government or | same Authority | [Rule 6(1)] Authority  in i i1
Group C any autht()]néy in Col. h2 or by OR Col.4 Rule 6(1)

empowered by | any authority to i Rule 6
the Governor wlz’ich sucg is gofemf,“ cial |[[Rule ] OR
[Ruled(1)] subordinate CCF. Field DCFS as
OR |Rule4(3)e)] Ditector and Appointing
DCFS' ‘ PCCF (HoFF), A_uthurity [Rule
F’y virtue of Secretary Lo 6(2)]
A eolinlnin‘% Government.
A;ﬂ Gtity. -And As  Disciplinary
Ay @ };‘ : Authority by
¥ authority it f “bei
to which they virtue oL being
are subordinate ]l; ¢ “l d ; of
Rule Rul epartmen
'!"r(lL)lJe v [RUEE 6(2) rlw
OR Rultg}(RZ)]
ACFs and
RF Oqs u; s DCFs and DFOs
Disciplinary As Appointing
Authority by [Rule 6(2) r/w
virtue of being Rule 7(2)]
Heads of OR
Clliers; NEwE ACFs and RFOs
g(?')) rl\z gu:e As Disciplinary
4}7,[6“ we Authority by
virtue of being
Heads of Office
[Rule 6(2) r/w
Rule 2(e) and
Rule 7(2)]

Group D Corresponding | Governor Corresponding :
RFOs and same p‘:u[hori[ﬁ [Rlll-e 7“)] AU(hO]’i[y in Governor
ACFEs —as |in Col. 2 or by OR Col.4 Rule 6(1)
D'“‘P_"“ar)’ any authority to | CCFs, CF Social | [Rule6]

Arl'ltthonft)lr bY | which such is Forestry, Field OR

virtue ot being | qyhordinate Director, PCCF .

ands of Rule 4(5)(c (HoFF) as DCF{&-

Offices [Rul: L (B)ell Ceninli Appointing
ICESLOULS Disciplinary -

6(2) r/w Rule Authority by Authority [Rule

2(e) and Ruyle
4(1)

OR
DCFs as
Appointing
Authority or
any authority
to which they
are subordinate
[Rule4(1)]

virtue of being
Heads of
Department
[Rule 6(2) rfw

Rule 7(1)

OR
DCFs as
Disciplinary
Authority [Rule
7(2) r/w Rule
6(2)]

RFOs and ACFs
as Disciplinary
Authority by
virtue of being
Heads of Offices
[Rule 7(2) r/w
Rule 2(e) and
Rule6(2)]

6(2)]




9.22 Mandatory Actions and Procedures related to suspension
The MCS (Joining Time, Foreign Service and Payments During Suspension, Dismissal
and Removal) Rules, 1981

Rule 67.

a) Leave may not be granted to a Government Servant under suspension.

b) Orders for subsistence allowance should be issued. Under Rule 68 it
has to be issued by the Appointing Authority.

¢)  What is to be deducted and what not, is specified in Rule 69. The
DDOs and other concerned authorities must scrupulously follow
these rules.

9.23 How to decide the suspension period

9.23.01

9.23.02

9.23.03.

9.23.04

9.23.05

The period of suspension starts from the date of issue of the order of
suspension and ends on the date of issue of order of its revocation.
Suspension is not a penalty (as it is not listed in rule 5) and therefore it is not
lawful to decide the period of suspension as ‘suspension period’, as a
matter of routine. The provisions for deciding the period under suspension
are contained in the Maharashtra Civil Services (Joining Time, Foreign
Service and Payments During Suspension, Dismissal and Removal) Rules,
1981. Rule 72 stipulates for deciding following two things—

(a) pay and allowances to be paid to the Government servant for the
period of suspension ending with reinstatement or the date of his
retirement on superannuation, as the case may be: and

(b) whether or not the said period shall be treated as a period spent on
duty.

Rule 72(2) In case, a Government Servant dies before the conclusion of
Disciplinary Proceedings or Court Proceedings--The period between the date
of suspension and the date of death shall be treated as duty for all purposes and his
family shall be paid the full pay and allowances for that period to which he would
have entitled had he not been suspended. subject to adjustment in respect of
subsistence allowance already paid.

Rule 72(3)-- Where the authority competent to order reinstatement is of the
opinion that the suspension was wholly unjustified, the Government servant shall,
subject to the provision of sub-rule (8), be paid the full pay and allowances to
which he would have been entitled, had he not been suspended.

Provided that where such authority is of the opinion that the termination of the
proceedings instituted against the Government servant had been delayed due to
reasons directly attributable to the Government servant, it may, after giving him an
opportunity to make his representation within 60 days from the date on which the
communication in this regard is served on him and after considering the
representation, if any, submitted by him, direct, for reasons to be recorded in
writing. that the Government servant shall be paid for the period of such delay only
such amount (not being the whole) of such pay and allowances as it may
determine.

Rule 72(4)-- In a case falling under sub-rule (3) the period of suspension shall be
treated as a period spent on duty for all purposes.

Rule 72 (5)-- In cases other than those falling under sub-rules (2) and (3) the
Government servant shall, subject to the provisions of sub-rules (8) and (9), be
paid such amount (not being the whole) of the pay and allowances to which he
would have been entitled had he not been suspended, as the competent authority
may determine, after giving notice to the Government servant of the quantum
proposed and after considering the representation, if any, submitted by him in that
connection within such period which in no case shall exceed 60 days from the date
on which the notice has been served as may be specified in the notice.
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9.23.06 Rule 72(6)--- Where suspension is revoked pending finalization of the
disciplinary or the Court proceeding. any order passed under sub-rule (1) before
the conclusion of the proceedings against the Government servant, shall be
reviewed on its own motion after the conclusion of the proceedings by the
authority mentioned in sub-rule (1) who shall make an order according to the
provisions of sub-rule (3) or sub-rule (5), as the case may be.

9.23.07 Rule 72(7)-- In a case falling under sub-rule (5) the period of suspension shall not
be treated as a period spent on duty, unless the competent authority specifically
directs that it shall be so treated for any specified purpose.

Provided that if the Government servant so desires, such authority may order that

the period of suspension shall be converted into leave of any kind due and

admissible to the Government Servant.

Note— The order of the competent authority under the preceding proviso shall be

absolute and no higher sanction shall be necessary for the grant of—

(a) Extraordinary leave in excess of 3 months in the case of temporary
government servant; and

(b) Leaveofany kind in excess of five years in the case of permanent government
servant.

9.23.08 Rule 72(8)-- The payment of allowances under sub-rule (2), (3) or (5) shall be
subject to all other conditions under which such allowances are admissible.

9.23.09 Rule 72(9)--- The amount determined under the proviso to sub-rule (3) or (5) shall
not be less than the subsistence allowance and other allowances admissible under
rule 68.

9.24 Common Proceedings [Rule 12 of the MCS (Discipline and Appeal) Rules, 1979]

(a) Rule 12 (1). Where two or more Government servants are concerned in any
case, the Governor or any other authority competent to impose
the penalty of dismissal from service on all such Government
servants may make an order directing that disciplinary action
against all of them may be taken in common proceedings.

(b) Rule 12(2). Where the authorities competent (o impose the penalty of
dismissal on such Government Servants are different, an order
fortaking disciplinary action in acommon proceeding may be
made by the highest of such authorities with the consent of
others.

(c)Rule 12(3). Every order for taking disciplinary action in a common
proceeding shall specify—

(i) the authority which may function as the disciplinary
authority for the purpose of such common proceeding;

(ii) The penalties specified in rule 5 which such disciplinary
authority shall be competent to impose; and

(ii1) Whether the procedure laid down in rule 8 and rule 9 or rule
10shall be followed in the proceeding.

9.25 Many a times, it is not reasonably practicable to hold an inquiry in the manners presecribed in
the MCS (Discipline and Appeal) Rules, 1979. Rule 13 provides for special procedure in
certain cases and is reproduced as under.—

Rule13. Special procedure in certain cases.
inrules 8to 12 of these rules—
(i) Where any penalty is imposed on a Government servant on
the ground of conduct which has led to his conviction on a
criminal charge, or
(ii) Where the disciplinary authority is satisfied for reasons to be
recorded by it in writing that it is not reasonably practicable
to hold an inquiry in the manner provided in these rules, or

Notwithstanding anything contained



(iii)  Where the Governor is satisfied that in the interest of the
security of the State, it is not expedient to hold any inquiry in the
manner provided in these rules, the disciplinary authority may
consider the circumstances of the case and make such orders thereon
asitdeems fit:

(iv)  Disciplinary proceedings come to an end immediately on the death of
the delinquent Government servant. No disciplinary proceedings
under these rules, can therefore, be continued after the death of the
concerned Government servant.

Provided that, the Government servant may be given an opportunity
of making representation on the penalty proposed to be imposed
before any order is made in a case under clause (1);

Provided further that, the Commission shall be consulted where such
consultation is necessary before any orders are made in any case
under this rule.

9.26 Rule 26.—Service of orders, notices, etc,

Every order, notice and other process made or issued under these rules shall be served in person on the
Government servant concerned or communicated to him by registered post.

9.27. Appellate Authorities [Rule 18 of the MCS (Discipline and Appeal) Rules, 1979]

L

Member of Group A or B (a) Government, against the orders passed by the authorities
subordinate to Government imposing penalties on him;
or

(b) The Governor, against the orders passed by the
Government or any authority not subordinate to
Government imposing penalties on him.

Member of Group C or D Immediate superior of the Officer imposing a penalty upon him under
rule 5 of these rules and no further appeal shall be admissible to him.

In case of Common Proceeding The authority to which the autherity functioning as the disciplinary
authority for the purpose of that proceeding is immediately subordinate

Where the person who made the order appealed against becomes, by virtue of his subsequent appointment or
otherwise the appellate authority, the appeal shall lie to the authority to which such person is immediately
subordinate

9.28. Exemption from consultation with the MPSC.

The MPSC (Exemption from Consultation) Regulations, 1965.
. Notified on 8th October, 1965 by the Governor under Article 320(3) of the
Constitution.
*  Deemed to have come into force from 1st May 1960 (Formation of Maharashtra
State).
e Regulation 7- Consultation not necessary in regard to making of any order
in disciplinary matter—
(a) Beforethe competentauthority passes an original order;
i) ofcensure.
it) withholding increments or promotion (including stoppage of an
efficiency bar), or
iii) of suspension, and
(b) Where it is proposed to impose any other penalty, until the case is ready for
final decision,
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9.29

9.30

9.31

(¢) by Government on appeal from or a memorial against, an order of
suspension, pending inquiry into charges against the person suspended.

Rejecting a memorial or petition in any such disciplinary matter, where the memorialist or
petitioner has or had a right of appeal against the order which is the subject of the memorial or
petition. The procedures to be followed for execution of MCS (D& A) Rules, are covered under
the manual of Departmental Inquiry.

Guiding principles for preparing Chargesheet to institute disciplinary proceedings.

(a) A Chargesheetcontains four parts—
Annexure I-Title of Charges
Annexure 2—Details under each head of Charges
Annexure 3--- List of Documents on which the Charges are based
Annexure4-Listof witnesses (if any)

(b) The Charge sheet should always be drafted addressing the Government servant in the
third form.

(c¢) Chargesshould be specific—

(i) They should spell out in unambiguous terms as to what omissions and
commissions of the government servant attract charges against him.

(i) Each charge should indicate that the government servant has committed
misconduct by his acts of omission or commission.

(ii1) Each Document referred in the charges should be the part of Annexure-3 by
clearly indicating the corresponding serial number used in the body of charges.

(iv) Each document which is relied in Annexure 3 should have reasonable
connection with the charge leveled.

(v) The Disciplinary Authority must ensure to retain with itself, the original copies
of the documents relied upon in the chargesheet.

(vi) The Disciplinary Authority must ensure that the documents relied upon in
Annexure 3 in the Charge sheet, which are served to the delinquent, are duly
authenticated.

(vii) The Disciplinary Authority or the authority instituting the disciplinary
proceedings, must keep the acknowledgement on the case file as a proof of
serving it to the delinquent.

(viii) Witnesses, who are not relevant to the facts of the case must not be included in
Annexure 4.

(ix) Each witness should be indicated with the corresponding charge in Annexure 4.

Guiding Principles for drafting the Order

a.  The order should mention the background and charges. If the charge sheet is propetly
drafted, then the background can be extracted from it only.

b.  If the order is being passed without the inquiry, then after narrating the charges, the
submissions made by the delinquent in his defense statement must clearly be mentioned.

c.  Ifthe orders are passed on the basis of Inquiry Report, then after the narration on defense,
the findings of the Inquiry Officers should clearly be narrated.

d.  The copy of the Inquiry Report has already been furnished to the Government Servant.
His defense on the findings must be clearly narrated.

e.  The Order must incorporate the analysis of the case in totality, based on the charges, the
defense of the delinquent on the charges. findings of the Enquiry Officer (if applicable)
and the submissions of delinquent on the findings in the Enquiry Report. Each and Every
Charge must be dealt in this manner.

f.  Clear mention must be recorded as to whether each of the charge is proved. disproved or
not proved .



g.  Ifthechargesare proved. and if it is intended to impose punishment on the delinquent. the
quantum of punishment must be in commensurate with the misconduct of the government
servant. The order should have a definitive comment on the quantum of punishment.

h.  Asapartof fair play and natural justice, the order must contain a formal line indicating the
Appellate Authority before which the Government Servant may prefer his appeal.

i.  Ordermust bear the name, signature, official seal and date at the end. Moreover, it should
be affixed with the official seal and initials of the issuing authority on each of its pages.

9.32 It is essential that the Authorities exercising powers conferred to them under the Maharashtra
Civil Services (Discipline and Appeal) Rules, 1979 must be conversant with the procedural
part, covered in the Manual of Departmental Inquiry.

9.33 Provisions under the Employee’s Compensation Act, 1923

Earlier known as the Workmen's Compensation Act, 1923, its title has been amended in the
year 2009 as per the present Title. This is an Act to provide for the payment of certain classes of
employers to their employees of compensation for injury by accident. It extends to whole of
India and is in force since lIst July, 1924. Some of the provisions pertaining to Forest
Department are reproduced as under—

Definitions—
Section 2(1)(c)—  “Compensation™ means compensation as provided for by this Act.
Section 2(2)(dd)— “employee” means a person, whois---

B

(i) wmmmemee-

(iii) employed in any such capacity as is specified in Schedule IT, whether the contract
of employment was made before or after the passing of this Act and whether such
contract is expressed or implied, oral or in writing, but does not include any person
working in the capacity of a member of the Armed Forces of the Union and any
reference to any employee who has been injured shall, where the employee is dead.
include a reference to his dependents or any of them.

Note—sub-clause (iii) covers persons specified in Schedule IT of the Act. whether

the  contract of employment is expressed or implied, oral or in writing. Some of

the persons specified in Schedule ITof the Act, in respect of whom the provisions of
this Act may be applicable are reproduced below. This includes any person who is-

(viii) employed in construction, maintenance, repairor demolition of—

(a) any building which is designed to be or is or has been more than one storey in
height above the ground or twelve feet or more from the ground level to the
apex of the roof: or

{(b) any dam or embankment which is twelve feet or more in height from its
lowest toits highest point.

(xxiii) employed in the tapping of palm-trees or felling or logging of trees, or the transport
of timber by inland waters, or the control or extinguishing forest fires.

(xxiv) employed in operations for the catching or hunting of elephants or other wild
animals.
(xxix) employed in horticultural operations, forestry, bee-keeping or farming by tractors

orother contrivances driven by steam or other mechanical power or by electricity.

(xxxiv)  employed inany employment which requires handling of snakes for the purpose of
extraction of venom or for the purpose of looking after snakes or handling any
other poisonous animal or insect.

(x1) employed in cleaning of jungles or reclaiming land or ponds.

(x1i) employed in cultivation of land or rearing and maintenance of live-stock or forest
operations or fishing.

(xliv) employed in spraying and dusting of insecticides or pesticides in agricultural

operations or plantations.
Section 2(1)(e)--  “employer” includes any body of persons whether incorporated or not and any

managing agent of an employer and the legal representative of a deceased
employer. and, when the services of a employee are temporarily lent or let on hire
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to another person by the person with whom the employee has entered into a
contract of service or apprenticeship, means such other person while the employee
is working for him.

Note—The definition of the term. *employer’ is inclusive.

Section 2(1)(k)—  “partial disablement” means, where the disablement is of a temporary nature,
such disablement as reduces the earning capacity of a employee in any
employment in which he was engaged at the time of the accident resulting in the
disablement, and, where the disablement is of a permanent nature, such
disablement as reduces his earning capacity in every employment which he was
capable of undertaking at that time:

Provided that every injury specified in Part I of Schedule I shall be deemed to
resultin permanent partial disablement.

Section 2(1)(I)—  “total disablement” means such disablement. whether of a temporary or

permanent nature, as incapacitates a employee for all work which he was capable
of performing at the time of the accident resulting in such disablement:
Provided that permanent total disablement shall be deemed to result from every
injury in Part [ of Schedule Lor from any combination of injuries specitfied in Part 11
thereof where the aggregate percentage of the loss of earning capacity, as specified
in the said Part [T against those injuries amounts to one hundred percent or more.

Schedule T comprises of two Parts. Part T has the list of injuries deemed to result in
permanent total disablement and the percentage of loss of earning capacity. Part I1
covers the injuries deemed to resultin permanent partial disablement. Schedule 111
covers the List of occupational diseases.

Section 2(1)(m)— “wages™ includes any privilege or benefit which is capable of being estimated in
money, other than a travelling allowance or the value of any travelling concession
or a contribution paid by the employer of a employee towards any pension or
provident fund ora sum paid to a employee to cover any special expenses entailed
on him by the nature of his employment.

Section 3 of the Act mandates the Employer’s liability for compensation, subject to certain
exceptions mentioned therein. Section 4 prescribes the amount of compensation in case of (a)
death resulting due to the injury, (b) permanent total disablement resulting from the injury and
(c) permanent partial disablement results from the injury. Schedule IV gives the Factors for
working out lump sum equivalent of compensation amount in case of permanent disablement
and death. Schedule Section 5 covers the method of calculating wages and section 8 deals in
the manner of distribution of compensation. Section 18A is the penalty clause.

Provisions of this Act is applicable to all government servants, who are covered in the
categories indicated above, irrespective of the fact as to whether they are regular employees or
engaged as seasonal laboureres on daily wages or under the Employment Guarantee Scheme
under the provisions contained in the Maharashtra Employment Guarantee Act, 1977.
Officials, who are entrusted with the responsibilities of employer within the meaning of this
Act must ensure the implementation of its provisions in consultation with the Government
Pleader or the appropriate Legal Practitioner. The procedural part is covered under the
Workmen’s Compensation Rules, 1924,

Central Administrative Tribunal and Maharashtra Administrative Tribunal

Provisions related to Tribunals are dealt in PART XIV-A of the Constitution, inserted through
the forty second Amendment. Tribunals have been classified into two categories, namely,
Administrative Tribunals and Tribunals for other matters in Articles 323-A and 323-B
respectively. Article 323-A, dealing with the service matters is reproduced as under—



Article 323-A Administrative Tribunals.—(1) Parliament, may, by law, provide for the
adjudication or trial by administrative tribunals of disputes and complaints with respect to
recruitment and conditions of service of persons appointed to public services and posts in
connections with the affairs of the Union or of any State or of any local or other authority
within the territory of India or under the control of the Government of India or of any
corporation owned or controlled by Government.

9.36.01

9.36.02

9.36.03

The Administrative Tribunals Act, 1985—Thus, to give effect to the provisions

contained in Article 323-A, the Parliament has enacted the Administrative

Tribunals Act, 1985, which received the assent of the President on 27th February,

1985. Paragraph 2 and 3 of the Statement of Objects and Reasons are reproduced

as under---

2. The Bill seeks to give effect to the aforesaid constitutional provision by
providing for the establishment of an Administrative Tribunal for the Union
and a separate Administrative Tribunal for a State or a Joint Administrative
Tribunal for two or more States. The Bill also provides for—

(a) the jurisdiction, powers (including the power to punish for contempt)
and authority which may be exercised by each Tribunal;

(b) the procedure (including provision as to limitation and rules of
evidence) Lo be followed by the State Tribunals;

(c) exclusion of jurisdiction of all Courts. except that of the Supreme Cort
underarticle 136 of the Constitution relating to service matters:

(d) the transfer of each Administrative Tribunal of any suit or other
proceedings pending before any Court or other authority immediately
before the establishment of such Tribunal as would have been within
the jurisdiction of such Tribunal if the causes of action on which such
suits or proceedings are based had arisen after such establishment,

3. The establishment of Administrative Tribunal under the aforesaid provision
of the Constitution has become necessary since a large number of cases
relating to service matters are pending before the various Courts. It is
expected that the setting up of such Administrative Tribunals to deal
exclusively with service matters would go a long way in not only reducing
the burden of various Courts and thereby giving them more time to deal with
other cases expeditiously but would also provide to persons covered by the
Administrative Tribunals speedy reliefin respect of their grievances.

In accordance with the provisions of the Administrative Tribunals Act,
1985, the Central Administrative Tribunal and the Maharashtra
Administrative Tribunal have been set up in respect of members of Central
Services including All India Services and members of State Services
respectively.

Section 19 of the Administrative Tribunals Act, 1985 deals with the
manner in which the Applications shall be submitted to the Tribunals.
Section 21 prescribes the period of limitation for admission of an
Application. Section 20 stipulates that Tribunals shall not admit
Applications unless other remedies exhausted. It is reproduced as under—

Section 20 Applications not to be admitted unless other remedies exhausted.

(1) A Tribunal shall not ordinarily admit an application unless it is satisfied that
the applicant had availed of all the remedies available to him under relevant
service rules as to redressal of grievances.

(2) For the purposes of sub-section (1), a person shall be deemed to have availed
of all the remedies available to him under the relevant service rules as to
redressal of grievances,--

(a) if a final order has been made by the Government or other authority or
officer or other person competent to pass such order under such rules,
rejecting any appeal preferred or representation made by such person in
connection with the grievance; or
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(b) where no final order has been made by the Government or other
authority or officer or other person competent to pass such order with
regard to the appeal preferred or representation made by such person, if
a period of six months from the date on which such appeal was
preferred or representation was made has expired.

(3) For the purposes of sub-sections (1) and (2). any remedy available to an
appellant by way of submission of a memorial to the President or to the
Governor of a State or to any other functionary shall not be deemed to be one
of the remedies which are available unless the applicant had elected to submit
such memorial.

The Sexual Harassment of Women at Workplace (Prevention, Prohibition and Redressal)
Act, 2013

With the policy of reservation for female candidates, the percentage of women Government
servants has increased over last few years. Apart from this, the women work force is also
engaged on forestry works of seasonal basis. It is therefore important for all concerned to
understand the provisions of this Act, which provides protection against sexual harassment of
women at workplace and for the prevention and redressal of complaints of sexual harassment
and for matters connected therewith or incidental thereto. It received the assent of the President
on 22nd April, 2013. The Central Government appointed the 9th day of December, 2013 as the
date on which the provisions of the said Act came into force. The Preamble of the Act is
reproduced as under----

WHEREAS sexual harassment results in violation of the fundamental rights of a woman to
equality under articles 14 and 15 of the Constitution of India and her right to life and to live
with dignity under article 21 of the Constitution and right to practice any profession or to carry
on any occupation, trade or business with includes a right to a safe environment free from
sexual harassment;

AND WHEREAS the protection against sexual harassment and the right to work with dignity
are universally recognised human rights by international conventions and instruments such as
Convention on the Elimination of all Forms of Discrimination against Women. which has
been ratified on the 25th June, 1993 by the Government of India;

AND WHEREAS it is expedient to make provisions for giving effect to the said Convention
for protection of women against sexual harassmentat workplace.

9.37.01 Some of the definitions under section 2 of the Act

(a) “aggrieved woman" means—

(i) in relation to a workplace, a woman, of any age whether employed or
not, who alleges to have been subjected to any act of sexual
harassment by the respondent:

(ii)  in relation to dwelling place or house, a woman of any age who is
employed in such adwelling place or house:

(b) “appropriate Government” means—

(i) in relation to a workplace which is established, owned, controlled or
wholly or suobstantially financed by funds provided directly or
indirectly—

(A) by the Central Government or the Union territory administration,
the Central Government;
(B) by the State Government, the State Government;

(il) in relation to any workplace not covered under sub-clause (i) and
falling within its territory, the State Government;

(c) “Chairperson” means the Chairperson of the Local Complaints Committee
nominated under sub-section (1) of section 7;

(d) “District Officer” means on officer notified under section 5;

(e) “domestic worker” means a woman who is employed to do the household
work in any household for remuneration whether in cash or kind, either
directly or through any agency on a temporary, permanent, part time or full
time basis, but does notinclude any member of the family of the employer;



N

(h)
(i)
)
)
()

(n)

(0)

“employee” means a person employed at a workplace for any work on
regular, temporary, adhoc or daily wage basis, either directly or through an
agent, including a contractor, with or, without the knowledge of the principal
employer, whether for remuneration or not, or working on a voluntary basis
or otherwise, whether the terms of employment are express or implied and
includes a co-worker, a contract worker, probationer, trainee, apprentice or
called by any other such name;

“employer” means—

(i) in relation to any department, organisation, undertaking,
establishment, enterprise, institution, office, branch or unit of the
appropriate Government or a local authority, the head of that
department, organisation, undertaking, establishment, enterprise,
institution, office, branch or unit or such other officer as the appropriate
Government or the local authority, as the case may be, may by an order
specify in this behalf;

(ii) in any workplace not covered under sub-clause (i). any person
responsible for the management, supervision and control of the
workplace.

Explanation.—For the purposes of this sub-clause “management”
includes the person or board or committee responsible for formulation
and administration of policies for such organisation:

(iii) in relation to workplace covered under sub-clauses (i) and (ii), the
person discharging contractual obligations with respect to his or her
employees:

(iv) in relation to a dwelling place or house, a person or a household who
employs or benefits from the employment of domestic worker,
irrespective of the number, time period or type of such worker
employed, or the nature of the employment or activities performed by
the domestic worker;

“Internal Committee™ means an Internal Complaints Committee constituted

under section4;

“Local Committee” means the Local Complaints Committee constituted

under section 6;

“Member” means a Member of the Internal Committee or the Local

Committee, as the case may be;

“Presiding Officer” means the Presiding Officer of the Internal Complaints

Committee nominated under sub-section (2) of section 4;

“respondent’ means a person against whom the aggrieved woman has made a

complaintunder section 9:

“sexual harassment™ includes any one or more of the following unwelcome

acts or behavior (whether directly or by implication) namely:—

(i)  physical contact and advances; or

(ii) ademand or request for sexual favours; or

(iii) makingsexually coloured remarks; or

(iv) showing pornography;or

(v) any otherunwelcome physical, verbal or non-verbal conduct of sexual
nature;

“workplace™ includes—

(i) any department, organisation, undertaking, establishment, enterprise,

institution, office, branch or unit which is established, owned,

controlled or wholly or substantially financed by funds provided
directly or indirectly by the appropriate Government or the local
authority or a Government company or a corporation or a co-operative
society;

(ii) any private sector organisation or a private venture, undertaking,
enterprise, institution, establishment, society, trust, non-governmental
organisation, unit or service provider carrying on commercial,
professional, vocational. educational, entertainmental, industrial,
health services or financial activities including production, supply,
sale, distribution or service:
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(iii) hospitals ornursing homes;

(iv) any sports institute, stadium, sports complex or competition or games
venue, whether residential or not used for training, sports or other
activities relating thereto:

(v) any place visited by the employee arising out of or during the course of
employment including transportation by the employer for undertaking
such journey:

(vi) adwelling place orahouse:

(p) “unorganised sector” in relation to a workplace means an enterprise owned
by individuals or self-employed workers and engaged in the production or
sale of goods or providing service of any kind whatsoever, and where the
enterprise employs workers, the number of such workers is less than ten.

Section 3 Prevention of sexual harassment.

(1) Nowoman shall be subjected to sexual harassment at any workplace.

(2) The following circumstances, among other circumstances, if it occurs, or is
present in relation to or connected with any act or behavior of sexual
harassment may amount to sexual harassment:—

(i) implied or explicit promise of preferential treatment in her
employment; or

(ii)  implied or explicit threat of detrimental treatment in her employment :
or

(iii) implied or explicit threat about her present or future employment
status; or

(iv) interference with her work or creating an intimidating or offensive or
hostile work environment for her: or

(v) humiliating treatment likely to affect her health or safety.

Chapters Il and IIT have provisions related to constitution and composition
of the Internal Complaints Committee and the Local Complaints
Committee. Chapter [V deals with the procedure related to the complaint
that may be filed by the aggrieved woman, the Conciliation by the Internal
Committee or the Local Committee before initiating an inquiry in respect
of the Complaint. Section 11 of Chapter I'V relates to the manner or inquiry
and is reproduced as under---

Section 11. Inquiry into complaint.

(1) Subject to the provisions of section 10, the Internal Committee or the Local
Committee, as the case may be, shall, where the respondent is an employee,
proceed to make inquiry into the complaint in accordance with the provisions
of the service rules applicable to the respondent and where no such rules
exist. in such manner as may be prescribed or in case of a domestic worker,
the Local Committee shall, if prima facie case exist, forward the complaint to
the police, within a period of seven days for registering the case under section
509 of the Indian Penal Code (45 of 1860), and any other relevant provisions
of the said Code where applicable:

Provided that where the aggrieved woman informs the Internal Committee or
the Local Committee, as the case may be, that any term or condition of the
settlement arrived at under sub-section (2) of section 10 has not been
complied with by the respondent, the Internal Committee or the Local
Committee shall proceed to make an inquiry into the complaint or, as the case
may be, forward the complaint to the police:

Provided further that where both the parties are employees, the parties shall,
during the course of inquiry, be given an opportunity of being heard and a
copy of the findings shall be made available to both the parties enabling them
to make representation against the findings before the Committee.

(2) Notwithstanding anything contained in section 509 of the Indian Penal Code
(45 of 1860), the court may. whenthe respondent is convicted of the offence,
order payment of such sums as it may consider appropriate, to the aggrieved
woman by the respondent, having regard to the provisions of section 15.
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(3) For the purpose of making an inquiry under sub-section (1), the Internal
Committee or the Local Committee, as the case may be. shall have the same
powers as are vested in a Civil Court under the Code of Civil Procedure, 1908
(5 of 1908) when trying a suit in respect of the following matters, namely:—
(a) summoning and enforeing the attendance of any person and examining

himonoath;
(b) requiring the discovery and production of documents; and
(c) any other matter which may be prescribed.

(4) The inquiry under sub-section (1) shall be completed within a period of
ninety days.

Inquiry into Complaint

Chapter V has the provisions related to inquiry and subsequent
proceedings, consequences of malicious complaint and false evidence. For
better understanding. these provisions are reproduced as under—

Section 12. Action during pendency of inquiry.

(1) During the pendency of an inquiry on a written request made by the aggrieved
woman, the Internal Committee or the local Committee, as the case may be,
may recommend to the employer to—

(a) transfer the aggrieved woman or the respondent to any other
workplace: or

(b) grantleavetothe aggrieved woman up to a period of three months: or

(¢) grantsuch otherrelief to the aggrieved woman a may be prescribed.

(2) The leave granted to the aggrieved woman under this section shall be in
addition to the leave she would be otherwise entitled.

(3) On the recommendation of the Internal Committee or the Local Committee,
as the case may be, under sub-section (1), the employer shall implement the
recommendations made under sub-section (1) and send the report of such
implementation to the Internal Committee or the Local Committee. as the
case may be.

Section 13. Inquiry report.

(1) Onthe completion of an inquiry under this Act, the Internal Committee or the
Local Committee, as the case may be, shall provide a report of its findings to
the employer, or as the case may be, the District Officer within a period of ten
days from the date of completion of the inquiry and such report be made
available to the concerned parties.

(2) Where the Internal Committee or the Local Committee, as the case may be,
arrives at the conclusion that the allegation against the respondent has not
been proved, it shall recommend to the employer and the District Officer that
noaction is required to be taken in the matter.

(3) Where the Internal Committee or the Local Committee, as the case may be,
arrives at the conclusion that the allegation against the respondent has been
proved, it shall recommend to the employer or the District Officer, as the case
may be—

(1) totakeaction for sexual harassment as a misconduct in accordance with
the provisions of the service rules applicable to the respondent or where
no such service rules have been made, in such manner as may be
prescribed;

(i1)  to deduct, notwithstanding anything in the service rules applicable to

the respondent. from the salary or wages of the respondent such sum as
it may consider appropriate to be paid to the aggrieved woman or to her
legal heirs, as it may determine, in accordance with the provisions of
section 15:
Provided that in case the employer is unable to make such deduction
from the salary of the respondent due to his being absent from duty or
cessation of employment it may direct to the respondent to pay such
sum to the aggrieved woman:
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Provided further that in case the respondent fails o pay the sum
referred to in clause (ii), the Internal Committee or as. the case may be,
the Local Committee may forward the order for recovery of the sum as
an arrear of land revenue to the concerned District Officer.
(4) The employer or the District Officer shall act upen the recommendation
within sixty daysofits receipt by him.

Section 14. Punishment for false or malicious complaint and false evidence.

(1) Where the Internal Committee or the Local Commiltee, as the case may be,
arrives at a conclusion that the allegation against the respondent is malicious
or the aggrieved woman or any other person making the complaint has made
the complaint knowing it to be false or the aggrieved woman or any other
person making the complaint has produced any forged or misleading
document, it may recommend to the employer or the District Officer. as the
case may be, to take action against the woman or the person who has made the
complaint under sub-section (1) or sub-section (2) of section 9, as the case
may be, in accordance with the provisions of the service rules applicable to
her or him or where no such service rules exist, in such manner as may be
prescribed:

Provided that a mere inability to substantiate a complaint or provide adequate
proof need not attract action against the complainant under this section:
Provided further that the malicious intent on part of the complainant shall be
established after an inquiry in accordance with the procedure prescribed,
before any action is recommended.

(2) Where the Internal Committee or the Local Committee, as the case may be,
arrives at a conclusion that during the inquiry any witness has given false
evidence or produced any forged or misleading document, it may
recommend to the employer of the witness or the District Officer, as the case
may be, to take action in accordance with the provisions of the service rules
applicable to the said witness or where no such service rules exist, in such
manneras may be prescribed.

Section 16. Prohibition of publication or making known contents of
complaint and inquiry proceedings.

Notwithstanding anything contained in the Right to Information Act. 2005 (22 of
2005), the contents of the complaint made under section 9, the identity and
addresses of the aggrieved woman, respondent and witnesses, any information
relating to conciliation and inquiry proceedings, recommendations of the Internal
Committee or the Local Committee, as the case may be, and the action taken by the
employer or the District Officer under the provisions of this Act shall not be
published, communicated or made known to the public, press and media in any
manner:

Provided that information may be disseminated regarding the justice secured to
any vicitim of sexual harassment under this Act without disclosing the name,
address, identity or any other particulars calculated to lead to the identification of
the aggrieved woman and witnesses.

Section 17. Penaity for publication or making known contents of complaint
and inquiry proceedings.

Where any person entrusted with the duty to handle or deal with the complaint,
inquiry or any recommendations or action to be taken under the provisions of this
Act, contravenes the provisions of section 16, he shall be liable for penalty in
accordance with the provisions of the service rules applicable to the said person or
where no such service rules exist, in such manner as may be prescribed.

Section 18. Appeal.

(1) Any person aggrieved from the recommendations made under sub-section
(2) of section 13 or under clause (i) or clause (ii) of sub-section (3) of section
13 or sub-section (1) or sub-section (2) of section 14 or section 17 or non-
implementation of such recommendations may prefer an appeal to the court
or tribunal in accordance with the provisions of the service rules applicable to
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the said person or where no such service rules exist then, without prejudice to
provisions contained in any other law for the time being in force, the person
aggrieved may prefer an appeal in such manner as may be prescribed.

(2) The appeal under sub-section (1) shall be preferred within a period of ninety
days of the recommendations.

Duties of Employer

Chapter VI mandates the duties of the Employer and is reproduced as

under—

Section 19. Duties of employer.— Every employer shall—

(a) provide a safe working environment at the workplace with shall include
safety from the persons coming into contact at the workplace;

(b) display at any conspicuous place in the workplace, the penal consequences of
sexual harassments; and the order constituting, the Internal Committee under
sub-section (1) of section 4;

(e) organise workshops and awareness programmes at regular intervals for
sensitising the employees with the provisions of the Act and orientation
programmes for the members of the Internal Committee in the manner as may
be prescribed;

(d) provide necessary facilities to the Internal Committee or the Local
Committee, as the case may be, for dealing with the complaint and
conducting an inquiry;

(e) assist in securing the attendance of respondent and witnesses before the
Internal Committee or the Local Committee, as the case may be;

(f) make available such information to the Internal Committee or the Local
Committee, as the case be, as it may require having regard to the complaint
made under sub-section (1) of section 9;

(g) provide assistance to the woman if she so chooses to file a complaint in
relation to the offence under the Indian Penal Code (43 of 1860) or any other
law for the time being in force;

(h) cause to initiate action, under the Indian Penal Code (45 of 1860) or any other
law for the time being in force, against the perpetrator, or if the aggrieved
woman so desires. where the perpetrator is not an employee. in the workplace
at which the incident of sexual harassment took place;

(1) treat sexual harassment as a misconduct under the service rules and initiate
action for such misconduct;

(j)  monitor the timely submission of reports by the Internal Committee.

Penalty Provisions
Section 26 to 28 deals with the penalty related provisions and are reproduced as
under----
Section 26. Penalty for non-compliance with provisions of Act.
(1)  Where the employer fails to—
(a) constitute an Internal Committee under sub-section (1) of section 4;
(b) takeactionundersections 13, 14 and 22; and
(¢) contravenes or attempts to contravene or abets contravention of other
provisions of this Act or any rules made thereunder,
he shall be punishable with fine which may extend to fifty thousand rupees.

(2) If any employer, after having been previously convicted of an offence
punishable under this Act subsequently commits and is convicted of the same
offence, he shall be liable to
(i) twice the punishment, which might have been imposed on a first

conviction, subject to the punishment being maximum provided for the
same offence:

Provided that in case a higher punishment is prescribed under any other
law for the time being in force, for the offence for which the accused is
being prosecuted. the court shall take due cognizance of the same while
awarding the punishment:

(i1) cancellation, of his licence or withdrawal, or non-renewal, or approval,
or cancellation of the registration, as the case may be, by the
Government or local authority required for carrying on his business or
activity.
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Section 27. Cognizance of offence by courts.—

(1) No court shall take cognizance of any offence punishable under this Act or
any rules made thereunder, save on a complaint made by the aggrieved
woman or any person authorised by the Internal Committee or Local
Committee in this behalf.

(2) Nocourtinferior to that of a Metropolitan Magistrate or a Judicial Magistrate
of the first class shall try any offence punishable under this Act.

(3) Every offence under this Act shall be non-cognizable.

Section 28. Act notin derogation of any other law.
The provisions of this Act shall be in addition to and not in derogation of the
provisions of any other law for the time being in force.

Rules—In exercise of powers conferred under section 29 of the Act, the

Central Government, vide Notification dated 9th December, 2013 has

notified the Sexual Harassment of Women at Workplace (Prevention,

Prohibition and Redressal) Rules, 2013. Few of the provisions under these

Rules are reproduced as under-----

Rule 6. Complaint of sexual harassment,

Forthe purpose of sub-section (2) of Section 9,-

(i)  where the aggrieved woman is unable to make a complaint on account of her
physical incapacity, acomplaint may be filed by —

(a) herrelative orfriend; or

(b)  herco-worker; or

(¢) an officer of the National Commission for Women or State Women’s
Comumission; or

(d) any person who has knowledge of the incident, with the written consent
of the aggrieved woman;

(i) where the aggrieved woman is unable to make a complaint on account of her
mental incapacity, acomplaint may be filed by-

(a) herrelative of friend; or

(b) aspecial educator; or

(c) aqualified psychiatrist or psychologist; or

(d) the guardian or authority under whose care she is receiving treatment or
care; or

(e) any person who has knowledge of the incident jointly with her relative
or friend or a special educator or qualified psychiatrist or psychologist,
or guardian or authority under whose care she is receiving treatment or
care;

(iii) where the aggrieved woman for any other reason is unable to make a
complaint, a complaint may be filed by any person who has knowledge of the
incident, with her written consent;

(iv) where the aggrieved woman is dead, a complaint may be filed by any person
who has knowledge of the incident, with the written consent of her legal heir.

Rule 7. Manner of Inquiry into complaint.

(1) Subject to the provisions of section 11, at the time of filing the complaint, the
complainant shall submit to the Complaints Committee, six copies of the
complaint along with supporting documents and the names and addresses of
the witnesses.

(2)  On receipt of the complaint, the Complaints Committee shall send one of the
copies received from the aggrieved woman under sub-rule (1) to the
respondent within a period of seven working days.

(3) The respondent shall file his reply to the complaint along with his list of
documents, and names and addresses of witnesses, within a period not
exceeding ten working days from the date of receipt of the documents
specified under sub-rule (1).

(4) The Complaints Committee shall make inquiry into the complaint in
accordance with the principles of natural justice.



(5) The Complaints Committee shall have the right to terminate the inquirye
proceedings or to give an ex-parte decision on the complaint, if the
complainant or respondent fails, without sufficient cause, to present herself
or himself for three consecutive hearings convened by the Chairperson or
Presiding Officer, as the case may be:

Provided that such termination or ex-parte order may not be passed without
givinganotice in writing, fifteen days in advance, to the party concerned.

(6) The parties shall not be allowed to bring in any legal practitioner to represent
them in their case at any stage of the proceedings before the Complaints
Committee.

(7) In conducting the inquiry, a minimum of three Members of the Complaints
Committee including the Presiding Officer or the Chairperson, as the case
may be, shall be present.

Rule 8. Other relief to complainant during pendency of inquiry.-

The Complaints Committee at the. written request of the aggrieved woman may

recommend to the employer to-

(a) restrain the respondent from reporting on the work performance of the
aggrieved woman or writing her confidential report, and assign the same to
another officer;

(b) restrain the respondent in case of an educational institution from supervising
any academic activity of the aggrieved woman.

Rule 9. Manner of taking action for sexual harassment.-

Except in cases where service rules exist, where the Complaints Committee
arrives at the conclusion that the allegation against the respondent has been
proved, it shall recommend to the employer or the District Officer, as the case may
be. to take any action including a written apology. warning, reprimand or censure,
withholding of promotion, withholding of pay rise or increments. terminating the
respondent from service or undergoing a counselling session or carrying out
community service.

Rule 10. Action for false or malicious complaint or false evidence.-

Except in eases where service rules exist, where the Complaints Committee
arrives at the conclusion that the allegation against the respondent is malicious or
the aggrieved woman or any other person making the complaint has made the
complaint knowing it to be false or the aggrieved woman or any other person
making the complaint has produced any forged or misleading document, it may
recommend to the employer or District Officer, as the case may be. to take action
in accordance with the provisions of rule 9.

Rule 11. Appeal.-

Subject to the provisions of section 18, any person aggrieved from the
recommendations made under sub-section (2) of section 13 or under clauses (i) or
clause (A) of subsection (3) of section 13 or sub-section (i) or sub-section (2) of
section 14 or section 17 or non-implementation of such recommendations may
prefer an appeal to the appellate authority notified under clause (a) of section 2 of
the Industrial Employment (Standing Orders) Act, 1946 (20 of 1946).

Rule 12. Penalty for contravention of provisions of section 16.-

Subject to the provisions of section 17, if any person contravenes the provisions of
section 16, the employer shall recover a sum of five thousand rupees as penalty
from such person.

Rule 13. Manner to organise workshops, ete.—

Subject to the provisions of section 19, every employer shall-

(a) formulate and widely disseminate an internal policy or charter or resolution
or declaration for prohibition, prevention and redressal of sexual harassment
at the workplace intended to promote gender sensitive safe spaces and
remove underlying factors that conuibute towards a hostile work
environment against women;
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(b)

(c)

(d)
(e)

()

carry oul orientation programmes and seminars for the Members of the
Internal Committee ;

carry out employees awareness programmes and create forum for dialogues
which may involve Panchayati Raj Institutions, Gram Sabha, women’s
groups, mothers’ committee, adolescent groups, urban local bodies and any
other body as may be considered necessary;

conduct capacity building and skill building programmes for the Members of
the Internal Committee:

declare the names and contact details of all the Members of the Internal
Committee;

use modules developed by the State Governments to conduct workshops and
awareness programmes for sensitising the employees with the provisions of
the Act.



10.01

10.02

—— CHAPTER 10 ——

MEDICAL CERTIFICATE, ATTENDANCE AND

REIMBURSEMENT

Medical Certificate, Conditions Regarding Physical Fitness.

10.01.01

10.01.02

10.01.03

Conditions as regards physical fitness certificate, age limits, in the case of
persons admitted to LF.S. are contained in A.LS. (Appointment by
Competitive Examination) Regulation and LFE.S. (Appointment by
Competitive Examination) Regulation 1967. The examination is
conducted prior to the selection in the service by the UPSC.

Certificate of physical fitness is a pre-requisite for substantive
appointment or continuance in the State (MFS) service. The rules
regarding medical examination and production of medical certificate in
M.E.S. and in the Forest department in general are contained in M.C.S.
(General Conditions of Service) Rules, 1981. The age limit for recruitment
to pensionable service is determined in the case of each category of service
and except as provided in ML.C.S. (classification and recruitment) Rules.

Every Government Servant shall produce a medical certificate of health
either before he is appointed or before he completes 6 month of service
from the date of appointment, whichever is earlier. Normally, a person
should be medically examined before his appointment. However, in the
cases, where a person is required to be appointed immediately for work,
appointment may be made without first obtaining a medical certificate, but
the appointment should be subject to his medically being declared fit by
appropriate medical authority, failing which his services should be
terminated.

Heads of the offices concerned should arrange for medical examination for
computation of pension in direct communication with the Civil Surgeon of
the district concerned, when the communication is asked for, after
retirement of a govt. servant.

Medical Attendance.

10.02.01

10.02.02

10.02.03

Members of the families of A.LS. officers serving in connection with
affairs of the Union, outside India on deputation or on leave including
study leave may avail these medical facilities admissible under A.LS.
(Medical Attendance) Rules 1954. The State Government may extend
these concessions to the members of the services serving in connection
with the affairs of the State. A member of the service is entitled free of
charge medical attendance by the authorized Medical Attendant and the
charges if any paid would be reimbursable to the Government Servant.

The medical treatment is also admissible to the family members of the
govermentservant.

The Government Servants recruited by the State Government are governed
by Maharashtra State Services (Medical Attendance) Rules, 1961 as
amended from time to time. They are applicable to the Government servant
even on leave or under suspension. They are admissible to the family
members as defined in the rule.




10.02.04 Government of Maharashtra in Public Health Department vide
Government Resolution No. MAG-2005/9/C.R.1/Arogya-3, dated
19/3/2005 and various instructions issued from time to time thereafter
has specified diseases for which medical reimbursement is admissible.

10.03 The State Government has also delegated financial powers to various Authorities for

payment of medical reimbursement claims. Concerned Authorities must therefore refer
to the update instructions from the Government in this regard.
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—— CHAPTER 11 ——
TRANSFERS AND CHARGE REPORTS

11.01 The Maharashtra Government Servants Regulation of Transfers and Prevention of
Delay in Discharge of Official Duties Act, 2005.
With an objective to provide for regulation of transfers of Government servants and prevention
of delay in discharge of official duties, the Governor promulgated an Ordinance on 25th
August, 2003. The said Ordinance was subsequently replaced by this Act in 2003, which came
into force on Ist July, 2006, vide Government Notification General Administration
Department No. SRV 2004/CR-15/2004/12 dated 25th May, 2006. The transfers of
Government Servants are now therefore regulated by this Act and the powers delegated by the
Government to various Authorities under the Act from time to time. The key terms defined
under the said Act and other relevant provisions are reproduced as under.—

Section 2(p). Post.—*post” means the job or seat of duty to which a Government servant is
assigned or posted.

Section 2(i). Transfer—*Transfer” means posting of a Government servant from one post,
office or Department to another post, office or the Department.

Section 2(j) Transferring Authority—"Transferring Authority” means the authorities
mentioned in section 6.

Section 6. The Government servants specified in column (1) of the table hereunder may be
transferred by the Transferring Authority specified against such Government servants in
column (2) of the table

TABLE

Group of Government Servants Competent Transferring Authority

(a) Officers of All India Services, all Chief Minister
Officers of State Services in Group
“A” having pay-scale of Rs 10.650-

15,850 and above

(b) All Officers of State Services in Minister-in-charge in consultation with
Group “A" having pay-scales less Secretaries of the concerned Departments
than Ry 10,650-15,850 and all
Officers in Group “B”

(¢) All Non-Gazetted employees in Heads of Departments

Group “B” and “C".

(d) All employees in Group “D" Regional Heads of Department

Provided that, in respect of officers in entry (b) in the table working at the Divisional or
District level, the Divisional Head shall be competent to transfer such officers within the
Division; and the District Head shall be competent to transfer such officers within the District;
Provided further that, the Competent Transferring Authority specified in the table may, by
general or special order, delegate its powers under this section to any of its subordinate
authority.

11.02.  Inaccordance with provisions contained in section 7, the State Government has designated the
Transferring Authorities for the Government servants belonging to different Grades.
Subsequently, in accordance with the Orders of the Apex Court, Civil Services Boards have




been constituted for different cadres to recommend the Transferring Authorities in the matter
of transfers of Government servants. The State Government has also issued policy directives
from time to time for implementation of the Actin letter and spirit.

11.02.01. Government of Maharashtra, General Administrative Department vide
Resolution No. SRV-2017/C.R.415/Desk-12, dated 9/4/2018 has issued
policy and procedure of general transfer of Government servants
belonging to Group-B, C and D.

11.02.02. Government of Maharashtra, Revenue and Forest Department vide
Corrigendum no. MFS-2016/C.R.143/F-8, dated 22/5/2017 and
Corrigendum dated 4/4/2018 has issued policy of transfer for ACF, RFO,
Forester and Forest Guard from one wing to other wing.

11.03. CHAPTER III of the Maharashtra Government Servants Regulation of Transfers and
Prevention of Delay in Discharge of Officeial Duties Act, 2005 lays down the provisions for
prevention of delay in discharge of official duties by Government servants. Relevant sections
from this Chapter are reproduced as under.—

Section 10 (1). Every Government servant shall be bound to discharge his official duties and
the official work assigned or pertaining to him most diligently and as
expeditiously as feasible;

Provided that, normally no file shall remain pending with any Government
servant in the Department or office for more than seven working days;

Section 10(2). Any willful or intentional delay or negligence in the discharge of official
duties or in carrying out the official work assigned or pertaining to such
Government servant shall amount to dereliction of duties and shall make such
Government servant liale for appropriate disciplinary action under the
Maharashtra Civil Service (Discipline and Appeal) Rules, 1979 or any other
relevant disciplinary rules applicable to such employee.

11.04. Transfers and charge reports

(1)  Anofficer transferred from one post to another should make over the office of which he
may be in charge only to the person regularly appointed to his place, unless a special
order of Government authorizes any other mode of procedure.

(ii)  In the case of transfer of Gazetted Officers, a Certificate of Transfer of Charge in form
Gen.93 m should be made out and signed by the relieved and relieving officers. Copies of
the said Certificate must be submitted to the concerned official superiors. In the case of
LE.S. officer, a copy of the transfer report in the above form should be submitted to the
C.F./P.C.C.F. and the Government and to the Accounts Officers, I.LF.S.(Accounts).
Revenue and Forest Department.

(iii) The Officer relieved shall report the transfer of charge to the officers in charge of the
treasuries on which he has opened cheque books, and will, at the foot of the report, send a
specimen of the relieving officer's usual signature, in order that the treasury officers may
satisfy themselves as to the validity of the cheque presented by the relieving officer.

(iv) The following rules relate to C.C.Fs./C.F.s/D.C.Fs./ D.F.Os.

The relieving officer must see that all office books are posted up to date, and in the case of
cash and stock accounts, that the vouchers of receipts and issues belonging to the
accounts of the current month are made over to him.

(v)  The cash book will be closed, and the cash balance will be counted, in the presence of
both officers, who will then sign the book.

(vi) A Certificate of Transfer of Charge in form Gen.93 m should be made out in duplicate
and signed by both officers. One copy should be submitted to the immediate superior and
the other to the State Goverment and the Accounts Officers, ILF.S. (Accounts) Revenue
and Forest Deptt. with the charge report mentioned above,
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11.05.

(vii) Inthe case of a transfer between two D.C.Fs./D.F.Os.. the relieving officer will take over

charge of all timber. and other forest produce. for which a certificate, in a form similar to
that prescribed above for cash, will be submitted.

(viii) Besides cash, timber and forest produce, the following are the main classes of property

(ix)

(x)

(xi)
(xii)

which ordinarily form the subject of transfer between D.C.Fs./D.F.Os.---

a.  Demarcated reserves.

b.  The Forest land Records as per the formats provided in Maharashtra Forest
Manual and Maharashtra Forest Rules 2014 about land records.
Plantations.
Timber depots and revenue stations.
Buildings, roads and bridges.
Live stock.
Machinery, stores, instruments and tools.
Books and maps.
Office records.

J. Office furniture.
In the transfer report, the relieving officer should state as to by what means he has
satisfied himself of the nature and condition of the different classes of property of which
he has taken charge.
Live and dead stock and other articles which may be at headquarters, as well as books and
maps, office records, and office furniture, should, as a rule, be personally inspected by
the relieving officer at the time of transfer, and the fact of this having been done should be
stated.
In case of property at a distance from head-quarters, the registers and other documents in
which they are described should be examined.
It will rest with the Chief Conservator of Forests/Conservator to prescribe the forms of
reports and certificates to be submitted by non-Gazetted officers subordinate to
D.C.Fs./D.F.Os. in case of transfer of charge. The documents should be comparable to
the corresponding documents maintained and exchanged at Divisional Level in respect
of corresponding subject to maintaining uniformity of procedure and continuity of
record,

PeEmm o e n

Additional instructions in respect of charge reports of A.P.C.C.Fs. / C.C.Fs. /C.Fs. / Dy.
C.Fs./D.F.Os./ etc.

(i)
(i)

The cash book will be closed and the cash balances will be struck. counted in the presence
of both officers who will then sign the book.

A Certificate of Transfer of Charge should be made out in duplicate and signed by both
officers. One copy thereof should be submitted to immediate superior and the other to
Accountant General with the charge report mentioned in para 1 1.04(ii).

(i11) The officer to be relieved should prepare an exhaustive note concerning his/her Division

(iv)

with a view to acquaint his/her successor with all important matters viz. organization of
the Circle or Division, works in progress, management problems establishment,
important pending cases etc. One of the main objects of this note should be to acquaint the
successor with matters concerning which immediate steps may be required to be taken by
hin/her after assuming charges. It is desirable that the officer to be relieved uses his/her
charge note to a communicate this to his/her successor rather than leave the latter to find
it out for himself/herself in due course of time or having to depend for this on the
initiative of his/her subordinates.
Besides cash, the following main classes of property form the subject matter of transfer
between forest officers—

a) Timberand other forest produce.

b) Demarcated reserves.

c¢) The Forest land Records as per the formats provided in this Manual and

Maharashtra Forest Rules, 2014 about land records.
d)  Other forest areas including plantations.



(v)

(vi)

e) Timber Depots and Revenue Stations.

fy  Buildings, roads and bridges.

g) Livestock

h)  Machinery, stocks, Instruments and Tools, charge report mentioned in article.

i) Booksand Maps.

j)  Officerecords.

k)  Office furniture.

In the case of a transfer of charge between the Divisional Forest Officers, the relieving
officer will take even charge of all timber, and other forest produce, for which certificate,
in a form similar to that prescribed in paragraph 11.04 (v) for cash will be submitted.
Relieving officer should ensure that in due course of time items of the charge should be
verified by the concerned subordinate staff and verification certificates to that effect be
obtained from them.

a)  Inthe transfer report, the relieving officer should state by what means he/she has
satisfied himself/herself of, the nature and condition of the different class of
property of which he/she has taken charge.

b)  Live and dead-stock and other articles which may be at headquarters as well as
books and maps, office records, and office furniture, should, as far as may be
practicable, be personally inspected by the relieving officer at the time of
transfer, and the fact of this having been done so should be stated.

¢) In the case of property at a distance away from headquarters, the registers and
other documents in which they are described should be examined.

d) In case of transfer of charge of non-Gazetted executive staff, the relieving
officer and the officer to be relieved will make out a report and the same will be
signed by both the relieving and the relieved officer and the former will submit a
copy thereof to the Divisional Forest Officer.
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12.01

12.02

12.03

12.04

12.05

12.06

—— CHAPTER 12 ——
SUPPLY OF UNIFORM AND WEAPONS TO
GOVERNMENT SERVANTS

Uniform—The State Government vide Revenue and Forests Department Government
Resolution No FST-09/16/CR-415/F-4 dated 3rd November, 2016 has sanctioned Uniform
allowance @ Rs 5167/- per annum to meet the expenses in respect of Uniforms in the cadres of
Ranger, Forester, Forest guard, Ranger Surveyor and Surveyor. It is mandatory for the
Government Servants belonging to these cadres to wear the uniform while on official duty.

The State Government, vide General Administration Department Resolution No.
CLO/1082/9929/29, dated 25/9/1991, has prescribed the uniform for the Drivers. Vide GAD
GR No. Ganvesh-3405/964/CR.61/2005/29, dated 28/12/2006. an amount of Rs. 2500/- has
been sanctioned for two years for uniform to the Drivers.

The State Government. vide Revenue and Forest Department Governiment Resolution No.
Sankirn-2015/C.R.37/F-5, dated 28/3/2016, has sanctioned Khaki Terricot Uniform to all
Group D employees of the Forest Department.

Weapons--Government of Maharashtra, vide Government Resolution Revenue and Forest
Department, No. TRS-1095/CR-112/F-6, dated 8th March, 2002, issued Regulations and Code
foruse of fire arms. The forest officials are imparted training in weapon handling.

|Annexure 12.01]

Precautions to be observed while carrying weapons and its use, have been incorporated in Para
15 of Code and Regulations for use of weapons in Government of Maharashtra letter No. TRS-
1095/CR-112/F-6, dt.06/12/2005. The State Government, vide Letter No. TRS-1095/CR-
112/F-6, dated 24th December, 2010 has further clarified that the Forest Officers, while
patrolling in forests may use weapons after sun-set also and if situation goes beyond control
they may use weapons outside protected and reserved forests for self-defence.

|Annexure 12.02]

The State Government, vide Revenue and Forests Department Notification No. TRS-
1095/CR-112/F-6 dated 19th September, 2006 has extended legal protection available under
section 197(2) of the Code of Criminal Procedure, 1973 to Forest Guards, Foresters, Range
Forest Officers, Assistant Conservators of Forests, Deputy Conservators of Forests and
Divisional Forest Officers, charged with the maintenance of public order relating to forest
protection.

|Annexure 12.03]




13.01

—— CHAPTER 13 ——

SECURITIES TO BE TAKEN FROM FOREST

SUBORDINATES

Security to be Furnished by the Subordinates

Subordinates entrusted with the collection of Government money or custody of stores, stamps
or any other property should furnish security in accordance with financial rules under
devolution Rule (F.P.1)-40 in one of the forms mentioned therein.

In accordance with the provisions of Section 2 of Act XII of 1850, the following rules have,
with the approval of Governor, been made requiring the amount and kind of securities and
sureties to be given by every person appointed to any office in which such person is to be
entrusted with the receipt. custody or control of any such moneys as are specified in Section 3

of the said Act:-

Rule 1

Note -

Rule2

Note-

Rule 3

Rule4

Rule5s

Every Forest Officer below the rank of Assistant Conservator, whether
appointed permanently or temporarily, whose duty requires that he should
be entrusted with the charge of Government money shall furnish security
with one or more sureties as the Chief Conservator/ Conservator of Forests
of the circle may direct. fora sum which shall in no case be----
(i) lessthan the aggregate of the pay payable to such subordinate for
12 months service, or
(ii) less than the amount of forest revenue or funds which such
subordinate is, by special authority from the Chief Conservator/
Conservator of Forests of the circle permitted to hold at any one
time in his custody.

The personal security bond should be in the form as prescribe in Financial
rules under Devolution Rule 37 (¢) (F.P.I)-Appendix I-B with two sureties
as prescribed therein. Financial Rules under Devolution Rule 37 (c) (F.P.1)-
“40™ also permits other forms of security.

Every such Forest Officer shall within one month, on obtaining, temporary
or permanent promotion or on the decease or withdrawal of his original
security, furnish fresh security.

To avoid the necessity of calling for a fresh bond on every occasion of

promotion from grade to grade in a class or transfer from place to place of a
subordinate, the Chief Conservator / Conservator may prescribe
sufficiently large amounts for the original bonds to be taken under rule 1,
which will be adequate for all grades in each class of subordinates, e.g.
Guards, Foresters, and so on, and the bonds should not mention the
particular beat or round, etc. in which the subordinate is serving but should
mention his duties in a general way. e.g. "holds the office of Forest Guards
in the division" or "holds the office of Forester in the circle" and so on.

The D.C.F. or A.C.F. or Sub-Divisional Forest Officer with the sanction of
the Chief Conservator / Conservator of Forests of the circle, may at any
time require any such forest officer. as is referred to in rule 1, to furnish
within 1 month a fresh bond in substitution of any bond previously
executed by such Forest Officer.

The D.C.F. or A.C.F. or Sub-Divisional Forest Officer may, at his
discretion and without assigning reasons, decline to accept any person as
surety.

The Chief Conservator / Conservator of Forests of the circle may at any
time direct that the security to be furnished under these rules shall be in the
form of a deposit of Government promissory or currency notes or cash.




13.02

13.03

13.04

13.05

Note For the several forms in which security may be given see Financial Rules
under Devolution Rule 37(e) (F.P.-1)-40 Appendix 1-13 under Rules 73,
51,65, 48 for this purpose Financial Rule 51 Reproduced.

Rules for Probationary and Permanent Appointments
The above rules apply to probationary as well as to permanent appointments,
Personal Securities

In cases where an employee is required, as a condition of his office, to deposit cash or
negotiable securities, the bond of an Insurance Company cannot be accepted in lieu thereof,
But a bond may be accepied in place of personal securities if the State Government is satisfied
with the terms of the bond and the solvency of the company.

The following Supplementary Rules have been passed

S. Rulel The D.C.F. or A.C.F. or Sub-Divisional Forest Officer will be held
responsible that security is furnished and maintained by every forest
officer below the rank of Assistant Conservator of Forests in his division,
who may be required under the rules made by the Chief Conservator of
Forests of the Circle, under section-2 of the Act-XII of 1850, to furnish
security and he shall in consultation with the Mamlatdar of the taluka in
which the surety resides satisfy himself that the surety offered is, and
continues to be a proper one.

Note 1- The solvency of the sureties should be verified every year, see note (2)
below clause (1) of Financial Rules under Devolution Rule 37(e) (F.P.I)-
“40”. Regarding the responsibility of the Revenue Department for the
issue of solvency certificates and instructions to Mamlatdars and
Mahalkaries in this connection, see para 4 of [Annexure 13.01] to this
Volume.

Note2- Government Officers to whom surety bonds are tendered should verify the
identity of the personal securities and their solvency before the surety bond
is accepted and only responsible Government officials who have identified
the personal sureties should sign such surety bonds as witnesses.

S. Rule 2 Care must be taken that no person's security is accepted on behalf of a
disproportionately large number of forest officers below the rank of
Assistant Conservator whether of the same range or department or not.

S.Rule3  The D.C.F. or A.C.F. or Sub-Divisional Forest Officer shall keep a
register (MFM Form 2) of all securities furnished by forest officers below
the rank of Assistant Conservator in his division, for scrutiny by the
C.C.F./ Conservator of Forests of the circle during the course of his annual
tour, and shall submit annually to the Chief Conservator of Forests/
Conservator of Forests, in the first week of January, a certificate that all
such securities are good and sufficient.

|Annexure 13.01]

Amount of Security
Conservators are empowered by R 5966 of 31-08-1903 to settle the amount of security required
from each subordinate official, permanent or temporary. The power to accept securities from

forest subordinates was re-delegated to Conservators subject to the rules reproduced in this
Chapter. See also Manual of Financial Powers (F.P.VII)-3.

MFEM Vol-l |99



13.06

13.07

Responsibility of Sureties

It should be distinctly understood that when men of straw or inadequate means are accepted as
securities and any loss to Government results from the insufficiency of such security the
officers accepting such sureties will be held personally responsible for any loss incurred.

Security Bond

A security bond continues in force until it is cancelled and surety who withdraws from his
suretyship continues to be liable, notwithstanding his withdrawal for any defalcation of his
principal occurring up to 60 days after he has given notice of his intention to withdraw. A
security bond should not be destroyed until so long after the principal has ceased to occupy an
office in which he has to furnish security that there is no probability of its being of any use. Ifa
fresh bond is for any reason taken, the old one should still be preserved as security against
defalcations which may have occurred before the date of the new one.

Note—  The new form of security bond given in Appendix I to Financial Rules
under devolution Rule 37(e) (F.P.I) requires the sureties to give six
calendar months notice in writing of their intention to terminate their
suretyship and the bond continues in further until the expiration of the said
period of six months.

(i) Ten year National Plan Certificates can be accepted as security from
Government Servants who handle cash under sub-Rule 3(a) of
Financial Rule under Devolution Rule 37(e).

(R.858-1054 0of 03-01-1954)

(i1) A Government servant serving in one Department may be permitted
to standing surety for a Government servant serving in another
Department provided in the case of Hindus they are not members of
the same joint family. Retired Government servants and servants of
local bodies should not be debarred from standing as sureties for
Government servants.

(Rule 40 F.R. under D.R.37(e) F.P.I)

(iii) Forest contractors should not be accepted as sureties for any

subordinates of the Forest Departments.
Securities required to be furnished by the cashiers, store-keepers etc.
under Rule-40 of Financial Rule under Devolution Rules 37(e) (F.P.I)
should be obtained within a period of thirty days from the date on
which the charge of the post is taken over by the Person concerned.
The Heads of Offices concerned may however, in exceptional
circumstances grant extension of the period for a further period of
thirty days only in the cases where it is not possible for the
Government Servant concerned to furnish the security within the
period to be allowed which should not exceed sixty days from the date
of appointment to the post of cashiers, store keepers etc.



—— CHAPTER 14 ——
TOURS AND DIARIES

14.01 TOURS

14.01.01 Tour Programmes of PCCFs/APCCFs/CCFs/CFs.
All PCCFs and APCCFs in the office of the Principal Chief Conservator of
Forests (HoFF) must give prior intimation about their tours to the PCCF
(HoFF).

14.01.02 All other gazetted officers in the office of the PCCF (HoFF) must give prior
intimation about their tour to their respective controlling officers.

14.02  Toursof DCFs/DFOs/Sub DFOs/ACFs/RFOs.

14.02.01 The Dy. Conservators of Forests / Divisional Forest Officers shall carefully
plan their tours to adjust adequate field visits and attend important
meetings at district and regional levels. They shall, as far as possible camp
in the forests for better acquaintance with forests and staff.

14.02.02 ACFs and RFOs should spend the adequate portion of their time on tours.
They shall carefully plan tours to exercise maximum possible personal
supervision of forestry operations.

14.02.03 All touring officers should satisfy themselves before leaving the camp that
all supplies received or services accepted whether by themselves, their
servants, or their official establishment, have been duly paid for at
adequate rates by the persons concerned.

14.03 DIARIES

14.03.01 Gazetted Officers attached to the office of the Principal Chief Conservator
of Forests not concerned with the field visits, inspections and regular tours,
need not submit tour diaries.

14.03.02 Gazetted Officers attached to the office of the Additional Principal Chief
Conservator of Forests / Chief Conservator of Forests/ Conservator of
Forests, need not submit tour diaries, if their duties do not require field-
tours,
Provided that, whenever they are holding additional charge of an officer
entrusted with field duties, tour diaries for the period of such additional
charge must be duly submitted by them to their official superior.

14.03.03 Additional Principal Chief Conservator of Forests / Chief Conservator of
Forests / Conservator of Forests / Deputy Conservator of Forests /
Divisional Forest Officers / Sub-Divisional Forest-Officers / Assistant
Forest Conservator of Forests / Range Forest Officers / Foresters, assigned
with the field duties must submit monthly tour diaries to their respective
controlling officers, within the time frame prescribed by the State
Government or instructions issued by the PCCF (HoFF) in this regard from
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14.04

14.05

14.06

14.07

time to time. Copies of the relevant extract of diaries should also
be endorsed to the subordinate officials to ensure compliance of
the instructions given to them by the touring officers.

14.03.04 All Forest-officers, for whom submission of tour-diaries is
mandatory, shall precisely record in their diaries the inspection
notes and instructions given to the concerned during the tour.

14.03.05 When officers are directly attached to C.Fs. or C.C.Fs. they should
submit their diaries directly to the office that they are attached.
R.F.Os. and Non-Gazetted subordinates of the Executive Branch
in a Division except Beat Guards should submit copies of the
diariestothe D.C.F.

Forest Guards

(i) The Forest Guard must be supplied with a stamped diary book by the RFO.
Before supply, the R.F.O. shall provide on the fly-leaf following details over his
signature.

a) Namesofall villages in his beat orin his charge.

b) Details of the forest areas (blocks, compartment. Survey
numbers, areas of Reserved, Protected, un-classed, acquired forests or
other Government land in his charge)

¢) Details of areas opened and closed to grazing giving S/Nos.,
compartment Nos. of these areas.

d) List of current works, plantations, regeneration areas, silvicultural
plots and other sample areas plus trees, preservation areas in the same.

e) Mapoftheareaonsuitable scale.

f)  Anyother details relevant to specific work allotted to him.

(i1) The Forest Guard must always keep the diary-book on his person.

(iii) Whenever the Forest Guard meets his official superiors, he shall produce his
diary book for their inspections. The official superiors i.e. Foresters or R.F.O.
shall on every such occasion read and sign the diary book and date it below the
lastentry along with his remarks that may be necessary regarding his work.

(iv) Forest Guards mustwrite their diaries daily,

(v) Forest Guards are not to submit diaries.

R.F.Os. should ensure that diaries are duly completed and produced by the Forest
Guards and Foresters at the time of making payments of monthly salaries and during
the tours of senior officials.

All offences and important matters should be noted by Range Forest Officer. The
R.F.O. shall also note whether the work done during the period was satisfactory and
will also mark any portions that he thinks should call attention of the superiors.

T. A. bills of Gazetted Officers

The travelling allowance bills of Gazetted officer as well as other establishment
should be prepared in form no. Gen 24-M. Outer (Revised) and 25-M, Inner
(Revised). The travelling allowance bills of the Principal Chief Conservator of
Forests. Additional Principal Chief Conservator of Forests, Chief Conservator of
Forests, Conservator of Forests, and Dy. Conservator of Forests may be paid without
Counter signature. Those of other Government officers, authorized by the Chief
Conservators shall counter signature such bills.



14.08

Vouchers of on Account of T. A. Bills

The vouchers for charges on account of travelling allowance will be in duplicate, original copy
will be stamp receipted by the payees office, copy of the bills should be kept in all cases. The
officer, who is required to countersign travelling allowance bill must satisfy himself that the
charges are justified by the circumstances of the case and scrutinize the claims according to the
instructions, to avoid double claims and payment for one and the same journey he/she should
maintain a register of travelling allowance bills in the prescribed Form 20 m. Every endeavour
should be made, to pay all personal claims for pay and allowances. including travelling
allowance, upto date to government servants on transfer before issuing a last pay certificate.
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—— CHAPTER 15 ——
CASUALTIES AMONG THE GOVERNMENT SERVANTS
AND CONDOLATORY RESOLUTIONS

15.01 Alist of names and addresses to be maintained by Heads of Office

All Heads of the offices should keep a list showing names and addresses of the nearest relatives
or friends of all Government servants, serving under them and send a copy of the same to the
Circle in-charge. Any change in the addresses etc. should be notified to the Heads of the offices
as well as to the Circle in-charge. A list showing the names and addresses of the nearest
relatives or friends and home town addresses should be kept in respect of L.E.S. officers by the
C.F/C.CF. and P.C.C.F, A copy of the addresses should also be sent to the Secretariat
Department concerned. Any change in the addresses should immediately be notified to them.

15.02 Annual return of LE.S. Officers names, addresses etc.

A self contained annual return should be submitted by LE.S. officers in triplicate on or before
LstJune tothe C.F./C.C.F.circle in charge giving

i.  Name of the officer and designation

ii. Home address (detailed local address including address of the nearestrelative

or friends)

iii.  Detailed addresses of the nearestrelatives or friends in home town.

iv. Names of the persons to be contacted in case of emergency.

v.  Specificremarks if any.

15.03 Intimation regarding death of Officers

Intimation regarding the death of Government servant must be given to his/her nearest relatives
or friends by the Head of the office or circle in-charge under whom he/she may be serving. The
Heads of the offices should communicate the news of serious injury to his/her relatives as early
as possible,

15.04  Communication of news of death orserious injury while discharging official duty.

When a Government servant is killed in any riot or assault while on duty, a detailed report
should be made to the Government, PCCF (HoFF) and official superiors.

15.05 Superior officers to make arrangement to protect the property of deceased subordinates,
ifhe has no heirs.

In case of death of any officer or subordinate, if any local heir is not available to take care of the
property of the officer, the nearest superior officer will make arrangement to take care for the
protection of his/her property. He/She will prepare a list of the immovable and movable
property of the officer concerned and if there is a possibility of loss to the same, arrangement
for the protection of the property through police should be made.

15.06 Resolution of condolence
A resolution of condolence should be issued by Government in the administrative department
concerned when head of the Department dies while holding office (whether on leave or not). In

case of death of any officer while in service, a letter of condolence should be sent by the Head of
the Department concerned on behalf of the Department.

MFM Vol-1] 105




—— CHAPTER 16 ——
PERFORMANCE APPRAISAL REPORTS AND ANNUAL
CONFIDENTIAL REPORTS OF GOVERNMENT
SERVANTS

16.01 Annual Confidential Reports of Government Servants

For proper career planning on the one hand and with due regard to the interests of the Public
Service on the other, it is essential that close and continuous attention should be paid to the
work, character, capacity and professional competence of all Government servants. A
continuous record of service, which the Government servant has performed during the year
under report, should be maintained in respect of all Government servants. The record should be
written up annually in a concise manner, indicating in precise terms, the manner in which the
Government servant has performed his duties during the year under report, his qualifications,
ability and other details that may of help the authority with whom the power of making
promotions rests, in forming an opinion of the usefulness and capability of the Government
servant,

16.02 Indian Forest Service Officers

Performance Reports of the IFS officers are maintained in accordance with the All India
Services (Performance Appraisal Report) Rules, 2007.

16.03 Writing of Reports of Members of the Indian Forest Service

The State Government specifies the Reporting, Reviewing and Accepting Authorities for the
IFS officers from time to time.

16.04  Performance Appraisal Dossier

The Comprehensive Performance Appraisal dossier is to be maintained for each member of the
service by the State Government and the Central Government. The performance appraisal
dossier shall consist of the following documents----

(i)  Curriculum , to be updated annually on the basis of the performance appraisal
reports and a five-yearly Curriculum vitae update submitted by the officer
reported upon.

(i1) The performance appraisal reports earned throughout the career.

(iii) Certificates of training, academic courses attended after joining service, study
leave.

(iv) Details of books, articles and other publications.

(v) Appreciation letters from Government or Secretary or Head of Department or
Special bodies or Commissions.

(vi) Reports of medical check-ups.

(vii) Copy of order imposing any of the penalties, if any, specified in the All India
Services (Discipline and Appeal) Rules, 1969.

(viii) Warning of displeasure or reprimands of the Government.

16.05  Annual Medical Check up of Indian Forest Officers
As per the All India Services (PAR) Rules 2007, annual health check up is mandatory for all

the IFS officers above the age of 40 years and may be totally dispensed with for officers below
the age of 40 years except in case of medical incident. The State Government has to arrange for

MFM Vol-1] 107



16.06

16.07

16.08

the medical health check up of all the IFS officers either in the State Government hospital or at
private hospitals on the panel of State Government as required under the rule. The Form —IV of
the said rules is to be used for health check- up and a copy of summary of the health check up in
Part—C of Form IV is to be attached to the Performance Appraisal Report by the administrative
department and copy of the reportis to be provided to the members of service.

Smart Performance Appraisal Report Recording Online Window (SPARROW)

The Central Government has prescribed Smart Performance Appraisal Report Recording
Online Window (SPARROW) for online recording of the Annual Performance Appraisal
Report (APAR) in respect of [FS officers. The APAR can be submitted either by the DSC or the
AADHAR linked authorization on the SPARROW website.

Maharashtra Forest Service Officers

Annual Confidential Report (ACR)

The procedure for reporting, reviewing and the time schedule for Annual Confidential Report
of Government employees effective from 1 February 1996 has been notified by the State
Government General Administration Department Government Resolution No. CFR 1295/PK
36/95/Thirteen, dated st February 1996. The said G.R. has also laid down guidelines on
various issues. It has also been provided that adverse remarks, if not communicated to the
employee need not to be considered at the time of promotion, confirmation or crossing of
efficiency bar. Some other salient provisions of the resolution are as follows--

(i)  Annual Confidential Report of each government employee including temporary
Government employees who have served or likely to serve more than 3 months except
class IV employees, has to be written for each financial year ending on 3 1st March as per
the guidelines giveninthe Annexure A of the said GR

(1) The government employee has to write self assessment report in the prescribed form (Part
3 of Annexure B) within the given space and submit it to reporting officer within
specified time limit.

(iii) The original or summary of report submitted by the training institute in-charge aboutan
employee about his training performance should be a part of the Annual Confidential
Report.

(iv) Forassessment of the technical part the proforma can be prescribed by the Administrative
Department in consultation with General Administration Department.

(v) Ephemeral Roll----Reporting Officer should maintain the Ephemeral Roll of the
Government servant in the format as prescribed in Annexure C of the GR under his own
signature. The Ephemeral Roll should contain the brief remarks regarding the
functioning of Government servant, his conduct, deserving to be recorded including
commendations, warnings, rewards or punishments along with the reference to file or
case, if any. The Ephemeral Roll is to be destroyed one year after the Confidential Report
for the period has been sent, if no adverse remarks are given in the Confidential Reports.
It adverse remarks are given on the basis of the Ephemeral roll, then the shall be kept with
the relevant Confidential Report till representation of the Government servant, if any,
against such adverse remarks is finally decided by the Competent Authority.

Writing of Reports of Members of the State Forest Service Officer

16.08.01 The Annual Confidential Report of Divisional Forest Officer, Assistant
Conservator of Forest is to be reported, reviewed and accepted by the
authorities as notified by the Principal Chief Conservator of Forest
(HoFF) Maharashtra State or State Government, from time to time.



16.08.02 No officer under suspension is allowed to write /review ACR of his
subordinates if during major part of the writing /reviewing he is under
suspension as he might not have full opportunity to supervise the work of
his subordinates.

16.08.03 Those government servants, who bring political pressure or
recommendatory letter to expunge their adverse remarks, the entry of such
activities will have to be taken in their ACR by the accepting authority in
the form prescribed by GAD circular no. CFR-1202/440/13 Dated 1
August 2003. The grading of ACR for the purpose of promotion will have
to be decided after taking in to considering such entries.

16.09 MAHAPAR Portal for State Service Officers

From the year 2016-17 onwards, Government of Maharashtra has taken a decision to maintain
Annual Performance Report of all Class I officers through an online process known as
MAHAPAR. Under this, State is the Primary Custodian for compilation of Annual
Performance Reports at one place for all officers. Besides this PAR Manager of the regional
level have been nominated to create and generate the PAR in the MAHAPAR portal for all
officers. The APAR forms contain following information : -

1) Part- I : Part-I contains general information about the officer.

2)Part-II: ~ Part-II contains self assessment, targets and accomplishments and
performance profile of the officer.

3)Part-IIL:Part-111 is filled by the Reporting officer who gives his comments and
numerical grades for various aspects of the performance of the officer
reported upon. He also has to comment on the integrity of the officer and
record reasons for his assessment if the integrity is reported as doubtful.

4)Part-1V:Part-1V is filled by the Reviewing authority which can give his own
assessment of numerical grades. After acceptance the report is disclosed
and the officer who has been reported and reviewed upon can submit his
representation.

16.10  Check List

All the concerned Authorities shall prepare the Check List of Government servants working
under their administrative control in duplicate, by 28th March in the prescribed proforma.
Every Government Servant figuring in the check list must be informed by the concerned
Authority to write his self assessment report and submit it to the Reporting Officer within
prescribed time limit, failing which, the Annual Confidential Report will be written without
waiting for self assessment report from him.

16.11 Doubtful Integrity

Central Government and State Government have issued guidelines from time to time in respect
of mannerin which the Doubtful Integrity of a Government Servant shall be recorded.
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—— CHAPTER 17 ——
CLASSIFIED LIST OF OFFICERS AND OTHER
RETURNS REGARDING ESTABLISHMENTS

17.01 Classified list

Anyearly list of officers of the State should be prepared in prescribed proforma in accordance
with the instructions contained in the Government of India, Revenue and Agricultural
Department, Circular No. 1126 of 12th September 1922, Care should be taken that all
abbreviations and symbols denoting the professional training of officers and their
qualifications etc, as well as other necessary details are correctly entered. Full particulars as
regards extensions of service granted to officers should be given in the remarks column of the
list against the officers concerned. The list should be corrected up to Ist January of each year.
and a typescript copy sent to the Director General of Forests by 30 January each year for
incorporation in the All India list.

17.02 History of Service

As soon as an Officer is appointed or promoted to a Gazetted post either substantively,
temporarily or in officiating capacity, the following information about him should be furnished
to the Cadre Controlling Officer for incorporation in the History of Service maintained in his
office inrespect of each such Gazetted officer,

(i) Dateand place of birth.

(ii) Domicile.

(i11) Name of University.

(iv) Religion.

(v) Academically degrees. if any, and professions qualifications.

(vi) Literary work, if any.

(vii) Particulars regarding awards of medals, orders or decorations.

(viii) Dates on which titles or decorations, if any were conferred.

(ix) Caste

(x) Sub-caste

(xi) Mother tongue.

(xi1) Home of family.

17.03 Return Showing Reoriented Composition of Services
The office of the Principal Chief Conservators of Forests should submit to the Director of
Social Welfare, Maharashtra State, Pune by 15th February of each year a Return showing the
number of vacancies filled by the appointment of members of the Backward Classes in
Government Service, in prescribed proforma under intimation to Government.

17.04 Information regarding the names and addresses of the nearest relative
Chief Conservator of Forest/ Conservators of Forests may obtain information regarding
nearest relatives of IFS officers and Gazetted Officers working under him for use in
emergency.

17.05  Annual Property Return

As per respective Conduct Rules, it is mandatory for Government servants to submit their
Annual Property Returns within the following time-limits---
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17.06

17.07

a. State Service Officers.— Details of Property as on 31st March to be submitted
before 31st May.

b. IFS officers : Details of Property as on lst January to be submitted before 3 st
January.

Returns of Subordinate Establishment as they stand on 1st April

The annual establishment returns as on st April should be prepared separately for the
subordinates. executive and office establishment in prescribed proformas and forwarded by the
Conservators and the Chief Conservator of Forests/ Conservator to the Accountant General
concerned annually so as to reach him not later than the 15th April each year.

Absentee Statement, Return of changes, ete. of subordinate establishment
For the submission by the Chief Conservator of Forests/ Conservators of the monthly absentee

statement and return of changes in respect of the subordinate executive and office
establishment in their charge to the Accountant General.



18.01

18.02

18.03

18.04

18.05

18.06

—— CHAPTER 18 ——
ASSOCIATION BY GOVERNMENT SERVANTS

Rules Regulating the Associations of All India Services

The rules regulating associations of A.LS. officers are laid down in A.LS. (Recognition of
Association) Rules.

Recognition of Associations [Rule 29 of the MCS (Conduct) Rules, 1979]

Rule29 (1). Government, may after such inquiry as it deems fit, grant recognition to an
association of Government servants, if in the opinion of Government. such
association has complied with the conditions specified in Appendix.

Rule29  (2).An association to which recognition is granted under sub-rule (1) shall be
recognized association.

Rule29  (3).Government may cancel the recognition of an association to which recognition
is granted under sub-rule (1),

(a) If the Government is satisfied that such recognition was granted under
any mistake, misrepresentation or fraud, or

(b) If after giving an opportunity to the association to be heard,
Government is of the opinion that the association has committed a
breach of any of the conditions specified in the Appendix.

Rule 30-- An Association which is not recognized association shall not be entitled to submit

any representation or memorial or send any deputation in respect of any matter
affecting Government servants or a Class of such servants.

The State Government vide General Administration Department Circular No. Sanghatana
1516/CR-273/2016/16-A dated 2nd January, 2017 has issued the list of associations, duly
recognized under rule 29. The authorities and Government servants are therefore advised to
refer to this Circular and subsequent instructions issued by Government from time to time in
that regard. The Appendix referred to in Rule 29 lays down conditions for recognition of
Associations of Government employees.

Rule 7. Joining of associations by Government servants.

No Government servant shall join or continue to be a member of an association the objects oractivities of
which are prejudicial to the interest of the sovereignty and integrity of India or public order or morality.

Demonstration and Strikes

Rule 6.— No Government servant shall—

(i) engage himself or participate in any demonstration which is prejudicial to the
interest of the sovereignty and integrity of India, the security of the State,
friendly relations with foreign States, public order, decency or morality, or
which involves contempt of court, demotion orincitement to an offence, or;

(1) resort to, or any way abet, any form of strike in connection with any matter
pertaining to his service or the service or any other Government servant:
Provided that, nothing in the sub-clause shall be deemed to prohibit those
Government servants from resorting to a strike who are expressly permitted
toresort to such strike under any law for the time being in force.

Consequence of participation in strike in contravention of rule 6.
As perrule 47 of the MCS (Pension) Rules, 1981, the participation of strike in contravention of

rule 6 of the MCS (Conduct) Rules, 1979 entails the forfeiture of the past service of the
Government servant.



—— CHAPTER 19 ——
POWERS OF SANCTION AND GENERAL RULES REGARDING
SALES AND EXPENDITURE

19.01 Financial Powers Delegated to the Forest Officers
The Finance Department in State Government issues Resolutions from time to time. conferring
financial powers to the Administrative Department, Heads of Department, Regional Heads of
Department and Heads of Offices under Manual of Financial Powers, 1978, These include
powers under the Bombay Financial Rules, 1959 and the Maharashtra Contingency
Expenditure Rules, 1965 etc. Latest Resolution in this regard must be referred.
19.02 The delegation of powers to the officials in Forest Department in respect of matters related to
Departmental Working are summarized as under--
Sr. no Detail Government Resolution
| Administrative and Technical Revenue and Forests Department GR
Sanctions for forestry works and No. MSC-2011/CR-175/F-5 dated
works to be executed under the 30.09.2011.
Working Plan. |Annexure 19.01]
2 Fixing upset price, sale of forest Revenue and Forests Department GR
produce. Revenue Receipts etc. No. MSC-2011/CR-176/F-5 dated
30.09.2011.
[Annexure 19.02]
3 Administrative and Technical 1. Revenue and Forests Department
Sanctions for Civil Works. GR No. MSC-201 I/CR-178/F-5 dated
30.09.2011.
|Annexure 19.03]
2. Public Works Department No. V:A
Su-2015/cr-218/Imarti-2 dated
16.12.2015.
[Annexure 19.04]
19.03 Sale of forest produce, live-stock, store, tools and plants

19.03.01 No timber or other forest produce or no live-stock, store, tools and plants
may be sold except on receipt of payment prior to its delivery.
Sale to public departments with whom the accounts are adjusted by book
transfers, are exempted from this rule. Exceptions may also be authorized
by Governmentt in the case of special transaction with other purchasers.
Officers subordinate to D.C.F. and D.C.F. himself should observe the
procedure in conducting such sales as per instructions contained in G.R.
R.F.D No.TMR/1680/117241-CR-937/III/F-9, dt.29-4-1986 and amended
vide GR No. MFP-2012/CR-01/F-9, dated 15th January 2020.

[Annexure 19.05]

19.03.02

19.03.03




19.04

19.05

Local sales by R.F.O.

Range Officers are empowered to confirm bids as per the Revenue and Forests Government
Resolution No. M.S.C.2011/CR-.176/ F-5 dated 30-09-2011.

Harvesting of material and sale by different Agencies

19.05.01 The timber and other forest produce are extracted from the forest. brought
on appropriate sale depot and sold by public auction. The method of sale of
standing coupes has been abandoned in the State of Maharashtra. The
marking of coupes for felling is done as per the instructions contained to
that effect in working plan and instructions issued by the C.F./C.C.F.

19.05.02 Coupes marked for felling are worked departmentally or allotted to Forest
Labourers Cooperative Societies on logging contract basis or revised
formula basis. The coupes are worked by the Society as per the sanctioned
estimate and material is brought to the depot for sale. The grass kurans are
allotted on priority basis, to the Gram Panchayat or Co-operative Milk
Production Societies. Supply of timber and other forest produce under free
grants, sufferers of natural calamity is done as per the orders of
Government and competent authority of the Revenue Department.

19.05.03 Forest Labour Cooperative Societies—The concept of the coupe

working through the Forest Labourers Cooperative Societies has its
genesis in the National Forest Policy, 1952, which was declared soon after
the independence. The relevant paragraph of the same is reproduced as
under—
32. Popular goodwill, co-operatives and forest workers—While forest
legislatin, forest education, and forest research constituted the basis for sound
forest management, the welfare and goodwill of the people in the neighbourhood
of forests provide the firm ground on which it stands. No forest policy, however
well intentioned and meticulously drawn up, has the slightest chance of success
without the willing support and cooperation of the people. The recognition of their
rights to forest produce at concessional rates, or, free of royalty, is not only by
itself enough. What is necessary is to instill in the people a direct interest in the
utilization of forests. Intermediaries who exploit both the forests and local labour
for their own benfit may with advantage be supplanted gradually by forest labour
co-operative societies which may be formed to suit local conditions. Once the
local population learns to look upon the forest as a means of its livelihood. a great
step forward will have been taken.

19.05.03.01 Maharashtra took initiative even before that and the first
Forest Labour Cooperative Society was established in
Thane on 05/04/1947.

19.05.03.02  However, little impact could be perceived till 1966.

19.05.03.03  The State Government laid down policies for allotment of
Coupes and revenue-sharing mechanism. Government of
Maharashtra vide Revenue and Forests Department,
Resolution No. FLC 1175/126500-F6 dated 24/12/1975
stipulated that 30% advance in case of Timber, out of the
proceeds of the auction of forest produce had to be given to
Forest Labour Cooperative Societies. In case of Firewood,
this amount was made 60%. After completion of coupe
operations, Deputy Conservator of Forests / Divisional
Forest Officer was supposed to examine the accounts and
the relevant documents to assess the admissible
expenditure.
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19.05.03.04 Any excess payment paid. may, in advance had to be
recovered from the Forest Labour Cooperative Societies.
Vice-versa if there was any shortfall, that had to be paid to
the Society.

Time table of Essential Operations (vide Government,
Revenue and Forests Department, Resolution No. FLC

1074/81865-F6 dated 02/10/1975).

19.05.03.05

Time-line

Sr. ne Particulars of activity

Supply of list of available
Coupes to FLCS

31st December of preceding
year and Coupe working

Submission of application by
FLCS

28th February of the year of
coupe working

Allotment of coupes by the
CF/CCF

31stMay

Allotment of coupes to FLCS
which had remained
undecided by the PCCF office

st October

Final decision about coupe

31st October

allotment of the Competent
Authority.

(i)  Allotment of coupes to the Forest Labour Co-operative
Societies is done by the C.F./C.C.F. in the area of operation
of the societies after taking into consideration the
recommendations by the Dy.C.F. and District Federation
of F.L.C.S. as per the guidelines issued by the Government
in that regard. The coupes falling outside the jurisdiction of
the societies. shall be allotted by the PCCF /
APCCF(P&M) after taking into consideration the
recommendation of the C.F./C.C.F. in charge of circles and
other guidelines issued by the Government. The detailed
guidelines of working of Forest Labourers Co-operative
Societies have been enumerated in the green book. After
the allotment of coupe is done, the society enters into
contract with the Government.
The allotment of coupes to societies is based on revised
formula and logging formula, depending on the audit class.
(Ref: G.R.No. FLC-1092/c.n.99/F-9, dt. 20-11-1993)
[Annexure 19.06]
No coupe is allotted, if the government dues are
outstanding againstany Society.
(Ref: G.R.No. FLC-1093/c.n.260/F-9, dt. 24-12-1993)
[Annexure 19.07]
“No Objection Certificate™ from the forest department is a
must for registering Forest Labourers Co-operative
Societies with the Co-operative Department.
(Circular- Commissioner of Co-operation and Registrar,
Co-operative Societies, Pune, dt. 23rd September, 1986)
[Annexure 19.08]

(ii)



19.06

(iii) Deputy Conservator of Forests shall issue No Objection
Certificate after obtaining permission from PCCF /
APCCF (Production & Management) to any new society
that is to be created.

[Memo, CCF (Production), No. D-11/FLCS/220, dt. 28-8-
1985]
[Annexure 19.09]

(iv) Detailed instructions regarding coupe allotment to FL.CS,
its area of operation, issuance of L.D. cards to members,
action to be taken with reference to malpractices have been
issued by Govt.

(Govt. Circular No. FLCS-1087/C.R.491/F-9, dt. 10-2-
1987)
|Annexure 19.10]

(v) Government has allowed societies to utilize 50 % of the
20% net profit admissible to societies working on revised
formula as an incentive for welfare of the members of the
society.

(G.R.No.FLCS/1078/196194/F-9, dt. 23-8-1985)
|Annexure 19.11]

(vi) The 10 % amount earmarked for welfare activities is to be
utilized by the societies within one year after settlement of
final accounts.

(Govt. Circular No. 1093/C.R.No.26(/F-9, di. 29-9-1994)
|Annexure 19.12]

(vii) Government has revised pay scales and other benefits for
F.L.C.S employees effective from st January, 1982.
(G.R.No. FLC-1082/98998/F-9, dt. 16-8-1983)

[Annexure 19.13]
(G.R.No. FLC-2008/CR-6/C/F-9, dt. 27-09-2012)
[Annexure 19.14]

(viii) Government has issued directions regarding expenditure
admissible to F.L.C.S. with reference to travelling
expenses of employees of societies and expenses for
erection of Mandav in the coupes.

(G.R.No. FLC-2008/CR-6/C/F-9, dt. 27-09-2012)
[Annexure 19.14)

(ix) Theexpenditure on welfare activities such as water supply,
construction of hutments and medicines is limited to a
ceiling of 2 % of wages and the transport charges paid.
(G.R.No.FLC-1067/95152-7, dt.29-9-1969)

[Annexure 19.15]

Instructions for Sale of timber at Sale Depot

(i) The sale dates should be finalized by C.F./C.C.F before 31st July of each year in
consultation with concerned General Managers of FDCM Ltd under intimation to
PCCF/APCCF (P&M) and Managing Director, FDCM Limited.

(11) Adequate publicity should be given to the sales. Publicity for major sale depots in
Chandrapur, Amravati, Thane and Nagpur circles should be given in at least two news
papers of nation-wide circulation. Publicity for major sales should be done adequately.
Letters may be sent to the intending purchasers according to the mailing list kept in the
office of Dy.C.F .which should be updated after each sale at least once in six months.

(iii) Duty list of sale should be issued at least 10 days in advance of the sale. The staff should
be given training and rehearsal before the sale.

(iv) List of defaulting contractors and purchasers should be made available to the officer
accepting EXM.D.
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(v)  Apartfrom above. instructions issued by the PCCF from time to time must be followed in
respect of depots, where the sale is to be carried out through e-Auction.

(vi) The services of armed police personnel must be availed for protection of cash received
during sales.

(vii) The task of preparation of lot list, bid sheets should be attended. A cyclostyled printed lot
list should be supplied to the purchasers. It should also be published on the notice board
of the sale depot office.

(viii) Upset price should be prepared as per the standing order No.46 of P.C.C.F. office dated
30th September, 1971. The prices realized during the previous auctions for comparable
material both in respect of dimension, species, quality and the trend of market is to be
taken into consideration while preparing upset price. Preparation of upset price should
be done personally by the Dy.C.Fs. The upset price statement should be prepared in
triplicate. The Dy.C.F. should sanction the upset within his competence and Upset price
of lots beyond the competence of Dy.C.F. should be submitted to the C.F./C.C.F. by the
Dy.C.F. atleast 7 days before the date of sale.

(ix) Sale of timber, firewood and other forest produce brought on depot are done as per the
instructions contained in Annexure B of G.R.. R.& F. D. TMR-1680/117241/CR-
937/11I/F-9, dt.29-4-1986 and GR No. MFP-2012/CR-01/F-9, dated 15th January 2020.

Disposal of Minor Forest Produce

The term “minor forest produce’ is not defined in the Indian Forest Act, 1927, It was defined for
the first time in the Maharashtra Minor Forest Produce (Regulation of Trade) Act, 1969, as the
forest-produce specified in the Schedule appended therein. Initially, tendu and thereafter apta
leaves were specified in that Schedule. The Parliament enacted Provisions of Panchayats
(Extension to Scheduled Ares) Act, 1996. To give effect to the said Act in respect of ownership
of minor forest produce in the Scheduled Areas, the State Legislature enacted the Maharashtra
Transfer of Ownership of Minor Forest Produce in Scheduled Areas and Maharashtra Forest
Produce (Regulation of Trade) (Amendment) Act, 1997, according to which thirty three items
specified in the Schedule appended thereto was designated as *minor forest produce’ and the
word ‘minor’ appearing in the Maharashtra Minor Forest Produce (Regulation of Trade) Act,
1969 was deleted. Thereafter the term *minor forest produce’ was defined in the Scheduled
Tribes and Other Traditional Forest Dwellers (Recognition of Forest Rights) Act, 2006 for the
purposes mentioned therein. Eventually, the Maharashtra Transfer of Ownership of Minor
Forest Produce in Scheduled Areas and Maharashtra Forest Produce (Regulation of Trade)
(Amendment) Act, 1997 was amended in 2014 by Hon’ble Governor in exercise of powers
conferred under Paragraph 5(1) of the Fifth Schedule of the Constitution, whereby the
definition of the term “minor forest produce” appearing in the said Act was brought at par with
that mentioned in the Scheduled Tribes and Other Traditional Forest Dwellers (Recognition of
Forest Rights) Act, 2006 and the Schedule specified in the principal Act was deleted.
Consequential amendment was also carried out in the Indian Forest Act, 1927 whereby section
28A was inserted. The State Government also notified the Maharashtra Village Panchayats
Extension to Scheduled Areas (PESA) Rules, 2014 under the provisions of the Maharashtra
Village Panchayas Act. Thus, the disposal of the minor forest produce is governed by
following Acts, rules made thereunder and guidelines issued by the State Government from
time to time in that regard.
(i) InScheduled Areas
As per the Maharashtra Transfer of Ownership of Minor Forest Produce in
Scheduled Areas and Maharashtra Forest Produce (Regulation of Trade)
(Amendment) Act, 1997 and the Maharashtra Village Panchayats Extension to
Scheduled Areas (PESA) Rules, 2014,
(ii) In Community Forest Rights Areas
As per rules made under the Scheduled Tribes and Other Traditional Forest
Dwellers (Recognition of Forest Rights) Act, 2006.
(iii) Elsewhere
As per the Maharashtra Forest Produce (Regulation of Trade) Act, 1969 and
rules made thereunder.
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Disposal of grass from grass kurans, closed areas, plantation areas, and areas closed for
grazing

(i)  As per Government Resolution No. MFP 1665/118981-4, dated 8th November 1971 and
As per Government Resolution No. MFP 1665/118931-(6)-F-2, dated 29th October
1976, Government has prescribed priority for allotment of grass kurans as follows and
also the procedure for sale of grass kurans.

|Annexure 19.16,19.17|
(a) Village Panchayats
(b) Military Farms/State Government cattle breeding farms
(c) Public Bodies including Dairy Societies
(d) Forest Labour Co-operative Societies.

(ii) The grass kurans shall be allotted to the public bodies mentioned above on the upset
price.

The upset price of the kurans shall be fixed according to the following formula.
U=M-C

U= Upset price

M =1is the market price of fodder in the locality

C=Costofexploitation

(iii) The amount of upset price should be recovered in full within a month from the allotment
of kuran and the arrears, if not paid, should be recovered as arrears of land revenue.

(iv) Procedure forsale of kuran
The Deputy Conservator of Forests, shall notify the list of kurans available for disposal,
six months in advance of the commencement of the period. These bodies should submit
to the Deputy Conservator of Forests their application for allotment with a *“No Objection
Certificate” from the Co-operation and Dairy Development Department four months in
advance of the date of commencement of allotment with an undertaking of acceptance of
the upset price which will be fixed by the Deputy Conservator of Forests. It is however,
not necessary for the Military Farms/State Government Cattle Breeding Farms to furnish
aNo Objection Certificate.

The Divisional Commissioner, after taking into consideration the rainfall in the month of
June and July has to give No Objection Certificate to the Chief Conservator of Forests/
Conservator of Forests in the month of July, as to whether the grass kurans on forest land
be sold or kept reserved. (Govt. Circular No. TAG-1089/CR-2161/F-1, Dt. 20/10/1989),

[Annexure 19.18]
The Deputy Conservator of Forests should then decide the claims to the respective kurans
within a month. The aggrieved person may appeal to the Chief Conservator of Forests/
Conservator of Forests within 7 days of receipt of the communication from D.C.F. The
decision of C.F.(T)/C.C.F.(T) shall be final in this matter. The Forest Department shall
be at liberty to cancel the allotment, so as to take up departmental extraction of grass on
the grounds of scarcity conditions, or other reasons.

(v) The grass from the areas not disposed of as above, the areas reserved by the Collector and
subsequently released for disposal and not allotted to the bodies above, should be sold by
public auction on standard terms and conditions.

(vi) The Dy.C.F. should publish a sale notice in the prescribed manner giving a list of areas
available for disposal.

(vii) The Collector may declare scarcity condition for certain areas and issue instructions (o
the D.C.F. to carry out supply of grass from the grass producing area (closed areas or
kurans) sold or otherwise. On receipt of such intimation, the purchaser of the grass will
have to carry out supply of grass at the point instructed by the D.C.F. on the price fixed by
the D.C.F. If the supply of grass is not made, the contract of sale will be liable to be
terminated/cancelled. The dispute regarding the value of the produce will be settled by
the D.C.F. and appeal in this regard should be made with the C.C.F.(T), whose decision
shall be final and binding upon the parties.
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(viii) The details of grass kurans or areas deleted from the sale will be published on notice
board of office of the D.C.F. before the date of public auction and such areas will not be

auctioned.

(ix) The Labourers employed on extraction will be paid wages as per the minimum wages
fixed for the Forest Department under the Minimum Wages Act.

(x) Anyordersissued by the Govt. of Maharashtra in respect of grass kurans and closed areas
will be binding on the department and the purchasers. On receipt of such orders the
auction sale will be stopped or the sale declared will be cancelled.

The Maharashtra Supply of Government Forest-Produce (Revision of Agreements) Act,

1982

It was enacted to take powers to revise certain agreements to get fair price for forest-produce
supplied by Government to purchasers for long term periods (exceeding twelve months) and
for certain other matters. It received the assent of the President on 23rd March, 1983,
Maharashtra Supply of Forest-Produce Government (Revision of Agreements) Rules, 1983
were notified on 15th June, 1983.

19.09.01 Government had made commitments in a number of cases for sale or

supply of forest produce to the purchasers on long-term subject to
availability for utilization in industries based on forest-produce like paper
mills. Normally the agreements provided for periodical revision of price or
rate for the forest-produce to be supplied to the purchasers. There were
however, some cases, in which there was no provision for revision of the
price or rate. In some cases, ceiling had been put on the increase in the
price or rate at the time of revision. In the absence of these provisions
Government was deprived of a fair price legitimately payable to it for the
forest produce supplied to the purchasers.

19.09.02 This Act provides the power to the Government to suitably revise such

agreements as and when necessary, where there was ceiling on the
increase, which came in the way of Government fixing the price or rate
based on the prevailing market value. It provides for termination of an
agreement by Government for breach of any of the terms and conditions of
the agreement as amended, after giving an opportunity to the purchaser to
show cause and after giving him one month's notice. Similarly an option
has been given to the purchaser to terminate the agreement after giving one
month's notice, within a period of six months from the date on which the
amendment in the terms and conditions or the revision in the price or rate is
communicated to him, if he does not find it convenient to abide by the
terms and conditions of the agreement as revised under this Act.

19.09.03 The Act empowers the Government to revise agreement to sale or supply

forest produce, which has been or may be entered into by the State
Government with any purchaser. It also provides for periodical revision
of the price for a period not less than twelve months to remove any
modification of any ceiling imposed in any such agreement or the increase
at the time of revision in the price etc. and the adjustment or change in the
amount of weight or measures in which the produce is to be counted for
purpose of sale or supply without materially or substantially changing the
quantity of produce agreed to be supplied.

19.09.04 The Act provides for maintaining the price at not more than the market rate.

Sale of Trees from the Holding of Scheduled Tribes

19.10.01

The Maharashtra Act No. 23 of 1969 viz. Maharashtra Sale of Trees by
occupants belonging to Scheduled Tribes (Regulation) Act 1969 has been
enacted to regulate the disposal of trees in the holdings of persons



belonging to scheduled tribes in the State of Maharashtra. The primary
object of the Act is to save the tribals from exploitation by contractors and
help them in getting appropriate prices for the timber from the trees from
their holdings. The forest produce grown on their holdings was being
purchased by the contractors at very low prices taking advantage of their
ignorance, their inability to raise finance for extraction and sale and for
want of marketing facility. The Act provides for carrying out departmental
extraction and sale of the produce from trees belonging to tribals at a
reasonable price and to ensure proper remuneration of the same to the
tribals.

19.10.02 The Act empowers the Collector to settle the land matters and remove the
difficulties in respect of their holdings and ownership to deal with irregular
contracts entered with the tribal in the past, and carry out extraction of the
produce through the Forest Department.

19.10.03 The Act prohibits the sale of trees in the holdings of tribals except with the
assistance of the Collector.

19.10.04 Instructions for Carrying Qut Sale
(i) (a) Demarcation of the land: - The demarcation of the land will be

carried out with the help of Talathi within 15 days of the receipt
of application.

(b) Detailed marking list will be prepared as prevalent in the forest
department and abstract of out-turn will be drawn after personal
inspection by an officer not below the rank of R.F.O.

(c) The trees shall be serially numbered in coal tar with special
hammer mark at the base as also at the breast height.

(ii) Record of out-turn will be maintained by:-

(a) Carrying out proper panchanama in presence of occupant whose
sign will be obtained on the marking list.

(b) A complete record of account of expenditure shall be maintained
in respect of demarcation, marking, felling. conversion
transport, stacking and any other item incidental to extraction,
transport and sale.

(c) A proper panchanama of material received at sale depot will be
drawn mentioning details of the quantity and estimated value.

(i11) Manner of holding sale and recovery of dues: -

(a) Upset prices of the material shall be determined and sanctioned
by competent authority  according to the general financial
powers delegated to the forest officers in regard to the forest
produce.

(b) When the sale value of the material does not exceed Rs.500, the
material should be extracted and transported departmentally for
sale by public auction at the nearest village site.

(c) The sale and recovery will be completed within 6 months as
provided in the Act.

(d) Appropriate publicity of sale by auction on village site or sale
depot should be given before 15 days. Unified sale conditions,
given under GR No. TMR/1677/128178/F-5 DT. 24-9-80 should
be followed as modified from time to time (vide
GRTMR/1680/117241 dt.29-4-86 and corrigendum. dated 21-
10-86 and GR No. MFP-2012/CR-01/F-9, dated 15th January
2020).

(e) Issue of public notice regarding terms and conditions at the time
of sale.

(f) Confirmation of sale after 15 days after hearing objections etc.
should be carried out as provided in GR.

MFM Vol-1] 123



(iv) Payment to the occupant of the sale proceeds should be done in the
following manner:-

(a) Netsale proceeds should be paid after deduction of all expenses
incurred in connection with the sale.

(b) Payment should be made in presence of Gazetted Officer and
responsible witnesses of Gram Panchayat.

(c) Separate record should be maintained of the work concerned.

(v) The procedure for sale of standing material has also been indicated in
the G.R. but the practice of sale of standing material has been
discontinued by the forest department and hence the procedure is not
followed in working the area under question.

(vi) The sale proceeds of the sale of timber and fuel from malki areas
belonging to Schedule Tribes are invariably classified as forest
deposit while carrying out remittance of the same in the treasury, The
heads for expenditure and revenue are given in
GR.TRS/1083/2803/F-3, dt.13.6.84. Taking into consideration the
provisions in the Maharashtra Sale of Trees By Occupants Belonging
to Scheduled Tribes Act, 1969 and the guidelines issued by the State
Government and the PCCF from time to time, the relevant Budget
Heads, to be used for transactions at varios stages are mentioned
below—

(a) While disbursing the advance to the Occupant, prior to sale

Major Expenditure head 2406 - forestry and wildlife
Sub Major Head 01 - forestry

Minor Head 800 - other expenditure
Detailed Head 50 —other expenditure

(b) While depositing the sale proceeds

Major Head 8443 Civil Deposits
Sub major head 109- Forest Deposit
Minor Head 50- Others

(¢)  While depositing the proceeds after final adjustments

Major Revenue heads 0406 - Forestry and wildlife

Sub major head 01 - Forestry

Minor Head 800 - Otherreceipts.




19.10.05. Guidelines for conducting sale of timber,charcoal, bamboos and
firewood
Government in Revenue and Forest Department vide their Resolution No.
TMR 1680/117241-CR-937-11I/F-9, dated 29th April, 1986 and GR No.
MFP-2012/CR-01/F-9, dated 15th January 2020 have modified the unified
depot sale conditions for sale of timber, charcoal, bamboos and firewood in
depots and in-situ.

19.11 Auction through E-tender

The State Government in General Administration Department vide Government Resolution
MTS/File-2010/CR-34/39 dated 6th August, 2010 directed all Departments to adopt the e-
tendering process.

19.12.01 The State Government vide Revenue and Forests Department Government Resolution NO.
MFP-2012/CR-1/F-9 dated 7th October, 2013 constituted a Committee under the
chairmanship of the PCCF (HoFF) for sale of tendu, timber, bamboo etc. and authorized it to
(1) prescribe the procedure, (2) select the Agency and (3) prescribe the terms and conditions in
that regard.

|Annexure 19.19]

19.12.02 Accordingly. the Unified terms and conditions specified vide GR dated 29.04.1986 (Annexure
19.05) were modified by the PCCF vide his Circular No. PCCF (P&M)/D-16/e-Auction/CR-
53/F.No. 03/1195 ddated 11th January, 2018 and provisions related to sale of timber,
firewood, Charceal etc. through e-Auction were embodied in the said terms and conditions.

|Annexure 19.40]

19.13 Sales and Utilization

Powers of Forest Officers regarding Sales
Powers of Forest Officers regarding sales of timber, etc., vide serial Nos. 1, 2, 3(a), 3(b) and 4 of
Manual of Financial Powers have been raised as per the statement annexed to the Govt. R. &
F.D.No.MSC-011/CR- 176//F-3, dated 30-09-2011.
|[Annexure 19.02]
19.14 Unified Depot Sale Conditions

(i) Forsaleoftimber, charcoal, bamboo and firewood (in depots and in-situ)
Unified Depot Sale Conditions for sale of timber, charcoal, bamboo and firewood in
depots and in-situ, have been prescribed by Government as modified from 29th April,
1986.
(Ref. GR.No. TMR-1680/117241-CR-937-1II/F-9, dated 29th April, 1986 and GR No.
MFEP-2012/CR-01/F-9, dated 15th January 2020)
[Annexure 19.05]
(ii) For Conversion of firewood into charcoal
The Government has modified the payment terms regarding conversion of firewood into
charcoal vide No. TMR-1085/C  R-411/F-9, dated | 2th February 1987.
[Annexure 19.20]
(iii) Ground Rent
In order to bring uniformity in charging of ground rent in all the circles, the PCCF office
has issued directions with regard to rate of ground rent of timber, firewood, bamboo,
charcoal that came into effect from 1st October, 1986 onwards.
(CCF., Pune’s Circular No. D-9/TMR-C/123/C-1 of 1986-87, dt. 22nd September 1986)
[Annexure 19.21]
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19.16

19.17

(iv) Ground rent Bamboo bundles
In order to bring uniformity with regard to rate of ground rent to be charged for bamboo
bundles the CCF (Production), M.S., Nagpur has prescribed rates vide No.D-16/Sale/A-
2/559/90-91, dated 11/09/1990.
|Annexure 19.22]
(v) Recovery of balance amount in the depots
After sanction of sale, the date of presentation of demand draft before forest officer is to
be considered as the date of payment.
(PCCF’s Circular No.Desk-16/Sale/A-2/40/361. dated 9/7/1991)
[Annexure 19.23]
(vi) Acceptance of offers below the sanctioned Upset Price
Chief Conservator of Forests (Production) vide No.TMR/C/15(72-73)/8120 of 1974-
75 dated 29th July 1974 has issued executive orders regarding procedure to be

followed. If the offer received, either in open auction or in tender, is less than the
sanctioned upset price and if in the opinion of the D.F.O./Dy.C.E., there is no
likelihood of getting any more price in future, the D.F.O./Dy.C.F. concerned may
accept the offer on “2 war™ [Don War in Marathi] taking into Account the merits of
the case. The D.F.O./Dy.C.F. will then refer the matter to the Chief Conservator of
Forests concerned, giving full justification for recommending Upset Price. The Chief
Conservator of Forests concerned will then issue necessary orders within the
stipulated period about the acceptance or otherwise of the offer.

[Annexure 19.24]

(vii) Sanction oflots kepton Two-war [Don Warin Marathi]

The time limit for sanction of lots kept on Two-war [Don War in Marathi| has been
prescribed.
(PCCF Circular No. No.Desk-16/Sale/A-2/1013/90-91., dated 25/02/1991 and
PCCF's Circular No.Desk-16/Sale/A-2/889/94-95/122, dated 29/9/1994)

[Annexure 19.25]

Stoppage of Contractor System in the harvesting of forestry works

Government has stopped Contractor System in the harvesting of forestry works from July 1981

and all harvesting works to be implemented through Department and Forest Labour Co-

Operative Societies. (Government’s letter No.FCT-1581/93544/F-1, dated 4/5/1981)
[Annexure 19.26]

NOC for Non-Agricultural use for charcoal manufacture under Sec.44

Non-agriculture permission for the manufacture of charcoal under certain conditions has been
provided under section 44 of Maharashtra Land Revenue Code, 1966 and Maharashtra Land
Revenue Rules, 1969.
(G.R.No.NAP 1087/16203/CR/1128/L-2, dated 19 February, 1992)

|[Annexure 19.27]

The Maharashtra Land Revenue Rules, 1967, 1969 & 1970 for regulation, cufting &
disposal of trees, other natural products, grazing etc.

(i) The Maharashtra Land Revenue (Regulation of Right to Trees etc) Rules, 1967 provide
for regulation of cutting of trees for prevention of erosion of soil and procedure for
purchase of trees in occupancy.

[Annexure 19.28]

(i) The Maharashtra Land Revenue (Disposal of Government Trees, Produce of Trees,
Grazing and Other Natural Products) Rules, 1969, provide for procedures for disposal of
trees etc. belonging to Government, disposal of grazing lands, Recovery of value of trees
etc.

[Annexure 19.29]



19.18  Timber and Hardwood supply from Government Depot

(i) Therulesregarding supply of teak and other hardwood species like ain, haldu, sissam etc,
to Government departments and certain parties at predetermined rates without auction or
personal use of the said department and parties have been provided vide GR No. TMR-
1374/432-50-F-5, dated 17th March, 1977 and with modifications in this regard vide GR
No.TMR-1380/98056-F-5, dated 1 Ith November 1980.

(ii) Government has directed schedule of rates shall be deemed to be the rates fixed by the
C.C.F. concerned, from time to time, representing approximately the price which would
have beenrealized, if the material would have been sold by auction/tender.
(G.R.No.TMR-1380/98056-F-5, dated 11 November 1980)

|Annexure 19.30]

19.19 Grading rules for classification of Timber

The details of grading rules for classification of timber logs i.e. teak and non-teak species are
provided by memo of Chief Conservator of Forests, M.S., Pune.
(Memo No.D-16/grading rules/230, dated 23-09-1978, Circular dated 06-10-1978 and letter
No.Desk-16/1200, dated 03-03-1984)

[Annexure 19.31, 19.32]
(APCCF (P&M)’s letter No. D-16/sale/204 dt. 03-06-2003) |Annexure 19.33]

19.20  Uniformity in the harvesting of Timber pieces

In order to bring uniformity in the harvesting of timber the detailed instructions have been
issued.
(CCF’s Circular No. Desk-16/R-3/grading rules/3/85-86/756, dated 30/10/1986)

|[Annexure 19.34]

19.21 Nistar

(i) Anoutline of the procedure regarding distribution of Nistar material
Chief Conservator of Forests, Maharashtra State has issued detailed procedure to be
followed regarding distribution of Nistar material.
(Ref. CCF's memo No. 33/C/11/237-63-64/20054 of 68-69, dt. 4th January, 1969)
|Annexure 19.35]
(i) Bamboo
(a) Supply of bamboo to Burad and Bamboo Craftsmen families in Vidarbha on
Nistar rates
Govt, has decided to supply 1500 bamboos per family per year to registered
Burad/ Bamboo Craftsmen families.
(Ref. Government Resolution Bamboo supply -1095/CR-128/F-9, dt. 30th May 1997
and Government Resolution No. Misc-2012/CR-349/F-9 dated 5th December, 2014)
[Annexure 19.36, 19.37]
(b) Procedure for supply of bamboo on Nistar rates
CCF (Production) has issued detailed guidelines regarding registration of Burad and
Bamboo Craftsmen families, period of supply, fixation of Nistar rates etc.
(Ref. Desk-16/R-1/Burad bamboo/411/97-98, dated 3-7-1997)
[Annexure 19.38]
(¢) Registration of bamboo co-operative societies—procedure
CCF (Production) has issued guidelines regarding registration of bamboo co-
operative societies.
(Ref. Desk-16/R-1/Burad bamboo/Society/814/97-98, dt. 29th September, 1997)
[Annexure 19.39]
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General rules for Weights and Measures, Classification, Calculation of Volume, etc.

(@)

(ii)

(iii)

Application of standards of Weights and Measures (Enforecement) Act, 1985 to the
forest timber depot etc.

The Forest Department depots that have dealings with the public for the sale of
sandalwood, timber, firewood, Minor Forest Produce (MFP) etc. by weight or measure,
should comply with the Standards of Weights and Measures (Enforcement) Act, 1985
and the Maharashtra Standards of Weights & Measures (Enforcement) Rules, 1987
framed thereunder.

Timber length - Nearest 5 cm such as 12 e¢m is to be recorded as 10 em, 13 em is to be
taken as 15em.

Volume is to be recorded up to 3 places to decimal. Moss, Bark, Cow dung, Mud, etc.
upon the log likely to vitiate its measurement should be removed.

The available standard ready reckoner of timber measurement may be used in calculating
the volume of logs.

Volume calculation for timber (other than logs) and fuel wood
(i) sawn timber

Volume =L x B x W (all measurements in meter)
(ii) Fuel wood

Stacked volume= LxHxW

Beatsize 1.20mx [.00m x 2.00 m



20.01

20.02

—— CHAPTER 20 ——
WORKS AND CONTRACTS

Introduction

The forest works are executed departmentally or through forest laborers co-operative societies
or on piece rate, Increasing need has been felt to carry out works on contract to reduce the over-
heads of expenditure, executive establishment.

General rules regarding the works executed by civil officers (Financial rules. F.P.I Rule 101,
102) are also applicable to Forest department. Special rules applicable to the Forest
Department in respect of conservancy and work charges reproduced in Rule 158 to 164 of
financial rules under devolution rules are incorporated in the appropriate paras below.

The Classification of Works

The forest works are classified under two major categories.

(i) Capital works.

(i1) Revenue works.
They are broadly represented in forestry by major heads of account to 4406 and 24006 forestry
and wildlife. Forestry Research and Education is grouped under Agricultural Research under
major head 2415,
Work under any major, minor, sub-head or detailed head should be taken to mean an
independent operation under a detailed head, including all subsidiary processes required for the
completion of the particular operations, in a definite portion of a forest such as a coupe or
compartment, or block or range (eg. In case of departmental exploitation of forest, each coupe
or compartment may be taken as a separate unit, and the process of felling, conversion and
transport should form one work). Completing a single operation like plantation over a period of
years may be taken as one work. Whereas cultural operation in an annual coupe carried out in
short period as a single operation. where the operation extends over a large area and the
expenditure for each coupe or block is not clearly distinguishable as in case of fire protection
and demarcation of forest, the range may be taken as a unit of area. The following are quoted as
instances of unit of work under each detailed head.

Timber/Firewood/Bamboo
(i) Demarcation of coupe.
(i) Marking of trees in a coupe.
(iii) Felling, conversion and transport from each coupe.
(iv) Independentsilvicultural operations like C.B.O./climber cutting, improvement
works when carried out independently.
(v) Maintenance of machinery and equipment forparticular operation.
(vi) Maintenance of logging/ transport unit.
(vii) Purchase of consumable stores for departmental operations.
(viii) Upkeep of cattle
(ix) Purchase of store, tools and plants
(x) Communication and buildings
(xi) Maintenance of boundary marks
(xii) Reproduction
(xiii) Fire protection
(xiv) Other operations
A detailed classification of work is done under annual plan of operation prepared by the
R.F.Os, and Dy. C.F. When the work extends over more than one year the total work is divided
into annual portion of work (plantation); whereas in case of coupe working. even if the work
extends over more than one year the complete coupe working is called as one work.



20.03

In the present system of accounting, detailed head. represented by computer code is treated as a
unit of accounting. For the purpose of further classification, the work is divided into primary
operations mentioned above. Working of timber or firewood consists of variety of operations.
When a combined single estimate is prepared it is designated as one work.

Classification of work is adopted for the purpose of working MFP, wildlife, soil and water
conservation work according to the need, the basic classification following the major
categories mentioned above.

Procedure to Commence Works and Preparation of a Project Report or Budget Estimate

of Works

20.03.01 Procedure to Commence Works
No revenue work shall be commenced unless —

20.03.02

(@)

(ii)

An estimate is sanctioned by competent authority. The revenue works
for the purpose of this chapter are the works sanctioned under major
head-2406 and 2415 and capital works are the works executed under
budget head 4415 and 4406. The common rules are applicable for
execution of the sanctioned works under these heads.

All powers to incur expenditure must be exercised within budget
limits. Conversely, provision in the budget does not authorize
expenditure without further sanction if the amount of item is in excess
of the maximum limit fixed for each class of officer in the orders
sanctioning them. They should therefore indicate the source (with
complete account classification) from which it should be met.

(iit) Expenditure can only be incurred on works or other objects if sanction

of competent authority has been obtained as required by any statutory
rules or by any orders, generally or specially issued thereunder by
competent authority or is contained in the rules in any authorized
code, if funds to cover the charge during the year have been provided
by competent authority and if no breach of canons of financial
propriety is involved.

(iv) When estimated cost exceeds the power of sanction of such work of

(v)

the Dy. C.F. the prior sanction of the competent authority should be
obtained for the whole work as well as the rates.
Funds are allotted and orders are given for the execution of the work.

(vi) Capital works should commence only after obtaining administrative

approval. Detailed plans and estimates should be prepared and got
sanctioned from the competent authority. Funds and orders for its
commencement should be given before starting the work.

Preparation of a Project Report or Budget Estimate of Works

(i)

(ii)

The estimate of work or estimate of a project should contain
introduction giving need of the project or work, objects of work,
details of work, including items, measurements, quantities, rates and
estimated cost of each item of work and the justification for
undertaking the work. Such an estimate of a complete work may
consist of individual estimate of an independent work or a composite
estimate of all the works according to the need. An abstract of the
estimate should also be prepared.

In case of repairs and maintenance of civil works, the description of
the works / measurements of the items of works and an abstract may
suffice. The maintenance works under forestry are of more complex
nature. Normally estimates of such works are prepared under Annual
Plan of operations. A detailed estimate of each work should be
prepared in respect of exploitation, plantations etc.
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(iii) The estimates of forestry works are prepared according to the schedule

(iv)

(v)

(vi)

of prescribed works under sanctioned working plan or according to
the sanctioned scheme under Five Year Plan. The schemes are
prepared one year in advance. The year in which the works are to be
executed are clearly indicated. The details of area are based on survey
demarcation of the area. Treatment map of the area should invariably
be verified by the Gazetted Officer. The detailed maps of the area
should be enclosed with the scheme, before submitting proposal for its
sanction. The proposal should be based on adequate scrutiny of record
to avoid execution of works on wrong sites. The proposal of the
scheme or project report should be accompanied by the detailed
estimate, plans, maps, measurements of the proposed work,
quantities, rates, amount and expenditure required for each item of
store, tools and plants etc. The estimating officer will be responsible
for the mistake of measurements quantities, volumes and the
supervising officer i.e. Sub. D. F.O. and Dy. C.F. will be responsible
for any technical mistake including the quantities, rates and amount
givenin the estimate.
In case of works sanctioned under budget or for which administrative
approval has been given by the Govt., detailed plans and estimates,
maps should be prepared expeditiously. In case of each estimate
submitted for administrative approval or technical sanction,
information in the prescribed form, should be submitted as an
Annexure of description of the work. Such forms prescribed for civil
works by the P.W.D. manual, para 141 should be submitted along
with the estimate.

|Annexure 20.01]
The rates given in the estimate should be according to the sanctioned
schedule of rates or according to the rates approved under type
estimate which are prepared for each type of work. Detailed
justification and authority should be given for any deviation in these
rates. The provision for transport cost, Labour amenities should be
given with factual data.
The abstract of estimate should be given along with estimated amount
inrupees.

(vii) The abstract of work should be prepared keeping in view the method

in which the work is proposed to be executed. Whenever the work is
proposed to be given on piece rate, the detailed break-up of cost of
material to be supplied and the items of wages to be given to the piece
rate workers should be indicated separately to keep better control on
the works.

(viii)The estimate should provide the cost required on shelter for Labour,

(ix)

store, store-house, to be prepared or hired and provision for
contingencies on unexpected items of expenditure. Up to 5% amount
may be provided on such works, but this provision can not be utilized
for any new work which is not included in the proposed estimate,
without specific sanction of the competent authority, even if the work
is antecedent to the main work, The provision for contingent
expenditure under sub estimate of a project may however be limited to
4% of the estimate.

Specific provision should be made in the estimate for cost on
supervision of the work at local level, store tools and plants as per
rules. The cost on store, tools and plants should be limited to 1.5%.
The cost of supervision should be included only after obtaining prior
approval or as per prescribed norms in a particular scheme.



(x) Existing power of Technical Sanction-: Powers delegated to various

Sr. no Autherity

Forest
Engineer

Authorities are tabulated below----

TABLE

Limit in Rs

Up to Rs-1,00,00,000/-
(Rs-One Crore only)

2

Dy. Forest
Engineers

Up to Rs-1.00,000/-
(Rs-One lakh only)

D.C.F./D.F.O.

/Sub D.F.O.

A) Road
(Excluding Bridge)
Rs.60,000/-(Per Km) Rate
not more than 33000/-

B) Building

i) Full power For Type-I
& Type-II Qtr, (For
Forest Guard &
Forester

ii) For Non-Type
Rs.50,000/-

iti) For well .Pump & Its
Accessories ,Open parts
Rs.1,00,000/-

iv) For Anicut Rs.1.00 Lakh.

—

C.F.

A

—

Road(Excluding Bridge)

Rs. 10,00.000/-per Km Rate

Not more than 40000/-
B) Bridge up t02.00 Lakh
C) Building

Rs.1.00 Lakh(For Type &

Non Type Plan)
D

~—

parts Rs.2.00 Lakh
E) Anicut Rs.2.50Lakh.

Well,Pump,accessories open

C.CF.

A) Road(Excluding Bridge)Full

Powers

B) Bridge(up to Rs.5.00 lakh)

C) 1)Full Power for Govt,
approved Type Plan
ii) Rs. 2.20 Lac For
Non.Type

D) Well, Water tank etc
Rs. 1.50 Lakh ete.

6

AP.C.CF.

A) Road(excluding bridge)Full

power

B) Bridge up to 10.00 lakh

C) 1)Full Power For Govt.
approved type Plan.

ii) Rs.5.00 Lakh for Non-type

D) Well, Water tank ete.
Rs.3.00 Lakh.

Reference

1vide G.R. no.
M.S.C.-
201 1/case no.
178/ F-5 dated
30-09-2011
2)yvide PWD
GR No.VASu-
2015 / C.No.
218/ Building-
2, Dt.16
Dec.2015.
[Annexure
19.03]
|[Annexure
19.04]
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20.04

Administrative Approval

20.04.01

20.04.02

20.04.03

Administrative approval of scheme, a proposal or a work is a formal
acceptance thereof by the competent authority after scrutiny and
examination of the details and financial implications involved there under
in consultation with the Finance department, wherever necessary, for the
purpose of incurring expenditure there on, as and when funds are provided
for by the authority competent to sanction funds.
For every work proposed to be carried out including petty works and annual
repairs for which a lump sum provision has been sanctioned by the
competent authority appropriately: a detailed estimate must be prepared for
the sanction of respective competent authority having financial
competence to do. This sanction is known as the technical sanction to the
estimate. Thus technical sanction means the order of a competent authority
according sanction to a detailed estimate of the cost of work or repair
proposed to be carried out.
To accord administrative approval for Civil Works, following powers are
given
(i) Powers of administrative approval for civil works has been
revised per G.R. no. M.S.C.-201 1/case no. 178/ F-5, dated 30-
09-2011.
|Annexure 19.03]
(i1) Powers of administrative approval for various types of
construction civil works i.e., Roads, Buildings with type plan /
non-type plan. fencing, etc. are adopted as per Govt.of
Maharashtra, (R&FD)Circular No- MFS-1076/2543-F-3,
Mumbai, Dated-23 April 1976 and amendment as per G.R. no.
M.S.C.-2011/case no. 178/ F-5, dated 30-09-2011 regarding
powers delegated to Forest Officers to give Administrative and
Technical Sanction for Civil Works.
[Annexure 19.03]
Specifications: All the specifications for all type of civil works are to be
adopted as per handbook of specifications formed by P.W.D. & Irrigation
Department for respective works.
Resolutions and Notifications: All the resolutions, orders, notifications,
circulars etc. regarding all types of Civil work published by P.W.D. are to
be followed in forest Department Also account code and P.W.D. manual is
to be adopted for Civil works as far as possible.
Works and contracts: For all type of Civil / Construction works,
formalities / norms /S.S.R. Rates procedures / forms, etc. are to be adopted
as per P.W.D. but for exceptional works, the Principal Chief Conservator
of Forests, Maharashtra State, may permit if he deems fit, to carry out it
departmentally subject to condition that the estimated cost is notexceeded.
Rates for Item of Works : For all type of Civil Construction works, all the
rates are to be adopted as per S.S.R. of P.W.D./ Irrigation, Maharashtra
Jeevan Pradhikaran Department of Concerned Circle / Region. In Case of
any item which is not given in S.S.R. Forest Engineer, M.S. Nagpur will
finalise the rate of R.A. prepared by Concerned Dy. Forest Engineer.
The administrative sanction is necessary for revision of estimate or
modification of the estimate though the expenditure incurred is within the
sanctioned grants and also when the expenditure incurred is in excess by
10%.
On works other than normal annual repairs executed within the permissible
norms for repairs, detailed estimate should be prepared and submitted for
technical sanction of the competent authority whenever the expenditure on
such works exceeds Rs.5,000/-.



For the works of repairs or minor works of amount less than Rs. 10,000/- for
administrative approval, and Rs.5,000/- for technical sanction, individual
estimate should be prepared by the work executing officer as per
sanctioned schedule of rates. Each such work should be sanctioned in
group of works included in annual plan of operation as an individual
estimate. This work must form part of normal work of repairs,
maintenance, executed according to the schedules.

20.05  Alterationsin Design during Construction

20.05.01 No material alteration in construction or works is permissible without the
sanction of the officer competent to give sanction to such work, Should any
alteration of importance, involving any additional expenses, be considered
necessary, a revised supplementary estimate should be submitted for
sanction. In urgent cases, where the delay thus caused would be
inconvenient and immediate report of the circumstances must be made to
the superior authority and dealt with as the case may require. The
responsibility for bringing material deviation or modification to the notice
of the competent authority rests primarily with the Executive authority
(P.W.D. Para 263 & 267, Sixth Edition). [Annexure 20.02]
Additions and alterations to a completed work may be sanctioned
subsequently by an authority within the limit of its powers, irrespective of
the cost of the original work, but addition and alterations to a work in
progress cannot be sanctioned so as to raise the total cost of the work,
including the additions and alterations above the limit of power of sanction
of such authority.

20.05.02 If an Officer is required, on grounds of unusual urgency or otherwise, to
carry out a work, for which no estimate have been sanctioned or no
financial provision exists, the orders of the officers authorizing the work
should be conveyed in writing.

20.05.03 Nothing hereinabove and nothing in the rules and orders delegating powers
of sanctioning expenditure should be construed into a permission to
purchase stores, tools and plant in small lots or to carry out in portions any
work, alterations, or repairs. of which the cost in the aggregate would
exceed the maximum amounts fixed for each class of officers in the
delegation orders regarding delegation of powers. In respect of an
enterprise to be spread over a number of years, all expenditure to which
Government is inevitably committed, must be included in determining the
cost for the purpose of sanction. But expenditure on work, which it is
desired to defer and is not a necessary consequence of, or essential for
making productive work already undertaken, need not be so included.
Thus if a plantation can be planned out in blocks so that the block first
completed can be a self-supporting unit, even although work on other
blocks is postponed, each block can be treated as a separate scheme for the
purpose of sanction.

20.06 Supplementary and Revised Estimate

(i)

If during the currency of work it becomes necessary to take up unexpected works over
and above the work first sanctioned, a supplementary estimate covering the works should
be submitted, accompanied by the full report of the circumstances which rendered it
necessary. Abstract of the work given should show a comparison between the amount of
the original estimate and that of the total of the sanction required for works including the
supplementary works.
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20.07

20.08

20.09

(ii)

Revised estimate must be submitted when a sanctioned estimate is likely to exceed by
more than 5% either from the rate being found insufficient or from any cause what so
ever,

Repairs

Details regarding the repairs are given in chapter 2 1.

Schedule of Rates

In Order to fix the variable items of coupe working, wage board committee at circle level under
the chairmanship of concerning conservator of forest/ chief conservator of forest has been
appointed.

(i)

(i1)

(iii)

(iv)

The rates for major works like plantation works, fire protection works, are determined on
the basis of work studies and work norms sanctioned by the PCCF / APCCF [Budget
Planning &Development].

In case of forest produce to be given on predetermined rates, the schedule of rates is fixed
by the respective Conservator / Chief Conservator of Forests,

For executing civil works the specification, norms and schedule of P.W.D. will be
utilized.

The rates for collection of seed should be determined by the C.F./C.C.F. through purchase
committee at the circle level consisting of the representatives of Social Forestry and
F.D.C.M. Control on quality of seed collection should be kept as per specifications
provided by A.P.C.C.F. (Research, Education & Training)

Contracts

The works are executed - 1) through Labours employed on daily wages 2) on lump sum
basis 3) on piece ratesand 4) oncontractbasis.

0]

(i1)

(iii)

(iv)

(v)

In piece rate work. the quantity of work and the period is not specified though in practice
when an agreement is drawn for such work, the period of the work is specifically
introduced. In P.W.D. these works are executed on form A-1 or A-2. This method is used
for petty works. This method is also followed in Forest Department.
[Annexure 20.03, 20.04]

The works executed as per written agreement are called contract works. Contract works
should be carried out as per standard conditions of contracts. The instructions for
execution of various constructional works in Forest department are given in Circular No.
D-24/FE/PB-4/476, dt.04-09-2014. by the PCCF / APCCF (Budget., Planning &
Development).

[Annexure 20.05]
As amatter of choice, forestry works are not generally carried out on contract basis except
the works carried out through F.L.C.S. When it is desired to carry out such works on
contracts, instructions given in the subsidiary paras of this chapter should be followed,
for drawing up a contract and observance of the terms and conditions of the contract. All
contracts should be drawn in writing. The terms of agreement should include the
conditions for penalty and liabilities, period of completion of work and quantum of works
to be completed etc.
The contractual method of work includes work carried out on rate list, as well as piece
work. The works on rate list should be limited to Rs. 62,500/-. The works on piece work
may be taken up to limit of Rs.2,00,000/- as per the procedure adopted for civil works
(Circular No0.476, dt.04-09-2014 from PCCF / APCCF (Budget, Planning &
Development).

[Annexure 20.05]
No revision of accepted rates specified in contracts is possible / allowed.



(vi) The specifications of forestry works like plantations. cultural operations, pre monsoon
works and departmental works should be clearly drawn by C.F. /C.C.F. with the
concurrence of P.C.C.F. through A .P.C.C.Fs./ C.C.Fs. dealing with the subject. Sanction
to these works should be given for each specification in form of mandays. When estimate
isto be sanctioned combinations of varying rates from different sources (i.e. D.S.R. for
excavation works of pits and trenches and norms of man days from forestry works for
refilling, planting etc.) should be adopted.

20.10 Payment to Contractors

Payment to the contractors should be made only by the Dy.C.F. or by an Officer specifically
authorized by him. The claims for such payment should be prepared preferably by the
claimants in the prescribed form. No payment should be made until the scrutiny of claim in
respect of quantities, rates as well as the quantity of supply has been accepted by a responsible
Govt. Servant.

20.11 Measurements

(i) The measurements of the work executed by the contractors and the supplies made should
be measured (weighed and counted) before payment. The details of the measurement
taken should be systematically recorded in Measurement book (form No. P.W.D.9 & 10)
which forms the basis for accounts of quantity of work. The pages of measurement book
should be machine numbered. No page should be torn out nor entries erased so as to be
illegible. All corrections must be duly attested by the officer making the entries for the
same. For record of measurements of forest produce, the forms prescribed for
departmental works and in case of M.F.P., form prescribed in M.M.F.P. (Regulation) of
trade Actand rules there under in respect of specified M.F.P. and in case of plantation and
nursery works forms prescribed in plantation and nursery registers must be used.

|Annexure 20.06]

(i1) Reference 10 the voucher in which quantities are entered for payment, the date of entry
should be introduced in Measurement Book. On making payment the entry should be
crossed by cross mark in the Measurement book. The documents in which payment is
made should bear a reference to the number and page of the book and date in which
detailed measurements are recorded.

20.12 Advances to Contractors and Workmen

(1)  Advances to contractors and workmen should be given only when no other arrangements
can be made for carrying out a work, such advances are regulated by the rules in
Annexure 13.01 duly adopted in this manual subject to the limits and rules therein; the
Conservator / Chief Conservator may from time to time fix the amount up to which, and
the circumstances under which, advances may be made to contractors without his
previous sanction. The C.Fs./ C.C.Fs. may also require that all advances made to
contractors, exceeding certain limits, must be reported to him.

(i1) It must be clearly understood that officers who advance Government money otherwise
than in accordance with the above rules and orders do so at their own risk; and unless they
can furnish perfectly satisfactory reasons for their action, they will be held personally
responsible for the same.

Notel:-  As far as possible the system of giving advances to contractors should be
done away with. Contractors should preferably be encouraged to work with
slightly higher rates of wages and without advances, and their bills for work
done should be made out and paid by Dy.C.Fs. at the end of each month.

Note2:- (a) Private money should not be used on Government works for making

advances to labourers or otherwise

(b) To avoid competition for Labour between Government Departments,
they should co-operate with one another in securing Labour on equal
terms.
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A)

21.01

21.02

—— CHAPTER 21 ——
BUILDINGS AND ROADS

Buildings
Introduction

Rules for preparation of designs and estimates for the construction and maintenance works
which are applicable to buildings maintained by the P.W.D. are also applicable to any other
department maintaining buildings departmentally. Rules for occupation of Govt. residence and
the rules for calculation of rents are given in the M.C.S.R., 1981. The public buildings are the
buildings borne on the record of P.W.D. Buildings on the record of Forest Department and
belonging to the Forest department are Govt. buildings primarily used for the Forest
department.

Selection of Site

21.02.01 Site to be finalized before preparation of Stage-1 Estimate. The sites of
buildings should be finalized before submitting proposal for sanction and
preparation of stage I estimate of the buildings. The instructions contained
in PWD Hand book Part IT should be followed before giving sanction to
the proposal and certificate to that effect that "these instructions have been
taken into account" should be endorsed on the report submitting the
estimate for sanction. (Para 154 of PWD Manual, Page no-61)

|[Annexure 21.01]
While finalizing the site, the local officials should invariably be consulted
regarding the suitability of site (Approval of Town Planning Department,
Revenue Department, Gram Panchayat or Municipality/Municipal
Corporation is necessary for finalizing the site of a building on any land
coming within the limits of village or township or a city). While taking up
construction work of building. rules regarding the use of the land for non
forest purposes as per Forest (Conservation) Act 1980 should also be taken
into account. Particular consideration should be given for areas coming on
river bank, under high flood level, areas on the slopes of hill, areas exposed
to strong winds, incidence of lightning etc. Adequate security measures
should be taken against these vagaries of the nature, particularly while
constructing buildings on isolated areas in the remote places. Lightning
conductors should be provided for such buildings in consultation with
electrical divisions of the P.W.D.

21.02.02 The Plan Estimates must be prepared through the architect available in the
Panel of Forest Department. The detailed Report prepared by such
Architect must contain copies of 7/12 extract or the property card, as the
case may be and the map of the area in question. An extract of record of
rights from Talathi, when the land is non forest land, a map showing
contour, approach roads, location of the main road, drainage line, electric
supply, water supply and position of the proposed building along with
results of the excavation of trial pits ete. should be incorporated
meticulously and the plans so prepared should be sent to the Architectural
section of the P.W.D., in case of bigger building complex, and to the Forest
Engineer in case of small and isolated buildings for their scrutiny. Based
on their observations, in respect of the said Report, primary estimate (Stage
I estimate) should be prepared. For taking up building on non forest land.
approval of the architect should be obtained.
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21.02.03 Adequate precaution should be taken while taking over land from Gram
Panchayat or Revenue department, in which case sanction of the competent
revenue authority is required to be obtained for transfer of land to the Forest
department. The record of such transfer should be entered into form No. I
giving the nature of land taken over for the work showing the usage
describing the block of land on which the construction is made and on the
register of buildings.

21.02.04 Consultation with Architect to Government-- Services of the Architect
to Government are available for consultation in respect of residential and
non residential building, construction projects. The reference to the
Architect is generally made through the Administrative Department.
Problems of general nature, architectural procedure in carrying out
construction work, selection of sites are dealt by the Architect to
Government. The offices of the Dy. Chief Architect to Govt. are
established at Mumbai, Pune, Nagpur, Amravati and Aurangabad. On
reference from head of the department they will render necessary advice to
the local officers for preparation of site plans for preparation of Stage I
estimate for the approval of Town Planning Department. They are
authorized to give approval to the layout plans, works of rural construction
and building complexes. The Architect to the Govt. will also be consulted
forselection of sites, No change should be done in the plans prepared by the
Architect to Government,

21.02.05 Sites for quarters for rangers, foresters, beat guards, naka guards and other
forest subordinates should be taken on suitable locations such that the
subordinates with their families can live without inconvenience in the
house constructed for them. For this reason such sites should not be
selected in isolated positions in the forests, but should be kept near other
Govt. building (Forest or Police, Public Works, Customs, etc.) or near
habitations in villages. As far as possible, the land selected should be forest
area or Govt. waste land which can be obtained without cost. Finally there
should be suitable water supply close at hand. Without these essentials the
cost of building will be wasted, as no official will occupy an isolated house
where there is no potable water.

21.02.06 Management of Government buildings by Forest Department
The Forest department is concerned with the management of following
classes of buildings.
(i) Buildings constructed and maintained by the Forest Department from
Forest funds and
(ii) Buildings not constructed by the Forest Department, but which are
assigned to the Dept. and are to be maintained from Forest funds.

Maintenance of Registers and Records

21.03.01 General
Record of all buildings wells, tanks, road, and construction work in their
charge should be kept in the PW.D.Form No. 133 by concerned R.F.O.,
Sub-DFO, and D.C.F., C.F./C.C.F./ A.P.C.C.F. including any R.F.O. in
charge of the area or the construction. A note of such construction should
be taken and the record of rounds and beats to ensure proper protection
measures should be kept.

|Annexure 21.02]




Each A.P.C.C.F.(WL),C.C.F.(T).C.C.F(WL).C.F(T)/C.F(WL) will
keep a printed register of all buildings in charge of the department within
his jurisdiction. The register will be printed separately for each Circle in
P.W.D. form No. 133 with such modifications as may be necessary. It
should be kept corrected from time to time by the A.P.C.C.F.(WL),C.C.F.
(T),C.C.F.(WL),C.F.(T)/C.F.(WL) by means of slips issued at the end of
each financial year.

[Annexure 21.02]
Note: - If there are historical monuments in the forest area not protected by
the Archeological Department, report of their occurrence should be
submitted by the concerned statf to Dy.C.F. /C.F./C.C.F. and adequate
protection should be provided by the local forest officer to the same.

21.03.02 Listof other Existing Structure

The construction of mosques, temples or tombs within the compounds of
Government buildings should not be permitted without the sanction of
Government Complete lists of such structures supplemented by block
plans and plinth dimensions should be maintained in each division. R.F.O.,
Sub-DFO, Dy.C.E./ C.F. /C.C.F/A.P.C.C.F. should see that no further
erection or extension of such structures takes place. Such structures are not
to be maintained from Government Funds and they should not be brought
on the register of buildings.

21.03.03 Register of Buildings

Record of all buildings wells, tanks, road, and construction work in their
charge should be kept in the P.W.D. form No. 133 by concerned R.F.O.,
Sub- DFO, D.C.F., C.F.,C.C.F.and A.P.C.C.F. including any R.F.O. in
charge of the area or the construction. Note of such construction should be
taken and the record of rounds and beat to ensure proper protection
measures should be kept.

|Annexure 21.02]

21.04 Construction of Compound Wall, Additions and Alteration of the Constructions

21.04.01 Construction of Compound Wall
As far as possible. construction of compound walls may be avoided but in
areas vulnerable to encroachments, thefts adequate fencing measures
should be provided to safeguard govt. property and the property of
occupants from damage and theft.

21.04.02 Additions and Alteration of the Constructions

Subordinates should reside all the year round in the quarters built for them.
They are not permitted to erect thatched huts close to the building or to
make any additions or alterations to it for the purpose of cattle shed, storage
of grass, fuel and bathing, etc. Such constructions are not allowed within 15
meters of any Government building under any circumstances. Similarly,
the use by subordinates of verandahs of Government buildings for the
above purpose is prohibited. The occupants will be held responsible for
ensuring that the buildings and their surroundings are always kept clean.

21.05 Admissibility of Accommodation to Government Servant

21.05.01 Type plans and designs admissible to Govt. Servants and recovery of
house rent
A Table giving type of residence, carpet area of the residence, pay range of
the officers to whom it is admissible and rate of recovery of licence fee
from the officer is given below. Recovery of licence fee shall be made for
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the type of residence actually used irrespective of entitlement of the
residence with reference to pay of concerned employee. (G.R.No-
Ghamav-2010/PK-4/Sewa-5 Mantralaya Mumbai =32 Dated 19 April,
2011 may be referred).

|Annexure 21.03]
TABLE
Pay Scale Type of Carpet Flat rate
Asper6th  Asper7th  Reside- area of licence
Pay Com- Pay Com=  nce Admissible fee per
mission (Rs.) mission (Rs.) Entitled (sq.ft.) month (Rs)
1 Upto 1800  SltoS5 I Up to 220 120
2 1801-2800 S61o S10 11 221-320 260
3 2801-4200 SlltoS13 i 321-420 440
4 4201-5400  Sl4t0S20 IV 421-550 580
5 5401-7600 S21 to S23 v 551-750 920
6 7601 and S23 & above VI 751-1110 1400
above and above

Whenever Govt. residence have attached servant quarter and/all inclusive
of garage/parking space with roof or open parking space, charges for
servant quarters and additional space for garage for 4 wheelers shall be
recovered from the allottee of the main residences at the following rates.

Additional Space attached to Rate of charges
the main residence (Rs. per month )
(1) Servant's Quarters 120

(ii) Garage with Exclusive possession 120

(iii) Parking Space with roof 80

(iv) Open parking space 40

21.05.02 The compounds of all subordinates quarters should be cleared of all rank
growth and grass by the officials residing therein at their own expenses or
by their own Labour. Rest house and depot compounds should be cleared at
Government expense. For any damage from fires in the compounds, the
R.F.0O. and the local subordinates will be held responsible.

21.05.03 Protection of Construction Work
All reasonable precautions should be taken to avoid the risk of fire in
Government buildings, Combustible material such as waste paper etc, and
firewood which is only likely to be stored in any quantity as attached
property, should be keptisolated as far as possible.



21.05.04 Responsibility for protection of the Buildings

The Dy.C.F. will assign the responsibility of protection and maintenance of
residential buildings to the subordinate officers in writing. He will also
specify the designation of officers who will supervise the works, of
protection, maintenance and upkeep, and make arrangements for providing
funds and material for the same. Beat Guard will be jointly responsible
along with Chaukidar and Khansama in charge of the rest house for
protection, maintenance and upkeep of the Forest Rest Houses, rest huts,
inspection huts or such structures in their charge that are used for
occupation of the officers. visitors etc. They should keep Rest House clean
and as far as possible free from vermin, white ants, wasps, nests and see that
the furniture is kept clean and free of dust. A framed copy of the rules for
the oecupation of Forest Rest Houses should be hanged on the wall together
with a list of furniture and crockery with the value noted against each.
These rules should be carefully explained to the concerned employee who
will be responsible for breakage. It is not customary to carry out insurance
of Govt. buildings. Insurance of Govt. buildings is done only as per specific
orders of the Govt. which should be insured from the Govt. Insurance
Funds available with the Finance Department.

(i) Inspections of Buildings — The Sub D.F.O./D.F.0./Dy. C.F./C.F./
C.C.F./A.P.C.C.F. or Field Director should make frequent inspections
of all buildings in his charge and see that each is maintained in good
condition. He will be responsible that all defects, which he cannot
remedy expeditiously from ordinary repair grants, are brought to the
notice of the Higher Authorities for the latter's inspection, if
necessary, and further action.

(ii) Estimate of Repairs — The R.F.O. should submit estimates in the
standard form for annual repairs to buildings in his charge to the
D.C.F. at the beginning of each year, but when repairs are urgent he
may send supplementary estimates of such work at any time. The
following points should be carefully attended to -

l.  Leaksinroofs must be immediately made water tight.
2. All posts should be tarred once every five years up to 2 feet from

the ground level.

3. Drains of roof drip should be put in order at the beginning of the
rains.

4. Fences should be kept in repairs and no cattle allowed into the
compound.

5. Wellsshould be baled out at the end of the rains.

(iii) Scale of Maintenance of Buildings — The maintenance of the
buildings should be carried out as per the Circular of P.W.D. No.
BDG/1180/378/D-2, dt. 29-7-80 through which norms for the repairs
and maintenance have been prescribed. As per this Circular,
expenditure on repairs and maintenance of residential and office
buildings should be limited to Rs.60/- per sq.m. and repairs to
electrical equipments at the rate of Rs.6.00/- per sq. m. (Total
Rs.66.00/- sq.m.) the limit may be increased by 25% for buildings
which have been constructed before 25 years or more. The amount
does not include service charges or taxes.

[Annexure 21.04]

(iv) Priority for Carrying out Repairs — Annual grants for repairs are
allotted as per estimate submitted by the D.C.F. or C.F.
/C.C.F./A.P.C.C.F. Important repairs should be carried out on priority
trom this amount. Special care should be taken to carry out repairs of
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quarters of Foresters and Forest Guards. Large expenditure should not
be incurred on the residential building of officers and supervisors. The
application of oil paint and distemper should not be carried out after
each transfer of the occupant, but should be carried out when the
buildings are due for the same. Dy.C.F.or C.F. /C.C.F/AP.C.C.F
should pay more attention to the repairs of the houses of lower
subordinates.

(v) Special Repairs — Special repairs may be undertaken for old
buildings after preparation of plans and estimates for the same. The
same may be carried out as per the statement given below. The task of
oil painting and distemper may be deferred to another year to
accommodate the work in sanctioned expenditure. It should be
ensured that all the maintenance work is to be completed within the
cycle of three years. Phased programme of the same should be
prepared by the Dy.C.F. or C.F./C.C.F. and submitted to the C.C.F. or
A.P.C.C.F. for approval, based on which the demand of funds should
be made by the C.C.F. or A.P.C.C.F.(Circular No.D-
24/35/repairs/942, dt.§8-2-91 from CCF (WL)). (copy of the Circular
of the Govt. in P.W. and H.Deptt. No. BGD/1180/378/D-2, dt.29-7-
80).

[Annexure 21.05]

21.06 Utilization of certain produce from compounds etc

21.06.01

21.06.02

Utilization of certain produce from compounds etc. of Government
Buildings by Resident

The produce obtainable from non-residential buildings may be disposed of
by sale through auction when the same can be disposed of as one time
removal. (A long term license to cut and remove leaves. fruits, flowers
should not be given, which may endanger the protection of campus.) This
does not include the sale or use of trees standing or fallen timber fuel etc.
obtainable from the same. Such produce should be disposed of by
appropriate method of sale.

Privilege of Using Usufructs

The occupant Government Servants will be entitled for the flower, fruits,
grass and other perishable articles growing or grown in the campus,
occupied by him.

The Officers occupying rent free quarters should maintain the
garden/orchards within the campus occupied by him. He will also be
entitled for perishable produce as mentioned in the foregoing paras.

21.07 Fixtures and Furnitures

21.07.01 Fixtures and Furnitures, Repairs, etc.

The residential and office buildings are normally provided with essential
fittings required for the occupants. Such articles should be securely fixed to
the buildings. They should be examined regularly by the officer
maintaining the same. The expenditure on the fixtures should be incurred
from among the maintenance and repairs grants. The periodical repairs of
such fixtures like doors, windows pans, tabs and pipes should be carried out
by the officerin charge of the building. Furniture drapery. screens or tattar
(mats) will not be provided or repaired.



21.07.02 Furniture Admissible at Residence of Certain Officers
The officers of the rank of Dy.C.F. and above are entitled to keep following
office articles athisresidence
(i) Officetable -1
(ii) Office chair -1
(iii) Plain chair -1
(iv) Tray -1
(v) Bench or stool - 1. The use of office furniture at their residence by
other officers isnotallowed. (P.W.D. Manual P.no-139, Para 365)

21.08 Hiring of Accommodation for Office Purposes

Whenever suitable Govt. accommodation will not be available, private accommodation can be
hired on rent for office. When such building is used solely for the purpose of office, the rules
regarding payment of its rent, municipal taxes etc. are given in Rule 147 & 148 of M.C.E.R.,
1965. When such building is used partly for office and partly for residential purpose, arecovery
of rent will be done as per M.C.E.R.1965. The Head of office is empowered to sanction the rent
of Rs.10000 and the Regional Head is empowered to sanction the rent of Rs. 20,000 and Head
of the Department up to Rs. 40,000 and PCCF (HoFF) is empowered to sanction Rs. 1.00 Lakh
per month as per G.R.No.M.S.C.-201 I/CR - 182/ dt.30-09-201 1

Certificate of reasonableness of rent should be obtained trom the Executive Engineer, P.W.D.
before hiring such building. The revision of rent may be done on account of increase in rent
equal to the increase in municipal taxes, provided certificate from municipal authority is
obtained. (P.W.D. Manual P.no-140, Para 369)

21.09 Rules Regarding Rent, Rates and Taxes

Detailed rules in respect of rents to be charged, payment of taxes, method of recovery of
payment for local taxes for specific services, electrical charges, water supply and conservancy
charges are contained in (M.CEER.14710151).

|Annexure 21.06]

21.10 Miscellaneous Construction

Sufficient protection should as far as possible be provided to persons working in the forests.
Want of proper shelter for the men employed in fever-haunted localities is one of the causes of
the loss of such forests, and due provision for such men, besides being a duty on the part of
Government, would also, by husbanding the health and strength of their servants, prove in the
end a measure of economy. The health of forest officers who are necessarily out in the forests
during a large portion of the most unhealthy season of the year should be cared for as far as may
be possible. Nothing will tend more to this end than the building of small huts for their
accommodation in convenient situations.

21.11 List of Subordinates Entitled to Free Quarters or Accommodation at Reduced Rate
A list of Government servants who have been granted rent free quarters or quarters at reduced
rentis givenin Appendix of M.C.S.R.-1959, P.No.427.

Note:- The concession of rent free quarters granted to certain forest subordinates does not give
aclaim forrent where no quarters are provided by Government.
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B)

21.12

21.13

21.14

21.15

Roads
Type Designs of Road

Type designs for forest bridges, culverts, and road sections with notes and drawing and the
standard P.W.D. plans prescribed for residential accommodation of the forest subordinates
have been printed and circulated separately. In cases of works for which there are approved
standard type designs and estimates, abstract estimates should be submitted for sanction after
correcting them according to local P.W.D. Circular schedule rates and quoting the references
no. of the designs. The Forest Engineer Maharashtra State, Nagpur shall maintain a record of
standard type designs and estimates duly revised from time to time by consulting with
P.W.D. s respective Engineer/ Architect.

Preparation of Designs and Estimates

In the preparation of designs and estimates for the construction and repairs of roads, bridges,

Culverts etc., instructions contain in the following publications for the Forest Department,

referred to in the preceding article, should be tollowed-

(i)  Standard type designs of slabs and timber top drains, culverts and bridges.

(ii) Explanatory notes on the above withexample.

(iii) P.W.D. Technical Paper No. 38- Standard Forest Roads, Cross Sections and Earthwork
Tables or recently Published Tech. Paper from time to time.
The record of the above publications shall be maintained by the Forest Engineer,
Maharashtra State, Nagpur.

Repairs to Roads

Range Forest Officer shall ensure that all roads in charge of the Forest Department are kept in

proper repair. The following points should be attended to when carrying out repairs-

(1)  Kilometer stone should be renewed and repainted where necessary;

(i)  All obstructions should be cleared, including overhead and side cover likely to hinder
traffic;

(iii) The drainage system should be improved and renewed where necessary; to effect this
satisfactorily the roads should be inspected at the beginning of the monsoon preferably
during a heavy down pour;

(iv) Ruts and hollows should be filled in with suitable material;

(v) Bridges and culverts must be examined at the beginning and the end of the rains to see if
they are safe and any defects put right. The timber of permanent bridges should be given a
quoting of coal tarin the hot weather once in two years:

(vi) Where a bridge cannot bear heavy traffic or elephants, stream bank just below should be
cutaway, where necessary to provide and easy crossing.

Dragging Timber Along Roads
Dragging timber along Forest Department roads is not allowed. Infringement of this Rule by

villagers or contractors should be reported by beat guards to the Range Forest Officer
concerned.



—— CHAPTER 22 ——

ACCOUNTS AND BUDGET

22.01 General Rules and their applications

22.01.01 This Chapter on Forest accounts describes primarily the financial method
and procedure to be observed by the officers of the Forest department in
maintaining and rendering the accounts to the official superiors and
Accountant General These rules are supplementary to the rules in the
Accounts Code volume TIT in general and the rules contained in the
financial publications of Government of Maharashtra in particular. In
addition, they include rules which are peculiar to the Forest department.

22.01.02 Whenever Forest Department executes the works of civil construction as
per the orders of civil authorities, the rules of that department will be
applicable in respect of technical matters and procedure involved in
execution of work, procurement of plants, machinery tools etc.

22.02 Classification of transactions in Forest Accounts

The Forest account is broadly classified in two kinds viz.
(i) Account of timber and other forest produce, store, tools and plants dealt with in

Chapter 23,

(ii) Cash accountdealt with in chapter 24 To 26.
The responsibility for the control of the former and for revenue collection and their
remiftance into treasury rests with departmental officers. The Government Servants
are liable to render satisfactory Account to the A.G. as per the instructions contained
in Account Code Volume ITI Maharashtra and Maharashtra Forest Manual and
Maharashtra Treasury Rules, 1968.

22.02.01 Responsibility of effective check and control of Divisional forest account
bothinrespectof revenues and expenditure rests on the Dy.C.F.

22.02.02 Functions of audit and the principle governing the division of financial
responsibility between Executive Authorities and Accounts and Audit
Authorities in respect of expenditure and collection of Government
money.

1.

Functions of Audit- Audit work is not confined, as many officers
appear to consider it should be confined, to the mere checking of
expenditure as to amount and sanction but it should cover a far wider
field. The audit officer, when conducting his operations, must ask
himself questions of a more searching nature than those relating only
to the correct authorization of any item of expenditure. He must
satisfy himself that in the first instance, the expenditure is really
necessary, that the scheme or transaction to which it related is being
carried out in the best and most economical way, in short, he must
examine every project involving outlay or loss of revenue from the
point of view of the taxpayer who provides the money and who is, in
consequence, entitled to secure the best possible value for it. His
function is to assist the administrative officer in safeguarding and
furthering the financial interests of Government and of the taxpayer.
To do this, it is obvious that he must often institute enquiries and make



ii.

iil.

requests for information which. to the administrative and executive
departments concerned may appear at first sight to encroach unduly
upon their own functions and to go beyond the proper sphere of audit.
The enquiries naturally cause more resentment when they relate to
actions which administrative exigencies cause to be taken in irregular
fashion but it should be clear that it is just such actions which need the
most careful scrutiny and while Government fully realize that such
irregular procedure is at times caked for and justified by the
circumstances, they are also sure that once the reasons underlying the
apparently vaxations questions put by audit are properly understood,
the administrative departments will cease to regard the audit officer as
one to whom information is to be given in the most sparing and
grudging manner and will rather afford him every facility to examine
the financial side of their work and to advise them in connection with
1t.

Financial responsibility in respect of expenditure and collection of
Government money- Financial responsibility, whether of the
executive or of the Accounts and Audit Department, relates both to
receipts and to expenditure. In the assessment and collection of
amounts due to Government, the primary responsibility is that of the
executive. An Audit and Accounts Office cannot be held responsible
for the assessment or collection of Government revenue. Even when
the Auditor General is required under rule 12 of the Auditor General’s
Rules, to audit receipts, this responsibility of the executive is not
affected or transferred. The ordinary function of the Accounts and
Audit Department in relation to Government receipts is confined to
ensure that the amounts collected are properly brought to account in
the Government books. In the matter of expenditure of Government
money, the Audit and Accounts Department is responsible for
ensuring that expenditure is regular and proper and that the system of
accounts is such that, provided the facts recorded in original
documents are true, there can be no loss of Government money. But
the administrative and executive officers must always remain
responsible for the correctness of facts in the original documents.

(a) Distribution of responsibility for the audit of financial
transaction between revenue collecting authorities and the
Audit Departments- The primary object of inspection by the
Audit Department of treasuries and departmental offices is to
assist the Heads of Departments and offices in maintaining an
efficient system of regularity and control of financial transaction
committed to their charge. Itis not intended that those authorities
should be relieved of their responsibilities in the matter of
frequent cheek and supervision. An inspection by the Audit staff
does not and cannot extend to a detailed examination of each and
every item of receipt and expenditure or other transaction that
occurs in an office or a department. An Audit inspection. which
only supplements inspection and supervision by administrative
and executive authorities, can do more than see generally that the
rules prescribed for the guidance of those authorities in the
manner of financial transitions are being duly observed and
bring to notice any irregularity or want of attention on their part.
The Audit Department is responsible for seeing that the
procedure observed at treasuries and departmental offices meets
all the requirements of audit, the accounts are properly
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22.03 Generalinstructions

22.03.01

22.03.02

22.03.03

22.03.04

maintained and the orders in force regarding the custody and
handling of cast and stores are observed. In fact any suggestions
by Audit for safeguarding the financial interest of Government
should be given special attention. The above is in general terms
the limit of the audit responsibility.

(b) The Inspecting Officer from the Audit Department is not
required to verify by count the balance of cash, stamps, opium or
other stores. This duty devolves on the administrative and
executive officers of the respective department. The need of
careful verification of cash and stores cannot be too strongly
emphasized. Such verification if properly carried out by local
authorities at frequent intervals, should act as an effective
deterrent against misappropriation or a means of detecting losses
or irregularities before they had time to assume major
proportions. Those entrusied with safeguarding the financial
interest of Government are expected to exercise their full quota
of vigilance and not be lulled into a false sense of security by the
idea of inspections by the Audit Department.

iv. Forregulations for the conduct of audit of receipts and of stores and
stock accounts, see accompaniment to F.2797/33 of 8th May 1939,
which have been printed also as appendices 1 and 2 to the Audit Code,
Ist Edition, 1939,

Government Servant receiving money on behalf of Government must give
a receipt. This receipt should be in Form (Bombay- Fin. R., Form No.1)
and signed only by a responsible officer who should satisty himself at the
time that the amount has been entered in the cash book. The blank receipt
books should be kept in a safe custody of the officers who issued them.
[Annexure 22.01]

If the money is received in payment of a grazing license or rated pass, no
separate receipt should be issued.

The Government servant who handles Government money should not,
except with the special sanction of the head of the office, handle also, in his
official capacity the money which does not belong to Government. Where,
under any special sanction. the Government servant deals with both
Government and non-Government money in his official capacity,
Government money should be kept in cash box separate from the non-
Government money and the transaction related to the later should be
accounted for in a separate set of books and kept entirely out of
Government accounts.

The cash kept in cash chest should be counted at least once in a month by a
Gazetted Officer not below the rank of A.C.F. who will record a note in the
cash book showing the date of examination and the amount in words. The
balance by actual counts should be compared with the cash book balance
and the excess or deficit if any noted in the cash book must reported to the
immediate superior. The counting of cash should be done on the last
working day of each month immediately after closing the cash account of
the month. But where this is not possible the cash balance may be counted
on the first working day of the following month before any disbursement is
made on that date. (F.R. 10.and 11).



22.03.05 (i) Members of the office establishment should not be entrusted with
Government money, except as advance by cheque on account of the
pay of office establishment and for contingent charges, which should
as a rule be made payable to the steno or camp clerk, nor should they
be authorized to receive payment for forest produce. All subordinates
who have the custody of Government money or who deal with the
collection of the forest revenue should be made to furnish security in
accordance with F.P.1-40 and the rules in Chapter 13 of this Volume.

(i1) Head of offices may allow responsible heads of branches or sections
in their offices, who have furnished adequate security, to keep the cash
balances standing in their names. The responsibility for the safe
custody of the same rests with the officers themselves.

22.03.06 (i

) Duplicate copies of receipts or vouchers are in no case to be issued by
any Government officer on the pretext that the originals are lost or
missing. If necessity arises for such a document, a certificate may
however be given that, on this specified day a certain amount was
received from or paid to a certain person.

(i) This prohibition extends only to the issue of duplicates on the

allegation that the originals are lost, and does not apply to cases

where, under existing rules, duplicates are required to be prepared
with the originals.

22.03.07 Itis a general rule that departmental receipts should not be appropriated to

meet departmental expenditure except with the sanction of the competent
authority. However an exception has been made in the case of Forest
Department and cash receipts of the Forest Department are permitted to be
used for meeting immediate local expenditure, only under the express
orders of the Dy.C.F.
If on the date of closing account any sum of revenue remains in a
disburser’s hands, which he is unable to remit to the treasury. he may treat
the unremitted revenue as "Forest Advance" for expenses during
succeeding month and submit a voucher for the amount with cash account.
Nothing in this para should be taken as allowing large sums to be kept
unremitted and in no case should revenue in excess of the amount
permitted by the above rules be retained unremitted. On receipt of the cash
account and the voucher, the Divisional Forest Officer should debit the
amount to "Forest Advances” by per contra credit to 2406 forestry and wild
life under appropriate head of expenditure account and make a remittance
to the treasury by cheque foran equal amount.

22.03.08 Bombay Financial Rules, 1959
Rule 57 Money not to be withdrawn from the Treasury unless required for
immediate payment.—No money should be withdrawn from the treasury unless
it is required for immediate payment. It is not permissible to draw advances from
the treasury either for the prosecution of works. the completion of which is likely
to take a considerable time or to prevent the lapse of appropriations.

Rule 58. Requirements for incurring expenditure on a work or other object—
Expenditure can only be incurred on a work or other object
(i) I sanction of competentauthority has been obtained as required by any
statutory rules or by any orders, general or special, issued there under
by competent authority, e.g. the rules in any authorized code,
(ii) If funds to cover the charge during the year have been provided by
competent authority, and
(iii) If nobreachofany of the canons of the financial propriety is involved.
Note :- The canons of financial propriety are reproduced below for
ready reference.
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22.04

22.05

22.06

Canons of Financial Propriety

(1) Every public officer should exercise the same vigilance in respect of
expenditure incurred from public money as a person of ordinary
prudence would exercise in respect of expenditure of his own money.

(2) Money borrowed on the security of allotted revenues should be
expended on those objects only for which, as provided by rules made
under the Act, money may be so borrowed. If the money is utilized on
works which are not productive, arrangements should be made for the
amortization of the debt.

(3) No authority should exercise its powers of sanctioning expenditure to
pass an order which will be directly or indirectly to its own advantage.

(4) Government revenues should not be utilized for the benefit of a
particular person or section of the community unless
(a)  Theamountof expenditure involved is insignificant. or
(b) A claim for the amount could be enforced in a court of law,

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

(5) The amount of allowances, such as travelling allowances, granted to
meet expenditure of a particular type, should be so regulated that the
allowances are not on the whole sources of profit to the recipients.

Vigilance in Respect of Public Expenditure and Revenue

The Drawing officer is responsible to ensure that----

i. Vouchers are prepared according to rule.

ii. The money is either required for immediate disbursement or has already been paid
from the permanent advance.

iii. The expenditure is within the available appropriation.

iv. All steps have been taken with a view to obtain an additional appropriation if the
original appropriation has been exceeded oris likely to be exceeded.

v. Incaseof contract contingencies, the proposed expenditure does not cause any
excess fixed for these contingencies. (Rule No. 13, M.C.E. rules, 1965)

Security to be furnished for handling Govt. cash by subordinates

Subordinates entrusted with the collection or custody of cash, store, service postage, stamps or
any other property may be required to furnish security in one of the forms mentioned below the
amount being regulated according to the circumstances and local conditions in each case under
the sanction of competent authority. The amount of security should be adequate to keep the
cash balances standing in their names. responsibility for the safe custody of the cash resting
with officers themselves. The forms of security (personal security bonds with two sureties has
been prescribed rule 51 in F.P.1 Appendix 3 of BFR rules.

[Annexure 22.02]
NOTE: - Details instructions for securities to be taken from forest subordinates are given in

chapter 13.

Personal Ledger Account (PLA) of non-Government Money

If a Government Servant receives in his official capacity money which are not Government
dues, the deposit of which in the custody of Government has not been authorized by
Government, he must not credit such money to the public account. Personal Ledger Account
should be opened by Government Servant authorized to administer the funds. Government
Servant will be personally responsible for utilization of the money in strict conformity to the
rules and regulations.



—— CHAPTER 23 ——

ACCOUNTS OF TIMBER, OTHER FOREST PRODUCE,
STORE, PLANTS AND LIVESTOCK

23.01 Objects of Revenue and Timber Account

Account of timber and other forest produce provides information regarding works of
harvesting of forest produce, cost of works and links the account of harvesting etc. to the
revenue and expenditure accounts. These accounts should exhibit the details of transactions
such as felling, collection, logging. movement, storage, classification, sale, dispatch, recovery
of sale proceeds of timber and other forest produce. These details are linked with costs so that
the work can be checked, inspected, audited or verified appropriately at each stage. The system
of these accounts should also meet the requirement of laws related to the forests, particularly
the rules regarding transit of timber and other forest produce. This chapter deals with accounts
of timber and other forest produce.

23.02 Harvesting of Forest Produce by Departmental Agency

23.02.01

23.02.02

Marking of Trees

The works of harvesting of forest produce for providing silvicultural
treatment to the forest commences as per the programme of execution of
such works are laid down in the Working Plan. When such areas are due for
working, the coupes are demarcated and marking of trees for felling is
done. The marking of timber and fuel wood trees or poles is done as per the
marking rules prescribed in the Working Plan. The record of marking of
trees to be felled is maintained in register of marking as per [Annexure
23.01] showing marking list and title sheet bearing details of compartment,
coupe under working, year of operation. The marking list bears Sr. No. of
trees, the species, the girth of each tree at breast height, the quality of the
wood. Specific remarks if any are also given. Abstract of the marking is
drawn at the end in this marking list. The abstract of the marking forms the
basis of the estimate of working of the coupe, showing probable yield of the
coupe. All such records must be compiled grid-wise.

Marking record should be personally verified by A.C.F. and DCF/DFO
before starting the felling. The details of marking of poles for thinning,
improvement operations, C.B.O., removal of dead and diseased wood from
subsidiary silviculture works should also be maintained in marking
register with necessary modifications to be made locally as per the
requirement,

Planning of Marking The marking is carried out one year in advance of
the departmental working of the coupe, which gives sufficient time to
prepare estimate of working.

23.03 Departmental Works

23.03.01

Departmental works are started as per sanctioned annual plan of operations
which is prepared according to sanctioned working plan/schemes.
Schedule of working areas is sent by DCF/DFO to R.F.O. The R.F.O. may
also in turn compare the schedule received from DCF/DFO with the
sanctioned working plans/ schemes and may point out omissions to




DCF/DFO for updating the schedule particularly about the treatment of
plantations, cultural operations thinning etc. The R.F.O. should inspect the
working areas and assess the feasibility of working of the same and submit
feasibility report to A.C.F. and DCF/DFO. Marking of the coupe should be
taken in such areas as are feasible in consultation with A.C.F./DCF/DFO.
Marking should be done as per the prescriptions of working plan.

R.F.O. should submit the register of marking as per [Annexure 23.01] in
triplicate to DCF/DFO. It should contain details of working circle, felling
series, year of working, system of working, map of the coupes with
certificate of demarcation., areas under different treatment, detailed
marking list abstract of marking by each treatment and section of the
coupe, estimate of the out turn, impression of marking hammer, certificate
of marking officer-R.F.O., inspecting officer i.e. A.C.F. regarding
completion of correct marking as per Working Plan Prescriptions.  Since
this forms the basis of all further operations, local modifications may be
made in the list with the approval of C.C.F.(T).

23.03.02 R.F.O. should also submit a detailed report on coupe working giving
locations of coupe, sale depot., distance from coupe, estimate of cost, yield
and revenue obtainable from the coupe, suggesting method of working,
duration of working, programme of working, source of Labour, nature of
each work required to be carried out as per sanctioned schedule of rates,
cost of working of coupe Departmentally or through F.L.C.S. The estimate
of coupe working should be submitted by R.F.O. to DCF/DFO through
A.C.F.incharge of Range.

23.03.03 Sanction to The Weork--- On receipt of the estimate A.C.F. should
personally inspect the coupes and scrutinize the items, certify the
quantities, rates and issue certificate to that etfect. He should also verify the
estimated outturn and revenue on the basis of his inspection. He should
also propose the name and designation of R.F.O./Forester, who will be in
charge of the work and will be responsible for all operations in the coupes.
On receipt of estimate, DCF/DFO should scrutinize the same and accord
technical sanction to the work. He should accord administrative approval
to the each coupe estimate prepared as per the wage board schedule of rates
sanctioned by the C.C.F.(T) subject to budgetary regulations and
availability of grants. The grants should be asked for in advance budget.
Where it is necessary to undertake the coupe work departmentally due to
withdrawal or failure or neglect to execute the agreement or take charge of
allotted coupe within the prescribed period by F.L.C.S., he should
specifically submit proposals to C.C.F.(T) who after taking review of
available grants will accord sanction to the coupe work as per
rules. DCF/DFO will return two copies of sanctioned estimate to R.F.O.
who would in turn hand over one copy along with marking record to the
officer in charge of coupe working. The sanction given to work will be
entered on register of sanctioned works as prescribed by concerned
C.C.F(T).

23.04 Harvesting
23.04.01 Harvesting is done departmentally by Forest Department and through
F.L.C.S. The estimate of work should bear all items of expenditure

including sanctioned coupe depots. Planning of work should be done for
each operation.
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23.04.02 Felling & Logging

23.04.03

23.04.04

(I) Jungle Register Details of felling are entered in jungle register. This
register provides information on logging, felling, transport and
corrected measurements at sale depots and abstract of coupe work,
information of species, girth at breast height, date of felling, log sr.
no., Measurement of each log, details of transport to sale depot, sale
depot no. and measurement and movement of the material is obtained
at a glance from this register. This register forms the basis of account
of coupe working. This register is to be maintained as per [Annexure
23.,02]. Itis also called jungle register.

(ii) Felling Register Register of felling is kept as per [Annexure 23.03],
in the coupe. The title sheet of the register gives trees actually felled,
details of felling done by each labourer or Labour gang. Abstract of
felling done by each labourer or gang leader is prepared periodically
for making payment to labourers.

(iii) Logging Operations Trees felled are logged on the stump site. They
are given chisel number in serial order and passing hammer on the
stump. Logs are also given bata number on stump to facilitate
recording in register of felling and logging.

(iv) Fashioning Register This register shall contain the fashioning of the
logs done wherever necessary to obtain maximum revenue to
government. [t contains, log no, tree no., species, initial measurement
at stump site, measurement after fashioning and the difference
between two measurements and the dispatch of material as per

[Annexure 23.04)

(v) Dragging Operations Record of movement of timber, firewood up to

coupe depot by dragging/local carting is to be maintained.
|Annexure 23.05]

Preparation of Firewood

Register of preparation of fuel stacks is maintained for each section.
Suitable abstract may be maintained for payment to Labour. Part
payments/payments may be recorded on contractors and disbursers ledger
for the sake of control.

Carting/Transport of Timber etc. and Carting Challans

(i) Timber/fuel is dispatched from coupe along with carting challans in
quadruplicate containing details of Serial no. measurement and
volume of logs, number of poles. The carting challan is accompanied
by transit pass. The necessary details are to be kept in the coupe
dispatch register.

[Annexure 23.06]

(ii) Progress Reports of Departmental Felling and Carting
Fortnightly progress reports of felling, logging and transport to depots
should be sent by Exploitation Officer incharge of coupe working to
R.F.O. in duplicate. One copy of this report should be sent to A.C.F.
who will consolidate the same by each range and put up the same
toDCF/DFO for perusal. These reports may be submitted till the work
on particular coupe is complete, last report stating that the work is
complete and reports will be discontinued thereafter.



23.05 Establishing Depots of Timber and Other Forest Produce Records at Sale Depot

23.05.01 Depots-- Under the system of Government working including working
through F.L.C.S., two classes of depots, namely Forest/ Coupe Depots and
Sale Depots are established. Brief description of the same is as under-----
(i) Forest depot / Coupe Depot— to which material is dragged or

transported from the coupe up to suitable loading point. DCF/DFO
shall decide the location of the forest depot in consultation with in-
charge A.C.F/R.F.O.

Note:-In some cases special plots will be set aside as 'Forest Depots';
in others, the areas where the fellings have been made will be
considered as 'Forest Depots'. Sale of the forest produce and delivery
of specified material to Industries should not be effected from forest
depots.

(ii) Sale Depots---Sale depots are established as (1) Local sale depots for
sale of inferior material, transport and handling of which will not be
economical at central sale depots. (2) Central sale Depots are
established for sale of valuable timber and forest produce where
material from one or more Divisions or circles may be brought and
sold in organized manner. (3) Annual programme of sale of material at
all central sale depots should be prepared by C.C.F.(T) and
coordinated by P.C.C.F.(P&M) for the entire State considering the
sales of Forest Department and FDCM and sales of adjoining states.
Note: - Forest colonies, checking Nakas etc. where material seized in
offence cases is kept and sold are not classified as sale depots. Details
and location of all such material should be kept by the R.F.O. and
A.C.F. in their office. Annual stock verification of such material
should be done by R.F.O. Balances should be worked out during such
stock taking and disposal monitored by concerned A.C.F. All timber
of superior species including valuable poles in offence cases should
invariably be brought to local or central sales depots for sale as soon as
the offence case is decided.

23.05.02 On receipt of material at sale depot measurements are carried out and
recorded in sale depot (measurement) register. Measurements recorded at
sale depot are also recorded on all three copies of challan received from
forest/ coupe depot. Copy of the challan is sent back to coupe depot officer
who will take entry of corrected measurement on jungle Register. The
figures of outturn (volume) are reconciled on the basis of sale depot
measurements in the Jungle register and are adopted for timber account.

23.05.03 Preparation of Lots
Lot register- After classification of timber at sale depot. lots are prepared.
Details of measurements of logs in volume and classification is recorded in
lotregister.

23.05.04 Recording of measurements of fuel stack and charcoal are done in separate
register.

23.05.05 Sale Register
Sale of timber and fuel is recorded in sale Register. Itis a consolidated form
giving description of timber, fuel sold, date and amount of sale, authority
for sanction of sale, details of payment of sale value, depot rent, interest,
GST thereupon and particulars of delivery. Similar form is maintained for
fuel and charcoal and other M.F.P. also. Disposal of timber and fuel is to be
maintained in register of disposal.

MFM Vol-1] 157



23.06

23.07

Maintenance of an account of timber and other forest produce

(i)

(i1)

(iii)

The Account of timber and other forest produce is required to be maintained in such
details that it will be possible to obtain classified information of forest produce extracted
and sold/supplied and revenue realized from each source i.e. coupe and sale depot etc. at
Range level and Divisional level into major, minor and detailed heads of revenue
accounts, This information is also required to be furnished for including the same in
working plan and Annual Administration Report.

The minor head also includes processing units etc. Separate procedure is adopted for
accounting of timber supplied to the processing units, the account of which is maintained
oncommercial basis.

Separate procedures of account are provided for tendu, Apta. (Minor Forest produce is
also allotted to Tribal Development Corporation as per demand).

Accounting in Depot

23.07.01 Depot forms and Returns
(i) Ineach depot whether it is a sale depot or a forest depot a register of
receipt will be kept in the form [Annexure 23.07] in which will be
entered all stock as it arrives.Register of disposal in the form of
[Annexure 23.08]. showing all stock dispatched to other places, sold,
or otherwise disposed of will also be kept. Separate registers will be

kept for: -
(a) Timber including drift and waif wood for receipt as well as
disposal.

(b) Bamboo, fuel, grass, hirda, rosha and other produce.

(ii) (a) The number and measurement of the logs and scantlings must be
entered daily in the Register of Receipts as they are taken charge
of by depot in charge after receipt of the material. In case of sale
depot, number will be entered on the receipt, followed by the
entry in respect of volume as taken in the depot measurements at
sale depot.

(b) Logs and scantlings when sold will be stamped with such sale or
other marks as may be prescribed in accordance with the relevant
rules and instructions issued by the competent authorities in that
regard from time to time.

23.07.02 Stock taking at Depotetc.

(i) The depot will be in the charge of a Depot Officer, normally of the
rank of R.F.O. or a Forester in case of small or temporary depot. The
Depot officer is responsible for accounting of receipts and issues and
proper classification as per standards prescribed, numbering,
stamping, stacking, arranging lots, sale and issuance of Transport
permit to forest produce for dispatch of the same to its destination after
sale. as per the terms and conditions of the sale.

(ii) (a) A return will be submitted from each sale Depot to the Dy.C.F.

about the receipt & disposal of forest produce.

(b) A summary will be prepared by the Dy.C.F. from the returns
received for each Depot and submitted to the C.C.F.(T) every
month. The receipt and issues of forest depots will be shown
separately from those of sale Depots.

(c) A register will be kept in the Divisional office showing details of
timber and other forest produce credited in the Depot returns and
the quantity for which contractors were paid. It will be posted
regularly that it may serve as a check against over payment to
transport contractor in particular.



23.09

(ii1) Stock at each sale depot must be counted monthly by the Depot
officer. The figures should be corroborated with the monthly return of
receipt and disposal, submitted to the DCF/DFO. This verification
should be done by the R.F.O. in charge of the Range under whom the
depots are placed or the territorial R.F.O. in charge of the Range under
whom the depots are maintained by the Foresters.

Stock verification should be done once in July and in January based on
the stock at hand, or when specifically assigned by DCF/DFO.

The DCF/DFO must physically verify the stock ateach Depot once in
a year. The A.C.F. should carry out 100 % verification of all the
produce once in a year. The depot books should be balanced at the time
of counting the stock. A report of each stock taking should be
submitted by the R.F.O. to the DCF/DFO and by A.C.F. and
DCF/DFO to the C.C.F.(T)/C.F.(T) in the stipulated months.

(iv) Bill Book-A bill book must be used for timber and other produce sold
from depots. After each transaction, the bill may be given to the
purchaser while the counterfoil will form the depot copy. Payments
made from time to time by the purchaser should be noted on the
counterfoil by entering the receipted treasury challan of the number,
date and amount.

23.07.03 Use of Timber etc. for Departmental Works

(i) Records of timber and other forest produce used for departmental
works viz. buildings, bridges, roads. boundary lines, etc. should be
maintained in each range office and in each independent sales depotin
charge of Range Forest Officer., A copy of the same should be
submitted monthly to the DCF/DFO by the R.F.O. concerned or the
RFO. in-charge of the sale depot, as the case may be.

(ii) The full value at scheduled rates of timber or other produce used in
departmental constructions should be debited to the work concerned.
When a Government department provides sawn material for such
works, the full value of the material including cost of sawing must be
credited to the concerned saw mill.

(iii) To obviate any misuse of such material, the following procedure is
prescribed
(a) 1In each case the R.F.O. should submit to the DCF/DFO an

estimate of the produce required, stating the source from which
he can conveniently bring it. As far as possible produce should
be procured from a forest Sale Depot.

(b) If construction works of the Forest department are entrusted to
contractors, and if it is possible to supply timber required for the
works tenders should be invited on the specific condition that the
timber will be supplied by the Department and the contractor
will be charged the value of the material at sanctioned Scheduled
Rates plus 10 per cent supervision charges

Saw Mill Operations/Commercial Undertakings

The Forest department operates saw mill at Allapalli, The accounting of departmental saw
mill has been prescribed in the manual of the commercial undertaking of the Forest
Department.

Account for Sandalwood Operations

Sandalwood operations are not carried out in the State for want of exploitable material. The
seized sandalwood in the offence cases is to be disposed of as per the government directives.
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23.10 Accounting of drift and waif wood and Forest Produce exploited by purchasers, right and
privilege holders ete.

23.10.01 Drift and Waif Wood — Receipt of drift timber should be taken in a register,

23.10.02

23.10.03

as soon as it is received, permitting statutory period of two months for
receiving any claims on the same. If no claims are received the material
should be disposed of and entry taken accordingly.

Exploitation of forest product by purchasers, right and privilege
holders ete. For all timber or other forest produce sold otherwise than from
a depot, a permit in prescribed form must be given before any of the
aforesaid produce can be removed by the purchaser. This permit or license
will be issued under the rules prescribed by each C.C.F. for his Circle. The
officer issuing the permit may receive either cash, or a treasury challan as
proot of the payment, Permit forms shall be kept in bound books and bear
printed serial numbers. Each permit issued shall be filled in by the officer
issuing it in the original as well as in the counterfoils and be provided with a
serial number for the forest year. All amounts of produce and of money
shall be written in words as well as in tigures.

The books of licences should be periodically examined by the Dy. C. F. the
returned licences being checked with their countertfoils and with the entries
of the amounts realized on their account in the cash book or in the original
accounts of the officer who issued the same. and an explanation called for
as regards any licenses missing or unduly delayed.

Free Grants etc. All free grants of timber or other forest produce will be
entered in a register in the divisional forest office. A separate permit book
should be kept for such grants in the range forest office and it will serve the
purpose of the registerin that office.

23.10.04 Forest Produce seized in offence cases

(i) A register of forest produce and other property seized and disposed of
otherwise than under Section 68 of the [.LF.A.; in accordance with the
forest law or rules in force, will be kept by each Range Forest Officer,
He should submit monthly returns in the same to the DCF/DFO. A
divisional register should be maintained for each division in which
returns fromranges should be consolidated.

(ii) In cases disposed of under Section 68 of the LLF.A. compensation
levied should be shown under budget sub head:- 0406-03-800 other
receipts-compensation-fines and forfeiture. The value of forest
produce seized and subsequently released after recovery of the same
should be shown under the appropriate revenue head 0406-01-101.

23.11  Transportof Forest Produce

23.11.01

Regulation of Transport- All departmental transport or timber and
other produce will be regulated in accordance with the following rules
(i) Printed forms of challan (in bound books) should be used for the

purpose and DCF/DFO should be responsible for the custody, receipt

and issue of the challan books.

The challanis in 4 parts as shown below—

Part I - Counterfoil.

Part II- An advance copy and a voucher

Part III- The flying copy, and

PartIV- The cartman's (or transport contractor's copy)



(i1) The dispatching officer shall fill by carbon process all the entries. for
which he is responsible. in the four parts of the challan at the time of
loading after due verification of the material and hand over parts 11
and 1V to the cart man or the transport contractor and send part II direct
to the receiving officer as early as possible. If any case of loss of any
part of a challan in transit occurs, the fact must be reported
immediately to receiving and dispatching officers and to Divisional
Forest Officer direct as soon as the loss is discovered.

(ii1) Assoon as the material reaches the receiving depot, the cart man or the

transport contractor or an agent on behalf of either shall present part
III and IV of the challan to the receiving officer who shall get the
material unloaded at a suitable place and shall check the contents of the
sanctioned rates in the challan with the actual material and make
necessary corrections regarding discrepancies, if any. The receiving
officer shall also tally Part IT of the challan, which he will receive from
dispatching officer, with part Il and IV, Part IV of the challan shall be
handed over to the cart men or the transport contractor or his
authorized agent and part III shall be returned to the dispatching
officer.
If discrepancies are noticed in part Il and III of a challan, the fact will
immediately be reported to the DCF/DFO for his orders. In the
meanwhile, the payment for transport based on the actual quantity of
timber carried, less the cost of timber found short, if any, will be made
to the cart men. In the case of transport contractors, the adjustment on
account of shortage will be made at the end of month or other suitable
periods by setting off the excess brought against the shortages. This
excess or shortage should consist of all bonafide material shortage not
being loss and excess not being replacement by improper means.

(iv) The agency, through which transmission of parts I1 and 11 of challan
may take place shall be decided by the DCF/DFO, for each locality.

(v) The dispatching officer, on receipt of part Il of the challan shall
endorse part 1 to the effect that the consignment has been received
correctly or otherwise and paste part 111 on part I in the challan book.

(vi) Counterfoils (part I), when challan books are completed shall be
returned by the issuing officer to the Range Forest Officer without
delay for check and comparison. Any delay in returning such books
after issue of the last should be reported by the Range Forest Officer to
the DCF/DFO. The Range Forest Officer will after checking the
challan books in the manner prescribed to that effect forward them to
the DCF/DFO within a month of their receipt from the issuing officer.

(vii) The Range Forest Officer's check shall extend to comparison of parts 1
and II in the challan books and the entries in the registers concerned
and with Part IT whenever possible. The Divisional office check shall
extend to comparison of cash book with part II (vouchers) of challans.
A further check shall be exercised by the DCF/DFO or any Gazetted
assistant in comparing part [ with part 11l and the entries in the register
to reasonable extent which may not be less than 15 % of the entries and
a certificate will accordingly be recorded on the completed challan
books.

(viii)Any material shown in part I by the dispatching officer and for which
part 11T is not yet received should be shown as "In transit" and will
remain as part of the dispatching officer's stock till part IIT is returned
to him.

(ix) Incases, when the material is transported by the Transport Contractor,
he shall prepare the bill to that effect, duly supported by the challans
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23.12

(part IV} in respect of each such claim and shall present the same either
to the dispatching officer or receiving officer or Range Forest Officer,
as the case may be, in accordance with instructions from the
Dy.C.F./Sub-DFO of independent sub-division. The officer receiving
the bill shall verify the claim with part II of the challans and with
entries in the appropriate registers, He shall then forward the bill, parts
IV and his report to the DCF/DFO, who will make payment and return
part IV to the contractors.

23.11.02 Register of Payment to Transport Contractor

In divisions where the transport of timber and other produce is entrusted to
a contractor on a contract basis, a register will be kept showing the details
of timber and other forest produce credited and the quantity for which
contractors were paid. It will be posted regularly and balanced monthly in
order that it may serve as a check against overpayments. The register will
be maintained by the Range Forest Officer and also by the DCF/DFO the
latter making all entries of payments made by the Range Forest Officers
also onreceipt of intimation of the same periodically.

Monthly Timber Returns

(i)

(ii)

The following returns will be submitted monthly by each Range Forest Officer to the
Dy.C.F./Sub-DFO of independent sub-division

(a) Receipts and issues of timber and other produce indepots.

(b) Sales of produce cut and collected by government agency.
Range Forest Officers in charge of independent sales depots will likewise submit
monthly returns to the DCF/DFO. The returns will quote, wherever possible, references
to voucher numbers in the month's cash accounts, in support of the receipt and disposal
entries to facilitate checking by the DCF/DFO.

(iii) The DCF/DFO will prepare divisional returns from the returns received from each range

and sales depotin charge of independent Range Forest Officer, and submit the same to the
C.C.F.(T) every month. Each description of produce will be grouped by detailed heads
and sub heads separately under each depot and the numbers and quantities will be
totalled separately.

Note (1) :- For the purposes of this paragraph, every coupe where fellings have been
made will be considered as a "depot” in addition to the regular "sales" depots and
"Forest" depots.

Note (2) :- The "gross yield" is the total volume or quantity of all produce felled or out,
whether removed and utilized or not. The "outturn” or "net yield" comprises of such
portion of the gross yield as has been or will be utilized.

(iv) (a) The details of all forest produce extracted from the forests by the Forest Department,
purchasers, the Tribal Development Corporation, FLCS etc. shall be incorporated in
the monthly statement to that effect.

(b) The return of revenue outstanding will be submitted quarterly by to the DCF/DFO and
by each DCF/DFO to the C.C.F.(T) afterconsolidation.

Maintenance of Record

(i) A register of all sales effected during each month will be maintained by each Range

Forest Officer and DCF/DFO and a copy of the monthly entries submitted.
(ii) The sales or contracts will be serially numbered in the Divisional Office starting with 1st

April ineach year.

(iti) The record of instalments due, paid and outstanding should be maintained in the Range

offices and divisional offices. A copy of the monthly statement to that effect, should be
submitted by each Range Forest Officer and Range Forest Officer in charge of an
independent sales depot to the DCF/DFO.



An abstract should be prepared in each month by the DCF/DFO and submitted to the
C.C.F.(T). This abstract shows the position of recoveries and outstanding in detail giving
an analysis thereof.

23.14 Checking of Timber Returns

Before signing the timber returns the DCF/DFO should check the various forms on the

following lines and satisfy himself that they are correctly prepared :-

(i) The opening balance should agree with the closing balance of the previous month. The
receipt and disposal of the produce worked departmentally should agree with the same
figure shown in the range return.

(ii) The sales shown in the range return and the volume disposed of by sale should agree with
the quantity and amount of sales effected.

23.15 Miscellaneous Register

This Register is required for maintaining the record of miscellaneous demands such as
extension fees, fines and penalties recoveries from contractors, deficit recoveries of grazing
dues (where leviable) etc. which de not find place in the sales Register or Register of
miscellaneous demand be maintained in each range office and Divisional Office. This Register
should be scrutinized and signed by the Range Forest Officer and DCF/DFO each month and
the progress of recoveries must be monitored. The C.C.F.(T) should inspect this Register
during his office inspection.
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24.01

—— CHAPTER 24 ——
CLASSIFICATION OF FOREST RECEIPTS
AND EXPENDITURE

Account Classification

Centre has prescribed structure of account classification to be followed by the States in order to
bring uniformity in the accounts classification. Detailed classification is contained in
publication of Government of Maharashtra "List of Major and Minor heads of account”.

24.01.01 Alterations in the authorized arrangements for detailed heads can be made
by the State Government in consultation with the Comptroller and Auditor
General.

24.01.02 Revised structure of classification introduced from Ist April 1987 with

Coding

(i) Major heads- Four digit code has been allotted to the major heads, the
first digit indicating whether the major Head is receipt head or
Revenue expenditure, Head of capital expenditure or Loan Head:
Adding 2 to the first digit of the Receipt Head even or odd in a series
will give the number allotted to the corresponding Revenue
expenditure head, adding another-2- the capital expenditure head and
another 2- the Loans head of account. i.e. 0406 Receipt head for
Forestry and wildlife 2406 The Revenue expenditure head for
Forestry and wild life 4406 Capital outlay on forestry and wildlife
6406 Loans for forestry and wildlife. Codes are provided for
contingency fund, state provident fund (8005) and forest remittances
(8782)in the series of 8000.

(ii) Sub Major Heads - A two digit code has been allotted, the code
starting from "O1" under each major head where no sub major head
exists, it is allotted a code of "OQ". Nomenclature "general" has been
allotted code 80, so that even after further Sub Major heads are
introduced, the code for "General" will continue to remain the last
one.

(iii) Minor Heads - These have been allotted a three digit code. the codes

starting from "001" under each Sub major/major head (where there is
no sub major head) Codes from 001 to 100 and a few codes from 750
to 900 have been reserved for certain standard minor heads. For
example Code "001" always represents- Direction and
Administration.
Non standard minor Heads have been allotted codes from "101" in
revenue expenditure series and "201" in Capital and loan series where
description under Capital/Loan is the same as in the revenue
expenditure section. The code number for the minor Head is the same
as the one allowed in Revenue Expenditure Section. Code numbers
from "900" are always reserved for deduct Receipt Deduct
Expenditure head.

(iv) Sub-head and Below- Minor heads are further divided into sub heads
and detailed heads which represent schemes proper. They are allotted
a Computer code. Each sub head with detailed head with a computer
code represents independent scheme.

(v) Standard two digits object heads have been prescribed for classifying
expenditure under each work or independent scheme.
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24.02

24.03

24.04

Capital and Revenue Expenditure

Expenditure is either "Revenue" or "Capital: The basis of the distinction is that expenditure
which would, in the event of the undertaking being a commercial one, be met out of the revenue
or income of the undertaking should be treated as "Revenue" and that which would be regarded
as capital outlay should be treated as "Capital". The question whether any particular
expenditure in a commercial undertaking is debitable to "Capital” or to "Revenue" is
determined in the case of a new undertaking by the consideration that all initial outlay on first
construction and equipment and all outlay on maintenance thereof until the undertaking
reaches a productive stage are a "Capital" charge, and in the case of an existing undertaking by
the consideration that expenditure which improves the earning capacity of the undertaking,
equivalent in the case of a forest to the yield capacity, is a "Capital" charge and that which
merely maintains the earning capacity atits previous level is a "Revenue" charge.
"Revenue" expenditure comprises, besides working expenses incurred on the
production of revenue and on the realization thereof, all charges that are necessary for
the maintenance of forests (after they have commenced to yield revenue) up to a
proper standard of efficiency, i.e.. the cost of all operations in connection with the
conservation and regeneration of forests, including the replacing of forest crops by
artificial means after harvesting, which may be required from year to year to
maintain the forests in a state of normal efficiency.

Transaetions with other departments & Governments

(1) Adjustments with other departments and Governments in respect of supplies made or
services rendered by or to the Forest department should be regulated by the directions
contained in Chapter IV of Account Code, Volume I. Detailed instructions in this
regard are issued in Rule 44 of the Manual of Contingent Expenditure (Maharashtra
Contingent Expenditure Rules 1965, (Rule No. 44 and Appendix V thereto)

Note :- 1) The cost of the stationary supplied by the Stationery department and of printing
work done at places of the Maharashtra Govt. for the Forest department will not be
charged to that department.

Note :- 2) As per Government of India instructions, it is incumbent on the consuming
department to arrange with the producing department, in preference to any other agency,
for the supply of their requirements to the extent they can get it. The supplying
department should cover the cost of production and the department supplied should
receive it for a price, which is less than that in the market. Acceptable terms can only be
arrived at by negotiations and agreement between the departments.

(i1) Recoveries of payments made in cash: - Recoveries of payments made in cash should
be treated like other revenue receipts or service payments as the case may be.

(iii) Transactions with the Central Government.:- Transactions of recovery Modified of
value of material supplies or services rendered should be made on cash payments.
(G.N. of 22-2-1966 see rule 44 of M.C.E. Rules)

Forest Remittances

Generally all sums paid into treasury by a departmental officer or on his account, should be
debited to forest remittance 0400, forestry and wildlife irrespective of whether remittance is
made in cash or cheque. Similarly, the value of all cheques drawn should be credited to 8782
cash remittances irrespective of whether or not they are cashed at once.

Whenever the payment is being ordered to be paid by the department and officers, they should
give adequate classification of major head, sub major head, minor head on the challan of
remittance. Description of the exact purpose or object for which the remittance is made should



also be given by the subordinate carrying out the remittance. On receipts of challans or

payment for carrying out remittances, R.F.Os. and officers above him should give detailed

classification and computer code of such remittances to avoid misclassification. In case of sale
of timber and other forest produce, the name of the depot or coupe, felling series should be
recorded while entering the details in the cash book.

General rules for collection and remittance of Forest Revenue

(i) Departmental receipts may ordinarily be realized in legal tenders, coins or currency Notes
but in certain cases under prior agreement bank drafts, bankers cheques payable on
demand may be accepted.

(i) All sums paid into the treasury by Departmental Officer or on his account should be
debited to forest remittances irrespective of whether a remittance is made by cash or by
cheque. Similarly the value of all cheques drawn should be credited to forest remittances
irrespective of whether or not they are cashed at once.

(i) Members of the Outdoor Staff shall collect dues for petty lease (licensees) dues in offence
cases and such other recoveries as they may be directed to collect by specific order of the
Chief Conservator /Conservator of Forests. They shall grant Money Receipt and remit
the revenue into the treasury without any delay accompanied by challan in triplicate.

(iv) In Vidarbha, grazing dues may be collected through forest subordinates or through
vendors depending on special rules laid down for the purpose

(v) Every sumexceeding Rs. 100/- due on account of lease on forest produce shall ordinarily
be remitted through the person from whom it is due, direct to the treasury in cash
accompanied by challan in triplicate.

(vi) Remittance by Forest Officers may be partly through cash and partly by cheques or
wholly by cheques the amount paid in cash and amount remitted by cheque being shown
separately in the challan in remittance not.

(vii) Chief Conservator of Forests is empowered —

(a) to authorize any subordinate official whether permanent or temporary to collect
minor forest produce revenue.
(b) to make rules fortheir respective circles toregulate —
¥ the amount of revenue in one item which subordinate of any particular class or
grade may receive.
*  the maximum amount of revenue of any subordinate may accumulate before
payingitintothe treasury or remitting it to the R.F.O.

(viii) Remittance of Revenue (not being the sale proceeds by rated passes purchased and paid
foratthe treasury in Vidarbha, which shall be regulated by relevant rules) will be made

(a) When realized at the treasury or sub-treasury, direct to treasury on the very day
on which it is received or at the latest on the next following day on which the
treasury is opern.

(b) Where the distance from treasury exceeds 32 K.M. and there is a Money Order
Officer in the immediate neighborhood and amount to be realized is large
enough it will be made by Postal Order without unnecessary delay.

(c) Under other circumstances by the hand of reliable member of the forest
establishment with necessary precautions taken for the safety of the case
remittance.

24.05 Forest Advances

(i) Advances to Disbursers- When a subordinate officer who is not authorized to draw
cheques against the drawing account of the divisional officer is given a cash advance of
suitable amount to enable him to make the disbursements, entrusted to his charge (see
F.P.I. 28 and supplementary rule 7 in 26.05 of this volume), the amount of the advance
should be debited in the accounts of the officer making the advance to the minor head
"Forest Advances" under the major head "Advances not bearing interest - Advances
Repayable", as an advance to the disburser concerned. When an account of the advance is
rendered by the disburser, the amount of the expenditure incurred should be credited to
"Forest Advances" by a per contra debit to the appropriate sub head of accounts
classification.
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24.06

(iii)

(iv)

(v)

(vi)

Advances to Contractors, ete.- Advances to contractors, suppliers and labours made by
D.F.Os in connection with the execution of works should be debited in the cash book to
the detailed head "under Suspense-Work Advances”. While such advances made by
R.F.Os. (out of funds supplied to them as "Forest Advances" under the preceding article)
should, on receipt of the monthly range accounts, be adjusted in the divisional cash book
by credit to "Forest Advances", and debit to "Work Advances" lump entries being made
in the name of each R.F.O. All work advances will be supported by the payees receipts on
voucher, a consolidated voucher in support of the lump entries being required in addition
fromeach R.F.O. for all work advances made by him during the month.

When an advance is recovered (wholly or partially) from a contractor, etc., either by work
done or in cash, the amount recovered will be credited in the cash book under "Work
Advances". If the recovery is the value of work done, such value will be charged per
contra to the appropriate budget head in the cash book, and the charge will be supported
by a voucher detailing the work done and the rates, which will be signed by the contractor
to show that he acknowledges the correctness of the credit given in his ledger accounts.

Work advance which proves irrecoverable and are written off under the orders of
competent authority (vide F. P. VII 35 1V) are credited in the cash book to "Work
Advances” and debited to the work for which the advance was originally granted, under
the appropriate head of expenditure. All orders sanctioning a write-off, irrespective of
the amount, should be communicated to the A. G.

Debits and credits on account of work advances should appear in the classified abstract of
revenue and expenditure (MFM Form 5) under the sub-head "work advances" as a net
transaction by showing the total amount advanced and deducting therefrom recoveries
effected, if any, during the month. This figure need not appear again in the cash account
(MFM Form 4) as a separate item, as the total of the classified abstract shown against
"0406 Forestry and wild life etc." in the cash account includes these transactions. If the
recoveries exceed payment in any month the net excess will appear as minus entry in the
classified abstract.

Recoveries of Service Payments

Recoveries of service payments should be dealt with as follows—

(1)

(ii)

It made before the close of the year in the accounts of which the payment was included.

(a) When the recovery is in adjustment of an over charge on account of pay or travelling

allowance and is made by deduction from a bill debitable to the same detailed head,
the net amount only should be debited to that head.
If the recovery is in compliance with a retrenchment order from the A.G. the number
and date thereof should be quoted against the deduction in the hill and the amount
deducted should also be noted in the remark column of the classified abstract against
the head concerned.

(b) In all other cases, the amount recovered should be entered initially in the cash book as
an item of receipt under "Recoveries of Service Payments" and retained as part of the
cash balance, but in the accounts rendered to the A.G. the amount should appear as a
minus entry in red ink in the classified abstract of expenditure under the sub-head to
which it was debited originally, the net total of the abstract being shown on the
creditor side of the monthly cash account.

If made after the close of the year in the accounts of which the payment was included: -

The amount should be credited in the accounts as miscellaneous revenue under. 800 other

receipts and remitted to the treasury as usual.



24.07

24.08

Other Recoveries

Other recoveries from pay bills, etc., should be recorded as pertaining to "Provident Funds",
"Income-tax”, etc. as the case may be, but such recoveries as are creditable to the Central
Government e.g., deduction on account of income-tax, should be classified under proper head.

Forest Deposits

(i)

(ii)

(1ii)

(iv)

(v)

Earnest money deposits tendered by contractors or purchasers of forest produce should be
paid by them direct into a treasury or sub-treasury where they will be treated as "Revenue
Deposits" and not as "Forest Remittances". No previous authority of a forest officer to
receive this money is necessary, but the depositor must state the designation of the forest
officer in whose favour he makes the deposit. Such deposits should not appear in the
accounts of the officers of the Forest Department. Similarly, earnest money deposits
which are received initially by a forest officer but remitted subsequently to the treasury as
such should also be dealt with in the treasury accounts as "Revenue Deposits". Currently
EMD is received by cash or in the form of D.D./Deposit at call etc. as per the terms and
conditions of sale.

Refunds of earnest money deposited by contractors, ete., will be made by the treasury
under the authority of an order endorsed upon the original treasury receipt by the forest
officer in whose favour the deposit was made. No part repayment of earnest money can
ever be made. If, however, the forest officer desires that the deposit, instead of being
refunded, be carried to the credit of Government, he will return the receipt with this
direction. whereupon the treasury officer will make the necessary transfer on the
authority of this voucher and supply the forest officer with a certificate of credit, and not
receipts in the form of challan, to distinguish such transfer credit from credits in respect of
which cash is paid into the treasury.

Deposits received by forest officers from purchasers or contractors as security for the due
fulfillment of contract terms or for other purposes are remitted to the treasury as "Forest
Remittances" and treated in the forest accounts as "Forest Deposits" under the major head
"Departmental and Judicial Deposits-Civil Deposits" which are regulated by the same
rules as are applicable to "Revenue Deposits". Challans accompanying the remittances
should clearly show the purpose of forest remittance on account of security deposit for
forest contracts to enable the treasury officer to distinguish them from earnest money
deposits creditable to "Revenue Deposits".

No sums are to be credited to “Deposits”™ which can be carried to any other head of
account for example revenue on account of timber or other forest produce paid in advance
should at once be finally carried to the proper sub head "0406 Forest" and not placed in
deposit.

Any sums received by the Forest Department on account of "Land Revenue” or other
heads of revenue should be remitted direct to the treasury, for credit to the heads
concerned. But where this is not possible (e.g. share creditable to "Land Revenue" in the
sale proceeds of a minor forest produce form given out jointly for revenue and forest land,
sale proceeds of trees exploited by the Forest Department from non-forest lands which
are to be paid to the department concerned after deducting exploitation and supervision
charges, etc.) the receipts should be credited to "Forest Deposits" in the forest accounts in
the first instance and the amounts creditable to other heads should, when determined. be
remitted to the treasury by a cheque at convenient internal (i.e., not less often than once a
month). When this cheque is received at the treasury it will be paid by transfer credit to
the revenue heads concerned.
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24.09

24.10

24.11

The Central Goods and Services Tax Act, 2017

This Act was passed to make a provision for levy and collection of tax on intra-State supply of
goods or services or both by the Central Government and for matters connected therewith or
incidental thereto. [t received the assent of President on 12th April, 2017.

Goods and Services Tax (GST) has been implemented across India from 1st July 2017. Forest
Development Tax (FDT) Act has been repealed w.e.f. that date. All GST related notifications
and guidelines are available on www.mahagst.gov.in

Government Revenue Account System. (GRAS)

Government of Maharashtra has decided to receive payment electronically. e - Payment mode
is used for revenue and non-revenue payment. Government of Maharashtra has developed
internet portal “Government Receipt Account System”™ (GRAS) for acceptance of online
payment. All GRAS related notifications and guidelines are available on
https://gras.mahakosh.gov.in

Other Miscellaneous Transactions

Other miscellaneous transactions should be classified as follows—

(i) Interestonarrears of revenue due from purchasers of forest produce, on work advances to
contractors, etc., and on advances to Government Servants, should be credited to "0049
interest receipt”.

(ii) Contributions for leave and pension of officers lent to foreign service, if recovered at a
combined rate, should be credited to "007/ leave salary and pension contribution
superannuation” if levied separately.

(iii) Any special and non-recurring receipts (Such as from sale of land and other Governments
assetor any extraordinary windfalls) unconnected with expenditure previously debited to
a capital head should be credited to "800 other receipt” if they amount to Rs. 10,000 and
over. The corresponding expenditure head is intended for record of heavy extraordinary
non recurring expenditure such as would arise from severe damage by flood or
earthquake.

(iv) Irrecoverable temporary loans and advances written off should be debited to relevant
head under minor head 800 other expenditure. In the former case there will be a per contra
credit to the loan and advance head concerned.



—— CHAPTER 25 ——
CASH ACCOUNTS TO BE KEPT IN
FOREST OFFICES

|Throughout this Chapter, the transfer by cheque includes electronic transfer or transfer by any
other means as prescribed by the State Government from time to time]|

25.01 Cash Book and Other Records of Accouts

25.01.01 (i) General

(a) Such of the directions contained in this chapter as apply to the
accounts of Divisional Forest Officers, shall also apply mutatis
mutandis to accounts of Conservators and other Forest officers,
who draw funds against their own drawing accounts and render
separate accounts to the Accountant General in respect of
transactions of passing through them.

(b) A Chequereceived from a private individual payment against for
timber, etc. sold should not be treated as "cash" and entered in the
cash accounts until and unless it has been encashed. Cheques
drawn in favour of self or in order to replenish the cash in the
cash chest may be considered as cash while they are in transit to
the treasury for realization.

(c) The term "cash™ includes legal tender, coin, notes, cheque
deposit at call receipts of scheduled banks and drafts
payable on demand. A small number of revenue stamps may be
treated as part of the cash balance.

Note : Government securities, deposits. receipts of scheduled
banks, debentures and bonds, accepted as security deposits do
not fall under this category.

(d) The responsibility for the effective check and control of forest
accounts both in respect of revenue and expenditure rests
on the Divisional Forest Officer.

(e) Inrespect of cash transactions, Government servants are bound,
under Treasury Rule 32, to render satisfactory accounts thereof
to the Accountant General.

(ii) Cash Book

(a) Every officer or subordinate who is authorized to receive or
disburse Government money should keep an account in cash
book, MFM Form 3 in which he should enter not only all
money transactions as they occur but also book transfers
permissible. (i.e. book transfers within the same Department or
book transfers for Govt. stationery etc.)

(b) All money transactions must be entered in the cash book
immediately they occur.

(c) Every item of revenue and expenditure or payment should be
supported by the prescribed voucher and full particulars of the
transaction should be shown in the cash book as well as the
voucher concerned. Entries in the cash book of "remittances of
revenues to treasuries” will be supported by vouchers in the form
of treasury challan. The name of the treasury and the treasury
number and date of each challan or advice list will invariably be
entered in the cash book in the column of "particulars”.
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(d) Cash Book of the Forest Department— All revenue and
expenditure must be recorded at once in the accounts of the
division within which it is collected or incurred, without
reference to its origin or object. The "Division" has been
adopted as the Forest unit to ascertain the results of the working
of the Department and adjustments must be made between the
different divisions when revenue is collected or expenditure
incurred in one division on account of another. The adjustment
referred above should be made monthly.

(e) The bills on which the pay and travelling allowance charges of
the Forest Department are paid by the Divisional Officer and not
at the treasury are entered in the cash book.

(f)  Only transactions connected with the public service and no other
transactions should be shown in the cash book. Sufficient details
should be given in the column "Particulars” to the main points of
each transaction being ascertained readily without reference to
the detailed vouchers. All items of revenue received, the person
who pays it, and the articles and quantities removed should be
stated in that column whenever the information is available. The
classification of receipts and charges should be given in the
column "Head of service” in accordance with the prescribed
accounts classification.

(g) The divisional cash book should contain detailed record of the
daily transactions of the Divisional Forest officer to be written
up daily. Transactions for which subsidiary registers are
maintained (e.g., registers of contingent charges, deposits
received and repaid) should be entered in brief and in daily totals
only under each head, where possible, and the details from such
registers should not be repeated in the cash book.

(h) The revenue realized under major heads 0406 and expenditure
incurred under 2406, 4406 etc. by Sub-Divisional Forest
officers, and other subordinate disbursing officer should be
entered in totals only, the original accounts of these officers
containing details of the totals being filed in the divisional office;
other items from these accounts which will pass through the
subsidiary register of the divisional office (e. g., remittances)
should also be entered inthe totals under each head in the cash
book: the remaining items from these accounts should be entered
in detail in the divisional cash book: and,

Credits in details of recoveries of service payments and other
adjustment as explained in this and the proceeding
chapters/paras.

(i)  The cash book of all other disbursing officers should contain a
detailed record of their daily transaction and should be written
daily.

(iii) Cheques how entered in cash book- A cheque drawn in order to be
paid away should be entered simultaneously on both sides of the cash
book once as a receipt of money from the treasury and again as a
payment to the payee concerned, the number and distinguishing
letter of the cheque being specified in both the entries.

(iv) Book transfers- All book transfers, i.e.. transactions in which no
actual payment or receipt of cash is involved should be entered
simultaneously on both sides of the cash book, the credit or debit to
book transfer heads appearing on one side and an equivalent debit to
an expenditure head or credit to arevenue head on the other side.



Note :- (1) When the Forest Department supplies forest produce or
renders service to another department of Government, the value of
which is to be recovered, an invoice in duplicate in prescribed form
will be sent to the Officer concerned. He will countersign and return
the original copy specifying thereon (a) the major, minor and sub-
head and primary and secondary unit to which the charge is debitable,
(b) the month and year to which the charge relates, (c) the designation
and the name of the state to whom it is debitable of the Account
Officer by whom the charge is adjustable. This will then be used as a
voucher in support of the book transfer debit entry in the forest cash
book, and a corresponding credit to forest revenue under the
appropriate detailed head under "0406" will be shown on the Debtor
side, the date of acceptance of the bill being quoted in the entries.

Note :- (2) A similar procedure will be followed in the case of
payments for supplies received from or services rendered by other
departments. Original copies of bill or price invoices received from a
supplying department will be returned duly countersigned and with
complete account, classification, etc. of the charges in the forest
accounts shown thereon. On receipts of intimation from the A.G. the
duplicate copies will be adjusted in the cash book by debit to the
proper detailed head under "0406" and corresponding book transfer
credit to the Department concerned, the departmental number and
date of the bill being quoted in the entries.

Note :- (3) With a view to speed up the settlement of transactions
involving inter-departmental adjustments the supplying officers
should include in the monthly accounts sent to the A.G., all items
including those for which acceptances by the departments or officers
to whom supplies are made or services rendered are not received in
time. The A.G. will adjust all the transactions, adjustments relating to
those items for which accepted invoices are not sent with the monthly
accounts being treated as provisionally adjusted, subject to re-
adjustment later, if found necessary. In order to facilitate the
adjustment, the departments or officers requisitioning for supplies or
services should give complete classification of the charges on their
requisitions. The supplying officers should show in their
accounts full particulars of the departments or officers supplied and
of the head of accounts to which the charges are to be debited.

Note: - (4) The adjustment mentioned in Note (3) should be made in
the case of transaction originating in a forest division such as those
mentioned in Note (1). In other no such adjustment should be made
excepton receipt of an intimation from the A. G.

Detailed instructions regarding departmental transfer are contained in
Rule 44 of M.C.E. Rule 1964 and Appendix thereunder.

(v) Entry of establishment Charges- Pay and allowance of Forest
officers and their establishment which are paid by cheques or out
of cash obtained from the treasury should be entered in the cash
book under proper head and detailed head (salaries). The entries
being supported by bills as vouchers.
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(vi) Earnest Money Deposits

(a) Earnest money deposits tendered by contractors or
purchasers of forest produce should be paid by them direct
into a treasury or sub-treasury where they will be treated as
"Revenue Deposits" and not as "Forest Remittances". No
previous authority of a forest officer to receive this money
is necessary, but the depositor must state the designation of
the forest officer in whose favour he makes the deposit.
Such deposit should not appear in the accounts of the
officers of the forest departments. Similarly. earnest
money deposit which are received initially by a forest
officer but remitted subsequently to the treasury as such
should also be dealt with in the treasury accounts as
"Revenue Deposits”.

Note: - Earnest money deposits are not security deposits
within the meaning of the Postal Saving-Bank or cash
certificate rules and should not be deposited in the saving
Bank orinvested in cash certificates.

(b) Refunds of earnest money deposited by contractor etc., will
be made by the treasury under the authority of an order
endorsed upon the original treasury receipt by the forest
officer in whose favour the deposit was made. No part
repaymentof earnest money can ever be made. If however,
the forest officer desires that the deposit, instead of being
refunded be carried to the credit of Government, he will
return the receipt with this direction, whereupon the
Treasury officer will make the necessary transfer on the
authority of this voucher and supply the forest officer with
a certificate of credit and not receipt in the form of challan,
to distinguish such transfer credits from credits in respect
to which cash is paid into the treasury.

25.01.02 Method of Obtaining Money for Disbursement and Manner in
which Disbursements are made

(i)

Drawal of funds by cheques - Funds required by the Divisional
Forest officer / Dy.C.F. for expenditure will be drawn from
treasury by means of cheques, the Divisional Forest Officer /
Dy.C.F. being responsible for seeing that the budget grants are
not exceeded. The amounts to be drawn will be regulated by
electronic Budget Distribution System.

Note :- (1) Officers should carefully follow the detailed rules
given in the Financial Publications of Government as regards
requisition for and custody of cheque books, intimation to the
treasury officers of opening of cheque books, method of writing
cheques, attesting corrections and alterations therein, and
making endorsements thereon, procedure indicating time-
barred, cancelled and lost cheques, cheque for values of service
stamps, cheques forwarded not for cash payment but for credit in
the treasury account, etc viz. Financial Rules under devolution
Rule 37 (e) (F.P.L)-13 to 22 (b), 87 II. Treasury (F.P.I)-T.O.
25,26.S.R.24,28,29,30,79,80, 81,82 (a). and 1 18. Some of the
important rules are summarize in the followind sub-paragraphs.



(i)  When officer of other Civil Departments are authorized to incur
charges on account of Forest Department, they will do so as
forest disbursers. They can. therefore, obtain funds from the
treasury for such expenditure only under the rules applicable to
the officer of the forest department.

(ifi) The Treasury officer will cash against the drawing account of a
Divisional Forest officer, a cheque drawn by an A.C.F./officer
holding charge of a forest sub-division or range provided that he
has received from the Conservator instructions to that effect in
writing. That officer should not use the same cheque book as the
Divisional Forest Officer.

(iv) Cash may, if required, be obtained by officers of the Forest
Department by cheque drawn on the sub-treasuries subordinate
to the district treasuries with which they are placed in account.
The departmental officer should, in such cases, advise the
District Treasury officer, from time to time of the probable
amount of his drawings on each sub-treasury in order that funds
may, if possible, be duly provided.

(v) (a) Disbursing officers authorized to draw cheque whether on
treasuries or sub-treasuries or on the State Bank of India
either at the local head office or on branch, should obtain
their cheque books direct from the Treasury officers in
charges of the head treasury concerned, by sending duly
signed printed requisiting form which is inserted in each
book towards the end. No more than one book should be
obtained on a single requisition. The cheque books should,
on receipt, be carefully examined to see that the number of
forms contained in each book is intact and a certificate of
count should be recorded in the fly-leaf.

(b) Each cheque book must be kept under lock and key in the
personal custody of the drawing officer, who when
relieved, should take a receipt for the correct number of
cheques made over to the Reliving Officer. The loss of a
cheque book or blank cheque forms should be notified
promptly to the Treasury officer with whom the disbursing
officer concerned has a drawing account.

(c) No advice of the issue of any cheque need be sent to the
treasury. As a general rule cheque should not be issued for
a sum less than Rs. 10/- unless this is permissible under the
provision of any law or rule having the force of law.

(vi) A Government Servant who is authorized to withdraw money by
cheque shall notify to the Treasury Officer or to the local
officials of the Bank. as the case may be, the numbers of the
cheque books, which from time to time he proposes to use and of
the cheques which they contain.

(vii) In the case of sub- treasuries the advice of the number of the
cheque book to be used should ordinarily be sent through the
district treasury, but in case of urgency it may be sent directly to
the sub-treasury, a copy being forwarded simultancously to the
district treasury.

(viii) When a Government Servant who is authorized to draw or
countersign cheques or bills payable at a treasury or the Bank,
hands over charge of his office to another, he must send a
specimen of the relieving Government Servant’s signature 1o the
treasury officer or the local officials of the Bank, as the case may
be.
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(ix) All cheques should have, written across them in words at right

(x)

(x1)

angles to the type. asum little in excess of that for which they are
granted; thus "under thirty rupees” will mean that the cheque is
for a sum not more than Rs. 30. No abbreviation such as "eleven
hundred" for "one thousand one hundred” should be used.
If the currency of the cheque expires owing to it not being
presented at the treasury for payment within 3 month after the
month of its issue, it may be received back by the drawer for
destruction and issue of a new cheque in lieu of it. The fact of the
destruction and number and date of the new cheque should be
recorded on the counterfoil of the old cheque and the number and
date of the old cheque destroyed entered on the counterfoil of the
new cheque.

If a cheque which has been drawn and entered in the cash book,

has to be cancelled subsequently, amount of it should be

accounted for on the creditor side as a "Cancelled Cheque”, the
cancelled cheque being treated as a voucher. Simultaneously, an
entry should be made on the debtor side, as indicated below :-

(a) If the cancelled cheque is replaced immediately by a fresh
cheque:- The fresh cheque should be shown as a cheque
drawn the number and date of the cheque in lieu of which it
isdrawn being quoted in the entry.

(by If thecancelled cheque is not replaced immediately:- If the
expenditure in payment of which it was drawn has already
been charged in the cash book to the appropriate head and
if the cancellation of the cheque is intended to be areversal
of the payment, it should be written back by making an
entry of the cancelled cheque on the debtor side as for a
cashrecovery of a service payment.

Notes should be made on the counterfoils of the cancelled
and new cheque as directed in Financial Rules under
Devolution Rule 37 (e) (F.P.I)- 17 and 18.

(xii) When acheque is reported to have been lost before being cashed,

the fact should be reported at once to the Treasury officer on
whose treasury the cheque is drawn. A certificate in the form
given below should accompany the report for signature by the
Treasury officer:-

"Certified that cheque No.------—-- dated --------------- forRs.—----
——————— reported by the Deputy Conservator of Forests of ---------
to have been drawn by him on this treasury in

the favour of ----------- has not been paid and will not be paid if
presented hereafter.”
Dated the ---------------- Treasury officer.

A lost cheque will be treated in the account in all respects like a
cancelled cheque, the treasury certificate being forwarded as
voucher in support of the entry copy of cancellation on the
creditor side of the cash account.

(xiii) A lapsed or time-expired cheque. if renewed should be treated as

a cancelled cheque and the fresh cheque issued in its place
entered in the cash book in the manner indicated in para (xi)
above..

(xiv) When the cheque is drawn in favour of self or order to replenish

the cash chest the amount of it should be entered at once as a
receipt. This entry must not be delayed until the money has been
received after the cheque has been cashed at the treasury.



(xv) A monthly register of cheque drawn on all treasuries with which
the drawing officer is placed in account should be kept.

(xvi) Range Forest Officer and other disbursers who submit account
direct to the Divisional Forest Officer should submit with their
monthly cash accounts an application for funds required for
disbursements during the following month, showing the
amount required under each head and the cash balance in hand,
After scrutiny of the requisition on lst of every month, the
D.F.O. will issue cheques for amounts which he considers
necessary, and send them to the disbursers with vouchers for the
advance for completion and return. The disbursers should cash
the cheque and proceed to make payments as directed in the
following articles.

(xvii)Payments for works, pay and allowances, purchases and other
outlay in connection with the business of the Forest Department
are made by the Divisional Forest Officer by means of cheque or
book transfer or through disbursers subordinate to him to whom
he advances funds by means of cheques. The Divisional Officer
should satisty himself that the pay and allowances, etc., drawn
by him and disbursed through the subordinates disbursers have
been properly disbursed and that payment receipts and
acquaintance rolls, etc. are correctly received and recorded by
him.

Without the special sanction of Government a Divisional Forest

officer may not appoint disburser officers other than: -

(a) His Gazetted Assistant,

(b) Range Forestofficer including Ranger Surveyors,

(c) Surveyorsand

(d) Forester in charges of independant rounds, sub-ranges or
sale-deposits.

A Gazetted Assistant may be appointed as disbursing officer and

given an advance for his expenses while on tour including pay

and allowances, travelling allowance bills of establishment on

tour with him and contingencies.

The Range Forest officer or Ranger Surveyor will be the

disburser of pay and allowances, travelling allowance of the staff

under him, of bills for contingencies and works in his charge.

(xviii) The Administrative Officer or the Office Superintendent or the
Chief Accountatnt or any other Governent servant, as the case
may be, specifically assigned with the duites to that effect, shall
be disburser of the pay and allowances and travelling allowance
of the ministerial and menial staff at the headquarters, of bills for
contingencies and small bills which the Divisional Forest
Officer does not pay by cheque.

(xix) The Divisional Forest Officer shall make payment other than pay
and allowances and travelling allowances of subordinates as far
as possible by cheque. This applies particularly to contractor
bills for works other than petty works and bills of suppliers for
amounts in excess of Rs. 500/-

(xx) Pay and travelling allowance bills and supplementary bills must
be passed by him prior to disbursement and payment should not
be made before the due date as defined in Financial Rules under
Devolution Rule 37 (e) (F.P.I)
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25.01.03 Closing and Balancing of Cash Book

(i)

(ii)

(iii)

(iv)

(v)

All disbursers subordinate to the Divisional Forest Officer will keep
cash books and close their account on such a date as will permit of
their incorporation in the divisional accounts of the month.

The unspent balances with disbursers may not exceed their probable
requirements from the date on which they close their accounts up to
the end of the month. If this balance exceeds Rs. 2000 in the case of
Range Forest Officer or Rs. 500 in other cases, an explanation will be
given in the ledger abstract furnished to the Accountant General and
the Conservator.

The Sub Divisional Forest Officer should verify the cash balance with
the Range Forest Officer, in each month and keep a record of the
check made by him in the cash book. The result of each verification of
the cash balance by the Divisional Forest Officer, who should also
verify the cash balance thrice a year should be reported to the Chief
Conservator /Conservator of Forest, on each occasion.

The subordinate disbursing officers are responsible for the proper
disbursements and the Divisional Forest Officer shall ensure that as
faras possible, they do so personally, without undue delay.

All disbursers accounts must be passed and balanced by the
Divisional Forest Officer after they have been closed for the month the
account of the closing balance as entered in the disbursers through the
objection statement or special memorandum and his
acknowledgement obtained in token.

Date for closing cash book (Please see para 25.14.02).

25.01.04 Generalinstructions regarding disbursement by subordinate

(i)

(ii)

(ii1)

(iv)

Members of the office establishment should not be entrusted with
government money, except as advances by cheeque on account of the
pay of officers establishment and for contingent charges, which
should as a result be made payable only to the Head or Camp clerk,
nor should they be authorized to receive payment for forest produce.
All subordinates who have the custody of government money or to
deal with the collection of forest revenue should be made to furnish
security in accordance with Financial Rule under Devolution Rule
37(e) (F.P.1)40 and the rules in Chapter 13 of this Volume.

Heads of Offices may allow responsible heads of branches or section
in their offices, who have furnished adequate security, to keep the
petty cash balance standing in their names, the discretion for the same
resting with the officers themselves.

Every Range Forest Officer shall make all payments himself and
never entrust them to him to his clerk. He shall keep a strict control
over the action of the clerk and always see that all money transactions
(both receipts and payment) are properly brought to the cash book and
are duly supported by vouchers. The responsibility for such
transaction rests entirely on the Range Forest Officer himself.

Note :- Where delay would otherwise occur, petty sums of less than
Rs.20/-in any one instance may be paid by range clerk on behalf of the
Range Forest Officer. In such cases the Range Forest Officer is
responsible that the money has been truly disbursed and the signature
correctly taken and should satisfy himself to this effect.

This rule applies to all charges for conservancy and works,
establishment, etc., in the range but the Range Forest officer may,
when necessary, entrust the junctions of disbursing the pay of
establishment and expenditure on annually recurring petty works



such as demarcation, marking. thinning, fire-tracing, currant repairs
to roads, buildings, wells etc.. in their respective charges, and may, for
this purpose advance money to the round officer out of the "Forest
Advance" received by him from the Divisional Forest Officer and
obtain regular voucher and accounts from them for incorporation in
his own accounts.

(v) Subordinates, workers and other payees should not be called into
headquarter of the disburser to receive pay and wages, etc.

(vi) All payments should be supported by vouchers in the prescribed
forms, for the preparation of which the instructions given in forgoing
para should be followed so far as they apply to payment made by
subordinate disburser.

(vii) For work done by labourers payment should be made on muster-rolls
which  should be maintained and need not be submitted for the
Division Forest Officer's audit before payment. For work done or
supply made by contractors and piece-workers, measurement books
should be used whatever required and bills in excess of Rs. 500/-
should, before payment, be submitted to the Divisional Forest Officer
for being audited and passed for payment.

(viii)The payments of petty advances to workmen, even though it be on the
Range Forest Officer's own responsibility, should be avoided as far as
possible. When important works involving large payments, such as
followings; plantations, making roads, demarcating boundary lines
and the like, are undertaken departmentally, the Range Forest Officer
should. at least once in each week, arrange to pay the workmen on the
spot for work done. If the workmen are in want of money at shorter
intervals, disbursements may be made twice a week. Payments
should be made by the Range Forest Officer himself, as a rule, but
may. when necessary, be entrusted to the forester under his
administrative control.

25.01.05 Payment to Contractors on Bill- Contractors, suppliers and others
should be encouraged to submit their bills and claims in proper
departmental forms. But bills not prepared in such form should not be
rejected if they set forth the necessary details of the claims. In such
cases the additional particulars required should be added by the
Disbursing Officer in separate sheet or departmental form. These
instructions are applicable to petty piece rate workers executing
departmental work in forest area in which case, the labour is not
conversant with details and technical details of the work.

Note :- (i) When it is not possible to support a payment by a voucher a
certificate of payment, prepared in manuscript, signed by the
disbursing officer and endorsed if necessary by his superior officer,
should always be placed on record. Full particulars of the claims
should invariably be set forth, and where this necessitates the use of
regularbill form, the certificate itself may be recorded thereon.

(ii) Cash memoranda issued by tradesmen for sales against cash
payment should not be regarded as sub-vouchers unless they contain
an acknowledgement of the receipt of money from the purchaser as
named therein for the price of the articles sold.

25.01.06 Powers to be Exercised Within Budget Limit
(i) It must be distinctly understood that all power to incur
expenditure must be exercised within budget limits; that is no
expenditure must be incurred under any budget head unless it
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(ii)

(iii)

(iv)

v)

can be met from the original grant or by reappropriation
sanctioned by competent authority. Conversely, provisions
made in the budget does not authorize expenditure without
further sanction if the amount of the item is in excess of the
maximum fixed for each class of officers in the delegation
orders.

All proposals for expenditure and orders sanctioning them
should therefore indicate the source ( with complete account
classification) from which it should be met. Gross amount of
revenue receipt must be promptly remitted to the treasury, in
cash, or partly in cash and by cheque, or wholly by cheque, the
amount paid in cash and the amount remitted by cheque being
shown separately in the challan or remittance note.

Note :- For supplementary rules framed by Government to
regulate the collections of revenue and its remittance to the
treasury see Para 26.03 and for powers of Conservators in this
behalf'see 31.04.

All forest revenue not paid to Government when due according
to the conditions stipulated in sale notices, contract agreements,
etc., will be subject to the levy of interest at the rate laid down in
the conditions under the orders of Government.

Revenue outstanding which prove irrecoverable may be written
off under the orders of competent authority (for powers see F. P.
VII) Relevant extracts in the text and appendices to Chapter
XIX and Chapter II). When the sanction is received the amount
should be entered in the register of outstanding in red ink in the
column allotted to recoveries of the month, the sanction being
quoted in support of the entry.

Note :- Amounts entered in the registers of revenue demands
and outstanding, which are required to be increased or reduced
as a result of subsequent revision of orders (e.g. reduction or
enhancement of fines inflicted on contractors for breach of
contract terms), may be corrected, the revised order being
quoted in supportof the correction. The reductions in such cases
do not amount to "irrecoverable revenue" and do not come under
this para.

Scrutiny of record of revenue demands and outstanding at
the periodic inspections of Divisional Offices by Chief
Conservator /Conservators- The registers of revenue demands
and outstanding, of leases licences. sales bills and of forest
offences, and bill and receipt books, etc. should be scrutinized
and recoveries and remittance to treasuries of amounts due to
Government should be verified with entries in the cash book, the
classified abstract of revenue and expenditure and the register of
remittances. Similarly, D.F.Os. should, at their inspections of
subordinate offices, scrutinize the items of recovery, credits and
remittances of revenue with the help of bill, receipt pass and
permit books, registers of pass and permit books and of leased
lands, sale slips duplicate copies of monthly accounts admitted
and returned by the D.F.O. etc. The D.F.O.'s inspection notes
should be submitted to the Chief Conservator /Conservator, and
those of the Conservator to the Chief Conservator for perusal
and return.



25.02 Registers of revenue demands and outstandings-

25.02.01 Itis the duty of all Forest Officers responsible for the collection of revenue
and of controlling officers to see that all sums due to Government are
regularly received and checked against demands and that they are paid into
the treasury. See F.P.L.41 and 41-A in this connection. To facilitate the
performance of this duty, a register of revenue demands should be
maintained in divisional offices in MFM Form 13. As soon as a sale of
coupes, kurans, farms or forest produce, whether held by the D.F.O., or by
his subordinates, is sanctioned. or an order is issued which involves the
recovery of revenue (e.g. fines inflicted on contractors, Ground rent, etc.)
or any item of revenue becomes due, the required entry should be made in
columns [ to 7 of the register and the amounts subsequently accounted for
incolumns 8 to 11.

25.02.02 The exceptions to the above rules are

(i) the amounts recoverable in forest offence cases the credit of which
should be watched with the help of the Register of offence cases.

(ii) the rents of forest lands given out on temporary leases the annual
recovery of which is watched in detail with the help of the register of
leases but which should be entered in totals only for each range or
round in the divisional register of revenue demands.

25.02.03 All items of revenue, which are not fully realized during the month in
which the demand occurs, should be transferred from the register of
revenue demands to the divisional register of revenue outstandings,
(MFM Form 14), and their recovery watched thereafter with the help of
the latter register. This register should be kept for the financial year, the
entries being arranged according to account heads with a separate serial
number for each detailed head and with sufficient space under each head
for entries during the year. At the beginning of each year all the
outstanding items of previous years should be carried forward to the new
register.

25.02.04 Forest Officers receiving money on behalf of Government must give the
payer a receipt. If the money is received in payment of a bill previously
issued, the receipt should be endorsed on the back of the bill itself in all
other cases receipts should be given and should bear serial numbers for the
financial year. The officer signing the receipt should satisfy himself at the
time that the amount has been credited in the cash book. The receipt books
should be keptin the safe custody of the officer who issues them.

25.02.05 Duplicate of copies of receipts or vouchers are in no case to be issued by
any Government officer on the allegation that the originals are lost or
missing. 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 from or paid to a certain person.

25.02.06 (i) This prohibition extends only to the issue of duplicate on the allegation
that the original is lost, and does not apply to cases, where under
existing rules, duplicates are required to be prepared with the original.
All Revenue should be paid into the treasury with as little delay as
possible, Departmental receipts should not, as arule, be used meeting
expenditure, but if funds be wanted for immediate local expenditure,
sums locally received may be expended. In all such cases the gross
amount to incur expenditure must be exercised within budget limits;
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thatis no expenditure must be incurred in any budget head unless it can
be met from the original grant or by appropriation sanctioned by
competent authority. Conversely, provision made in the budget does
not authorize expenditure on item in excess of the maximum fixed for
each class of officer in the delegation orders.

(ii) All proposals for expenditure and orders sanctioning them should
therefore indicate source (with complete account classification) from
which it should be made.

25.03 Register of Forest Remittances

25.03.01

25.03.02

25.03.03

All remittance to the treasury should be entered in the register of forest
remittances in MFM Form 12, each remittance will be accompanied by the
usual challan in triplicate, the original copy duly receipted by the treasury
will form the voucher in support of the debit in the cash book.

Note:- 1) Every challan will be examined and initialized by the Divisional
Officer who must satisfy himself that, in the case of sub-treasuries, it bears
the signature of head karkun, and, in the case of district treasuries, it bears
the signatures of the accountant and treasurer and if the remittance is Rs.
500/-or more, of Treasury Officer also. Challans forsums paid by cheques
in favour of the Treasury officer will not be signed by the treasurer, the
second signature on such challans for sums under Rs. 500/~ will be that of
the person who may have been nominated to that duty by the district
Officer.

Note :-2) A treasury officer will receive forest revenue (a) When paid by a
forest officer (b) When a challan is countersigned by a forest officer or ¢)
When the treasury officer is specially authorized by a Forest Officer to
receive it . In such cases a copy of the challan will be forwarded by the
treasury officer direct to the D.F.O., in order that the revenue may be
brought to the account in the book of the latter.

Note :- 3) Challans should always contain the name of the forest division to
which one revenue belongs, so that when a Forest Officer countersigns a
challan on account of remittance of another division the revenue may be
credited at the treasury to the proper division.

Forest revenue collected at outlying stations may be remitted to treasuries
by means of money orders. In such cases no duplicate challan is tendered at
the treasury, but the money received from the post office is credited
without any challan. The acknowledgement with the coupon of the money
order is forwarded by the treasury to the D. F. O., and also an advice of all
the remittances received by money order on each day on which such
transactions may occur. In such cases the post office receipt, with inland
money order acknowledgement, will suffice as a voucher in place of the
challan, in support of the debit in the forest accounts.

At the end of each month the Treasury Officer forwards to the D. F. O., a
consolidated receipt of forest remittances showing individual items
separately. The D. F. O. should show against each item therein the
corresponding Creditor item and the date of entry in the forest accounts,
keep a note of unadjusted items, and then submit the consolidated receipt
to the A. G. The unadjusted items should be adjusted in the divisional
account on receipt of the relevant accounts from subardinate officers.



25.04

25.05

Register of Cheque Drawn

Funds required by the Forest Officers for expenditure will be drawn from the treasury by means
of cheques by drawing officers being responsible for ensuring that the budget grants are not
exceeded. A monthiy register of cheque drawn on all treasuries with which the drawing officer
is placed in account should be kept.

General Rules regarding payment and vouchers

25.05.01 As a general rule, every payment, including repayment of money
previously lodged with Government for whatever purpose, must be
supported hy a voucher setting forth full and clear particulars of the claim.
The following forms should be used for departmental payments :-

Pay bill of Gazetted Government Servants- T.O. FormNo.3 F.P.II-S.R.31
Pay bill of permanent or temporary establishment - T. O. Forms 5 or 6, F.P.
II-S.R. 38

Travelling allowance bill of Gazetted Government Servants - T.O.Form
F.P.1I-S.R.35

Travelling allowance bill of establishment - T.O. Form to, F.P. [I-S.R. 45
Cash remittances to treasuries - T.O. Form [, F.P. 115

Book transfer debits for supplies made to public departments

Payments to labourers on daily wages, muster roll (FP.I-Form) and abstract
there of

Refund of revenue

Remuneration to village officers for collection of forestrevenue
Repayment of Forest deposits

General voucher for all other payments including advances recoverable,
conservancy and works, charges, supplies, contingencies, etc. - MFM
Form 10

Value of service postage stamps - Receipt issued by the Treasury Officer
Payments made by money order - Post Office receipt and money order
acknowledgementof payee Contractors, and suppliers should be
encouraged to submit their bills and claims in proper departmental forms.
But bills not prepared in such forms should not be rejected if they set forth
the necessary details of the claims. In such cases the additional particulars
required should be added by the disbursing officer.

Note :- When it is not possible to support a payment by a voucher a
certificate of payment prepared in manuscript signed by the disbursing
officer, and endorsed if necessary by his superior officer, should always be
placed on record. Full particulars of the claims should invariably be set
forth, and where this necessitates the use of a regular bill form, the
certificate itself may be recorded thereon.

Note :- Cash memoranda issued by trade men for sales against each
payment should not be regarded as sub-voucher unless they contain an
acknowledgement of the receipt of money from the purchaser as named the
in for the price of the articles sold.

25.05.02 Except when payments due to contractors are made to financing banks. as
provided in F.P.I.-19 A. every voucher should bear, or have attached to it,
an acknowledgement of the payment, signed and dated (and stamped
where necessary) by the person by whom or in whose behalf the claim is
put forward. No payment will be made in the absence of the necessary
acknowledgment.
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25.05.03

Note (1) :- If a Disbursing Officer anticipates any difficulty in obtaining,
from the person to whom money is due, a receipt in the proper form, it is
open to him to decline to hand him the cheque or cash or to make a
remittance to him, as the case may be, until the acknowledgement of the
payment, with all necessary particulars, has been given by him. In all cases
of payment by remittance, a note of the date and mode of remittance must
be made on the bill or voucher at the time of remittance. In cases of
remittance by postal money order, the purpose of the remittance should be
briefly stated in the acknowledgement portion thereof.

Note :- (2) Cheques drawn in favour of contractors and other should be
delivered to them by the disburser direct, by hand or through the post,
delivery through subordinate officer being permitted only for good and
sufficient reasons and on the responsibility of the disburser. In no case
should cheques be drawn unless the acknowledgement for payment is in
the hands of the drawee, even when the cheque is to be delivered through a
subordinate officer.

Note :- (3) In the case of articles received by value payable post, the value
payable cover together with the invoice or bill showing the details of the
items paid for may be accepted as a voucher. The Disbursing Officer
should endorse a note on the cover to the effect that the payment was made
through the post office and this will also cover charges for the postal
commission.

Note :-(4) No duplicates should be obtained or prepared and filed as office
copies of vouchers as mentioned in the previous para. In other cases, if
duplicates are prepared for record, no duplicate acknowledgements of the
payments should be taken from the payees.

General Instructions Regarding Payment and Voucher

The following general instruction regarding preparation and completion of

vouchers should be observed. (Additional instructions regarding vouchers

for remittances. book transfers. conservancy and works charges.
establishment charges, contingencies, refunds. deposits and advances are
given in the section dealing with those subjects).

(i) All vouchers for payments, including advances, except treasury
challans or advice lists and acknowledgements of transfers to other
departments, must be passed for payment in words as well as in
figures, by the Divisional Officer, who thereby assumes the
responsibility for the charge.

(ii) All vouchers should bear the dates of payment, and a disbursement
certificate by the disburser.

(iii) In the case of illiterate payees, clear impression of the left thumb
should invariably be taken on voucher by the disbursing officer before
him in the following manner :-

a. A small quantity of ordinary printers ink (which will be supplied
by the Director, Government Printing and Stationery) mixed
with a very small quantity of sweet oil, should be well rubbed on
a tin slab until sufficiently inked.The thumb should be rolled on
the pad and then lightly and carefully rolled on the paper on
which the print is to be taken form side to side so that the
impression is clearly impressed on it. It must be specially borne
in mind that any side movement, either at the time of applying or
removing the thumb will cause a smudge and spoil the
impression.

b.  The whole utility of the finger impression lies in the fact that, if
accurately taken, they are an infallible proof of identity. Heads of
offices should therefore see that those of their subordinates who



are required actually to take thumb impressions are qualified to
do so properly, to issue imperative instructions for the exercise
with all possible care, and to warn them of the worthlessness of
blurred impressions. Head of office should also arrange that all
subordinate to whom this duty is entrusted are supplied with the
necessary appliances for taking clear impressions, and there
must be constant scrutiny of the work done in order to prevent the
risk of indistinct and imperfect impressions being brought upon
the records.

¢.  The special ink pads for thumbs impression obtainable from the
Superintendent of Stationery are preferable and should be used
in place of the tinslabs, rubberroller and printer's ink.

(iv) Receipts for all sums exceeding Rs. 500 (except receipts of Forest
advances to disbursers and other receipts exempted ( vide accountant
code 11, 12, vol.1 1935 and schedule 1 of the stamp act) must be
stamped. Heads of offices should carefully supervise the canceling of
stamps in their offices.

(v) Complete accountclassification should be given in all vouchers in the
space provided, showing the major, minor and detailed head to which
the charge is debited and whether it is voted or non-voted (charged).
Note :- Further instruction regarding preparation and completion of
voucher, arrears and time barred claims, responsibility for
overcharge, elimination of paise from transaction etc. are contained in
F.PIEP.II-S.R.26,27,30,3 A.

Extracts from the more important of those instructions applying to the

Forest Department are given below for ready reference and for the

guidance of subordinates to whom the above Financial Publications

are not supplied :-

(a) Vouchers should be prepared in Regional language or English
but when the use of a regional language is un-avoidable a brief
abstract should be endorsed in English under the signature of the
preferring officer stating the amount, the name of the payee, and
the nature of the payment.

(b) All vouchers must be filled in and signed in ink. The amount of
each voucher should, as far as whole rupees are concerned, be
written in words as well as figures, The amount of naya paise
may always, however, be written in figures after the words
stating the number of rupees, but if there be no such fractions, the
word "only" should be inserted after the number of whole rupees
and care should be taken to have no space for interpolation as in
the following examples- "Rupees twenty-six only”, Rupees
twenty-five, 40 ps. etc.

(c) The following transaction will be taken to the nearest Fifty paise,
sixty paise and over being treated as one whole rupee and
amounts less than fifty paise being omitted :-

0 Each individual item in a pay and allowance, or travelling
allowance bill.
0 Payments to recoveries from Government Servants except
as specified below :-
* In the case of emoluments fixed by statute, the
payment may be made to the next higher rupee.
*  Amounts of insurance premium are taken in whole
rupee.
*  As regards recoveries of amount under objection
when all amounts of bills are calculated as in sub para
above.
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(d)

()

(g)

(h)
(i)

@
(k)

ey

In the following transactions also fraction of rupee should be

eliminated in Government accounts :-

- Recoveries of service payments which are ordered by
departmental officers without the cognizance of the Audit
Office.

. Accounts rendered from one Government or Department to
another. (fractions or rupee need not be eliminated in
exchange accounts between one Government Department
and another, if it is not possible to remove them from the
original transactions).

. Amounts converted into Indian currency from other
foreign currencies.

All corrections and alterations in the total of a voucher should be
attested by the dated initials of the person signing the receipt as
many times as such corrections and alterations are made; and
corrections and alterations in the orders of payment must be
attested in the same way. No document bearing an erasure can be
accepted and payments of such vouchers should be refused and a
fresh voucher called for.
Charges against two major heads should not be included in one
voucher. This order does not apply to the allowances of an
officer, or of an establishment, as in such cases the whole of his
allowances even if belonging to two or more major heads of
account, should be drawn on a single bill if they are chargeable
wholly to Central or Provincial Revenues.

Unless Government has expressly authorized it in the case of any

specified office, no payment may be made on a voucher or order

signed by a clerk instead of by the head of an office, although in
the absence of the latter the clerk may be in the habit of signing
letters for him. Nor may any money be paid on a voucher or order

signed with a rubber or facsimile stamp. When the signature on a

voucher is given by a mark or seal or thumb impressions. it

should be attested by some known person. Signatures in
regional language must always be transliterated.

Bills requiring previous countersignature should not be paid
before they are countersigned.
In bills on account of charges incurred under any special orders,
the orders sanctioning the charge should be quoted. Copies of
sanctions accompanying a bill must be duly certified by a
responsible officer, not by aclerk.
The authority under which deductions are made in a bill should
be quoted.
Dates of payment should when possible be noted by the payers in
their acknowledgements in sub-vouchers, acquaintance rolls,
etc. If for any reason, such as illiteracy or the presentation of
receipts in anticipation of payment, it is not possible for the dates
of payment to be noted by the payees. the dates of actual
payment should be noted by disbursing officers on the
documents under their initials, either separately for each
paymentor by groups as may be found convenient.

Erasures and over-writings in vouchers or bills are absolutely
forbidden, if any corrections be necessary, the incorrect entry
should be cancelled neatly in red ink, and the correct entry
inserted. Each such correction, or any interpolation deemed
necessary, should be authenticated by the head of the office who
should set his dated initials against each.



(m) When the payee signs in a regional language, (Marathi) he
should be required to note the amount of acknowledgement in
that language, in his own handwriting, if he is able to write. In
transliterating his acknowledgements, the amount
acknowledged, as well as any remark made by him, should also
be reproduced in Marathi.

(n) The Disbursing Officer is responsible to see that the full name of
the work as given in the estimate or the name of the component
part (or sub-head) of it, or the head of account, to which the
charges admitted on a voucher are debitable, or to which the
deductions or other eredits shown in the voucher are creditable,
is clearly indicated or to which the deductions or other credits
shown in the voucher are creditable, is clearly indicated on it in
the space provided for the purpose in some prominent position.

25.06 Conservancy and Works Charges

25.06.01 Classification and General Rules

()

(ii)

Forest works fall under two categories. Capital and Revenue,
instances of the former are given in next paragraph. For the purpose of
sanction and record of expenditure, the term "Revenue work" should
be taken to mean an independent operation under a detailed head
including all subsidiary processes required for the completion of the
particular operation carried out in a defined portion of a forest such asa
coupe or compartment or block or a range, e.g., in the case of
departmental exploitation of forests, each coupe or compartment may
be taken as a separate unit and all the process of felling, conversion and
transport should form one "work". Marking of trees in compartments
which is done one or two years in advance of the felling can be
regarded as a separate work. Where the operations extend over a larger
area and the expenditure for each coupe or block is not clearly
distinguishable, as in the case of fire protection and demarcation of
forests, the range may be taken as the unit of area. The following are
quoted as a few instances of units of "Work under detailed heads™

Few Examples :- Laying out of coupe, marking, departmental
exploitation, repairs to machinery for departmental exploitation,
repairs to saw mils, purchase of consumable store for departmental
works, labour charges including temporary establishment for
departmental works, current and special repairs to buildings including
cost of material, clearing compounds, repairs to fences, demarcation
(maintenance of boundary mark), reproduction (regeneration of
coupes), fire protection, publicity, cultural operations. CBO, law
charges, conveying material, rewards paid to informants.

Where important structural alterations are contemplated though not
necessarily involving an increased outlay, the orders of the original
sanctioning authority should be obtained.

The responsibility for bringing material deviations or modifications to
the notice of the competent authority rests primarily with the
Executive and not with Audit.

In the case of works, the estimates for which have been sanctioned by
the Competent Authority, no additions or alterations, likely to cause an
excess which will not fall within the powers of sanction of that
authority should be permitted without the previous approval of a
higher authority.
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25.06.02 Commencementof Capital Work

(i)

(i)

No Capital work shall be commenced unless-
(a) administrative approval is given.
(b) when the cost exceeds Rs. 1000, properly detailed design
and estimate are prepared. and technically sanctioned.
(c) fundsareallotted and orders for it commencement given.
Note : (i) The formal acceptance by an authority, of the
necessity of executing a work or scheme to meet the
administrative needs of the department is called "administrative
approval". After such approval is accorded the preparation of
properly detailed plans and estimates be processed for the
sanction of competent authority, which is called” technical
sanction”.
(i1) All sanctions will be numbered consecutively by the
sanctioning authority for each financial year, and they will be
communicated by him to the Accountant General in monthly
lists.
Work taken prior to obtaining sanction: - If, whether on
grounds of urgency or otherwise, Divisional Forest Officer is
required to carry out a work for which no estimates have been
sanctioned or for which no financial provisions exists (Whether
estimates have been sanctioned or not) the orders of the officer
authorizing the work should be conveyed in writing. On receipt
of such written orders, the officer who is directed to carry out the
work should immediately intimate to the Accountant General
that he is incurring a liability for which there is no provision or
there is in-adequate provision of funds, and should, at the same
time, state approximately the amount of the liability which it is
likely, he will incur by compliance with the written orders which
he has received. The Accountant General will then be
responsible for bringing the facts instantly to the notice of the
higher financial authority, with a view to take necessary steps
being taken either to stop the progress of work or to regularize its
execution. There will be no hesitation on the part of the
government in enforcing disciplinary action against any officer-
administrative or executive, who may fail in or delay to comply
with these orders.

(iti) Where important structural alterations are contemplated though

not necessarily involving an increased outlay, the orders of the
original sanctioning authority should be obtained.

(iv) The responsibility for bringing material deviations  or

(v)

modifications to the notice of the Competent Authority rests
primarily with the Executive and not with Audit.

In the case of works, for which the estimates have been
sanctioned by the Competent authority, no additions or
alterations, likely to cause an excess which will not fall within
the powers of sanction of that authority, should be permitted
without the previous approval of a higher authority.

25.06.03 Commencement of Revenue Works
No revenue work shall be commenced unless

()
(ii)

Anestimate foritis sanctioned by the competent authority.
Funds are allotted and orders for its execution given,

25.06.04 Measurement Book

(i)

Work done otherwise than on a lump sum contract and supplies
made by a contractor, should, unless impracticable, be measured



(weighed or counted) before payment therefor is made. The
details of the measurement made should be systematically
recorded in a book. called Measurement Book. (Financial
Rules under Devolution Rules 37(e)F.P.I.-From 13, Press No.
P.W.D. 9 or 10) which will form the basis of all accounts of
quantities. The description of the work or supply must be lucid
soas to admit of easy identification and check.

(ii) The pages of the book should be machine numbered and no page

may be torn out nor may any entry be erased oreffaced so as to be
illegible. All corrections must be duly attested by a responsible
Government Servant.
Note :- In case of timber operations, the forms prescribed in
Chapter 23 of this Volume should be used. This does not
however reduce the use of measurement books for recording
measurements and quantities of timber used in departmental
constructions.

(ii1) A reference to the vouchers in which the quantities are entered
for payment as well as the date of entry should be given by an
endorsement upon the original entries on the measurement book,
and no contract certificate or bill should be signed without
crossing the connected entry in the measurement book. The
document in which payment is made should invariably bear a
reference to the number and page of the book in which the
detailed measurements are recorded and should also indicate the
date on which the measurement was made.

25.06.05 Register of Sanctioned Work
Expenditure incurred on capital as well as revenue works will be
entered in detail in a book. The number and date of sanction will be
recorded on all vouchers which support expenditure on any work
sanctioned in estimate or. when no vouchers are submitted, in the
classified abstract of expenditure.

25.06.06 Completion reportof Capital Work
On Completion of the works all outstanding liabilities should be
discharged as soon as possible and the accounts be closed. For capital
works costing above Rs. (5000/-), a completion report in MFM Form
15 should be submitted through the Accountant General to the Chief
Conservator /Conservator who should, if the work was sanctioned by
higher authority, forward the completion report to such authority.

25.06.07 Expenditure under Conservancy Work

(i)  Expenditure under Conservancy works is divided into (i) work
charges (ii) Conservancy, exploitation and other
charges. The former represents expenditure on the construction
of roads, bridges, buildings, wells and other works charged to
the minor heads 0070 Communications and Buildings, while (ii)
101 Forest Conservation & Development, 105 forest produce
includes all other expenditure. This distinction should be
maintained in the preparation of vouchers details of major,
minor sub & detailed head & computer code should be shown on
voucher to explain exact nature of the work.

(it) Expenditure of all classes will be audited and recorded in the
Accountant General's office against sanctions accorded by
competent authorities communicated to him in MFM Form 16.
Voucher in support of the expenditure should contain the
following details :-
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(a)

(b)

Works charges : Disbursing officers should give the

following particulars on all vouchers for works charges :

*  Authority, sanctioning the work quoting number and
date of order.

*  Amountof sanctioned estimate.

»  Progressive total expenditure of past years.

*  Progressive expenditure of current year (including
the amountof the voucher in which itis shown).

When the Disbursing Officer is not in possession of all the

above details the entries should be completed in the

divisional office concerned, before incorporating the
voucher in the accounts. When there are several vouchers
relating to one and the same work during the month, the
above details should be shown not in each of such vouchers
butin a consolidated voucher for each work prepared in the

Divisional office giving full particulars of the work. The

consolidated voucher should be submitted to the

Accountant General with the paid vouchers as sub-

vouchers.

Conservation, exploitation and other charges :- The

disbursing officer or the divisional officer, as the case may

be, should quote in vouchers for this class of expenditure
the following particulars :

e Authority

*  Sanctioned amountor rate.

*  Progressive expenditure (when the sanction is for a
Iump sum and the expenditure is spread over two or
more months) including the amount of the voucherin
whichit is shown.

25.06.08 Contract for works and supplies
(i)  The following documents relating to forest works or supply are
exempted from stamp duty and registration :-

(a)
(b)
()

(d)
(e)

()
(g)
(h)
(i)
()
(k)

(D

(m)

Agreement for the felling, conversion, collection and
transport of forest produce;

Agreement for the felling, collection, removal and
purchase of timber, firewood etc.,

Agreement for the collection, removal and purchase of
minor forest produce:

Agreement for cutting, removal and purchase of grass;
Agreement for the cutting, collection, pressing and storage
of grass;

Agreement for grazing of cattle;

Agreement for the manufacture and purchase of minor
forest produce:

Agreement for the purchase and resale of fire wood to the
public:

Agreement for the lease of forest land;

Agreement for constructing roads and buildings;
Agreement for the supply of clothing articles for forest
subordinates;

Agreement for lease of private buildings and land for
Govt. Offices depots, residences of Government Servants
and other purposes.

Agreement for the lease of forest land given out for
agriculture.



Note :- However in the case of minor forest produce contract the
limit may be raised to Rs. 2000 provided the amount of the
accepted bid is paid in full by the purchaser on the day of the sale
or within a week of it and his signature is taken on the conditions
of sale. In the case of such contracts a simple permit is sufficient,
care should be taken to see that the words "issued subject to sale
conditions" are invariably entered on the permit.

(ii) Payment can be made to the contractors only by the Dy. C. F. or
by an authorized subordinate Government servant. Claims for
such payment should be prepared, preferably by the claimants
themselves, and no payment should be made until the
correctness of the claim. in respect of quantities and rates, as
well as the quality of the work or supply and other necessary
factors, has been accepted by a responsible Government
Servant.

(111) Range Forest Officers are authorized to make payment for work
done or supplies made by contractors or piece-workers up to a
limit of Rs. 500 on a single bill. Bill in excess of Rs. 500 on a
single voucher should be pre-audited and passed for payment by
the Dy.C.F.

Note :- This does not confer on Range Forest Officers the powers

to sanction works or expenditure but only authorizes them to

make payments for work done or supplies made after the
estimates therefore have been sanctioned and funds allotted by
competent authority in accordance with the rules in this Manual.

(a) Payments to contractors for work done will be audited
with reference to the terms of agreements and the rates
shown therein. This applies to cases in which contracts are
accepted by the officers higher than Dy.C.F. i.e. those
above the limit of Rs. 10,000/~ each. Dy.C.F. should
accordingly send to the Accountant General copies of
contract agreements, showing the conditions rates,
quantities, etc., in respect of all capital waorks
above Rs. 10,000/-.

(b) Such of the revenue works above Rs. 10,000/- as are
selected by the Accountant General for detailed audit. The
revenue works selected for detailed audit will be about 20
percent of the total number of such works above Rs.
10000/~
(i) On the copies of contract agreements sent to the

Accountant General particulars regarding tenders
received for the work for which each agreement is
entered into should be recorded briefly as "3/12" this
would mean that the total number of tenders received
was 12 while that accepted was 3rd in the list made
and kept in the Divisional Office.

(i1) Incasesinwhich copies of contract agreement are not
required to be furnished to the Accountant General a
certificate that the claim is correct with reference to
contract rates should be recorded on bills by
disbursing officers.

(iv) Before paying contractor's bills for material delivered by them
at depot, the Divisional Forest Officer should satisfy himself
that the material has been received correctly and in good order
and has been recorded in the appropriate register of receipts, and
should obtain certificates to this effect from officers in charge of
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(v)

the depots. These Certificates should be retained in the
divisional office for checking, and for references at the time of
final settlement of each contractor's account on termination of
the contract period. In the vouchers submitted to the Accountant
General the Divisional Forest Officer should give the following
certificate: -

"I certify that I have obtained and kept on my record the
subordinate officer's certificate that the material has been
received correctly and in good order and has been recorded in the
appropriate register of receipts".

Payment to contractor on cheques - Payments to contractors
should, as faras conveniently practicable, be made by cheque on
the nearest treasury. The nearest treasury would ordinarily be
one within the district, but in specific cases where the nearest
treasury happens to be outside the district, payment may be
made by the disbursing officer by cheque on such a treasury.
Wherever fractions of a rupee occur in the total of contractor's
bills, or, in case of works or supplies chargeable to more than
one, in the totals chargeable to each estimate, fractions less than
halt may be disregarded, and half a rupee and over taken as a
rupee. This rule applies only to regular contractors bills and not
to payments for petty supplies.

25.06.09 Roads and Buildings-- Every Range Forest Officer should draw up
lumpsum estimates each year, for annual repairs to the forest roads
and bridle paths, and for annual repairs to buildings in his charge to the
Divisional Forest Officer at the beginning of each year. When,
however repairs are urgent he may send in supplementary estimate at
any time.

(i)
(ii)

(iii)
(iv)
(v)

Leaks inroofs must be immediately made water tight.

All posts should be tarred once in every five years 2 feet from the
ground level.

Drains of roof drip should be putin order at the beginnings of the
rains,

Fences should be kept in order and no cattle allowed into the
compound.

Wells should be baled out and cleaned at the end of the summer.

25.06.10 Muster Rolls and Vouchers

(i)

(ii)

Muster Roll :- For works executed by labourers employed on
wages (daily or otherwise), muster role should be kept,
showing the names of the labourers, the number of days they
have worked, the rates of wages and the amount due to each. An
abstract of the muster roll for submission as voucher to the
Accountant General should be prepared by the disbursing
officer, who should record a certificate on the voucher to the
effect that the labourers were employed actually on the work and
paid on the muster rolls.

Except when payments due to contractors are made to financing
banks, as provided in Financial Rules under Devolution Rule
37(e) F.P.1.-19A, every voucher should bear, or have appended
toit, an acknowledgement of the payment, signed and dated (and
stamped where necessary) by the person by whom or in whose
behalf the claim is put forward. No payment will be made in the
absence of the necessary acknowledgement.



Note (1) : If a disbursing officer anticipates any difficulty in
obtaining, from the person to whom money is due, a receipt in
the proper form, it is open to him to decline to hand him the
cheque or cash or to make a remittance to him, as the case may
be, until the acknowledgement of the payment, with all
necessary particulars have been given by him. In all cases of
payment by remittances a note of the date and mode of
remittances must be made on the bill or the voucher at the time of
remittances. In cases of remittances by postal money order, the
purpose of the remittance should be briefly stated in the
acknowledgement portion thereof,

Note (2) : Cheques drawn in favour of contractors and others

should be delivered to them by the disburser directly, by hand or

by post. Delivery through subordinate officers is being
permitted only for good and sufficient reasons and on the
responsibility of the disburser.

Note (3) : In case of articles received by value payable post. the

value-payable cover together with the invoice or bill showing

the details of the items paid for may be accepted as a voucher.

The disbursing officer should endorse a note on the cover to the

effect that the payment was made through the post office and this

also could cover charges for the postal commission.

(iii) Thefollowing rules should be observed in keeping the muster-
rolls :-

(a) In the heading the work for which the labourers are
employed should be specified clearly.

(b) The roll should be called every day without fail before
commencing and after closing the work and daily total ~ of
presence stated in it.

(¢) The Range Forest Officer (or any other non ministerial
officer to whom this duty may be entrusted by the C.C.E./
C.F.) should make surprise inspections of these rolls when
the labour is employed continuously for fifteen days or
more and endorse on them "checked with the labourers
present and the work done and found correct. "When
labour is engaged for a shorter period than fifteen days
similar endorsements should be made in the case of at least
25 percent of the musterrolls in the range.

(d) When the rolls are closed, an abstract of the whole work
should be given at the end. Thus under Demarcation, the
length and width of the line demarcated should be stated,
external and internal boundaries to be differentiated from
each other. The method employed such as by cairns or
pillars ete. with the sizes of the latter should also be stated.
Under nursery, the area of beds prepared, the quantity and
kinds of seeds sown, or the number and kind of seeding
transplanted should be stated.

(e) Payments on muster rolls should be made or witnessed by
the officer of the highest standing available and he should
certify to the payments individually or by group by his
initials or his signature. The amount paid on each date
should be noted in words as well as in figures at the foot of
the musterrolls.

(iv) Preparation of consolidated voucher when there are several
payments falling under a particular nature of work, a
consolidated voucher for such items may be prepared in the
Divisional Office subject to the following restrictions :-
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25.07

(a) Payments for work done on muster-rolls or through piece
workers or works of different nature carrying different
rates should be made on separate vouchers.

(b) Allbills prepared by Range Forest Officers in excess of Rs.
500 should be pre-audited and passed for payment by the
Dy.C.F. over his dated signature and treated as separate
voucher.

(¢) Refund bills should be treated as separate vouchers.

In vouchers for charges on account of purchase of furniture

or other stores and materials the following certificates

should be furnished:-

¢ "[certify that the materials and stores billed for above
have been brought on the respective inventories and
that all materials and stores are being duly accounted
for and verified in the manner laid down Sections 1
and II of chapter 9 of the financial rules under
devolution Rule 37 (e) F.P.1".

» "I certify that purchases billed for have been received
in good order, that their quantities are correct and their
quality good, that the rates paid are not in excess of the
accepted and the market rates and that suitable notes
of payment have been recorded against the original
indents and invoices concerned to prevent double
payment.

Establishment Charges

(i)

(i)

(iii)

(iv)

The pay bill will be prepared by the concerned Head of the office /officers authorized
through a specific Govt. order for this purpose and sent to the concerned Treasury / Sub
Treasury alongwith the prescribed schedules.
Budget provision for such payments shall be made by the concerned officers of the
Forest Department. Detailed instructions in this regard are contained in the Govt.
Resolution. Finance Department No. mkn-1000/Ch. No. 44/05/Tr.Ch.-5, dated
04/01/2006 as amended from time to time. In addition Maharashtra Treasury Rules,
Volume-1, Rule 449 (1) and Chapter V should be referred.

|Annexure 25.01,25.02]
Note :- For general rules regarding the preparation of pay and travelling allowance bills
and last pay certificates and payment of pay. allowances and leave salary, etc., see the
following :-
Financial Rules under Devolution (37 (e) F.P.I) Articles-30,51 to 59 and 71 to 76)
Treasury orders and subsidiary Rules - Treasury orders 18, 19, 21 and 22, subsidiary
rulesof31t032 A, 341046,48t048-B, 104, 104-A and 10910 114.
An outline of the procedure followed in the Forest Department is given in the following
pargraphs.
The pay bills of permanent and temporary establishment will be prepared in Gen/1-M and
Gen/2-M (revised) as the case may be, and the signature of each recipient will be taken on
the bill when payment is made, receipts stamp being affixed when necessary. When
receipts of persons serving at a distance are obtained on separate abstract or acquaintance
rolls. the divisional office will record a note in the "Acquaintance” column of the bill
referring to those documents which will be filed with the bill.
Note :- Heads of department are empowered to permit the remittance of salaries and
allowances by money order at Government expense, provided the cost of remittance is
less than the travelling allowance which would otherwise be incurred, vide S. No. 57
Manual of Financial Powers (F.P.VII).
The pay bills of Gazetted Officers will be prepared in Form No. Gen/1-M and Gen/2-M
(revised) duly receipted (and stamped when necessary) by the officers concerned and
submitted with the monthly account as vouchers, copies be kept in the divisional office.



(v) DrawlofArrears

(a) Arrears pay should be drawn. notin the ordinary monthly bill, butin 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 of any special order or
competent Authority granting special pay or new allowance. Such bill can be
presented at any time subject to the conditions laid down by the Government
Financial Rules under Devolution Rule 37(e)(F.P.I)- 30 and may include as many
items as are necessary.

(b) When pay has been revised with retrospective effect and where the amount involved

is considerable, it should be stated whether budget provision exists or whether
additional allotment has been applied for.
Note :- When payments are due by the Forest Department they should be settled
promptly without waiting for applications from the persons to whom they are due,
and officers whose duty is to make payments should clearly understand that failure
on the part of the payee to apply will not absolve the officer concerned from
responsibility for delay in settlement of just claims against the Department.

(c) Toavoiddouble claims in respect of pay drawn on supplementary bills a subsidiary
register should be maintained by the drawing officer in the form and manner
prescribed in Treasury Orders and subsidiary Rules made their under (F.P.I1)-
Subsidiary Rules 48 B.

Note :- To ensure that an adequate scrutiny has been exercised to avoid the
possibility of double payment, the drawing officer should give certificate to be
separately signed in the following form on all supplementary claims in favour of
person whose names are not shown in the salary bills :-

"Certified that the increments (travelling allowance and other allowances) drawn in
this bill have not been drawn and paid before and I have satisfied myself that the
present claim is a bonafide one and should be admitted.

(vi) Bills will be prepared for the temporary establishments sanctioned under each budget
sub-head in the same form and under the same rules as are prescribed above for
permanent establishments, and the number and date of order sanctioning the
establishment will be quoted on each bill.

(vii) The bill will also be prepared for establishment sanctioned under any budget sub-head for
different periods or if included in one bill, they should be separately shown with the
period for which each has been sanctioned be noted on the top.

(viii) All changes in the personnel of a Circle and the grant of all leave to subordinate
employees, sanctioned by C.C.F./C.F. as well by the Dy.C.F. who have been authorized
to exercise such powers, should be intimated by the C.C.F. / C.F. to the Accountant
General.

(ix) Note: - For detailed rules see Treasury Order 21 and Subsidiary Rules 32, 109 and 111
(F.P.IL). In his general letter No. 3 (G.A.D./81/412) of 10th May 1937, the officers may
draw an increase or charged rate of pay or allowance on the authority of their controlling
officers. In the following cases fresh pay slips should be issued by such controlling
officers to Gazetted officers and orders sanctioning the increase in case of non Gazetied
Officers :-

(a) Inthe case of those services where the grant of increment depends upon the passing
of examinations until all such examinations are passed.

(b) Whenever the date of increment has to be changed by reason of the officer taking
leave without pay or being suspended.

(¢) Whenever an officer passes from a junior to a senior scale or from one time scale to
another outside or beyondit.

(d) Wheneveran Officer passes an efficiency bar.

(e) Whenever an increment of the Officer is stopped by the order of competent
authority.

(f)  Wheneveran Officerisappointed to a temporary postor reverts therefrom.

(2) Wheneveran Officeris drawing leave salary or pay for the first time.

(h) Wheneverleave salary admissible during leave is changed.
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(i)  Wheneveran increment is earned during the probationary period.

(j)  Wheneveran Officer proceeds on leave of any kind or return therefrom.

(k) Whenever an Officer is in occupation of government quarters, on his transfer to a
post located in adifferent Public Works Division.

(1)  Whenever an Officer earns an increment for continuous or nen-conlinuous
officiating service.

Pay and travelling allowance due to a Government servant on his transfer to another

Circle or Division, and not paid on his departure, should be paid from the division to

which he has been transferred on the basis of Last Pay Certificate. It is not necessary to

effect inter-divisional adjustment as per treasury order and Subsidiary Rules made
thereunder (F.P.1I)-Subsidiary Rule 104-A, to pay all personal claims for pay and
allowances, including travelling allowance, up to date to Government Servant on transfer
before issuing a last pay certificate.

(x) Travelling Allowance Charges

(a) The travelling allowance bill of Gazetted Officers should be prepared in form No.
Gen-21 M and 25 M and those of establishment in form T. O. Form 10 of the
Treasury Orders and the Subsidiary Rules made thereunder (F.P.II) (Press Nos.
Gen. 27 and 24). The travelling allowance bill of the P.C.C.F., Add. P.C.C.F., Chief
Conservator and Conservators may be paid without countersignature. Those of
other Government Servants will be countersigned before payment by the
Conservator or by the Dy.C.F. authorized by the Conservators to countersign such
bills under Rule 508 and Serial No. 14 of Appendix XLII, Bombay Civil Services
Rules Manual (F.P.V).

(b) Vouchers for charges on account of travelling allowance will be countersigned by
the C.C.F. / C.F. or by the officer duly authorized by the competent authority and
will, in the case of bills of Gazetted Officers, be receipted by the payees. and, in the
case of bills of other Government Servant, bear the following certificate, payee's
receipt being taken in the office copy of the bill or in a separate acquaintance roll
which should be filed with the office copy :-

"Certified that I have satisfied myself that the amounts shown in this bill have been
disbursed to the officers named, and theirreceipts taken on the office copy of the bill
orinaseparate acquaintance roll."

Office copies of the bills should be kept in all cases.

(c) The Officer who countersigns travelling bills must satisfy himself that the charges
are justified by the circumstances of the case and scrutinize the claims according to
the instructions in Bombay Civil Service Rules (F.P.V.). To avoid double claims
and payment for one and the same journey, he should maintain a register of
travelling allowance bills as prescribed in the note to that rule.

(d) Subordinates should submit their claims of travelling allowance (other than
permanent travelling allowance which is paid along with pay) with their diary to the
Divisional Forest Officer by the 10th of the month following that to which the claim
relates. If the claims are preferred later, the delay should be explained. Regular
bills in the prescribed forms will be prepared in the divisional office and passed for
payment.

25.08 Contingent Charges and their Account

25.08.01 Rules formed by the Government to regulate contingent expenditure

(revised) are contained in F.P.V, M.C.E.R.,1965.

(i) Contingencies are of two kinds. (1) Supplies and services (2)
Contingencies of incidental expenses.

(ii) Supplies and services represent the expenditure on main and
proper activities of the department. These charges are most
particular to the particular department in which they are
incurred.



25.08.02

(i11) Incidental expenses comprise of those charges which are
incidental such as stationery, books etc. Such expense is
common to all the departments. The M.C.E.R. apply to both type
of contingencies except in so far as itis governed by special rules
prescribed for particular purpose and department.

Classes of expenditure such as conservancy and works charges of the

Forest deptt., works expenditure of the PWD, Irrigation and Power

deptt. are of ditferent nature. Separate rules are prescribed for them in

the departmental manual concerned. However the rules on
contingencies (Incidental expenses) are commonly applicable to the

Forest Department as in case of other deptts. M.C.E. Rule 4 (Note

below the Rules)

Contingent Expenditures of the Forest Department

The contingent expenditure of the Forest Department falls under the

following two categories.

(i) Non contract non countersigned contingencies (or audited

contingencies) referred to in F.P. I-80. They are governed by
Rule 26 of M.C.E.R. 1965. Non contract, non countersigned
contingencies are those for which detailed bills are not required
to be sent to countersign by Officer but which are under the direct
audit of the A.G. These are required to be closely scrutinized by
the controlling officer before transmission of the detailed bill to
the audit office. In case of contingencies including supply and
services not requiring counter signature the particulars of
charges are required to be entered in the bill presented for
payment. The bill should be accompanied by special voucher
and will be under the direct scrutiny of A.G. without intervention
of countersigning officer. The bill should be supported by sub
vouchers for all individual payments above Rs. 1,000/~ For
vouchers below this limit. prescribed certificate should be
signed.
Non contract non countersigned contingencies are given in
Statement 3 of M.C.E.R. 1965, and includes charges on carriage
of tents and records, rent, rates and taxes, service postage,
telegram charges sundries etc.

(ii) Non contract special contingencies - These are the charges
whether recurring or non recurring which can not be incurred
without the previous sanction of the superior authority such as
rents referred to in F.P.1 80(c). Please refer Rule 21 of M.C.E.R.
1965. These are passed under orders of Govt. or any other
authority specially powered in this behalf, which should be
noted on the bills before encashment. Regarding charges such as
House Rent when once sanctioned do not require further
sanction unless there is a change in the amount but the number
and date of the order by which charge was originally sanctioned
should be quoted on each bill except where a standing sanction
exists. Sanction of govt. should be obtained for providing in the
items of special contingencies. Items for special contingencies
are contained in Statement 4 of M.C.E.R. 1965. Instructions
contained in the Financial Rules regarding control and record of
expenditure and preparation and sanction of vouchers apply
mutatis mutandis to the Forest Department.
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25.09

25.10

Refunds

25.08.03

25.08.04

Supplies and services are held to comprise charges representing main
and proper activities of the deptt. and are incurred for the technical
working of the deptt.

The list of charges comprising supplies and services is given in
statement 5 of Appendix I, of M.C.E.R. 1965 except where otherwise
stated these charges should be regulated as if they were countersigned
contingencies.

Record of contingent expenditure should be kept as per the directions

contained in para I1, Sec. 9 of M.C.E.R., 1965.

(i) A register of contingent expenditure shall be kept in each office
and the initials of the Head of Office shall be entered against the
date of payment of each item. A register of contingent
expenditure should be kept in form No. 5 prescribed under
M.C.E.R. 30, form TR 26. Register will be signed by the DFO
in each month in taken of having scrutinized entries made
therein.

(ii) Departmental Officer should furnish a certificate in the given in
M.C.E.R. 31, when a claim on account of the tax under Bombay
Sales Tax Act 1959 or the Central Sales Tax Act, 1956 is
included in contingent the bills preferred by them.

Refunds of revenue are taken in reduction of receipts and charged to the head "0406 Forestry
and Wildlife deduct refunds"” the payment being noted against the original receipt entry in the
cash book and classified abstract of revenue. Refund bills will be prepared and paid after
sanction of competent authority, which should be communicated to the Accountant General.
For powers see F. P. VII-14. The instructions in F.P.1-96, 98 and 99 should be observed.

Losses and Write-off

25.10.01

25.10.02

25.10.03

Rules for the reporting of losses of public money, departmental
revenue, stores, etc. and the exhibition of such losses in the
Government accounts and in the appropriation accounts are contained
inApp. I8toF.P.L.

Cases involving loss of Government money or revenue should be
thoroughly investigated in order that it may be possible to decide
whether the loss should be recouped from any of the Government
Servants responsible for it. Wherever it is found that the loss was
occasioned by the negligence of a Government Servant he will be
liable to make it good. The general rules for the enforcement of
responsibility for losses sustained by Government through fraud or
negligence of Government servants are givenin App. I8-A toF.P.I.

(i)  Whenever any defalcation or loss of public money, departmental
revenue, stores or other property is discovered, the fact should be
immediately reported to the A. G. and the immediate official
superior, even when such loss has been made good by the person
responsible for it; and when the matter has been fully enquired
into, a further and complete report should be submitted as above,
stating the nature and extent of the loss, the errors or neglect of
rules by which such loss was rendered possible, and the
prospects of effecting a recovery. (For exceptions in which a
report need not be submitted to the A.G. see Rule II of Section 1
of App. 18 to F.P.I.



(i) Reports submitted under (i) above must be forwarded forthwith

to Government through the usual channel with such comments
as may be considered necessary, vide Rule (2) of Section II of
App. I8A to F.P.I. and further action should be taken under the
rulesin that App.
Note :- For powers of officers to write off stores, tools and plant,
live-stock, timber and other stock, and the irrecoverable value of
stores, losses of public money, etc., see F.P. 1-329* and F.P. VII-
37.0

25.11 Register of Receipt and Repayment of Deposits

25.11.01 Each item of "Forest deposit” received should at once be entered in a
register. There should be a continuous series of numbers beginning a
new each account year. The entry in the column "Nature of Deposit”
should be sufficient to explain why the amount is deposited. The
Dy.C.F. should check carefully the amount and particulars of each
entry and then set his initials in the proper column against each. A
daily total only should be carried to the cash book.

25.11.02 In April each year. the Divisional Forest Officer should examine the
Register of Receipts of Deposits of the second proceeding year and
transfer to a Clearance Register with suitable change in the headings,
all the outstanding balance which are not reported for lapse. To this
Clearance Register should also be transferred any items in the last
preceding Clearance Register but one that are for special reasons not
allowed to lapse to Govt. It should then be submitted to the
Accountant General in order that repayments during the next two
years may be recorded in it in the columns provided for the purpose.
Note :- It is not intended that the Clearance Register should be used in
divisional offices for the repayment. Items entered in the Clearance
Register should continue to be recorded there in the original Receipt
Register.

25.11.03 Forest Deposits Received

(i) Everyitem of Forest Deposits should be recorded in the name of
the person from whom, (not that of the Government official, if
any, through whom), it is received. It should be passed through
the accounts even though repaid on the day of receipt, and be
kept distinet, however small it be, till finally disposed of never
being consolidated with others.

(ii) Eachrepayment of deposit should at once be recorded in both the
register of repayments, from which the daily total should pass
into the cash book, and in that of receipts, in the latter the date
and amount of the repayment also being noted.

(111) Voucher should be used for repayment of deposits. When a
deposit is adjusted by transfer to some other head of accounts,
the head of account to which it is transferred and the item in
which it 1s included in the divisional account, should be noted
both in the register of receipts and in the register of repayments,
and it should be credited separately in the cash book or the
subsidiary register concerned. The Voucher submitted with the
monthly accounts should state these facts along with the
statement being attested by the signature of the Divisional Forest
Officer.
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(iv)

(v)

Security deposits should on no account be repaid or retransferred
to the depositors or otherwise disposed of, except in accordance
with the terms of their agreements. Ordinarily security deposits
become payable in the case of forest contracts after their final
completion.

In the event of the amount of the original security being retained
as security deposit for a fresh work undertaken by the same
contractor, the following procedure should be followed.

An acknowledgment in the prescribed form setting forth full
particulars of the security returned and stamped where the
amount of the security exceed Rs. 500/- should be obtained from
the depositor and security shown as returned against the original
entry in the deposit register, a fresh entry being made in the
deposit register giving full particulars of the new work to which
the amount has been transferred. The transaction need not pass
through the cash accounts of the division, but to facilitate
identification and check. cross reference should be given in the
relevant schedules and registers. The depositor
acknowledgment should be submitted to audit in support of the
refund entry in the schedule. In the months in which such
transactions take place the certificate at the end of cash account
should be suitably modified by the insertion of the words " and
with the exception of items of security deposits transferred from
one work to another and shown in the registers of deposits
received and repaid but not in the cash book".

Note :- Before repayment of security deposit on completion of
work in coupes, etc., and at the time of taking over charge of the
areas, the Range Forest Officers must satisfy themselves by
actual check of the areas that no irregularity has occurred or
fraud has been committed and that the works have been
completed according to the terms of the contracts and certify to
the Divisional Forest Officer, accordingly and the Divisional
Forest Officer must satisfy himself that the Range Forest officers
are exercising due precaution in this matter, by checking their
work occasionally. No security deposit should be repaid unless
the Divisional Forest Officer is satisfied that the contract is
complete in all respects and that the contractor owes nothing to
the department.

(vi) The same procedure should be followed when a deposit is

(vii)

transferred from one contract to another on account of transfer of
contract or other reasons, but the transaction should appear in the
cash accounts of the division concerned.

When works which should be done by contractor according to
the terms of their contracts are carried out departmentally and the
cost is debited to the deposits of the defaulting contractor,
complete vouchers giving full details should be furnished to the
A.G. duly supported by the Sub-vouchers, where necessary, to
enable the audit office to see that the expenditure incurred is in
order, that the payment has in fact been made to the proper party,
that proper receipt has been discharged by that party and that a Il
nd claim against Govt. is impossible.

(viii)Claims on behalf of deceased contractors in respect of the

deposits lodged by them should be dealt with in the manner
prescribed in Financial Rules under Devolution Rule 37 (e)
(F.P.1)- 62(b). except that indemnity bonds should be taken in all
cases before payment is made. The indemnity bond has been
prescribed in Appendix I-I of Financial Rules under Devolution
Rule 37(e) (F.P.I).



(ix) Deposits not exceeding one rupee unclaimed for one whole
account year, balances not exceeding one rupee of deposits
partly repaid during the year then closing, and all balances
unclaimed for more than three complete account years will, at
the close of March in each year, be credited to Government by
means of transfer entries in the Accountant General's office.

(x) Therefund of lapsed deposits credited to state revenue under this
para is regulated by Financial Rules under Devolution Rule
37(e) (F.P.D.III-B* and II-C, the application to Accountant
General 1s made and the amount refunded should be charged in
the cash book as a " miscellaneous refund” and not debited to
deposits.

Note (1) :- The designation of the Accounts Officer by whom
the charge is adjustable, and the name of the State to which it is
debitable should be mentioned. This will then be used as a
voucher in support of the book transfer debit entry in the forest
cash book, and a corresponding credit to forest revenue under the
appropriate detailed head will be shown on the date of
acceptance of the bill being quoted in the entries.

Note (2) :- A similar procedure will be followed in case of
payment for supplies received from or services rendered by other
departments. Original copies of bills or price invoices received
from a supplying department will, be returned duly
countersigned and with the complete account classification, etc.,
of the charge in the forest accounts shown thereon. On receipt of
intimation from the Accountant General. the duplicate copies
will be adjusted in the cash book, by debit to the proper detailed
head under proper major/sub head and corresponding book
transfer credit to the department concerned. the departmental
number and date of the bill being quoted in the entries.

Note (3) :- With a view a speed up the settlement of transaction
involving inter-departmental adjustments, the supplying
officers should include in the monthly accounts sent to the
Accountant General all items including those for which
acceptance by the departments or officers to whom supplies are
made or services rendered are not received in time. The
Accountant General will adjust all the transactions, adjustments
relating to those items for which accepted invoices are not sent
with the monthly accounts being treated as provisionally
adjusted, subject to readjustment later, if found necessary. In
order to facilitate the adjustment the departments or officers
requisitioning for supplies or services should give complete
classification of the charges on their requisition. The supplying
officers should show in their accounts full particulars of the
departments and officers, and of head of account to which the
charges are to be debited.

Note (4) : - The adjustment mentioned in note (3) should be made
in the case of transactions originating in a forest division such as
those mentioned in note (1). In other cases no such adjustment
should be made except on receipt of an intimation from the
Accountant General.

25.11.04 Register of money receipt books
(1) A register of money receipt books should be maintained in

the Divisional Forest Office. All receipts and issues be
serially entered in this register. A separate page should be
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opened to record the issue and returns from each official so
that the returns of the used up books can be watched and the
stock of hooks with him on any given date is ascertained.

(i) When a new stock register is opened, the balance in stock at
the Divisional Office and at Ranges including those in
actual use should be carried forward as opening entries in
the new register.

(iii) The Range Forest Officer should submit the account of the
money receipt books in the following form along with his
monthly cash account,

Name of Book No.  Number Number Total

subordi- of pages of unused amount
nate using used pages collected
money during the  from No.-- by each
receipt month to No.-- officer.
book from

1 2 3 4 5

Account of unused pages should be checked during
subsequent months.

(iv) The recoveries adjusted in the range cash book should be
checked in the divisional office with the past account of
money receipts as shown above. All used up money receipt
books should be immediately returned to the Divisional
Forest Office.

25.12  ForestAdvances and Contractors’ and Disbursers’ Ledger

25.12.01 Advances to Disbursers

(i)

(ii)

A Subordinate Officer who is not authorized to draw cheques
against the drawing account of the Dy.C.F., may be given a cash
advance of suitable amount to enable him to make the
disbursements entrusted to his charge.

When an advance is made to a Subordinate Officer the amount of
it must be charged at once by debiting it in the accounts of the
officer making the advance, to the major head "Forest Advance"
8550 under the minor head "Advances not bearing interest-
Advances repayable" as an advance to the disburser concerned.
When an account of the advance is rendered by the disburser, the
amount of the expenditure incurred should be credited to "Forest
Advances” by a per contra debit to the appropriate sub-head of
account classification.

25.12.02 Cash accountofadvance to contractors and workmen

(i)

Advances to contractors and workmen should be given only
when no other arrangements can be made for carrying out a
work, such advance are regulated by the rules in [Annexure
25.03). Subject to the limit and rules therein, the C.C.F. / C.F.
may from time to time fix the amount up to which, and the
circumstances under which advance may be given to the
contractors without his previous sanction.

The Conservator may also require that all advances made to the
contractor, exceeding the sanctioned amount must be reported to
him. This may be relaxed in case of advances paid under
appropriate contract bearing adequate security deposit.



(ii)

It must be clearly understood that officer who advances the
Government money otherwise than in accordance with the
appropriate rules and orders, does so at his own risk, and unless
he furnishes perfect satisfactory reasons for theiraction. he will
be held personally responsible.

Note :- (1) As far as possible the system of giving advance to
contractor should be done away with. Contractors should
preferably be encouraged to work without advances and their
bills for work done should be made out and paid by R.F.O. in
each fortnight and Dy.C.F. atthe end of each month.

(iii) Private money should not be used on Government works for

making advances to labourers or otherwise. To aveid
competition for labour between Government Deptts., they
should be co-operative with one another, in securing labour on
equal terms.

25.12.03 Contractors’and Disbursers’ Ledger

(i)

(ii)

(iii)

(a) A bound ledger in MFM Form 17 should be maintained in
Divisional and where necessary, in Range Offices, for all
accounts with the disbursers and contractors, on the
debitor side should be entered all payment made to them
and on the creditor side the amount of all bills passed to
their credit and all sums repaid by them in cash.

(b)  Any advances made by Sub-Divisional Forest Officers and
subordinates under the orders of the Divisional Forest
Officer should be incorporated in the usual course in the
Divisional account and thus in the divisional ledger.

(c) The rules regarding ledger accounts of divisional offices
and submissions of monthly abstracts thereof apply mutatis
mutandis to similar accounts of range offices.

(d) The pages in the ledger should be numbered consecutively,
and there should be an index fo the accounts it contains.
Each new account opened should be assigned a number
which will be appropriate to that particular account until it
is closed finally. The numbers should be given to the
accounts in the ledger in consecutive order as they are
opened and should run in a consecutive sequence until a
new ledger volume is opened.

(a) Only one account should be opened for paying advance to
each disburser, but in the case of contractors a separate
account should be kept with each person in respect of each
work.

(b) Inthedivisional ledger the advances made by Range Forest
Officers to workmen, etc., and recoveries thereof should be
entered in lump sums against the names of the Range Forest
Officers concerned, only one account being maintained for
all work advances (without the names of the actual
recipients) made by each Range Forest Officer.

Each item entered in the cash book under "Forest Advances" or
"Work Advances" should be posted at once in the ledger, and
when any work is accepted as having been done by a contractor,
or any account supported by the necessary vouchers is accepted
from a disburser, the amount covered by work done or
expenditure incurred, should be set off against the amount due
from the contractor or disburser, as shown in his account in the
ledger. The ledger account should thus be a running account with
each contractor and disburser from which the amount due by him
orto him can always be ascertained easily.
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Note :- (i) Advances to contractors and disbursers should as a
rule be made by cheques, and should be supported by vouchers.
Remittances of advances to disburse by postal money orders are
permitted in case where the use of cheques is inconvenient,

Note :- (ii) Voucher for work advances should bear a certificate

to the effect that all the condition of the rule in Annexure 25.03 to

this volume have been observed in full in granting the advance.

The order sanctioning the advance should be quoted in the

voucher.

(a) The account of each contractor and disburser should be
balanced and signed on the last day of closing account of
each account month in which transactions take place.

(b) The opening and closing cash balance in the cash account
of each subordinate (including, in the case of the Range
Forest Officer), the balance of all payments made to them
and the creditor side the amounts of all bills passed to their
credit and all sums repaid by them in cash should be
properly reflected.

(¢) Advances made on their own authority to contorctors
should agree with the balances shown as outstanding
against him in the divisional ledger at the commencement
and the close of each month.

(d) When advances are made by the Range Forest Officer to
workmen under the rules in Annexure 25.03 or the for the
disbursement of pay of establishment and petty works
charges, the amounts should be entered at once in the cash
book and the ledger and the recoveries adjusted according
to the instructions quoted above. The ledger accounts will
show the outstanding at a glance to enable the Range Forest
Officer to effect speedy recovery thereof and prevent over
payment. A new Range Forest Officer while taking over
charge, should examine the ledger and sign it in token of its
correctness and endeavor to recover sums outstanding, if
any, either by work done or in cash. Chief Conservator
/Conservator is authorized to sanction remission of arrears
and write of unrecoverable advances subject to a maximum
of Rs. 250 in each case.

25.12.04 OtherAdvances

(1

(ii)

Advances other than those dealt with above, viz. advances to
contractors and disbursers, are governed by rules contained in
the various Financial Publications or by special orders of
Government. These advances may be classified as :-

(a) advances bearing interest and

(b) advances not bearing interest

In order to watch the recoveries of the advances listed above, a
register should be enforced in the offices atall level,

(Note :- Advances to contractors and workmen are advances
bearing interest whereas advances to disbursers are interest free.
These are not included in the list given below).



2513

25.14

Nature of Advance S8.No.of rules Name of the Financial

or articles publication or other
authority

(I) ADVANCE BEARING

INTEREST
(a) House building 7610(271) Financial Rules under
advances devolution Rule
(b) Advances for
purchase of
(i) Motor car 76100202) Financial Rules under
Devolution Rules 37(e)
(F.P.L)
(ii) Motor cycle 2203 - do -
(iii) Other conveyance- 2203 - do -
(iv) Purchase of asini(b) (i) above
personal computer
(i) ADVANCES NOT
BEARING INTEREST
(a) Advance of pay and proper salary head
Travelling allowance salary & T.E.
on transfer.
(b) Advance of traveling salary & T.E.

allowance on tour.

(i1i) In order to watch the recoveries of the advances listed above. a
register should be enforced in the offices at all level.

Register of Monthly and Progressive Revenue and Expenditure in each unit

A register should be maintained in each divisional office showing the sanctioned budget
estimate of the year under each detailed head, the monthly revenue and expenditure of the
divisional office and of each subordinate disburser and progressive revenue and expenditure of
the division as a whole. The monthly totals under each detailed head should agree with the
figures in the divisional monthly classified abstract of revenue and expenditure MEM Form 5
submitted to Accountant General.

Closing of Accounts of the Year

25.14.01 Checking and Closing of Accounts

(i) All entries in the cash book must be checked by the disbursing
officer as soon as possible after the date of their occurrence, and
he must see that all receipts have been properly credited in i, and
that the payments are supported by vouchers which have been
passed by him. The cash book should be initialed (and dated)
under the last entry checked.

(ii) The cash book should be closed and balanced monthly.
Divisional Forest Officers and Range Forest Officers should
close their books on the last day of each month. For the month of
March, Divisional Forest Officer should keep open his own
accounts until the receipts of accounts of all the subordinate
officers.
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(i11) On no account submission of account should be delayed. For

special reasons the Divisional Forest Officer may authorize few
days delay in the submission of the accounts, but if they are not
dispatched on or before the 10th of the following month the
reasons for the delay must be intimated invariably on that date.

(iv) The disbursers. who are required to submit monthly cash

(v)

accounts to the Divisional Forest Officer under this para above
25.14.01(ii) should also submit supplementary accounts for
March if there are transactions of the nature mentioned therein; if
not, they should report to the Divisional Forest Officer
accordingly.

The Range Forest Officer should submit with his monthly
accounts an abstract of the contractors” and disbursers’ ledger in
MFM Form 18 together with a consolidated receipt signed by
him for the advances made by him during the month to the work
man, labourers etc, supported by individual receipts of the
payees. The abstract submitted by the Range Forest Officer for
March in each year or for March Final when necessary, should be
accompanied by an explanatory statement giving the
information required under heads in respect of each item of
advance outstanding for more than 12 months.

(vi) The account balance at the close of the month should be checked

with the actual cash balance in hand by actual count. If any
excess or deficiency is found, it should be entered at once as such
as in the cash book on the debtor or creditor side, as the case may
be, and areport be made to the Accountant General.

Note (1) :- The duty of verifying and certifying the monthly
divisional cash balance must ordinarily be performed by the
Divisional Officer in person and the following certificate be
given in the monthly cash account submitted to the Accountant
General.

"Certified that the balance in my hand on date

amounted by actual count to Rs. shown as in the form and
that T am personally responsible that the said balance was
actually in my custody."

But if the Divisional Officer is on tour on the 1st of the month, he
should verify by; actual count the part of balance which is with
him on tour and obtain from his head clerk a certificate in the
following form in respect of the other part of the balance at
headquarters :-

"I certify that the cash balance in my hands on date

amounted by actual count to Rs. and that I am
personally responsible that the said balance was actually in my
custody.”

In such case the certificate to be submitted by the Divisional
officerto the Accountant General should be as follows

"I certify that the cash balance in my hand on--------- as shown in
the cash account amounted to Rs.-- of
which Rs.-------- arein my personal custody and Rs. in

the custody of the head clerk at headquarters. The amounts have
verified by actual count, the former by me and the latter by the
head-clerk as certified by him."

Note (2) :- When a Divisional Forest Officer, or Range Forest
Officer, or other disbursing officer removes cash from his chest
and takes 1t with him on tour for disbursment, the fact should be



(vii)

noted in red ink in the cash book in the column :Particulars” on
the Creditor side but the amount should not be entered in the
column "Disbursements” as an actual payment, as it will still
form a portion of his cash balance. Any subsequent increase or
decrease in the amount should be noted. On the officer's return to
headquarters, the amount actually disbursed should be debited to
the head concerned, the amount unpaid being returned into the
cash balance.

Note (3) :- Forest Officer should not keep large cash balance.
Money not required for immediate disbursement should never
be drawn from the treasury. Payments should, as far as possible
be made by cheques, and withdrawals from the treasury should
be limited to the amounts during the month for disbursement of
pay, etc., of establishment, wages of workers and contingent
expenditure which should all be estimated accurately in
advance, so as to leave a very small cash balance (not exceeding
Rs. 500/- as a rule for Head Clerk and Rs. 2000/- for RFO) on the
day on which the monthly account is closed. The limits of the
closing balances for the different Forest Offices will be as laid
down by the Chief Conservator in consideration of the above
principles. When the cash balance exceeds the prescribed limits
reasons should be recorded in the monthly cash account.
Whenever cash balances are checked, such check must be
thorough and the correctness of all cash book entries for the
period for which the cash balance is struck, must be verified with
subsidiary vouchers and reference to latest objection statement,
in addition to counting of the cash.

(viii) As soon as the audit check of the Range Forest Officer's account

(ix)

in the Divisional Office is over, the irregularities, discrepancies
etc., in the amount, if revealed should be communicated by
Divisional Forest Officer to the Range Forest Officer in
duplicate. The Range Forest Officer should return one copy of
the objection statements duly replied within 10days of its
receipt.

It is essential that the amount of cash balance as shown against
each Range Forest Officer in the divisional ledger be clearly
intimated in each months, objection statements, even though
there may be no other objections,

Gazetted Officers when checking range cash account should take
this balance in to accounts in order to arrive at the correct cash
balance of Range Forest Officer.

25.14.02 Closing of The Account of the Year

(1)

(i)

The financial year terminates on 3lst march and actual
transactions taking place after that date should on no account be
treated as pertaining to that year. In order, however, that as
many of the unadjusted outstanding of the year as possible
should be cleared and that errors in account coming to notice
after 31st March should be rectified, if possible within the
accounts of the year. The account books prescribed above should
be kept open, after the closing of the accounts for March, for
inclusion of transfer entries relating to rectification of errors and
for settlement of outstanding till the March supplementary
account is submitted to A.G.

During the month of April the Division Forest Officer and
subordinate disbursers where necessary should leave in the cash
book sufficient no of pages to accommodate book transfers
adjustments of :-
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25.15

Correction of Errors

(a) Revenue paidin to treasury before the 1st April but omitted
from the cash accounts for March and previous month for
want of information or other cause.

(b) Expenditure actually incurred before the st April which
can be taken in reduction of the heads "Work Advances"
and "Forest Advances" so as to bring down the outstanding
under advances to as low a figure as possible, and

(c) Book transfers on account of supplies made to or received
from other departments of the Maharashtra Government
before Ist April, which can be adjusted against the grants of
the year just closed. The entries in  the March
supplementary portion of the cash book will be strictly
confined to :-

(1) Debit to forest remittances and credit for forest
revenue.

(2) Debit to expenditure and credit to work advances or
form advances.

(3) Creditto forestrevenue and debit to expenditure.

(4) Percontradebitor credit to Book transfer.

Being composed entirely of book adjustment, this
supplementary account will have no opening or closing
balances. The March supplementary part of the cash book of
subordinate disburser should be closed on the same date as the
cash book for April and relevant supplementary cash accounts
for March with voucher etc., should be sent to the Divisional
Forest Officer alongwith the accounts for April. The divisional
officer’s account for April should be pushed forward and
rendered on the due date, care being taken that they contain no
items which ought to go into the supplementary accounts for
March. The later should be closed on 20th May or on such date
as may be prescribed by the Accountant General.
Note :~ The March preliminary account should be the final
account of the financial year so far as transactions with the
Central Government, other state Governments and railways are
concerned. No such transactions should be included in the
March supplementary account (except responding items of
transactions originating in other accounting circles, which are
adjusted on receipt of intimation from the Accountant General
and adjustments of rectification of mis-classifications etc.) and
all such items which cannot be included in March Preliminary
accounts should be left over for adjustment in following
financial year.

25.15.01 Corrections should be made by drawing a line through entry and

25.15.02

writing the corrections in red ink. When one or more figures of a sum
or numbers, require correction the whole sum or number should be
rewritten. No erasers are permitted. All corrections should be
initialed.

If an item in the forest accounts which properly belongs to one head is
classified wrongly under another head, the error should be corrected
in the following manner:-

If the error is discovered before the close of the monthly account,
the necessary correction should be made in the original entries
before the accounts are closed. The mistake should be corrected



(ii)

by drawing the pen through the incorrect entry and inserting the
correct one in the red ink between the lines. The disbursing
officer should make initials on every such correction and put
date under such initials.

If the error is discovered after the closing of the (month)
accounts, but before the accounts for March supplementary are
closed, the correction should take the form of a fresh entry in the
current cash book including period of March supplementary
account.

Note : (1) Errors affecting only revenue or expenditure (service)
heads, where the amount involved does notexceed Rs. 10/- need
no formal correction.

Note : (2) If the error affects more than one heads one on each
side of the cash book, entry correcting the error should be made
on both sides, but if it affects only receipts or expenditure heads
on one side of the cash book, the entry should be made on the side
affected, the amount (plus or minus) pertaining to each head
being specified in the column of "Particulars”, as the case may
be, being left blank. At the same time, a suitable remark should
be made in red ink against the original incorrect entries in all
accounts, the reference to the correcting entry being quoted.
Note : (3) No correcting entry should be made unless supported
by the orders of the Divisional Forest Officer obtained on a
Transtferentry Memorandum in the form below:-

Particulars of Debits Credit
original Head of Amount Head of Amount
transaction, Account Account

with reasons
for the
proposed
adjustment

Passed

Divisional Forest Officer

(iii) If the error is discovered after the accounts for March

(v)

supplementary have been closed and dispatched to the
Accountant General, it should be reported by letter to the
Accountant General who will deal with it in accordance with the
rules in Volume 11T of the Account Code and advice the Forest
Officer regarding the corrections (if any)

In all cases in which a formal correction is not permissible, a
suitable note (in red ink) should be made in all the accounts
concerned.

Subsidiary Account of Commercial under-taking

So far as Maharashtra Forest Department is concerned the undertakings which are treated as
commercial are (i) the Allapalli and Pedugundam Ranges. the Depot at Ballarshah in Allapalli
Division. The maintenance of subsidiary accounts on commercially basis is carried out for
these undertakings in addition to the regular quantity accounts and cash accounts prescribed in
this Manual, and the preparation of the annual trading accounts in which the activities of the
undertaking should be exhibited, as per manual prescribed for this purpose.
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List of Documents to be submitted to the Accountant General alongwith monthly Cash

Account
(I)  Form No. 25 (Account Form) MFM Form 4
(i) Detailed Head wise classified Abstract of Revenue
and Expenditure) Form No.25 MFM Form 4
(iii) Form No. 35-Classified Abstract of Expenditure MFM Form 5
(iv) Copy of Cheque drawn Register (Form No. 22) MFM Form 6

(v) Statement showing the details of cheques drawn/

encashed/ remaining uncashed during the month

(Form No. 23) MFM Form 7
(vi) Form No.34 Ledger for Advances to disbursing Officers MFM Form 8
(vii) Proformain Respect of-Remittance “mem

(viii)Proforma in respect of 8443 Forest Deposits-plus minus MFM Form 9
forthe month.....
(ix) General vouchersin Form No. 32 MFM Form 10
(x) Duplicate copies of Pay bill, and original copies T.A. Bills e
and other bills
(xi) Form No.36 (Details of amount paid into Treasuries) MFM Form 11

(xii) Scheduled of recoveries from the Pay bills as per list e
attached.



—— CHAPTER 26 ——

CASH ACCOUNTS OF SUBORDINATE DISBURSERS

(Range, Depot and , Foresters etc.)

26.01 General

The rules in the previous chapters regarding collection of revenue and remittances to treasuries,
payments and vouchers therefor, advances and ledger accounts, custody of Government
money, cash book, etc., apply mutatis mutandis to the transactions of subordinate disbursers.
The following articles describe the procedure to be followed by them in the maintenance and
submission of their accounts.

26.02 Cash Book

()

(ii)

Every subordinate who is authorized to receive and disburse Government money should
maintain a cash book as per MFM Form 3 in which he should enter all money
transactions immediately they occur.

Every item of revenue and expenditure or payments should be supported by the
prescribed voucher and full particulars of the transactions should be shown in the cash

book as well as in the vouchers concerned.

(iii) Corrections should be made by drawing a line through the entry and writing the

(iv)

correction in red ink. When one or more figures of a sum or number require correction

the whole sum or number should be rewritten. No erasures are permitted. All correction

should be initialed.

Alladvances paid orrecovered should be entered inred ink.

(a) The cash book of Round Officers should be examined by the R.F.O. at least once
in 3 months, with the counterfoils of receipts, permits and passes issued by them and
with other vouchers. He should inspect the works executed and ensure as to whether
the expenditure charged thereupon is justified and all expenses incurred upon them
are actually paid. The discrepancy observed in that regard if any, must be reported to
officials superior at once. Similarly, ACFs and DFOs must also examine the cash
books of the R.F.O. and his subordinates once in six month and twelve months
respectively and take corrective measures as required.

(b) The examination of the cash book as above should be as thorough as possible and
include a scrutiny of the connected registers and vouchers, e.g., the register of
receipts and issues of passes and other books and forms  should be examined with a
view to seeing whether the opening balance in the current register agrees with the
last closing balance brought over from the used up register, whether the stocks
obtained from the divisional office from time to time have been credited in the
register and the balances correctly carried forward from month to month, whether
the price of books sold to contractors, etc., has been correctly credited to the cash
book and whether the number of books in hand agrees with the balance shown in the
register. The originals, where available, of receipts, permits. grazing passes, etc.,
issued should be compared with the counterfoils, and the amounts collected should
be checked with the credits in the cash book.

26.03 Collection and Remittance of Revenue

(1)

The R.F.O. should collect all revenue pertaining to his range as a whole such as value of
the material from coupes and compartment from which any material or M.F.P. is sold,
fees for timber permits and such other major items. The Round Officer should collect all
petty items of revenue pertaining to his charge, such as grazing fees, rent of leased forest



lands, permit fees for minor forest produce, compensation in forest offence cases, etc.
Officers in charge of timber depots should collect all revenue due for material sold from
the depots. No other subordinates, unless specially empowered in writing by the D.F.O.,
may receive money on behalf of the Government.

(ii) Permits, passes, for which any officer is authorized by the D.F.O. to issue, should be
issued promptly in the printed form, on payment of the prescribed fees by the applicants.
Under no circumstances shall manuscript permit, passes or receipts be issued.

(iii) Receipts in the prescribed forms should be given for all Government money collected.

(iv) The following supplementary rules 4 to 6 sanctioned in R. 3624 of 30-12-1920 should be
observed.

S. Rule 4.- No Forest Officer shall allow a larger sum of revenue than the following limits
to accumulate or remain in his charge but shall at once pay the money into the treasury.
When the treasury is situated at a distance from the officer's headquarters the money may
be remitted by postal money order: -

Range Forest Officer................... Rs. 100

Note .- The Range clerk may collect revenue in the ranger's absence on tour provided he
has furnished security under the rules.

Round Forester or round guard or depot officer..... Rs. 50

Forest Guard (when authorised to collect revenue by special order) ... Rs. 25

S.Rule 5.- When the total of the sums collected does not exceed the limits in Rule 4,
remittances to the treasury shall, when the office is at a treasury town, be made on the
closing day of each week. When the office is at a distance from the treasury the remittance
may be deferred till the accounts of the month are closed, but in no case should the officer
keep forest revenue in his possession for more than one month.

S.Rule 6. - Inno case shall a forest officer accept ready money payment from purchasers
of coupes, kurans, farms, etc.. but shall furnish the payer with a challan in duplicate and
direct him to pay the money direct to the treasury and return the original challan signed by
the treasury officer as a voucher. In the case however, of small items of revenue, such as
permit and grazing fees, compensation under section 68 of the Indian Forest Act. cash
may be accepted and remitted to the treasury under the provisions of Rules 4 and 5. For
sums thus collected areceiptin the prescribed form shall invariably be given to the payer.

(v) Revenue collected locally may be used for local expenditure, only under the express
orders of the Dy.C.F. If an the date of closing accounts any sum of revenue remains in a
disburser's hands, which he is unable to remit to the treasury, he may treat the unremitted
revenue as "Forest Advance” for expenses during the succeeding month and submit a
voucher for the amount with the cash account. Nothing in this paragraph should be taken
as allowing large sums to be kept unremitted and in no case should revenue in excess of
the amount permitted by the above rules be retained unremitted. On receipt of the cash
account and the voucher, the Dy.C.F. should debit the amount to "Forest advances” by per
contra credit to "0406" and make a remittance to the treasury by cheque for an equal
amount.

26.04  Custody of Government Money

(i)  Subordinates should furnish security in accordance with the rules in Chapter13.

(i) Government money in headquarters should be keptin the iron safe or cash chest provided
for the purpose; the latter should be securely chained to a post or kept in a bigger box with
a strong lock. Money taken by an officer on tour should be kept in a strong box securely
locked. At night the box should be in the personal custody of the officer; during the day,
when the officer is away from his camp for inspection or other work, his personal guard
should be made responsible for looking after it.

(ii1) No funds in excess of the amount required for disbursements during the month should be
asked for, and the balance in hand should be brought down to as low a figure as possible
by prompt disbursements. An explanation should be submitted with the monthly cash
accounts when the cash balance exceeds the limit prescribed by the rules and standing
orders.
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26.05

26.06

(iv)

The actual cash balance should be counted each time the cash book is closed. If any excess
or deficit is found a note should be made in the cash book and a report submitted to the
Dy.C.F. explaining the discrepancy.

Application for Funds

(i)

(ii)

Subordinates are supplied with funds by advances given by the D.F.O.

The amount of advances to be made to a Forest Officer should never as arule exceed the
amount of his security; but should it be found absolutely necessary on any special
occasion to supply a Forest Officer with funds in excess of the amount for which he has
furnished security, save in the case of advance made for the payment of salaries and
allowances of the forest establishment, the fact shall be reported to the Chief
Conservator/ Conservator of the Circle. (Supplementary rule 7 sanctioned in R. 3624 of
30-12-1920)

R.F.Os. and other disbursers who submit accounts direct to the Dy.C.F. should submit
with their monthly cash accounts an application for funds required for disbursements
during the following month. showing the amount required under each head and the cash
balance in hand. After scrutiny of the requisitions, the Dy.C.F. should, on the 1st of each
month, issue cheques for amounts which he considers necessary, and send them to the
disbursers with vouchers for the advances for completion and return. The disbursers
should cash the cheques by the 5th of the month and proceed to make payments as
directed in the following para.

Payments and Vouchers

(A)
(1)

(i1)

(iii)

(iv)

(v)

General Rules.

Every Range Officer shall make all payments himself or cause such payments made
under his strict supervision. He shall ensure that all money transactions (both receipts and
payments) are properly and promptly brought on to the cash book and are duly supported
by the vouchers and bank statements etc. The responsibility for such transactions rests
entirely on the Range Officer himself.

(Supplementary Rule 8 sanctioned in R.3624 of 30-12-1920)

Note :- Where delay would otherwise occur, petty sums of less than Rs.20 in any one
instance may be paid by the clerk on behalf of the R.F.O. In such cases the R.F.O. is
responsible that the money has been truly disbursed and the signature correctly taken and
should satisfy himself to this effect.

The above Rule applies to timber depot officers and other independent disbursers
submitting accounts direct to the Dy.C.F. and they should, likewise, themselves make all
payments entrusted to their charge.

Sub Para (i) above, also applies toall charges for conservancy and works, establishments
etc., in the range, but the Range Forest Officer may, when necessary, entrust to his
forester the duty of disbursing the pay of establishment and expenditure on annually
recurring petty works such as fire-tracing, current repairs to roads, buildings, well. etc., in
their respective charges., and may, for this purpose, advance money to the sub-disbuser
under their administrative control out of the "Forest advance" received from the Dy.C.F.
and obtain paid up regular vouchers and accounts from him for incorporations in his own
account.

Subordinates, workmen and other payees should not be called into headquarters of the
disburser to receive pay and wages, etc.. due. Payments should be made promptly on the
spot.

All payments should be supported by vouchers in the prescribed forms, in the preparation
or which the instruction given in Chapter 25 should be followed, so far as they apply to
payments made by subordinate disbursers.



(B) Conservancy and Works Charges.

(vi) Fordetailed rules see para 6 of Chapter 25. For work done by labourers, payment should
be made on muster rolls which should be maintained according to the instructions in
25.06.10 (i) and need not be submitted for the Dy.C.F.'s audit before payment. For work
done or supplies made by contractors and piece workers measurement books should be
used wherever required according to 25.06.04 (i) and bills in excess of Rs. 500 should,
before payment. be submitted to the Dy.C.F. for being audited and passed for payment.

(vii) The payment of petty advances to workmen, even thought it be on the R.F.O.'s own
responsibility, should be avoided as far as possible. When important works involving
large payments such as felling. plantations, making roads, demarcating boundary lines
and the like, are undertaken departmentally, the R.F.O. should, at least once in each week
arrange to pay the workmen on the spot, for work done. If the workmen are in want of
money at shorter intervals, disbursements may be made twice a week. Payments should
be made by the R.F.O. himself, as a rule, but may, when necessary, be entrusted to the
forester under this administrative control.

Note: - The wages should (not be paid in lump sum to the Patil for distribution among the
Forester labourers but should) be paid to the individual labourers directly.

(C) Establishment Charges.

(viii) On the 20th of each month, Round Officer should prepare and submit to their R.F.O.
acquaintance roll for the pay of the establishment in their charge for that month. With the
help of these rolls the R.F.O. should prepare a pay bill in form 19 Gen M-1 (revised) for
the whole range. The bill so prepared should be presented to the concerned Treasury / Sub
Treasury for drawing the amount. Pay Bill register should be maintained in Range Office
in form Nos. Gen 16 and 17 ME. When arrears pay is to be paid, supplementary pay bill
should be prepared in the above manner with the help of pay bill register for the months in
which the pay was withheld and submitted to the Divisional office for scrutiny and
sanction before payment.

(ix) The following instructions should be followed in preparing the acquaintance rolls —

(a) In the case of a subordinate on leave his name and pay should be shown in red ink
with a remark in the column "signature, etc.," stating the kind and extent of, and the
authority granting the leave.

(b) Amounts of advances paid (H.B.A., Conveyance, Pay advance, Festival advance)
G.LS. provident fund and income tax, professional tax should be deducted trom the
pay and shown in column "net amount payable." Pay may be actually disbursed less
by such amount. Statement of payment and deductions should be prepared in the
prescribed proforma.

(c) Amounts of recoveries of advances of pay or conveyance allowance will be dealt
with in the same way as the funds deduction mentioned in clause (it) above.

(d) In all cases when a permanent first appointment or an acting or temporary
appointment is made, the authority under which the appointment was made should
always be quoted, in the last column against the name of the person appointed.

(e) The pay should be disbursed as soon as possible after receipt of the monthly advance
from the D.F.O. by the 10th of the month following that to which the claim relates.
If the claims are preferred later, the delay should be explained. Regular bills in the
prescribed from will be prepared in the divisional office and passed for payment.

(x) Travelling Allowance Bills - Subordinates should submit their claims of travelling
allowance (other than permanent travelling allowance which is paid along with pay) in
their diary to the D.F.O. by the 10th of the month following that to which the claim relates.
If the claims are preferred latter, the delay should be explained. Regular bills in the
prescribed form will be prepared in the divisional office and passed for payment.
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26.07 Contractors’and Disbursers' Ledger

This should be kept in Range Offices where necessary, in MFM Form 17, vide instructions in
25.12.

When advances are made by the R.F.O. to workmen under the rules in Annexure 25.03 or for
the disbursement of pay of establishment and petty works charges, the amounts should be
entered at once in the cash book and the ledger and the recoveries adjusted according to the
instructions quoted above. The ledger account will show the outstanding at a glance and enable
the R.F.O. to effect recovery thereof and prevent overpayment. -A new R.F.O., while taking
over charge, should examine the ledger and sign it in token of its correctness and endeavor to
recover sums outstanding, if any, either by work done or in cash.

26.08  Monthly Cash Accounts

(i)  Sub-Disbursers / Foresters, as the case may be, should close their accounts, three days
prior to the last day of each month (except March, the cash books for which should be
closed on the 31st) and immediately submit to the R.F.O. and abstract of itin duplicate in
MFM Form 3 with the necessary vouchers, for incorporation in the Range Accounts.

(ii) The R.F.O. should close his cash book on the last day of each month, after incorporating
therein transactions of his Sub-Disbursers in totals of revenue collected, remittances
made to the treasury, expenditure incurred and advance recovered, and return to the the
duplicate copies of MFM Form 3 noting thereon the amounts admitted and disallowed.
Within two days of closing his cash book, the Range Forest Officer should prepare and
submit to the Dy.C.F. in duplicate an abstract accountin MFM Form (4a) of the range as
awhole. These instructions regarding closing and submission of accounts should also be
followed by the other independent disbursers who submit accounts direct to the Dy.C.F.

(iii) (a) The duplicate copies of MFM Form (4a) will be returned by the Dy.C.F. to the

disbursers concerned with orders regarding sums disallowed, etc., noted in the
"remarks" column. These copies as well as the copies of MFM Form (4b) returned
to the disbursers should be filed by the respective disbursers and produced at the
time of inspection of their offices.

(b) If the accounts in MFM Ferm (4a) are passed by the divisional Office
Superintendent when the Dy .C.F. is on tour, the latter, on his return to headquarters,
should examine them and record approval thereof by signing the original copies
retained in his office.

(iv) Each of the MFM Forms (4a), (4b) serves the purpose of the monthly cash account, the
monthly classified abstract to revenue and expenditure and objection statement, all in
one.

(v) The R.F.O. should submit with his monthly accounts an abstract of the contractors’ and
disbursers' ledger in the MFM Form 18, together with a consolidated receipt signed by
him for the advances made by him during the month to workmen, labourers etc.,
supported by individual receipts of the payees. The abstract submitted by the R.F.O. for
March in each year or for March Final when necessary, should be accompanied by an
explanatory statement giving the information required under heads (1) to (3) of para
27.05.02 (ii) in respect of each item of advance outstanding for more than 12 months.
(vi)The disbursers who are required to submit monthly cash accounts to the Dy.C.F.
under sub para above should also submit supplementary accounts for March as required
if there are transactions of the nature mentioned therein: if not, they should report to the
Dy.C..F. accordingly.

26.09 Audit Check in Divisional Office and Incorporation of Subordinates' Accounts in
Divisional Account

(i) The principal duty of the accounts branch of the Divisional Forest Office is the
incorporation of Range Accounts after checking into one consolidated account of the
Divisional Forest Office which is submitted to the Accountant General. The Dy.C.F. is



required to see that such subsidiary accounts are properly incorporated. Although it is

desirable in order to avoid objections. to see that the various forms submitted agree with

each other, it should be remembered that as the Accountant General's office does not see
the Range accounts, the responsibility for their incorporation and check rests entirely
with the Dy.C.F. and his accounts branch.

(ii) Itis the duty of the accounts branch of the Divisional Forest Office to see that the Range
accounts represent the actual state of affairs and that these accounts are to the satisfaction
accurately built up from the records submitted by the disbursers.

(i11) The cash account starts with the opening balance, shows the total receipts and payments,
and thus works up to the closing balance. The cash account is supported by the certificate
that the cash balance shown in the account, has been verified according to the prescribed
rules and agrees with the balance of the disbursers for the last day of closure of the cash
account of the month. The cash account shows the vouchers required, vouchers
forwarded and those still to be submitted. Itis also to be seen that the details in each work
up to the totals and that the details agree with the supporting documents.

(iv) Oneof the important duties of the accounts branch is the detection of frauds as it occurs by
frequent violation of important rules.

(v) Inchecking the voucher furnished in support of the accounts, attention should be devoted
to the following important points-

(a) That the vouchers are in the prescribed form; that they are duly receipted by the
payees: that they are in original; that a brief abstract is given under the signature of
the drawing officer and that signature where necessary are transliterated, also that
vouchers contain notes of dates of payment;

(b) That the vouchers are properly drawn up, arithmetically correct, receipted by the
proper person, certified by the disbursers and countersigned by the controlling
officer as the case may be;

(c) Thatthe details work up to the totals and the totals are in words as well as in figures:

(d) That there are no erasures and that any alterations in the total are attested by the
officer concerned as many times as they are made;:

(e) Thatrevenue stamps are affixed where necessary and that they are not defaced;

()  That G. P. Fund, Income-Tax, Professional Tax, G.L.S. deductions have been made
in strict conformity with rules; and that recovery of advances is also done correctly,
regularly and completely.

(g) That, except in certain specified cases, no claim against Government, not preferred
within the time limit prescribed by Government, has been paid without sanction of
the competent authority.

(h) That, exceptin cases in which it is specifically authorized, no payment is made on a
voucher on order by a subordinate instead of the Head of the oftice himself, and that
copies of sanction are certified by the sanctioning officer or by an officer authorized
to sign for him.

(vi) Therevenue shown in the Range Forest Officer's account should be checked with money
receipts and treasury challans and revenue should be classified under proper sub-heads.
The challans received with the Range Forest Officer’s account should also be verified
with the consolidated treasury receipt and the accountant should satisfy himself that they
agree with each other.

(vii) In the case of Vendor's account where the rated pass system is in force. it should be seen
that the rates charged are in accordance with the sanctioned schedules. The Office
Superintendent / Chief Accountant, or where there is no Office Suprentendent / Chief
Accountant , the Accountant in the Divisional Forest Office should balance the account
of every disburser when received. by endorsing the following abstract giving lump sum
totals on each cash account in the printed form as per Annexure to the forms of range cash
account.

(viii) In the above form reference to the Debitor or Creditor side of adjustments made in the
Divisional Forest Offices cash book should be given against each item at the time of
incorporating these items in the Divisional cash book.
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(ix)

(x)

(xi)

(xii)

The Head-Clerk or Accountant should then put up the audit memo alongwith the
divisional cash book to the Dy.C.F. or in his absence to his Gazetted Assistant who should
satisfy himself in regard to the correctness of adjustments made and in token of his
satisfaction, will countersign and pass the figures of revenue and expenditure in the audit
memo.
The Range accounts should also be compared with the abstract of entries in the
Contractor's and Disbursers' Ledger. If the Range accounts disagree with the entries in
the ledger abstract, the Accountant must be called upon to explain, and the Range Forest
Officer at once addressed to make his account agree (when, for instance, any sums are
disallowed). The check of revenue entails the checking of payments due by contractors
or disbursers who are paying fixed amounts by installment and Dy.C.Fs. should either
keep themselves or require their Accountants to put up the register in which such
installments are originally written up and subsequent payments entered as they are shown
from time to time. From this the Dy.C.Fs. will become aware of installments which are
overdue and take action for their recovery.
Copies of the Range accounts submitted to the Divisional Office should occasionally be
compared with the cash books in Range Offices. This will be in addition to the complete
checking and comparing of the book entries in the monthly cash accounis every year
during the time of Range Office inspection. For this purpose the Divisional Forest Officer
and his Gazetted Assistant should make it a point when they happen to be at the
headquarters of the Range, to call for the cash book and Range account of any particular
month, to be selected personally, from the Divisional Office and check the entries with
the original cash book and see that the payments are supported by necessary vouchers,
remittances are supported by treasury challans and correct entries appear in the other
registers of the Range. Selection of the cash account to be compared with the original
should not be entrusted to the divisional staff and those cash accounts should invariably
be selected which contain alterations in the audit memo. Any discrepancy should be
severely dealt with as it gives aloop-hole for fraud.
Regarding checking of subsidiary forms, it should be seen that all the items in the
divisional cash book agree with the registers or schedule concerned, e.g.:-
(a) to cheques drawn - figures should agree with those -----=---==-==-=sn-nn in the
register of cheques:
(b) by amount of advances made ete.- figures should agree with those in the ledger

abstract;

(c) by expenditure charged ete.- figures should agree with the totals of MFM Form 5
(Expenditure) ------------

(d) to revenue received - figures should agree with ------—---cceeeeee- totals of MFM
Form 5 (Revenue)

(e) by revenue paid into treasuries - figures should agree

with totals of Schedule of remittances.

(xii1) After the incorporation of the Range accounts and other disbursers' accounts in the

divisional cash book, the divisional audit memo in the form prescribed should be
prepared and pasted in the divisional cash book. It should agree the cash account as
submitted to the Accountant General.



—— Notes —
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27.01

27.02

27.03

—— CHAPTER 27 ——
ACCOUNTS RETURNS RENDERED BY FOREST
DEPARTMENT OFFICERS TO THE ACCOUNTANT
GENERAL AND CONTROLLING OFFICERS

General

The direction contained in this chapter shall apply primarily to accounts of Dy.C.Fs. They shall
also apply mutatis mutandis to accounts of Conservators and other forest officers who draw
funds against their own drawing accounts and render separate accounts to the A.G. in respect of
transactions passing through them.

Incorporation of Subordinates' Accounts

Before closing the accounts of a month the Dy.C.F. should satisfy himself that the accounts of
his subordinate officers for the month have been examined and incorporated truly and
accurately in his own accounts. For this purpose, the accounts of the latter should reach the
office of compilation in time for the preparation and submission of the accounts returns on the
due date (see para 27.04). If they do not arrive in time to be so incorporated, they should be
taken in the following month's accounts but such an occurrence should be avoided as far as
possible. In the case of accounts for March, however, the Dy.C.F. must keep open his accounts
until receipt of all the subordinates accounts in order that all receipts and payments of the
official year may, as faras possible, be brought into the accounts of the year.

Compilation of Monthly Accounts

27.03.01 Cash Account.
The monthly cash account should be prepared in MFM Form 4 - State
Accounts. It should show in respect of the following items merely the
totals for the month and all other items of receipt or the charge should
be entered in detail :-

(i) Debtor side :- (1) Cheques drawn: (2) deposit received; (3)
recoveries of advances from disbursers; (4) revenue received
and credited in the cash book under revenues heads 0406, 0049,
0045. (5) recoveries made by deduction from pay bills on
account of service and other funds, provided the bills are
accompanied by schedules showing the full particulars of each
recovery: (6) refund of forest revenue taken by deduction from
revenue ; (7) receipts and recoveries creditable to the Central
Government: (8) receipts and recoveries creditable to Railways;
and (9) receipts and recoveries creditable to other Provinces.

(i) Creditor Side :- (1) Remittances to treasuries: (2) deposits
repaid: (3) advances made to disbursers; (4) expenditure debited
in the cash book to 0406-forest; (5) expenditure debited in the
cash book to 4406-capital outlay on forest: (6) receipts and
recoveries to be deducted from capital outlay: (7) payments
debitable to the Central Government; (8) payments debitable to
Railways: and (9) payments debitable to other States.



27.03.02 Classified Abstract of Revenue and Expenditure

A classified abstract of revenue and expenditure should be prepared in
MFM Form 5 the expenditure debited to the head "4406 capital outlay
on forests" being shown separately from that debited to "2406
Forest." All items of revenue and expenditure recorded in the cash
book for the month should be classified and arranged in this return in
accordance with the prescribed classification, the entries being made
in such detail as may be required by the A.G., in order that they may be
readily understood and checked.

27.03.03 Inrespect of all unvouched outlay (i.e. items not exceeding Rs. 500 for
which no vouchers are submitted to the A.G. (vide 27.04(iii)) on
works which are outside the powers of sanction of Dy.C.Fs., the
following information should be furnished in the remarks column of
the classified abstract :-

(1) Reference to item No. of MFM Form 16 in which sanction to the
allotment, estimate, rates, etc., is intimated tothe A.G.

(ii) Reference to the No. of the voucher of the month in which, the
total progressive expenditure for the month inclusive of the
unvouched expenditure has been shown; or the total progressive
expenditure tfor the month. if there be no vouched expenditure on
that work during the month.

27.03.04 Schedule of Remittances to Treasuries.
A schedule of remittances to treasuries should be prepared. in MFM
Form 11 which will be a copy of the divisional register of forest
remittances and show each item of remittance separately. A reference
to these items should be made invariably against the corresponding
entries in the last column of the consolidated receipt received from the
treasury concerned. Nochallans will accompany the schedule.

27.03.05 Schedule of Transactions with other Governments and Railways.
A schedule should be prepared separately for receipts and payments in
which all items of receipts and payment originating in the division on
behalf of other Government should be detailed and grouped by each
Government. A separate schedule should be prepared in respect of
transactions originating in the division on behalf of Railways, in
which the transactions should be grouped by each Railway.

27.03.06 Schedules of Deposit Transactions
An "Extract register of Forest Deposits received" should be written up
daily from the register of receipts, It is of importance that each deposit
should be confined exactly to its own cage, as the A.G. has to detail
repayments against it.

27.03.07 An "Extract register of repayment of Forest Deposits” should also be
written up daily.

27.03.08 A plusand minus memorandum of deposit transactions of each month
should be prepared, showing the opening balance, total receipts, total
repayments and closing balance. As this balance should always agree
with the aggregate of repayable deposit balances upon the deposit
register, it should be reduced in the memorandum for April by the
amount reported for lapse under 27.04 (xi).
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27.03.09 Abstractof Contractors' and Disbursers' Ledgers.

An abstract of the contractor’s and disburser's ledger should be
prepared monthly in MFM Form 17. In this abstract should be shown,
in consecutive order, first the contractors' accounts and then the
disbursers' accounts. The advances made by R.F.Os. to workmen etc.
and amounts recovered by them will be shown in lump separately
against each R.F.O. The columns should be totaled separately for
contractors' and disbursers' accounts.

27.04 Submission of Accounts to the Accountant General

(1)

(i)

(iii)

A copy of the monthly register of cheques drawn should be submitted to the A.G. on the
last day of each month, and the other accounts mentioned below should be submitted so
as toreach the A.G. by the 8th of the month following :-

Accounts Returns.

That to which they relate (except in the case of accounts for November, February and
March)

(a) Monthlycashaccount ... ... .. vide 27.03.01
(b) Classified abstract of revenue and expenditure 27.03.02
(¢) Schedule of remittances to treasuries ... ... 27.03.04
(d) Schedule of transactions with other Government 27.03.05
(e) Schedule of transactions with Railways ... ... 27.03.05
(f) Extractregisterof deposits ... 27.03.06
(g) Extractregisterof repayments ... .. 27.03.07
(h) Plusand minus memo, of forest deposits ... 27.03.08

These should be accompanied by all the vouchers required by and voucher for all other
items of payments entered in the monthly cash account. Blank return should not be
submitted with the cash account, but a note should be made at the foot of the account that
they are blank.
A certificate signed by the Dy.C.F. should be attached to the monthly cash account to the
following effect :-
(a) That the lump sums shown agree with the details in the cash book and also with the
subsidiary returns after making allowance for—
¢ cashrecoveries of service payments noted in the cash book but not shown in the
cash accountas separate items,
= refunds of forest revenue noted in the cash book but taken by deduction from
revenue in the cash account,
= receipts and recoveries on capital account noted in the cash book but deducted
from expenditure under the head 4406-Capital outlay on forest in cash account,
* recoveries of "work advances" noted in the cash book but deducted from
payments under 2406 Forest 4406 in the cash account, and
» security deposits transferred from one work to another and shown in the registers
ol deposits received and repaid but not in the cash book; and
(b) that the account balance agrees with the actual cash balance, the certificate being
worded as shown in note 25.01.03 (closing and balancing).
A certificate in the following form signed by the Dy.C.F. should be attached to each
classified abstractof expenditure :-
"I certify that (so far as I have been able to ascertain by an examination of the accounts
and vouchers and by personal inspection of the works carried out which I have been able
to visit) the expenditure entered in this account could not, with due regard to the interests
of the Government service, be avoided. I certify that. to the best of my knowledge and
belief, the payments included in this account have been duly made to the parties entitled
to receive them. All vouchers for payments of salaries and travelling allowances and of
refunds and advances, vouchers for all other payments above Rs. 500 in amount, and
vouchers for all items adjusted by book transfer with other Governments, departments,



ete., are attached to the account. I have, so far as possible, obtained vouchers for other
sums, and a personally responsible that they have been so destroyed that they cannot be
used again."

(iv) Fair copies of accounts should be signed only after they have been compared with office
copies. All money transactions passing through the office should be subjected to a careful
scrutiny and the Dy.C.F. cannot escape this responsibility even if the accounts are signed
by his head clerk under the provisions of 27.04.(viii).

(v) For special reasons the Dy.C.F. may authorize a few days delay in the submission of the
accounts. but if they are not dispatched on or before the 10th of the following month the
reason for delay must be intimated invariably on that date.

(vi) The accounts for February and November should be dispatched punctually on the last
day of those months, and those for March so as to reach the A.G. by the 12th of April of the
succeeding year at the latest; but the schedules of transactions with other Governments
and Railways (P. 27.03.05) for March should invariably be dispatched so as to reach the
A.G. not later than the 7th of April and all correcting entries affecting those schedules
should be intimated so as to reach him by the 12th April at the latest.

(vii) Inaddition to the ordinary accounts for March, a supplementary account for that month, in
the form of the cash account MFM Form 4 comprising the transactions included in the
supplementary account books P. 25.14 and 25.16 should be submitted to the A.G. so as to
reach him by the Ist June, or such other date as may be prescribed by him. This will be
accompanied by the usual classified abstract of revenue and expenditure, schedule of
remittances to treasuries and the necessary vouchers, ete.

(viii) When the Dy.C.F. signs the accounts while on tour and cannot give the certificate,
required by 27.4 (ii) and 27.04.(iii) they should be furnished separately when he returns
to headquarters, Similarly, when the Dy.C.F. is on tour and is not able to sign and submit
the accounts so as reach the A.G. by the prescribed date, they may be dispatched over the
signature of the Dy.C.F.’s head clerk, if delay can be saved thereby. In that case, the
vouchers to accompany the accounts should invariably be signed by the Dy.C.F. himself
and dispatched with the accounts or as soon after their submission as possible; the
certificates required by para 27.04 (ii), 27.4 (iii) in the cash account and the classified
abstract of revenue and expenditure will be omitted and in their place the Dy.C.E. should
subsequently (after examining the account books and other papers at headquarters) send
the same tothe A.G.

(a) Acertificate of responsibility in the following form
"After due examination of the accounts, books and other necessary papers for the
monthof ....... the accounts of which were dispatched under the signature of my head
clerk during my absence from headquarters, [ accept responsibility for the same."
0 the certificates prescribed in para 27.04.(ii) in respect of the monthly cash

account and

0 thefollowing certificate in respect of the classified abstract of expenditure :-
"I certify that (so far as I have been able to ascertain by an examination of the
accounts and vouchers and by personal inspection of the works carried out which I
have been able to visit) the expenditure entered in the classified abstract of
expenditure in MFM Form 5 (with the exception of the under mentioned items for
the recovery and adjustment of which orders have been issued) could not, with due
regard to the interest of the Government service, be avoided. [ certify that, to the
best of my knowledge and belief, the payments included in that account have duly
been made to the parties entitled to receive them. All vouchers for payments of
salaries and travelling allowances and of refunds and advances, vouchers for all
other payments and vouchers for all items adjusted by book transfer with other
Governments, Departments, etc.. have been submitted to the Accountant General. |
have, so far as possible, obtained vouchers for other sums, and am personally
responsible that they have been so destroyed that they cannot be used again”.
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27.05

(ix)

(x)

(xi)

ITEMS DISALLOWED.
Item No. Voucher No. Sub-head. Amount,
“Divisional Forest Officer.”

At the end of every quarter a certificate should be recorded on the Extract Register of
Receipts of Deposits by the Dy.C.F. that he has examined the register personally and that
the entries are made with the at most care and regularity.

Note.- The examination is not intended to be mechanical, and to secure only that all
necessary entries are made initialed without fail at the time of the transaction, but also that
no moneys are placed unnecessarily in deposit, or allowed to remain there without good
cause.

In April each year, Dy.C.F. should examine the Register of Receipts of Deposits of the
second preceding year and transfer to a clearance Register with suitable change in the
heading, all the outstanding balances which are not reported for lapse under
para27.4.(xi). To this Clearance Register should also be transferred any items in the last
preceding Clearance Register but one that are for special reasons not allowed to lapse to
Government. It should then be submitted to the A.G. in order that repayments during the
next two years may be recorded in it the columns provided for the purpose.

Note :- It is intended that the Clearance Register should be used in Divisional Offices, the
replacement of items entered in the Clearance Register should continue to be recorded
there in the original Receipt Register, vide para25.11.

Immediately after 31st March each year, a statement of deposits or balance of that year
which lapse under para 25.11 should also be submitted to the A.G. For this purpose. the
register of deposits should be examined early in March and steps taken to repay all
deposits and balance which have become due for repayment. The items finally entered on
31st March in the statement of lapsed deposits should be marked off in the register of
receipts as having lapsed and been credited to Government on 3 st March.

Note :- In preparing the lapsed statement the items should be entered in chronological
order, and separate total should be given for deposits relating to different years.

Submission of Accounts to the Chief Conservator /Conservator

Soon after submission of the monthly accounts to the A.G. the Dy.C.F. should submit the
following accounts each month to the C.C.F./C.F. on such date as may be prescribed by him :-

27.05.01 (i) A summary in MFM Form 27 of receipts and issues of timber and
other forest produce in 23.10 vide depots. If any produce is
entered as received during the month, the expenditure on
account of which cannot be charged in the same month, the
reason will be briefly recorded in the "Remarks" column against
the entry in question.

(ii)  Areturnin MFM Form 19 of revenue outstanding, which should
be prepared from the register of revenue outstanding (MFM
Form 14, see para 25.02). All the columns of the return should be
filled in whenever there is a sale or a transaction in which the
revenue is only partly realized, during the months in which there
are no new transactions in Columns (2) and (3), only columns
(4). (7) and (8) should be filled in with the totals for the month
under each sub-head and the year of sale. The return for March in
each year will be accompanied by a brief explanation of the
circumstances under which each item of revenue that has been
outstanding for 12 months remains un adjustment and the steps
taken torecover it.



(i11) Classified abstract of revenue and expenditure MFM Form 5 in
which the items should be entered in such detail as the C.C.F./
C.F. may direct. The closing cash balance of the division for the
month to which the abstract relates should be shown at the
beginning of the return to enable the Conservator to see whether
itis within the prescribed limit.

(iv) The monthly abstract of the contractors and disbursers' ledger
prescribed vide para 25.12.03 by together with vouchers and the
consolidated receipts of R.F.Os. for "work advances" made by
them.

27.05.02 The abstract of the contractors' and disbursers' ledger for March in
each year, or for March Supplementary when such is rendered, should
be accompanied by :-

(i) a consolidated acknowledgement by the C.C.F. /C.F./Dy.C.F.
testifying to the correctness of the total balances outstanding
against contractors and disbursers at the end of the account year
(based on their individual acknowledgmenis§ which should be
obtained annually and retained in the divisional office), and

(i) a brief explanatory statement showing. in respect of each
account in the abstract containing items outstanding for more
than 12 months, (i) the year of payment and the outstanding
balance of each such item at the end of each year beginning from
the year of payment, (2) the circumstances in which it has
remained unadjusted, and (3) the steps taken with a view 1o its
early clearance. In this explanatory statement the items of
advances outstanding against each R.F.O. should contain
details of the amounts advanced by him under para 24.06 and
outstanding against workmen. labourers, etc.

27.05.03 The ledger abstract for March Supplementary will open with the
closing balances of March. The abstract for April, which will in turn
open with the closing balances of March Supplementary, cannot
therefore be prepared and submitted until the later accounts are
rendered and the closing balance of the year ascertained; but it should
be submitted not later than the 25th May.

27.05.04 The ledger abstracts for the last month in the financial year and the
voucher and other documents accompanying them should, after
scrutiny, be forwarded by the Chief Conservator/Conservator to the
A.G. within 10 days of their receipt to Chief Conservator's
/Conservator's office, but the vouchers accompanying them should be
forwarded to the A.G. within 10 days of their receipt.
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—— CHAPTER 28 ——
DUTIES OF THE CHIEF CONSERVATOR/CONSERVATOR
IN RESPECT OF ACCOUNTS

28.01 General Matters and Control over Forest Account

The General duties are applicable to all forests officers. The CCF/CF, beingin overall control
of the Circle should ensure that these duties are observed by his subordinates. He is responsible
for all the matters regarding revenue and expenditure in his Circle. His specified duties also
include—

i.  Toexercise strict control over the export and sale of timber and other forest produce, the
revenue, and the whole outlay for conservancy and works, and to examine the charges on
account of travelling allowances and contingencies.

ii.  Tocontrol the adjustment of advances and outstanding on account of revenue.

iii. Toensure that the account returns are punctually submitted to the A.G. by Dy.C.Fs.

iv. To delegate all or a portion of his powers with regard to control of the accounts to the
Gazetted Government Servant in charge of his office, under the authority of the
Government.

v. Tosignall letters issued from his office sanctioning expenditure, appointments, etc., and
may delegate the power to a Gazetted Government Servant in charge of his office.

28.02 Checking of Classified Abstract, Contractors and Disbursers Ledger ete.

On receipt of the divisional accounts mentioned in para 27.05.01 the CCF / CF should take the

following action—

(i)  He shall carefully examine the classified abstracts of revenue and expenditure and notify
to the A.G., any items which he considers open to objection or which are wrongly
classified. The CCF / CF may also direct D.F.Os. regarding any items on which he
requires further information.

(i1) He will scrutinize the entries in MFM Forms 27, 19 and compare them with the
transactions shown in MFM Form 5, the opening and closing balance being also carefully
checked. He will address D.F.Os. regarding any discrepancies which may be noticed.

(iii) He will examine the monthly abstracts of contractor's and disbursers ledger with a view
to ensure that the advances are duly authorized and covered by proper security, are not in
excess of the requirements of the works concerned, are otherwise in accordance with the
rules in Annexure 25.03 and are promptly recovered; and that interest due is being
properly charged and recovered.

28.03 Checking of Register and Record of revenue during C.C.E./C.F.'s inspection

At the periodic inspections of divisional office by CCF / CFs, the various registers of revenue
demands and outstanding, of leased lands and of forest offences, and bill and receipt books, etc.
should be scrutinized and recoveries and remittances to treasuries of amounts due to
Government should be verified with entries in the cash book, the classified abstract of revenue
and expenditure and the register of remittances. Similarly, Divisional Forest Ofticers should, at
their inspection of subordinate offices scrutinize the recovery credit and remittance of revenue
items with the help of bill, receipt. pass and permit books, registers of pass and permit books
and of leased lands, the objection statements issued by the Divisional Forest Officer etc. The
Divisional Forest Officer's inspection notes should be submitted to the CCF / CF and those of
the CCF/CFto the P.C.C.F. (HoFF), M.S, Nagpur for perusal and return.
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—— CHAPTER 29 ——
AUDIT BY THE ACCOUNTANT GENERAL

29.01 The duties of the Accountant General with regard to forest accounts are—

(i) Toaudit the monthly accounts submitted by Forest Officer, and
(i1) To regulate the expenditure within the budget grants sanctioned by Government and the
appropriation made by the Principal Chief Conservator and Conservators.

For set of detailed instructions given by Accountant General for carrying out Audit-Inspection
Please see Instructions below para (29.04). These instructions should also be followed for
carrying out office inspections and internal audit by the audit wings of Principal Chief
Conservator's Office and during office inspection by the Chief Conservator of Forests/
Conservator of Forests in addition to instructions given in Chapter 41 in this volume.

29.02 Objected Items

Items objected to or referred by the Accountant General will be entered in an objection
statement which will be forwarded to the Divisional Forest Officer concerned for needful
action. The statement (in original) will be returned, within a week after receipt, by the
Divisional Forest Officer to the Accountant General, through the Conservator, who will note
all corrections and alterations in his copies of the Divisional Classified Abstracts of revenue
and expenditure.

Note: - For duties of officers and action to be taken by them with regard to audit objections see
Financial Rules under Devolution Rules 37 © (F.P.I) 33 and 33-A. Treasury orders and
subsidiary Rules (F. P.II) - T.O. 28 and for waiving of recoveries of amounts placed under
objection and Financial Rules under Devolution Rule 37 (¢) (F.P.I) 330.

2903  Auditof Monthly Accounts

(i)  After completing the audit of the monthly accounts, the Accountant General will prepare
summaries of revenue and expenditure for each division (including the Direction
Division) and furnish copies of them to the Chief Conservator concerned. Summaries
will also be prepared in respect of the General Direction Division and of the accounts of
officers directly subordinate to it and supplied to the Chief Conservator.

(i) The Accountant General will likewise furnish the C.C.F. / C.F. and the Principal Chief
Conservator, not later than the first week of August, with statements showing the March
final figure of receipts and expenditure for the previous year, to enable them to have
correct figures for the preparation of the budget and the annual summary of revenue and
expenditure.

29.04 Instructions for carrying out Audit-Inspection

Extract of method and procedure of audit inspection carried out by A.G.

General points regarding Audit Inspection carried out by the Audit wing of Accountant
General are reproduced here. The matter is selected from the set of instructions given by A.G.
to their audit parties. The Annexure will facilitate departmental officers in providing the
information required by the Audit wing of the Accountant General and to get insight into the
view of audit. These instructions will also be useful in carrying out internal audit by P.C.C.F.,
C.C.F.,C.Fs.etc.
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29.04.01 Introductory- The functions of the Comptroller and Auditor General
of India are derived mainly from provisions of Article 149 to Article
151 of the Constitution of India. Initially, Under Article 149 of the
Constitution, the Comptroller and Auditor General of India had to
perform such duties and exercise such powers in relation to the
accounts of the Union and of the States and of any other authority or
body as may be prescribed by or under any law made by Parliament
and until provision in that behalf is so made, was to perform such
duties and exercise such powers in relation to accounts of the Union
and of States as were exercisable by the Auditor General of India
before the commencement of the Constitution in relation to the
Account of Dominion of India and of the provinces respectively.

A comprehensive legislation was framed in the year 1971 to prescribe
the salary and other condition of Service of the Comptroller and
Auditor General of India and his duties and power in relation to the
account of the Union, the States, the Union Territories and other
authorities and bodies. The legislation was enacted by the Parliament
on 15th December 1971 as the Comptroller and Auditor General's
(Duties, Powerand Conditions of Services) Act. 1971.

The duties entrusted to the C & AG of India under the provisions of the
C & AG's (DPC) Act, 1971 fall broadly under two categories, namely
those relating to (i) Compilation and keeping of accounts and (ii) audit
there of. The provisions relating to audit are embodied in Sections 13
10 20,23 and 24 of the Act. Under Section 13 of the Act, it is the duty of
the C & AG of India to audit all expenditure from the Consolidated
Fund of India, of each State and of each Union Territory having a
Legislative Assembly and to ascertain whether the moneys shown in
the account as having been disbursed were legally available for and
applicable to the services or purpose to which they have been applied
or charged and whether the expenditure confirms to the authority
which governs it. C& AG of India is also required to audit all
transactions of the Union, of the State and of the Union Territories
relating to the Contingency Funds and Public Accounts and report on
the expenditure, transactions or accounts so audited by him.

Section 16 of the Act provides for audit by the C&AG of India of all
receipts which are payable into the Consolidated fund of India and of
each State and of each Union Territory having a Legislative
Assembly. Italsorequires the C & AG of India to satisfy himself that
the rules and procedure in that behalf are designed to secure an
effective check on the assessment, collection and proper allocation of
revenue are being duly observed and to make for this purpose such
examination of the account as he thinks fit and report thereon.

Audit principles and procedures to be followed by the personnel of the
audit department in audit of expenditure and audit of revenue both in
the central office by CAPs and locally in the Auditors office by the
LAPs have already been published in the Manual of standing orders
(Audit) published by the Head quarters office. Ithas been directed by
the Headquarters office vide paragraphs 5.1.1 and 6.1.4 of the MSO
(Audit) that the local Accountant General may prescribe instructions
for exercising audit checks on the accounts taking into account the
provisions in the Codes/manuals of the State Government and other
local conditions. Competition of this manual has been an endeavor in
that direction.



29.04.02 Forest Department derives its revenue from sale of under mentioned
forest produces.
(a) Saleof timber and bamboo.
(b) Sale of fuel wood.
(c) Saleoftenduand aptaleaves.
(d) Sale of other minor forest produce like Gum, Honey, medicinal

fruits etc.

(e) Receipts from grazing fees, sale of seedings,
(f)  Receipt from social and farm forestry.
Audit of expenditure is regulated by the general principles governing
the audit of expenditure as laid down in Chapter 2 of the CAG's MSO
(Audit) while that of the revenue and refunds therefrom is to be
regulated by the general principles governing the audit of receipts as
laid down in the Chapter 4 of the Comptroller and Auditor General’s
Manual of Standing Orders (Audit).

29.04.03 Forest Accounts

Disbursing officers who are required to render accounts directly to the
Accountant General should maintain accounts and render accounts
and returns in the same forms as are prescribed for division so far as
they apply to their transactions. Relevant provisions in the Account
code Volume 1IT and Bombay Treasury Rules, and subsidiary rules
thereunder, regarding financial transactions and accounts and the
procedure for payment of moneys into, and the withdrawal and
disbursement of moneys from the Public account, generally apply to
the accounts of the Forest Department.

Forest accounts are broadly of two kinds, viz :-
(a) Accounts of Timber and other forest produce, stores tools and
plants etc.
(b) Cashaccounts.
Divisional officers are responsible for the effective check and control
of divisional forest accounts both in respect of revenue accounts and
expenditure accounts. Members of the office establishment are not to
be entrusted with Government money, except as advances by cheque
on account of the pay of office establishment and for contingent
charges, which should as a rule be made payable only to head or camp
clerk. Members of the office establishment are not authorized to
receive payment for forest produce. All subordinates who have the
custody of Government moneys or who deal with the collection of
forest revenue should be made to furnish security.

29.04.04 Cash Account

(1) Every officer who is authorized to receive or disburse
Government money is required to keep an account of the moneys
received or money disbursed in cash book, MFM Form 3. He
should enter all money transaction as such as they occur.
Similarly, all book transfers, i.e. transaction in which no actual
payment of receipt of cash is involved should be entered
simultaneously on both sides of the cash book, the credit or debit
to the head 8782 cash remittances - Forest remittances appearing
on one side and equivalent debit to on expenditure head or credit
to arevenue head, on the other, The Book transfers are normally
resorted to when the Forest Department supplies forest produce
or renders service to another Department of Government, the
value of which is to be recovered.
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(2)

(4)

(6)

When a cheque is drawn in favour of self to replenish the cash,
the amount of it should be entered at once as a receipt and the
entry should not be delayed for actual encashment of the cheque
at the treasury and actual receipt of cash in the division.
Similarly a cheque drawn in order to be paid away should be
entered simultaneously on both sides of the cash book, once as a
receipt of money from the treasury and again as a payment to the
payee concerned.

If a cheque which has been drawn and entered in the cash book

has to be cancelled subsequently, the amount of it should be

accounted for on the creditor side as a "Cancelled Cheque", the
cancelled cheque being treated as a voucher. The entries on the
debtor side should be as under:-

(a) If the cancelled cheque is replaced immediately by a fresh
cheque - the fresh cheque should be shown as "Forest
Remittance". The number and date of the cheque in lieu of
whichitis drawnis quoted in the entry.

(b) Ifthe cancelled cheque is not replaced immediately, if the
expenditure in payment of which it was drawn has already
been charged in the cash book to the appropriate head and if
the cancellation of the cheque is intended to be a reversal of
the payment, it should be written back by making an entry
of the cancelled cheque on the debtor side as a cash
recovery of service payment.

Closing and balancing

The cash book should be closed and balanced monthly. The
account balance at the close of the month should be checked with
the actual cash balance on hand certified by actual count. If any
excess or deficiency is found it should be entered at once as such
in the cash book on the debtor or creditor side, as the case may be
and a report made to the Accountant General.

The Divisional cash book should contain a detailed record of
daily transactions made by the Divisional Officer, which is to be
written up daily. In respect of transactions made by Sub-
Divisional Officers, other subordinate disbursing officer and for
the transactions for which subsidiary registers are maintained,
brief particulars of the transactions and totals of the transaction
are required to be entered in the Cash book as the original
accounts of these officers contain details of the totals. The Cash
book should also contain details of recoveries of service
payments and other adjustments.

Audit checks on Cash Account

The accounts of receipts and disbursement rendered by the

Divisional Officer to the Accountant General (A&E) should be

checked in Central Audit to see that :-

- All items of receipt and charges are entered in the said
accounts.

- Charges have been incurred with reference to sanections
and allotments therefor.

- Advances and recoverable payments are concerned by
proper authority.

- Cashrecoveries of Service payment have not been shown
as separate items in the cash account.



- Refunds of forest revenue have been accounted by
deduction from revenue in the cash account.

- Receipts and recoveries on Capital account have been
deducted from expenditure under "Capital outlay on
Forestry and Wild life", in the Cash account.

- The rules in Chapter | of Section I1I of the CAG's Manual
of Standing Orders (Audit) apply generally to the current
review of audit of Forest Officer's account.

(Authority :- Paragraphs 5.1.1 to 5.1.10 of CAG's MSO
(Audit))

29.04.05 Compilation of the accounts in the Divisional Office

(1)

(2)

Before closing the accounts of a month, the Divisional Officer
should satisfy himself that the accounts of his subordinate
Officers for the month have been examined and incorporated
truly and accurately in his own accounts. The cash account
should show in respect of the following items merely the totals
for the month and all other items of receipt or the charge should
be entered in detail

Debtor Side (Receipt Side)

(a) Chequesdrawn.

(b) Deposits received.

(c) Recoveries of advances from disbursers.

(d) Revenuereceived and credited in the cash book.

(e) Recoveries made by deductions from pay bills on account
of provident fund, LIC, Income Tax, house rent etc.
supported by schedules showing the full details of
recoveries made.

(f) Refund of revenue taken by deduction from revenue.

(g) Recovery of interest from Contractors/Government
Servants,

(h) Recovery of advances from Government Servants viz,
House building advance, Motor Cycle advances, Festival
advance etc.

Creditor Side (Payment side)

(a) Remittances to Treasury.

(b) Repaymentof Deposits.

(¢) Advances to Disbursers.

(d) Expenditure charged to the Major head 2406 - forestry
and wild life.

(e) Expenditure charged to the Major head 4406 - Capital
outlay on forestry and wildlife.

(f) Receipts and recoveries to be deducted from the
expenditure under capital outlay.

(g) Loans to Government Servant as House Building
Advance, Motor Cycle Advance, Festival Advance
etc.

Subsidiary Registers maintained at the Divisional level
Divisional Officer is required to maintain subsidiary registers to
enter transaction in respect of which totals are exhibited in the
cash account.
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(ii)

Register of revenue demands and outstanding

As soon as sale of forest produce, whether held by the
Deputy Conservator of Forest or by his subordinate, is
sanctioned, or an order is issued which involves recovery of
revenue e.g., fines levied on contractor ground rent etc., an
entry of the demand and subsequent collection/recovery
thereof, has to be made in the Register of revenue demands
and outstanding. All items of revenue, which are not fully
realized should be transferred to divisional register of
Revenue outstanding MFM Form 14. This register is to be
closed annually and outstanding of previous year is to be
carried forward to new register for follow up.

Register of forest remittances

Forest officers receiving money on behalf of the

Government are required to give a receipt to the payer.

After noting the receipt of the cash in the cash book, the

forest officers are required to remit the amount into the

treasury without any delay. All remittances to the treasury
should be entered in the register of forest remittances

(MFM Form 12). The remittance has to be accompanied by

the challan in triplicate, the original copy duly receipted by

the treasury forms the voucher for the entries in the cash
book while the duplicate and triplicate would be retained
by the Treasury Officer. At the end of each month the

Treasury Officer is required to forward to the Divisional

Officer, a consolidated receipt of forest remittances

showing individual items separately along with duplicates

copy of challan. The Divisional Officer has to reconcile the
items with reference to the credit entries in his cash account
and keep a note of the unadjusted items.

The Divisional Officer is required to prepare a statement in

the form given below and send it to Account General (A &

E) along with the monthly cash account.

(a) Total amount of forest revenue remaining unadjusted
in the books of the Treasury Officer at the end of the
previous month.

(b) Total amount of revenue for the current month as
incorporated in the monthly account of the Divisions.

(c¢) Total(a)+(b).

(d) Total amount of revenue duly adjusied by the
Treasury Officer (Amount as per consolidated
treasury receipt).

(e) Balance amount of revenue remaining to be adjusted
at the end of current month.

(f) Details of the unadjusted revenue (Amount as per (e).)

Sr.No. Nameof Amount Nameof Item No.

the Party Treasury and month
of register
of forest
remittances.
I 2 3 4 5



(iii) Register of cheques drawn

Divisional Officer is required to maintain a Register of

Cheques drawn by him in which the details of the Cheque

drawn by him are entered in a Chronological order. At the

end of each month, the Divisional Officer is required to
obtain a certificate from the Treasury Officer indicating the
number of Cheques encashed during the month and list out
encashed Cheques. He is also required to submit to the

Accountant General (A&E) along with the monthly

account.:

(a) Total amount of cheques that remained uncashed at
the end of previous months.

(b) Total amount of cheques issued during the current
month (As per Register of cheques drawn).

(c) Total (a+b).

(d) Total amount of cheques encashed during the current
month (Amount incorporated in the certificate
received from the Treasury Officer).

(e) Total amount of cheques remaining uncashed at the
end of currentmonth. (c-d)

(f) Details of uncashed cheques at the end of the month.

29.04.06 Audit Checks inlocal audit on Cash account

29.04.06.01  Cashbook

It may be seen in local audit that—

I.  Whether the Page Count Certificate has been
recorded under the dated initials by the
Divisional Officer.

1. Whether the cheques drawn in favour of self or
in order to replenish cash have been entered at
once in the cash book as receipt.

i, Whether all entries in the cash book relating to
remittance of revenue to treasuries are supported
by receipted challans.

iv.  Whether all the entries of drawals and payments
made through the Divisional Cash book have
been attested by the Divisional Officer.

v.  Whether monthly closing has been made on the
last day of the month and physical verification of
cash has been made and a certificate to that
effect recorded in the Cash book duly signed by
the Divisional Officer.

vi.  Whether errors/mistakes/overwriting in the cash
book are cancelled in red ink and fresh entries
are taken after the attestation by the Divisional
Officer.

vii. Whether accounts of the Ranges and other
accounts i.e the transactions appearing in the
Divisional Officer's cash book and also the
transactions appearing in the cash book of the
head clerk of the Divisions have been
incorporated in the cash accounts of the
Divisions and the balance agree with the
balances appearing in the disbursers ledger.
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viii.

ix.

Xi.

Xil.

Xiii.

Whether the account of any Range excluded in
any of the month have been incorporated before
closing the accounts of March final.

Whether additions/alterations made in the Range
Accounts, at the time of incorporation of the
Range accounts in the Divisional accounts,
intimated to the Range officer concerned.
Whether a consolidated statement (Audit note on
the Range account) containing objections in
respect of expenditure (disallowed vouchers)
and revenue items prepared in duplicate and sent
to the Range Officer concerned and one copy
received back duly replied.

Whether entries recorded in the cash book are
supported by paid vouchers and payees receipts.
Whether all money receipt in cash/cheques/
demand drafts have been entered in the cash
book on receipt side and remitted into treasury
immediately.

Provisions noted above apply Mutatis Mutandis
in respect of checking of Cash book of Range
Officer/ Head Clerk.

Accountofworks

(a)

Muster Roll:- For works executed by labourers
employed on daily wages, a muster-roll should
be kept, showing the names of the labourers, the
number of days they have worked, the rates of
wages etc. The disbursing officer should record a
certificate on the Vouchers to the effect that the
labourers were employed actually on the work
and paid on muster roll. When the roll is closed,
an abstract of the whole work should be given.
The abstract may relate to the type of work
executed viz.

a.  Fire line tracing :- Length and width of fire

line traced.

b. Grass weeding :- Total area cleaned/
weeded.

¢. Plantation of seedling :- Number of
seedlings planted.

d. Preparation of beds for raising seedling :-
Number of beds prepared and seeds sown.

General rules which are to be observed for

keeping the muster rolls are as under—

i. The Work for which the labourers are
employed should be specified clearly.

ii. Before commencementof the work the roll
should be called every day and daily total of
labourers present should be recorded and
attested.

iii.  Surprise inspection of these rolls should be
made by the Forest Officers and certificate
of surprise check should be recorded on the
roll.



(b)

iv. Payments on muster rolls should be made
or witnessed by the Range Forest Officer
and he should certify the payments by his
initials or signature.

Audit Checks :-

[t should be seen in audit of muster rolls that—

i.  the muster - rolls are prepared in proper
form,

ii. the muster - rolls are not prepared in
duplicate.

iii. it is prepared for each period of payment
separately,

iv. daily attendance of labourers, their absence
etc. are recorded in Part-I of the Roll under
proper attestation,

v. no attempt is made to tamper with the
original entries,

vi. payment after a muster had been passed was
made promptly,

vii. unpaid wages are properly recorded in the
Register of unpaid wages before completing
the memorandum of payment at the foot of
the musterroll,

viii. wages remaining unpaid for more than
three months are reported to the Divisional
Officer -progress of work is shown in 2nd
para of the muster roll in all cases where the
work is susceptible of measurement

ix. the rates adopted for payment are not in
excess of the rates approved by the District
Collector.

Measurement books:- Work done otherwise
than on a lump sum contract and supplies made
by a contractor/supplier should be measured
before payment therefor is made. Details of such
measurements should be systematically
recorded in a book, called Measurement Book,
which will form the basis of all accounts of
quantities. The pages of the book should be
machine numbered and no page may torn out nor
may any entry be erased or effaced so as to be
illegible. All corrections in the measurements
must be duly attested by the Range Forest
Officer. Entries in the measurement book should
be crossed by drawing diagonal lines on each
page after paying the bills/claims for payment.
Reference number to the voucher number and
date on which the payment was released should
be recorded in he measurement book. Similarly,
the bill/ claim/ document should invariably bear
a reference to the measurement book, its page
number and the date on which the measurement
were recorded.
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Audit Checks :-

i.  the measurement books are maintained
properly and the overwriting/corrections/
erasers are duly attested,

ii. the pages are machine numbered and none
of the pages are missing,

iii. separate measurements for separate works
are recorded,

iv. arithmetical calculations are correct and
abstract of measurements are drawn at the
end of the measurements,

v. the measurements are cancelled after
passing the payment and the voucher
number and date under which the payment
is made is kept recorded under the passing
order.

vi. the measurements are checked by the
Range Forest Officer / Divisional Forest
Officer before payment.

Contractors’and Disbursers’ledger

A bound ledger in MFM Form 17 is required to be

maintained in divisional and where necessary, in

range offices, for all accounts with disbursers. On the
debtor side of the ledger, payments by way of forest
advances made to the disbursers are required to be
entered: while on the creditor side, the amount of the
bills passed i.e. the amount of the account of the
advance rendered by disbursers and also the sums
repaid by them in cash, are required to be entered. The
pages in the ledger are to be machine numbered and an
appropriate index to the accounts it contains is
required to be made at the beginning of the ledger.

Only one account is required to be opened for a

disburser and each item entered in the cash book under

"Forest Advances" is required to be posted in the

ledger. On receipt of an account supported by

requisite vouchers for the work done or expenditure
incurred the amount of the account rendered by the
disbursers is set off against the amount due from the
disburser, as shown in his account in the ledger. Thus
the ledger account depicts running account of the
disburser from which the amount due by him or due to
him can always be ascertained easily. The balance of
advances shown as outstanding against a disburser at
the commencement and close of each month in the

Divisional disburser's ledger should agree with the

opening and closing cash balance in the cash account

of the subordinate/disburser.

The abstract of the disbursers ledger for March in each

year should be accompanied by :-

(a) a consolidated acknowledgment by the
Divisional Officer testifying to the correctness of
the total balances outstanding against disbursers
atthe end of the account year;



29.04.06.04

(b) abriefexplanatory statement shewing, in respect
of each account in the abstract containing items
outstanding for more than 12 months, (i) Year of
payment and the outstanding balance of each
such item at the end of each year beginning from
the year of payment, (ii) the circumstances in
which it has remained unadjusted and (iii) steps
taken with a view to early clearance of the item.
Audit Checks :-

It should be seen in audit of disburser' ledger
that:-

i.  The abstract for March in each year is
supported by the brief statement explaining
the circumstances in which each item
outstanding for more than 12 months had
remained to be adjusted and the steps which
have been taken with a view to its early
clearance.

ii. The closing balance has been worked out
after duly observing relevant rules and
orders for clearance of the items
constituting the closing balance,

iii. The outstanding balances which are not
cleared within a reasonable period should
form the subject of special enquiry.

iv. When the balances due are made up of more
than one item, the details of the items
making up the balances are given by the
Divisional Officer in the column for
"Remarks".

v. The details of the sums disallowed by the
Divisional Officer in the account either
permanently or temporarily are correctly
carried forward while closing of the ledger
account every month.

vi. The sums disallowed permanently from the
disbursers accounts are recovered
expeditiously.

vii. The sums which are temporarily disallowed
are charged to the account after receipt of
suitable compliance from the disburser and
on specific orders of the Divisional Officer.

Correction of errors

Rectifications of errors in the accounts are to be made

by proposing transfer entries. Errors in account

broadly fall under the following categories.

(a) When an item of forest revenue is credited to a
wrong sub- head/major head.

(b) When an item of forest expenditure is debited to
awrong sub- head/major head.

(¢) When there is any error in debiting or crediting
debt, deposit, remittance heads transactions.

If such errors are discovered before the close of the

month's accounts, the error can be corrected by

drawing the pen through the incorrect entry and
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inserting the correct one in red ink between the lines
under the dated initial of the Divisional Officer.

If the error is discovered after the close of the month's
accounts, but before the accounts of March
supplementary are closed, correction may be made by
making a transfer entry in the book. If the error is after
the supplementary are closed, the matter should be
reported to the Accountant General (A&E) who
would deal with it suitably and advice the Divisional
Officer the corrections, if any, to be made in his
account.

Audit Checks

During audit of transfer entries it should be ensured
that the transfer entries are made for rectifying clerical
errors or are based on specific orders of the controlling
officer. In no case, the transfer entries be made by
debit to a service head and credit to Deposits for
avoiding lapse if budget grants.

29.04.07 Accounts of timber and other forest produce

29.04.07.01

29.04.07.02

The standing growth in the forests is often designated
as forest capital. Forests are worked either
departmentally or through the forest Labour Co-
operative Societies. In the case of working on
departmental system basis the stage at which the
timber is converted into money is the receipt of the
produce in the sale depot established for such
purposes. It, therefore, becomes necessary to
maintain accounts of timber from the stage of felling
to the stage of disposal and delivery of
timber/firewood to the purchaser. In the case of
timber each piece of log has to be accounted for in
such a manner as to enable its identification possible
at any stage during its handling from felling to sale
depot. This necessitates maintenance of Several
Registers.

Under the system of Government working, two
classes of depots are required to be established:-

(a) Forestdepot/Coupe Depot.

(b) Saledepot.

The forest depots are established to receive timber and
other forest produce obtained from working of the
coupes,

Normally sales are not made from the forest depots.
All such material before reaching at forest depot and
on its dispatch from there is required to be shown in
the "Felling Register". From each forest depot a
monthly return in prescribed form has to be submitted
to the Divisional Officer with a copy to the Range
Officer and the receiving unit. The Divisional Officer
is expected to carry out frequent comparison between
the work actually done in the forest and the entries in
the Felling Register and between the Felling Register
and the monthly returns.



29.04.07.03  Sale depots- Timber and other forest produce
obtained from silvicultural operations and other
methods are received in the sale depot for their
ultimate disposal. In each sale depot, a Register of

Receipts MFM Form 25 has to be kept to enter details

of the forest produce as it arrives in the sale depot. A

Register of disposal MFM Form 26 to show all stock

sold or otherwise disposed of is also required to be

kept. All logs and scantlings on reaching a sale depot
are required to be measured and marked with distinct
serial numbers or marked in such a manner as may be
ordered by the Conservator of Forests. The number of
logs and scantlings, their measurement with their
distinct serial numbers must be entered daily in the

Register of receipts as they are taken charge of. A

return in MFM Form 27 on receipts and issues of

timber and other produce in deposits has to be
submitted monthly from each sale depot to the

Divisional Officer. A summary of these returns is to

be prepared by the Divisional Offices and submitted

to the Chief Conservator /Conservator of forests every
month. While preparing the summary, similar
produce are to be grouped together, and the numbers
and quantities are to be totalled separately. The stock
at each sale depot is required to be counted
periodically and the Depot books are balanced at the
time of physical counting. A report on the physical
counting is also required to be submitted to the Chief

Conservator of Forests. Timber used for departmental

works like buildings, rest houses etc. is to be properly

accounted for in (MFM Forms 20 to 29) as the case
may be and the full value thereof is required to be
debited to the work concerned.

Audit checks:-

It should be seen in audit of accounts of timber and

other forest produce that:-

i.  The closing balance of the previous months are
correctly brought forward as the opening
balances of the succeeding months.

ii.  Theoutturns shown in (MFM Forms 20 and 21)
are traced in the receipt column of the form of
‘Timber account’.

iii. The outturns from illicit fellings are traced in
MFM Form 27.

iv. The quantity of material used in departmental
works as accounted for in MFM Form 29 is
traced in the issue columns of MFM Form 27.

v.  The transport of timber and other forest produce
from one forest depot to another is correctly
shown as receipt by the particular forest depot.

vi. The sale of timber and other forest produce is
traceable in the bill book MFM Form 4 and cash
book (Cash Receipts).

vii. Theclosing balance are correctly struck.

viii. Sanction of the competent authority is obtained
for timber and other produce shown as written
off.
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ix. Thearithmetical calculations are correct.

X.  The Register in MFM Form 28 maintained in
Divisional Office should be checked with MFM
Form 27 received from the Range and it should
be seen that there are no discrepancies between
two sets of records. The entries recorded in the
Register showing details of timber and other
forest produce credited in the depot return MFM
Form 28. should also be compared with the
corresponding entries in a few selected registers
of depots i.e. the account kept in MFM Form
25.- Register of receipts and MFM Form 26. -
Register of disposals.

xi. Itshould also be seen that periodical verification
of the stocks at depots have been carried out and
the depot registers are duly closed and balanced.

xii. There should be no delay in submitting MFM
Form 27. by the Range Officer to the Divisional
Officer. Abnormal delays in submission of the
MFM Form 27. should be examined in detail for
suitable comments in the Inspection Report.

Accounts of stores, tools and plants All forest
officers including the controlling, divisional, range,
round and depot officers are required to maintain a
register of stores, tools and plant. All articles acquired
by purchase or otherwise are required to be entered in
the register Articles such as books, stationery and
other articles supplied for consumption are, however,
not required to be entered in the register. The register
should be permanent and should contain an index to
the articles on the opening page of the book. Head of
each office is responsible for taking stock annually,
by comparing the actual stock with the entries in the
dead stock - register and record a certificate to that
effect.
Audit Checks :- During audit of accounts of stores
and stock kept in any forest office, it should be seen
that the departmental regulations governing purchase,
receipts and issue, custody, condemnation, sale and
stock taking of stores are well devised and are
properly carried into effect. It should be generally
seen that:-

(a) The purchases are properly sanctioned and are
made economically and in accordance with rules
and orders made by competent authority. (Viz
Maharashtra Contingent Expenditure Rules,
1965).

(b) When stores are purchased from contractors, the
system of open competitive tenders is adopted
and that the purchase is made from the lowest
tender unless there are recorded reasons for
accepting the higher tender.

(c) The rates paid agree with those shown in the
contract or agreement made for the supply of
stores.



(d) The certificates of quality and quantity are
recorded on the supplier's bills by the passing
and receiving Governments Servants before
claims are paid.

(e) The proposals of purchase have not been split up

so as to avoid the necessity for obtaining the
sanction of higher authority required with
reference to the total amount of the order.
Cases of un-economical purchases and loss
which may be clearly and definitely attributed to
the defective or inferior nature of the stores
which were accepted and certified to be
satisfactory in quality could be reported to
Government.

(f) The account of receipt of stores, issues and
balances are properly kept and the entries are
attested by responsible officer. It should be seen
that the issues are supported by requisitions and
indents approved by proper authority and by
properacknowledgment of the recipients.

(g) There is no unnecessary accumulation of stores
which may lead to locking of capital.

(h) The sanctions to write off are accorded by
competent authority.

(i) the unserviceable stores are sorted out
periodically and action is taken for disposal of
unserviceable, surplus and obsolete stores in
accordance with the procedure prescribed by
Government in this behalf.

29.04.08 Forest Nurseries

29.04.08.01  Forestnurseries are of two categories

I)Permanentand 2) Temporary nurseries.
Permanent nurseries are centrally located and
conveniently situated for supply of seedlings for
plantations on large areas. They usually have
permanent establishment of mali, forest guards and
labour force. The compliment of machinery, fencing
irrigation facilities etc. are also usually provided.
Temporary nurseries on the other hand are established
for a specific period in the plantation area with the
sole purpose of supplying root shoot cutting,
supplying seedlings for casualty replacement and to
supplement the planting stock.

29.04.08.02  Listof Records to be Maintained

a)  Nursery register :- This register should contain
details of location of the nursery, Name of the
Division, Name of the Range. total area under
the nursery, date of establishment, types of
seedlings raised, number of beds, progressive
expenditure, account of seedlings raised and
supplied for various plantation.
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b)

)

Bed register :- One or two pages may be
allotted to each bed to record its number and
various operations performed. The operations
would include date of formation of bed, manures
and fertilizers added, quantity of seeds sown,
name of species, number of seedlings raised,
dates of Weedings, Working of the soil
transplantation of seedling to other beds etc. The
register should also indicate count of Seedlings
which is to be taken in months of October,
January and June.

Tools and plants register :- Tools and plants

required for the nursery are of various types. The

register should contain details of such articles.

i. Nursery board :- A board of 2m x 1.2m
size giving particulars of the nursery should
be prominently displayed at the entrance of
the nursery.

ii. Bedboards:- Small sized boards (15 cm x
10 ¢cm ) at the head of each bed showing
serial numbers of the bed, species the
seedlings should be displayed.

iii. Diesel pumps/Electric pump.

iv. Watering pipes.

v. Germination boxes.

vi. Sieves, wire meshes etc.

Audit checks on the accounts of the nurseries
[t may be seen in audit that :-

i.  Requisite estimates are prepared for
different operations required for raising
seedlings in nursery and that the estimates
are approved by the competent authority
based on the proposed plantation
programmes.

ii. Fertilizers, Insecticides, seeds and other
items required for raising of seedlings are
procured after observing prescribed
procedures and that the purchases are made
through approved dealers.

iii. Stock accounts of the items procured are
neatly kept and perishable/Chemical items
are put to use before the expiry dates.

iv. Germination tests are carried out on seed
before finally accepting the supply and
material not meeting the required standards
is rejected.

v. The seeds are subject to pre-sowing
treatments and are sown only after such
treatment.

vi. Quantity of seeds sown is not more than
required and wastage are minimized.

vii. There are no deviations from the approved
estimates and in case of deviations they are
covered with proper authority.



viii. Stock account/survival count of the seedling
is maintained and issues made with proper
authorization.

ix. Old and over mature seedlings are not
allowed to remain in the nursery.

29.04.09 Local audit of forest divisions

29.04.09.01

29.04.09.02

29.04.09.03

Central audit conducted by the audit stafl at the
headquarters of the Accountant General (Audit) is
based on the accounts rendered by the Departmental
Officers to the Accountant General (A&E) and also
on the basis of copies of sanctions, orders efe.
endorsed to the Audit Office. Major portion of the
original records based on which the sanctions. orders
etc. are 1ssued are retained in the offices in which they
originate. To enable the Comptroller and Auditor
General of India to assure himself of the accuracy of
the original data on which the accounts of the
Government are based, he has the authority under
section 18 of the CAG's (DPC) Act, 1971, to inspect
any office which is responsible for keeping initial and
subsidiary accounts, call for any accounts, books
papers and other documents which are relevant to the
transaction, put such questions and call for any
information as he may require for the preparation of
any report which is his duty to prepare.

Primary objects of inspections are

(a) To see that the initial accounts from which the
accounts rendered by departmental officers are
compiled or on which they are based are properly
maintained in the prescribed forms and that
financial rules and orders are being carried out;

(b) To test the degree of care exercised by the
departmental authorities responsible for keeping
the accounts over the accuracy of original
records.
Besides this, in local audit of accounts, a test
audit of vouchers which are not audited in central
audit and a test audit in sufficient detail to verify
the accuracy and completeness of accounts
according to the prescribed rules for the audit of
expenditure and receipts of the Union/State is
also carried out. Forest revenue being the one of
the main sources of revenue of the state, accounts
of revenue realization, remittances and refunds
are also subjected to detailed checks.

In Maharashtra. the work of local audit of accounts of
forest divisions has been divided mostly on a regional
basis among the Principal Accountant General
(Audit)-I, Mumbai and the Accountant General
(Audit)-II, Nagpur. The Nagpur Office has been
entrusted with the work of scrutiny, approval and
issue of Inspections Reports on the accounts of Forest
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Divisions located in the entire state. The inspection

work, however, is allocated as under :-

(a) Inspection of Forest Divisions located in Dhule,
Jalgaon, Nandurbar and Nasik Districts is
conducted by the Nagpur Office in addition to
the Inspection of Forest Divisions located in
Marathwada and Vidarbha areas of the state.

(b) Inspections of Forest Divisions located in the
Konkan Region and the Western Maharashtra
Region are conducted by the Mumbai Office and
the draft reports are sent to Nagpur Office for
scrutiny, approval and issue.

(c) Forecast for inspection of Forest Divisions in the
ten districts of Western Maharashtra, excluding
Dhulia, Jalgaon, Nandurbar and Nasik districts,
is to be sent in January each year by Nagpur
Office to the Mumbai Office for incorporation in
the yearly local audit programmes.

(d) Mumbai office is required to send a copy of the
local audit programmes in advance to the Nagpur
Office to enable the Nagpur Office to send
required documents to the field parties before
commencement of the local audit.

(e) Weekly tour diaries, Travelling allowance claim
etc. should be sent by the local audit parties to the
respective office to which they belong.

(f) Supervision of the Audit Officer on the field
party is to be provided by the respective Office.
However, at the level of the Group Officer, the
supervision of the inspection of Forest Divisions
in the entire state would be with the Nagpur
Office.

29.04.10 Norms for taking up of audit of Forest Division

29.04.10.01

Forest Department is a revenue earning department
and contributes sizeable revenue to the state
exchequer. Therefore, besides audit of expenditure,
emphasis is also laid on audit of revenue receipts.
With a view to intensifying the audit of revenue
receipts Accountant General I1, Maharashtra Nagpur
vide his orders dated 26-02-1977 had approved
categorization of the Forest Divisions on the basis of
their revenue collection, for providing supervisions of
the Gazetted Officer.



Sr.No. Category of Pparty Extent Composition

the Forest  days of of Party
Division to be Super personnel
As perthe  proyided vision

orders of

A.G.

1 Revenue 15 100% Two
earning of section
more than officers,
Rs. 150 One
lakhs. Auditor

2 Revenue 12 100%  As above
earning
between Rs.

75 and Rs.
150 lakhs.

3 Revenue 10 100%  As above
earning
between Rs.

50 and Rs.
75 lakhs,

4 Revenue 8 33.33 % to One section
earning 50 % Officer,
Between Rs. Two
25 and Rs. Auditor
50 lakhs.

5  Revenue 6 33.33% to -"-
earning of 50 %
less than

Rs.25 lakhs

29.04.10.02  Besides these norms, the norms for regulation of party
days for public works inspection circulated by the
Headquarters office vide General Circular No. 117-
TA TI/1980 circulated under No. 1116TA 11/34-81
dated 21-09-1981 are also made applicable for
preparing the forecast for audit of Forest Divisions,
Further, headquarters office vide DO No. 770-
TAI/117-74 dated 7-9-74 had issued instructions to
the effect that the audit of Public works Division
should be on annual basis. These norms are also made
applicable to the audit of Forest Division. Similarly,
for audit of the accounts of conservators of Forest and
other administrative offices of the Forest Department
periodicity of audit and mandays/party days to be
provided are adopted as per periodically prescribed
under Principal Accountant General, (Audit) 1,
Bombay's No. CAX/CGN -11/Vol 11/854 dated 3-9-
1993.

Party days as per Headquarters Circular No. 117-
TAII/1980 dated 21-09-81.
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Sr. No. P.W. Division Forest Division Party Days
I Survey.investi- Working plan, 5 days
gation design, Evaluation &
Research, quality ~ Nationalization,
control Education,
Research etc.
2 Works Division Forest Division
with works with works
expenditure expenditure
(a) UptoRs. 80  (a) UptoRs. 80 8 days
lakhs lakhs
(b) Above Rs. 80 (b) Above Rs. 80 10 days
lakhs & Upto lakhs & Upto
Rs. 120 lakhs Rs. 120 lakhs
(c) Above Rs. 120 (c) Above Rs. 120 12 days
lakhs and upto lakhs and upto
Rs. 200 lakhs Rs. 200 lakhs
(d) Above Rs. 200 (d) Above Rs. 200 14 days
lakhs and upto lakhs and upto
Rs. 250 lakhs Rs. 250 lakhs
(e) Above Rs. 250 (e) Above Rs. 250 13 days
lakhs and upto lakhs and upto
Rs. 300 lakhs Rs. 300 lakhs
(F) Above Rs. 300 (f) Above Rs. 300 16 days
lakhs lakhs
3 Chief Engineer's Principal Chief 5 days
Office Conservator of
Forests, Chief
Conservator of
Forests
4 Superintending Conservator of 3 days

Engineer

Forests

Periodicity and mandays based on contingent expenditure
for Direction/Administrative Offices as per Pr. AG(Audit)-
[, Bombay No. OA I/CGN-11/Vol.I1/854 dated 3-9-93.

Sr. No. Annual Periodicity Minimum
contingent mandays to
expenditure be provided

1 Rs. 10 lakhs and  Annual 30
above

2 AboveRs. 5 lakhs  Biennial 18
and upto Rs. 10
lakhs

3 AboveRs. | lakhs Triennial 15
and upto Rs. 5
lakhs

4 Below Rs. I lakhs  Quinquennial 12




29.04.10.03  Audit Planning

Early in January each year, a plan for the local audit
inspection of the Forest Divisions/Administrative
Offices during the ensuing financial year is drawn up
based on the above norms and also based on the
availability of personal /parties. This plan, in the form
of annual programme, as approved by the Accountant
General is split up in quarterly programmes for the
various inspecting parties. Copies of the programme
of local audit are required to be sent to the
administrative department concerned in addition to
the units proposed to be audited.

29.04.10.04 DataBank

Headquarter Section is required to build up a data
bank containing documentation on reports of various
committees. study reports, plan and budget
documents, news-paper and journal clippings ete. for
conduct of the audit of accounts. A register of special
points for inspection is also required to be maintained.
Each Division and Administrative Office is to be
assigned separate folios wherein all points requiring
local investigation at the next inspection of the
Division would be entered.

29.04.10.05 Documents to be Supplied to the inspection Party

Headquarters Section is required to supply following

documents to the inspection party for smooth conduct

of auditof accounts of the Division :-

(a) A complete set of audited accounts of one month
(Vouchers and Accounts) selected by the Group
Ofticer for detailed scrutiny.

(b) Details of additional month selected for check of
arithmetical accuracy and check of Travelling
Allowance bills and details of Range accounts to
be checked.

(c¢) Foils of paid cheques relating to the selected
month for detailed scrutiny.

(d) Details of special points for detailed
investigation in local audit.

(e) Previous Inspection Report and Test Audit Note
files.

(Hh Copy of duty list and title sheet. These
documents are required to be sent in advance to
the field party so that they are available to the
party on the day of commencement of the audit.

The inspection of the accounts may include the

following item of checks.

(a) Complete vouching of Cash book entries for the
selected month with reference to the vouchers
sent from the Headquarters Section.

(b) Anexamination of the general cash arrangement
of the Forest Division and the financial control
exercised by the Divisional Officer.

(c) Examination of the contractor's/disburser's
ledgers.
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(d) Scrutiny of vouchers retained in Division which
are not submitted for central audit.

(e) Examination of initial accounts, such as Muster
Rollsetc.

(f) General examination of the arrangement for the
custody of Money value passes, permits,
Musters Roll etc.

(g) General review of the accounts of the Division
for the entire period under audit.

(h) Tracing of receipts in cash book and remittance
thereof into treasury.

(1) Check of Service books and leave account of
Staff whose name do not appear in the pay bill
and also of the regular establishment.

(j)  Check of initial accounts of works with reference
to measurement books.

(k) Check of quantity accounts of timber and other
forest produce.

(1) Check of CPF accounts of class IV Government
servants.

29.04.11 Duty List
Items to be checked by the Inspecting Officer, Astt. Audit
Officer/Section Officer and the Auditorsareas under-
Items of Work to be done by the Inspecting Officer
The Inspecting Officer should devote his personal attention to all the
items of work on the items specified in para 6.1.5 of MSO. He should
also personally carry out the following of work.

(1)

3)

(5)

Review of all regular contracts and of percentage of other

agreements made since last inspection, Examination of

Correspondence with the higher authorities in connection with

the contract, rates sanctions etc.

Review of the Banking arrangements to see that they are

generally satisfactory. It should be seen in particular :-

(a) In whose custody the current cheque books are kept and
bywhom cheques are filled in.

(b) What stock of Blank cheque books and Receipt books is in
hand where the books are kept and what accounts are kept.
The Balance of book in stock should be verified.

(¢c) Whether the certificate of account of cheques is duly
recorded by the drawing office on each cheque book.

Review of the balance of stock, system of acquisition and

verification of stores.

Review of the cash books on the lines of provision contained in

Section VI of MSO (Audit) including a review of the

arrangements of the custody of the cash and of withdrawal of

money from the chest.

Review of implementation of the working plan, marking of

coupes for exploitation, departmentally worked coupes allotted

to FLCS, out turn from working of coupes, coupe completion

reports, reports on deviations from working plan.

Review of the following Registers and Accounts (the nature and

extent of check being left to the discretion of the Inspecting

Officer).

(a) MusterRoll.

(b) Deposit Register.



(¢) Register of rents of buildings and lands.

(d) Establishment work.

(e) Monthly account.

(f) Register of demands of revenue and outstanding of
revenue.

(7) Miscellaneous items of work, namely :-

(a) Review of the Inspection Report of the Conservator and the
Divisional Forest Officer.

(b) Review of the Irregularities noticed at the previous
Inspection.

(¢) Review of the extent to which instructions and order
previously issued and noted for compliance are being
observed in practice.

(8) Verificationof :-

(a) Security Bonds of the Head Clerk, Range Forest Officer
elc.,

(b) Registerof G. P. Notes deposited for safe custody.

(9) General Examination of :-

(a) Government Securities.

(b) Accountant Generals circular file and code books.

(10) Review of the accounts of Receipts taking a test check of at least
one month's receipts and General examination of the system of
relizing and accounting of Forest Revenue in the Divisional
inspected.

(11) Scrutiny of transactions relating to allotment of coupes to Forest
labour's Co-operative Societies with special reference to revised
formula prescribed by Government (No. FLC/1058/1123-E(11)
dated 03-12-1969).

(12) review of general maintenance of accounts record with special
reference to C & A.G.)s confidential D.O. letter No.
3405/Admn.I11/479-60 dated 05-12-1960.

Items of Work to be done by the Section Officer/Asstt. Audit
Officer
(1) Examination of Register of works.
(2) Scrutiny of transfer Entry Memos selected by the Inspecting
Officer.
(3) General examination of the contractors and Disbursers ledger
and methods of safeguarding financial interest of Government.
(4) Extractof items outstanding in the Register of stock for over one
and half years unused or partly used.
(5) Printed Return of Buildings.
(6) Forest Deposits.
(7) General Examination of the following Registers etc.
a)  Register of lands leased out.
b)  Register of lands demarcation.
¢)  Register showing the details of forest produce credited for
which contractors were paid.
d) Registerof free grants.
e) Registerof produce removed by right holders.
f)  Registeroflive stock.
g) Register of Forest produce seized and disposed of.
h)  Register of Stationery.
i)  Registeroffixed charges and Misc. sanction
J)  Capital and revenue account of Buildings.
k)  Stock account form.
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(8)

(a)

(b)

Receipt side :-

Receipt book of counter foils.

Entries from the payments side in respect of
deductions from bills.

i)
i)

ili) Corresponding entry for cash drawn from the
Treasury in the cash book and remittance book with
the challans etc.

Paymentside :-

1)  Counter foils of cheques.

ii) Paidcheques.

iii) Paidbills received from the Audit Office.
iv) Examination of Interest bearing securities.

Item of Work to be done by the Civil Auditor
(1) Check of the cash book for the selected month.

(2)

(3)

(a)

Receiptside :-

i) Receiptbook of counter foils.

ii)  Paid bills received from payments side in respect
of deductions from bills.

iii) Corresponding entry for cash drawn from the
treasury. in the cash book and remittance book
with the challans etc.

Payment side :-

i) Counter foils of cheques.

ii)  Paidcheques.

iii)  Paid bills received from the Audit Officer.

v)

V)

Examination of Interest bearing securities.

1) Toverify all the interest bearing securities
on hand, the accounts, shown with that in
the register and the acknowledgement for
these returned after last annual account last
audited at the time of inspection.

2)  To see that all securities first entered in the
Register of Deposit or the Register of
Miscellaneous recoveries find place in the
Register.

3) Examination of receiptin (1) to see that they
are in proper from and that they are given by
the competent persons.

Note :- These checks when completed should
be brought to the Inspecting Officer, for
checking them.

Complete checking of pay and T.A. bills sent by

the audit office for audit, festival advance bills

for one selected months are to be checked. It

should be examined whether the pay and T.A.

claims are thoroughly scrutinized before

submitting the bills to the Divisional Forest

Officer.

Check of leave accounts of Government servants beyond
the age of 53 and scrutiny of leave account with the service
books. Check of leave accounts and initial pay of Forest
Guards etc. whose name are not shown in the pay bills.
Examination of (1) Register of Duplicate keys (2) Register
of appropriation and (3) Register of contingent
expenditure.



(4) Verification of credits in the Register of Revenue.

(5) Verification of stamp account.

(6) To verify that contractors are paid by cheques drawn only
on Treasuries in Jurisdiction of the D.F.Os. as
stipulated in their contracts.

(7) To check whether the register showing the monthly
adjusted items under Forest remittances is maintained and
whether the steps taken to clear these items are adequate.

29.04.12 Inspecting Officer's Report

The results of the inspection and local audit should be set forth in the

following parts of the Inspection Report. Separate Inspection Reports

for Revenue Accounts and Expenditure Accounts are required to be
issued.

Part-1:A Introductory :-In this part, the dates and period of
inspection of the accounts, details of administrative
inspection carried out by the Controlling Officer and the
details of the inspection of accounts of the subordinates
carried out by the officer in charge of the office are to be
incorporated.

Part-1:B In this part, details of the objection from previous
inspection reports, which are to be complied with by the
department, are to be incorporated after reviewing and
updating the observations, where ever necessary.

Part-1:C In this part, the persistent omissions which are of
procedural nature such as overwriting in cash book, delay
in reconciliation of figures, non-maintenance of essential
records etc. should be incorporated

Part-11:A This part relates to the findings of the Current
Inspection. Omission/irregularities which are likely to
materialize into draft paragraphs of the Audit Report
should be included under this section.

Part-I11:B This section would consist of irregularities which though
not major are to be brought to the notice of the higher
authority for compliance.

Part-11I:C For this part, a Test Audit Note should be prepared in
duplicate to incorporate all observation of minor nature
which are not settled on the spot and which are not included
in part 11 of the report. This Test Audit Note (TAN) should
be handed over to the head of the office on the spot for
complying with the remarks before commencement of the
next local audit. Brief mention about this position is to be
made in Part 1T of the report.

The inspection report should be based on the replies to the
preliminary observation/Audit queries/ Half margin memo
addressed to the Divisional Officer Replies to the audit
queries should be obtained well in time before conclusion
of the audit, should be scrutinized and replies/observations
which meritinclusion in the draft Inspection Report and the
Test Audit Note should be marked for doing so.

As a rule trivial matters which can be and have been set
right on the spot or are of no consequence to the finance of
Government, need not be mentioned in the report.
However, it may be apt to mention the type error or
irregularity with one or more instances, so that remedial
action could be initiated by Government. It is desirable that
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statements and figures in relation to any defects or
irregularities discovered should be based on clear
documentary evidence. It is not sufficient to quote the rule
or the order violated; the actual or possible effect of such
violation on the actual or possible effect of such violation
on the financial interests of government should be
explained clearly. The Inspection Report should be
completed before the conclusion of the audit and should
not be signed by the Inspection Officer until the officer in
charge of the office has been given opportunity of reading
and discussing the draft report.

29.04.13 Carrying forward of outstanding observations of old Inspection
Reports
Settlement of outstanding paragraphs of previous Inspection Report is
one of the important duties of the Inspecting Officer. Latest position in
respect of all outstanding objections should be ascertained in writing
from the head of the office and verified with reference to the original
record maintained by him. Compliance to the objections, which have
been marked by headquarter section for verification should be
verified with the relevant record to ensure that adequate action has
been taken to set right the irregularities pointed out by audit. All
objections which have been fully complied with should be proposed
for deletion from the Inspection Report concerned. (According to the
procedure in vogue, paragraphs which have been proposed for
closure/deletion should be carried forward/copied under Part-1 (B) of
the report with appropriate remarks regarding proposed deletion.
Final closure of the paragraphs is to be done in Headquarters Section
under the orders of the Group Officer). The paragraphs which can not
be proposed for deletion should be shown as outstanding with suitable
comments relating to their pendency.

29.04.14 Processing of the Draft Inspection Report in the Headquarter
Section
The Draft Inspection Report should be sent to headquarter section
(Addressed by name to the Group Officer) immediately after
conclusion of the audit. Following time schedule is required to be
adhered to for processing the report.

1) Formreceiptof the draft inspection 7 days
report in Head Quarter Section (From
lastday of audit)
2)  ForEditing/Approval
a) Byauditor 2days
b) bySo/AAO 7 days 16days
¢) byBO/GO 7 days
3) Fortyping 4days
4)  Forcomparing the typed copies 3days
and issue
Total 30days

The Draft Inspection Reports should be examined and edited before
they are sent to the Divisional Officer/Department. Observations
which are not in order or which do not conform to the Rule/Orders
should be expunged or modified and those which are not considered to
be of sufficient importance should be transferred to Part III i.e. Test
Audit Note and issued as Supplementary Test Audit Note to the one
already issued by the party on the spot.



Fair and typed copies of the Inspection Report should be forwarded to
the Divisional Officer in forms SY 211 and SY 212 with suitable
headings and by providing separate columns for recording against
each paragraph of the report. replies of the Divisional Officer, remarks
of the Conservator of Forests/Chief Conservator of Forests and final
disposal by the Accountant General.

The Divisional Officer is required to return the report with his replies
within four weeks through the Conservator of Forests/Chief
Conservator of Forests. On receipt of the first compliance report
(FCR), further replies/remarks are communicated to the Department.
Important points which may merit mention in the conventional Audit
Report are referred to Head of Department separately for his
comments and also processed separately for their inclusion in the
Audit Report as draft paragraphs.

29.04.15 Arrangement for Central Audit of Forest Accounts

Monthly accounts of Forest Divisional containing cash account and
supporting vouchers therefor are received in the Forest Accounts
compilation Sections (FAC) of the Office of the Accountant General
(A & E). Expenditure/revenue figures incorporated in the cash
accounts are posted in the departmental clarified/consolidated
abstracts. Thereafter, schedules and vouchers relating to recovery of
Motor cycle Advances, House Building Advances, Forest Advances,
Remittance, Cheque drawn etc. are also transmitted to respective
sections for their posting in Broad-sheets. On completion of the
preliminary checks and postings in the abstracts/broad-sheets, the
vouchers are handed over to the Central Audit Parties (CAP's) of the
Audit Officer.

Central audit work is to be carried out every month by the CAP's in the
Accounts and Entitlement Office. Immediately on receipt of the
vouchers, the vouchers are listed category wise in a register for
facilitating their selection for audit. On completion of the listing of
voucher the Assistant Audit Officer in charge of the CAP would select
random vouchers for review. After audit, voucher or accounts should
be enforced in red ink with the work "Audited" over the initials of the
person who conducted the audit. If any objection is taken in audit of a
voucher or to any item in a schedule or other account, a note of the
objection should be recorded thereon in red ink in sufficient detail to
make it readily understandable. Amount admitted/objected should
also be recorded on the voucher. Similarly review of voucher is also to
be done by the Asstt. Audit Officer simultaneously on completion of
the audit by the auditors. The Central Audit Support Sections (CASS)
would render assistance to the CAP's in performing their duties
efficiently by supplying relevant sanction files along with important
points to be seenin central audit by the CAP's when the CAPs audit the
accounts. After completion of the audit and review of the accounts and
vouchers, the CAP will forward the selection Register, the audit
completion certificate and the audit notes (in triplicate) to the
concerned CAS Section. This Section will, thereafter deal with the
audit notes and all subsequent correspondence. After scrutiny and
editing of the audit notes, the CAS Section will send them to the
Divisions concerned. Replies to the audit notes will be received in
CAS section and suitable action for closure or referring the point for
local audit etc. will be taken by the CAS Section. In exceptional cases
verification of replies can be got done through the CAP concerned.
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The accounts of receipts and payments which are rendered by the
Divisional and other officers of Forest Department should be checked
to see that :-

(a)

(b)

(c)

(d)

(e)

(h)
(i)
\)

(k)
(1)

(m)
(n)
(0)

(p)

All items of receipt and charges are entered in detail in the said

account.

Charges have been incurred with reference to sanctions and

allotments therefor and advances and recoverable payments are

covered by proper authority.

The certificate as recorded on the monthly cash account should

be checked to see.

(i) Cash recoveries of service payments have not shown as
separate items in the cash account.

(ii) Refunds of forest revenue have been accounted by
deduction from revenue in cash account.

(iii) The receipts and recoveries on capital account have been
deducted from expenditure under "4406-captial outlay on
Forestry and Wildlife" in the cash account.

All vouchers in support of payments should be checked in the
same manner as payment vouchers received from treasuries.
Works and Conservancy charges should receive special
attention and it should be seen that the requisite sanction exists
and that it has not exceeded without proper authority. When
expenditure on a work is spread over two or more months, the
total expenditure, up to date, should be watched against the
sanction. Works forming parts of a single scheme even though
sanctioned piecemeal may be grouped together to ensure that the
whole scheme has received the sanction of competent authority
and that the aggregate expenditure does not exceed sanctioned
amount. Charges booked under "Establishment" may be
subjected to normal rules and procedures of audit relating to
normal rules and procedures of audit relating to such charges.

The charges are correctly classified to "Capital and "Revenue"

with reference to the monthly list of sanctions received from the

conservator.

Vouchers are in the prescribed form and are in original. They are

duly receipted by the payee,. A brief abstract is given in the

authorized official language under the signature of the drawing
officer and the sub-vouchers contain notes of dates of payment.

The vouchers are numbered with reference to their numbers in

the list of payments or other accounts as the case may be.

Details work up to the totals and totals are given in words as well

asin figures.

Vouchers bear pay orders signed by the concerned disbursing

officer.

Vouchers are stamped "Paid".

There are no erasures and that any alterations in the total are

attested by the officer concerned.

Revenue stamp of appropriate value is affixed where the net

amount paid is in excess of Rs. 500/- and they are punched.

Copies of sanctions attached to the vouchers are certified by the

sanctioning officer or by an authorized Gazetted Officer.

Fund and Income tax deductions have been made wherever

necessary.

No claims relating to pay and allowances not claimed within one

year (or such other period as may be prescribed in this behalf) of

its becoming due have been paid without the sanction of

Accountant General (A & E) where the rules of the Government

so prescribe.



(q

(r)

(s)

Vouchers and other documents which are not received with cash
account should subsequently be audited as they had not been
received at the proper time.

In cases where certificates of payments are received in lieu of
lost vouchers or payee's receipt they should be. as a special case,
audited in detail in the same way as the original voucher even if
they are not selected foraudit.

In respect of classification of expenditure recorded on voucher it
should be ensured that :-

(0

(i1)

(ii1)

Major, Minor and detailed heads of accounts as noted in the
paid vouchers selected for audit are authorized heads.

The expenditure has been classified as per the provision
made in the annual financial statement approved by the
State Legislature.

The expenditure which should have been charged to the
consolidated fund of the State has not been classified as
voted or vice-versa.

29.04.16 Duties of the personnelin CAP for Forest Accounts
Duties assigned to the personnel of CAPS for audit of forest accounts
are as under
(1) Assistant Audit Officer

)

(a)

(b)
(c)

(d)
(e)
(f)

Overall supervision and co-ordination of work of the audit
parties.

Selection of vouchers forauditand review

Check of classification of vouchers for amount over Rs.
50,000/-.

Audit of voucher for amount over Rs. 50,000/-

Review of vouchers audited by Sr. Auditor/Auditor.
Recording pass order on monthly accounts.

Senior Auditor/Auditor

(a)
(b)
(c)
(d)
(e)
(f)

g)
(h)
(1)
G)
(k)
(0

Audit of classified abstract of revenue and expenditure.
Audit of contractor's and disbursers ledger.

Auditof works and contingent bills up to Rs. 50,000/-
Auditof T A.and L. T.C. bills.

Audit of Medical reimbursement claims.

Audit of grant-in-aid bills.

Audit of refund bills.

Audit of Transfer entries.

Any other routine work entrusted by AAO.

Audit of estt. bills of Non-Gazetted Staff.

Audit of bills of advances to Government Servants.
Listing of vouchers for selection for audit/review.

[Authority :- Section-III Chapter-I Section IV Chapter V and VI
of MSO (Audit))
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30.01

30.02

—— CHAPTER 30 ——
ANNUAL FOREST DEPARTMENT BUDGET
ESTIMATES

Introductory Provisions as per Maharashtra Budget Manual

All matters concerned with the preparation, consolidation and submission of the budget
estimate are governed by the provisions of the Maharashtra Budget Manual, F.P.VI. The
following supplementary instructions are laid down for the preparation of the forest budget
estimate and for enforcing the rules.

Principles of Government Budgeting

The budget is prepared for the one year and the appropriation in the same cannot be carried
forward. Budget should be comprehensive in all respect containing history, details of
programme and proposed activities. It should contain precise specifications given clearly.
Budget demands must be presented in gross terms. It should be accurate and based on actual.
The funds authorized (allotted) should not be diverted to other services. The budget should be
periodically reviewed and corrective action taken in the interest of implementation of the
programme. Receipts for budget consist of Tax and Non - Tax revenue (interest, dividend and
departmental receipts).

Estimate of expenditure is framed for total period required indicating the year wise break up at
different phases, position regarding availability of land, material, machinery, foreign
exchange, personnel, etc. It is framed from resources obtainable from consolidated funds as
well as reserve funds. public account. Expenditure from consolidated fund consists of 1)
Revenue account 2) Capital Account and 3) Loan accounts. Expenditure from public account
is incurred from available funds of provident fund, insurance and other reserve funds.

30.02.01 Estimates should generally be Gross
The gross transactions in the case of both receipts and expenditure
under every major head of account should be shown separately. Asan
exception, refunds of revenue are deducted from gross collection and
budget is prepared for net receipt.

30.02.02 Budget Calendar
The dates on which budget estimate, revised estimate etc. are to be
submitted by the Administrative Department to the Finance
Department have been prescribed in the Appendix 2 of
Maharashtra Budget Manual Volume.
|Annexure 30.01]

30.02.03 Forms of Departmental Estimates of Revenue and Expenditure
The selection forms for preparation of estimates of receipts and

expenditure are given in para 30 of M.B.M Printed forms prescribed
for the department are supplied to the estimating officers.
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30.03

Different Parts of the Estimates

The estimate should be prepared in the following parts for each sub head, non plan and plan,
new items etc.

a) Estimatesof revenue.

b)  Estimates of expenditure part-1 relating to fixed charges i.e. on account of salaries
of permanent and temporary establishment, office expenses, rate, rent and laxes,
motor vehicle for concerned detailed head.

¢)  Estimates of expenditure part-2 relating to entirely new objects of expenditure for
which approval of the legislature is required to be obtained.

Preparation of Receipt Estimate— The Dy. C.F./ D.F.O. and other independent drawing and
disbursing officers should prepare estimate of revenue in printed form and submit them to the
C.C.F. /C.F. on 15th August. The C.C.Fs. /C. Fs. after carrying out necessary consolidation
should submit the estimate to the P.C.C.F.(HoFF) on 15th September in quadruplicate.
P.C.C.F.(HoFF) should send the same to R. & F. D. on or before 15th Qctober in triplicate
which will be forwarded to the Finance Department by Istof November.

30.03.01 PartIexpenditure on continuing scheme

The expenditure estimate is submitted in two parts. Part I estimates of
expenditure on continuing schemes contains head, standing charges to
be provided for in each detailed head separately in the prescribed
form. The individual statements submitted by the heads of offices
from which consolidated statements are prepared by the controlling
officer, need not be submitted to the Administrative Departments.
These estimates are forwarded to the Finance Department, by st of
November.

30.03.02 Partll Expenditure on New Schemes

The estimates for new expenditure are submitted for such items which
need specific fresh sanction of the Government. These are the items
which were not provided in the past year and are required to be
included in the ensuing budget. Such items are known as new items of
expenditures. Specific sanctions of Legislature or the Government are
necessary on such new items depending on the nature and magnitude
of expenditure involved. The new expenditure may be on a new
service either new form of services or a new instrument of existing
Services.

30.03.03 New Instrument of Services
Following monetary limits have been adopted in respect of new
instrument of services:-

1) Minimum Annual recurring expenditure  -- 2,00.000
2)  Minimum Annual Nonrecurring expenditure--  20,00,000
3) Caseincluding Recurring and non recurring

expenditure -- 20,00,000

(Circular 1004/letter.no. 43/Budget-1/ dated: 23.8.2004.)
When the expenditure on new instruments of services is more than
above limits, new items of expenditure should be processed. All new
constructions should be included in Part I budget estimates.

30.03.04 Submission of Proposal for New Works
To enable the Finance Departiment to judge the general scope and the
cost of new scheme, and outline of the scheme and estimate if the
scheme is a new major work must be sent to Finance Department for
examination. The detailed plan and estimates of work need not be
shown to Finance Department when the block (rough) plans and



30.04

30.05

estimates are approved unless there is an increase of more than 10% of

the cost over the cost shown in the rough estimate or there is a material

deviation in the plan. A scheme work so approved by the Finance

Department can then be approved administratively by the department

proposing the expenditure.

Note: - The points which should normally be noted by the Head of

Department and Administrative Department are—

a)  In case of proposal for increase of staff or revision of pay, the
number, rates of pay and allowances and the period if
appointments are temporary should be given in details.

b)  Proposal should be given in the form given in para 30 of M.B.M.
Annexure A’

¢)  The financial effect of the proposal both in the budget in which it
is proposed to give effect to them and in subsequent years should
be clearly brought out. A careful estimate of the whole cost
involved after taking into account full implications of the
proposal should be prepared.

30.03.05 The form and Date of Submission of New Item Proposals
The statement of new items proposed should be in the prescribed form.
All new items which are finally approved by the Government for
being included in the budget Memo should be shown with all the
relevant details. Acceptance by the Finance Department of proposal
for a scheme (or new item) does not constitute an authority for
incurring any liability in connection with it till necessary provision is
made in appropriate Act. Appropriate monitoring should be devised
by administrative Department and controlling officer to keep watch
on the progress of works and expenditure under plan scheme.
When schemes are implemented by stages in more than one year,
items of new services are known as Section [ New Item. Provisions
required for execution of such schemes within the scope of sanction
already accorded by the legislature are processed as Section 11 new
Item. They are also processed within the monetary limits prescribed
for Section I new Item.
Under exceptional circumstances, expenditure on new service not
contemplated in the annual financial statement are proposed in the
course of a financial year. They are accepted on a relative merit and
urgency and processed as a single item. Funds are obtained by means
of supplementary demands or as advances from contingency fund.

Preparation of Budget by Finance Department

Proposals for ordinary items of expenditure are not to be provided for in the budget. Such
proposals are authorized by administrative department with the concurrence of the Finance
Department, provided that the expenditure on them can be met by saving within the sanctioned
grants.

Recurring Contingent Expenditure

The sanction from time to time, to establishment and the recurring contingent expenditure
should be reviewed. A register of sanction should be maintained for tixed items of sanctions as
well as for recurrent contingent expenditure. The estimates should be based on actuals taking
into account only such receipts and payments expected to be actually realized or made during
the budget year. Rules relating to the classification in the account and exhibitions of recoveries
of the expenditure as receipts or as deduction from expenditure should be followed. The rules
are mentioned in Appendix 42. M.B.M. Vol. 1
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30.06

30.05.01 Contingencies

Contingencies comprise of supplies and services and those charges
incidental to the management of an office like purchase of ordinary
books and periodicals, stationery. The estimates of this class are now
classified under various object wise detailed heads such as office
expenses, rents, rates and taxes, publication and should be provided in
the respective objectwise detailed heads.

Note — The contingent expenditure of the forest department falls
under the two categories 1) Non contract non countersigned
contingencies (or audited contingencies) 2) non contract special
contingencies. The average of actual of the preceding 3 years should
not be accepted on these charges. As a matter of course, the details of
the actual and required absolute minimum should be taken into
account after sorting out the expenditure on items of the previous
years. For petty constructions and repairs separate estimates should be
given in the remark column for each class.

The estimates should be carefully sorted out to initial outlay on newly
acquired forests, or the cost of first construction, procurement of
equipment for the first time for the project etc.

Preparation of Plan Estimate

The procedure for preparation of estimate for plan scheme is the same as in the case of Non plan
scheme. The estimates are however, required to be proposed in separate forms under the
following group sub head.

Schemes in Five Year Plan.

a)
b)
c)

d)

State level plan schemes in the State Sector.

District level plan scheme included in the State Sector.

Centrally sponsored schemes.

Assistance outside the state plan financed by Central Govt. or agency providing
through Central Govt.

The above mentioned plan schemes are required to be forwarded to the Planning department
and the Finance department well in time in prescribed proforma, since they are to be processed
by both these departments.

The budget estimate is thus to be submitted for:-

9]

2)

Plan and non plan for coming year in the form of detailed estimate in prescribed

Revised estimates are required to be submitted for 4/8/9 month to the administrative
department during the currency of financial year in the form of expenditure

Surrender of grant can be done from the inspection of the year after receipt of budget
grant from the Govt. Final surrender report should be submitted not later then 15th
of February to the Administration Department concerned.



—— CHAPTER 31 ——
DISTRIBUTION OF GRANTS AND CONTROL OF
REVENUE & EXPENDITURE

31.01 Distribution of Grants

The method followed by Government in communicating and distributing Budget Grants is
explained in Chapter XII of Financial Publication 6 of the Govt. On receipts of intimation from
Government regarding sanctioned estimates the grants will be distributed by the
P.C.C.F.(HoFF) among the C.C.F./C.F. and the other officers by detailed sub heads. The
C.C.F./C.F.inturn will distribute the grants among the divisions by detailed sub heads.

31.01.01 Budget Distribution System

In order to keep financial discipline and proper control over the

expenditure, Computerized Budget Distribution System has been

introduced w.e.f. 1.6.07 vide GR Finance Deptt. No. Sankirna-
1006/PK-131/Kosha Prashasana.dated 15-05-2007. Main objective
of the B.D.S. is that the budget grants should be available to all

Treasury Officers / Pay & Accounts Officers and others through

Electronic System, as well as to enable the D.D.Os. to draw the

amount easily from the treasury.

[Annexure 31.01]

(i) Itis compulsory to distribute the grants through B.D.S. There is
no need to issue ink-signed orders for the grants distributed
through B.D.S.

(ii) It is essential to produce computerized authorization slip with
every bill. No such authorization slip can be issued if there are no
grants available in any service head. No bill can be accepted by
the Treasury / Pay & Accounts officer without authorization slip.

(iii) D.D.O. can submit any bill on any working day in the month for
the grants received fora particular month.

(iv) The details of this newly introduced electronic system are
available on Govt. of Maharashtra website i.e.
www.maharashtra.gov.in.

31.01.02 Monthly Cash Flow
D.D.Os. and their controlling officers are expected to plan and incur
expenditure on a monthly basis within the budgeted amount. For that
purpose a system of monthly cash flow has been introduced since
2005-06. vide Govt. circular, Finance Depti. No. Kharchani -
10.06/PK-1/Arthopaya,20/04/2006.
[Annexure31.02]

31.02  Watching the Progress of Revenue

(i) In Appendix [I to the Bombay Budget Manual, (F.P.X.) list of the controlling authorities is
given to whom the Accountant General reports the amounts of revenue received and brought to
account to enable them to compare the amount with the departmental returns of demands and
realizations. It is the duty of the collecting officer to see that all income claimable is claimed,
realized and paid into the treasury, and of the controlling officer to supervise the proceedings of
collecting officers and in particular, to satisfy himself, by a comparison of the returns submitted
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31.04

by collecting officers with the statements of treasury credits furnished by the Accountant
General, that the amounts reported as collected have been duly credited in the accounts. The
Divisional Forest Officers and C.C.F. / C.F. should try as far as possible to realize the full
budgeted revenue and to attain this object; they should personally watch the progressive totals
from month to month.

Appropriation of Budget Grants by D.F.Os./Dy.C.Fs.

On receipt of budget grants from C.C.Fs. / Conservators. at the beginning of April. Divisional

Forest Officers / Dy.C.F. should draw up a detailed programme of works etc. to suit the

allotments and make arrangements for carrying it out, intimating at the same time to the

subordinate disbursing officers concerned, their quota of the grants and the works for the
proper execution of which they are responsible.

(i) At the beginning of each subsequent month, the Divisional Forest Officers / Dy.C.F.
should scrutinize and revise the programme of works with special reference to (1)
expenditure incurred to date and the balance of the grants, (2) the progress of works as
ascertained by inspection during tours and otherwise and (3) the ability of various
subordinates and contractors in charge of the works to complete them according to
programme by the end of the financial year having regard to the labour supply available,
nature of the season and other circumstances. Works showing unsatisfactory progress
should be speeded up by issue of orders to the individuals concerned.

(ii) In the monthly returns of expenditure submitted by Divisional Forest Officers / Dy.C.F.
to the C.C.Fs. / Conservators the figures in the column probable expenditure to be given
for the remaining months of the financial year should be based on the special monthly
scrutiny as detailed in the preceding paragraph as regarding expenditure under different
works. While calculating the probable expenditure under salaries, the vacancies in the
sanctioned establishment which might remain unfilled, the leave taken by officers and
subordinates and the several changes occurring from time to time should be taken into
consideration.

31.03.01 Surrender of Savings

Any savings anticipated should be promptly surrendered and not held
up till the last on the vague likelihood of their being required for some
purpose and any extra grants required for inevitable items of
expenditure should be indicated with full explanation of the savings or
excesses. Remarks such as "Actual Requirements”, "Due to Strict
Economy", "Less expenditure than anticipated" do not adequately
explain the cause of savings. It is not sufficient to say that certain
operations provided for in the budget were not carried out, the actual
reasons for which it was considered necessary to omit the works or the
circumstances which prevented their being carried out should be
stated. Explanation for the amounts responsible for each cause should
be furnished separately.

Watching Actual Expenditure by C.C.Fs./ Conservators

Controlling Officers of the circles viz C.C.Fs. / Conservators should watch the monthly
expenditure by detailed heads against budget grants and for this purpose they should obtain
from the Divisional Forest Officers / Dy.C.F. a summary of monthly and progressive revenue
and expenditure and estimated figures for the remaining months of the financial year and
should maintain unit book register. The monthly statement must be dispatched by the
Divisional Forest Officers / Dy.C.F. on the 5th of the month following that to which the
accounts relate.



Control on expenditure to be exercised by the drawing officer of the Forest Department and
rendering of compiled account to the A.G. on due dates must be followed scrupulously by the
Divisional Forest Officers / Dy.C.Fs. C.C.Fs./ C.Fs. who will exercise control according to the
system of monthly cash flow and simultaneously carry out reconciliation of revenue and
expenditure on the strength of information submitted by the Dy.C.Fs./D. F.Os.

31.04.01 Receipts of the Departmental Officers

The Departmental controlling officers must keep a constant watch
over the progress of actual expenditure under different units of
appropriation. Circumstances affecting progress of expenditure and
resulting into surrenders, savings or requirement of supplementary
grants should be constantly watched and reviewed by them. Ultimate
responsibility for keeping the expenditure within grants lies with the
departmental controlling officers. The controlling officer should call
from each disbursing officer statement of expenditure along with the
progressive total in each month in the form IX - A of M.B.M. by 10th
of each month following the month of account. The statement in form
M.B.M. XII should also be called by the controlling officers on 10th
of each month. A register of expenditure should be maintained in the
form X of M.B.M. for keeping effective control on the expenditure.
These registers are suitably modified according to the departmental
need. After monthly scrutiny and consolidation of the monthly
returns C.C.F./C.F. should draw the attention of the Divisional Forest
Officers / Dy.C.Fs., if the figures in these returns indicate that works
are not progressing satisfactorily and the grants therefore are likely to
lapse or that expenditure is too heavy with the possibility of its
resulting in an excess over sanctioned grants.

31.05  Control of Expenditure by PCCF (HoFF)

(1) To enable the Principal Chief Conservator (HoFF) to carry out his functions as
controlling officer, all the C.C.Fs./ Conservators should submit, for each of the months of
April to March a summary of revenue and expenditure in form indicating therein the
sanctioned grants and the expenditure. The grants should be shown in this statement as
modified from time to time by orders of reappropriation or redistribution of the C.C.Fs. /
Conservator and higher authorities. As these statements form the basis for all
reappropriation, supplementary grants and surrender of savings, they should be compiled
very carefully with a view to show as accurate a revised estimate as possible. It should be
submitted so as to reach the Chief Conservator/P.C.C.F, (HoFF) not later than 5th of the
month following that to which they relate. Any substantial savings or excesse in
expenditure foreseen during the month for which no return has been prescribed should be
reported at once to the Chief Conservator/P.C.C.F.(HoFF).

(2) The controlling officers should review without fail the progress of expenditure from
month to month with a view to see that expenditure is kept within the sanctioned grants
and access the savings that might be available for utilization elsewhere. Every head of the
Department should obtain a monthly report before the Sth of month following that to
which the expenditure relates, from the officers under his control with whom allotments
have been placed. showing the result of the review. The Head of the Department should
personally report to the Secretary of the Administrative Department concerned every
three months that such areview has been made.
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—— CHAPTER 32 ——
REAPPROPRIATIONS AND REVISED ESTIMATES

Reappropriations

When it is not possible to confirm expenditure on services or items specified under certain
heads exactly to the amount allotted under subordinated heads. efforts are made to provide the
same from the saving available under the other subordinate heads. The procedure is known as
Reappropriation. Reapropriation should be proposed after taking into account the funds of
entire yearand only when it is known or anticipated that the unit funds are to be transferred will
not be utilized in full or that savings can be effected for the sub unit. Funds shall not be
reappropriated from a unit with the intention of restoring the diverted appropriation to that unit
when savings become available under the other units later in the year. The appropriation audit
is conducted by AG by sub heads. Transfer of funds from one sub head to another will

constitute the smallest unit of reappropriation except when declared otherwise.
(161to 179 MBM)

Six, Eight and Nine monthly revision of Budget Estimate

The Six, Eight and Nine monthly revised estimates of the department will be prepared by the
Principal Chief Conservator of Forests and submiited to the Government. These revised
estimates will be prepared with the help of the summaries of revenue and expenditure received
from the APCCFs/CCFs/CFs.

(180to IS8 MBM)



—— CHAPTER 33 ——
ANNUAL APPROPRIATION REPORT

33.01 Submission of Account

As soon as the supplementary accounts for March are closed, the DCF / DFO should submit to
the Chief Conservator /Conservator a return in MEM Form 30 showing the actual receipts and
expenditure under each detailed head for the financial year, with reasons for increase or
decrease if any, in the figures as compared with the sanctioned budget estimates for the year
under report. This return should be submitted so as to reach the Chief Conservators/
Conservators by 10th May each year. On receipt of the above return the Chief Conservators/
Conservators should prepare a report giving a clear and full explanation of the reasons for the
variations in the tigures for the whole circle and submit it to the Principal Chief Conservator of
Forest (Hoff) by 20th May.

The report should be in MFM Form 31 and should contain figures under major head 0406
forestry and wildlife, 0045, 0049, 083 under revenue heads, 2235, 2046, 4216, 4415, 4406,
under expenditure head and relevant minor heads. Charged and voted items are shown
separately. All variations in figures should be fully explained in a separate note. While
explaining the savings and excesses. under expenditure the instructions given below the said
Form should be carefully observed. Particular attention is required when the variations is due to
several causes, the exact or approximate amount due to each cause should be stated.

33.02 Store Account

The Conservators, the Forest Engineer, the Utilization Officer should submit to the Principal
Chief Conservator by 5th August each year an account of departmental stores, including
buildings. A consolidated return will be prepared by the Principal Chief Conservator submitted
to the Accountant General by 1st September for inclusion in the Appropriation Accounts and
Audit Report,

33.03 Remissions of and abandonment of claims to revenue

The returns showing remissions of revenue and abandonment of claims to revenue referred to
in Rule T in Section I of Appendix 18 to Financial Rules under Devolution Rule 37 (e) (F.P1)
should be submitted by Chiel Conservators Conservators directly to the Accountant General,
so as to reach him by 15th August, a copy being sent, at the same time to the Principal Chief
Conservator for information.

33.04 Grant of Forest Produce free or at concessional rate

The return showing the grants of forest produce free or at concessional rates in form referred
to i Rule III-B in Section I of Appendix 18 of Financial Rules under Devolution Rule
37(3)(FP1). (page 341) should be submitted by the officers concerned, so as to reach the
Principal Chief Conservator by 31st July every year. The latter officer will consolidate the
returns by circles and forward them to the Accountant General, so as to reach him by 15th
August.
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—— CHAPTER 34 ——
ANNUAL ADMINISTRATION REPORTS AND OTHER
PERIODICAL RETURNS

Schedule of Returns-Submission

A brief Annual Report or statement of progress in each division for the twelve months ending
on 31st March should be submitted to the Chief Conservator/Conservator of forest by the
D.F.O./Dy.C.F. not later than 1st August in the form prescribed for the Chief Conservator’s
Annual Report as per para 34.03. The Returns for the report. prescribed in Para 34.04 should be
submitted to the Chief Conservator a fortnight earlier. The directions in 34.04 apply to the
forms which accompany the Chief Conservator's Annual Report. It rests with Principal Chief
Conservator (HoFF) to prescribe the manner and detail in which forms the Dy.C.F.'s report
shall be prepared and submitted.

Short Reports by Chief Conservator of Forestand A.A.R. by PCCF (HoFF)

The Chief Conservators of Forests should prepare Short reports for their circles exhibiting in a
concise manner the progress of work during the year and submit them to the Principal Chief
Conservator of Forest (HoFF), not later than 1st September. The reports should be computer
type-written and prepared in the form prescribed and in accordance with the instructions
contained in Para 34.02.02 and 34.03. Reports should be accompanied by photographs (to be
sent in advance if possible) illustrative of the work of the department in its various branches,
e.g. forest engineering, timber extraction, regeneration, anti-erosion works, JFM and latest
important schemes ete. Each circle may send 2.3 photographs. The Returns prescribed in 34.04
should be submitted separately to the Principal Chief Conservator of Forest (HoFF) a fortnight
earlier.

34.02.01 From the Circle Administration Reports and other information in his
possession, the Principal Chief Conservator of Forests (HoFF) will
compile a Annual Administration Report for the State omitting
trivial details, and submil one computer typewritten copy of it
to Government by 15th October.

34.02.02 In compiling the Report, the following principles should be strongly
followed
(i)  The annual administration report is a record of work done and as

such should contain no proposals for future action or complaint
regarding inadequacy of funds, establishment, etc. Such
representations should form the subject of separate reports.

(it) The report should contain only the explanation of really
important or suggestive variations in the statistics, and the
statement of really noteworthy facts in the history of the year's
administration.

(iii) No mere paraphrasing and reproduction of the statistics should
be allowed in the report.

(iv) All attempts to offer explanations of variations in the figures
which are not important or unusual should be excluded unless
the fact alleged in explanation is itself important enough to
demand mention.

(v) The idea that it is necessary to say something should be
discarded, and it should be recognized that the briefer a report
the better, provided that it says all that is needed for an intelligent
comprehension of the meaning of the facts and figures and of the
salient features of the year's work. Prominence should be given
to facts, which are likely to interest the public.



(vi) The introduction into the text of large numbers of tables of
statistics detracts from the value and interest of a report while it
greatly increases the cost of printing it. The bady of the report
should be almost entirely in narrative form. It will occasionally
be necessary to introduce tables of comparative statistics into the
narrative, but such tables should be brief and simple and their
number rigidly restricted. Such tables can be avoided by giving
the previous year's totals or the averages of a specified number of
past years in one or two lines below the year's total in the relevant
chapters.

(vii) The number of maps and diagrams should be restricted and the
number of photographs should not exceed 10 for the State
Report. They should be inserted at suitable places in the report.

(viii) The printing of statistics side-ways on a page should be avoided
as far possible.

(ix) Pages of tabular matter should not be printed with the columns
leftor almost entirely blank.

(x) It is seldom necessary to give in full detail and in separate
columns, in tables of statistics, the corresponding figures for the
preceding year. In most cases it will be found suftficient to give
corresponding figures for the totals only, by means of one
additional line at the foot of the table.

(xi) It is improper to insert criticisms of orders passed by
Government in the annual forest administration reports which
should be confined to detailing and explaining the operations of
the year and in so far only as they affect these operations should
Government orders be referred to.

(xii) Hypothetical figures should be avoided in official reports.

(xii1) Care should be taken in the preparation of the reports to avoid
discrepancies between the figures given in the body of the
reports and those given in the forms appended to them.

(xiv) Correct scientific nomenclature of all plants mentioned in
botanic/economic reports should be employed in the preparation
of the forest administration reports in abridged version of
silviculture report. As regards the more generally known trees,
plants and products, if the local and not the scientific name is in
common use, it will suffice to give the scientific equivalent once
ortwice when the product is first alluded to in the report.

34.03 Setup of Annual Administration Report

The Annual Administration Report should be arranged in Chapters, Sections and Sub sections
mentioned below and complied according to the instructions given under each chapter.

34.03.01 CHAPTERI
CONSTITUTION OF STATE FORESTS

(i) ALTERATIONINAREA.

This section should give concisely the forest areas added or
excluded during the year, together with the reasons for additions
and exclusions. The following four elasses of forest should be
dealt with (if existing in the circle) (i) Reserved. (ii) Protected,
(iii) Unclassed or Public Forest Land, and (iv)Leased Forest.
Similarly area in charge of FDCM should also find place in this
chapter.

MFM Vol-1] 269



(ii) FORESTSETTLEMENTS
The progress made in Forest Settlements will be recorded, the
area finally settled during the year, that under settlement, and the
cost and agency employed. An estimate of the area still to be
settled should be added. together with suggestions for the future.
(iii) DEMARCATION
The length of boundary demarcated and repaired during the year
should be noted, differentiating between external and internal
boundaries. The method employed and its cost per km should be
stated and an estimate made of the work still to be done.
(iv) FORESTSURVEYS
A shortreport by the Survey of India Department. should, where
necessary, be entered here, followed by a brief note of local
surveys if undertaken. The section should close with an
estimate of the amount of survey work still outstanding.
The chapter should end with a statement of the total expenditure
under the head "Constitution of State Forests".
The following information should be incorporated in the
chapter.
(a) Changes in forest areas should be supported by proper
authority, i.e. Govt. Gazettes, etc.
Note :- Information regarding forest area in MFM Form
32-1& 32-11should be given.
(b) Informationin MFM Form 32-1 & 32-1I be given as per the
prescribed proforma.
(¢) The progress of acquisition of private lands may be
commented upon pointing out bottlenecks, if any.
(d) The progress of forest settlement work may be given
detailing the areainvolved.
(e) If any work of topographical survey has been carried out,
the current progress there under, availability of maps
should be brought out.

34.03.02 CHAPTER 11
MANAGEMENT OF STATE FORESTS

(i) REGULATION OF MANAGEMENT

(a) Preparation and Control of Regular Working Plans.- Under
"Preparation” should be mentioned the area for which new
working-plans were sanctioned during the year and area for
which working plans were under compilation. In each case
the system of working prescribed or proposed should be
recorded: and in the case of completed plans, the cost per
square km. should be recorded. Under "Control" it should
be mentioned whether the prescriptions of existing plans
were carried out important deviations should be explained
and the authority therefor be stated.
Revisions of working-plans should next be noted, and the
subsection should close with an estimate of the area for
which working-plans are still required.

(b) Preliminary Working Plan Reports.- A brief note of the
reports submitted or under compilation should be entered.

(c) Forest Resources Survey :- A brief report regarding Forest
Resources Survey scheme carried out should be
incorporated and details of area covered and expenditure
incurred.

(d) Working of Coupes :- Details of working of coupes by
different agencies should be given.



(ii) PROTECTION OF FORESTS

General protection:- This sub-section is of importance and the
total number of forest offences which comes under observation
during the year, under the head (i) Injury by fire, (i1)
Unauthorized felling or removal of produce, (iii) Unauthorized
grazing and (iv) other offences, should be compared with those
of the past year and the average of the past three years, the
reasons for any marked increase or decrease in the total being
given. Inaseparate paragraph the number of cases compounded
and in another paragraph the number of cases taken to court
should be considered together with the percentage of
convictions obtained and the nature of punishments inflicted by
the magistracy in important cases.

The sub-section should close with remarks as to undetected
under cases.

(a) INJURY BY FIRE AND PROTECTION FROM FIRE
The reasons for increase or decrease in fire offences
compared with those of the previous year should be
explained. The sub-section should then deal with the
measures for fire protection employed throughout the
circle, and be followed by information as to the area under
regular protection, the percentage of success attained, and
its cost per square km. The origin of fires should be
considered under the following heads: -

*  Natural fire.

*  Unintentional / accidental due to human being.

*  Deliberately / Intentional / Incendiary due to human
being.

*  Duetounknown causes.

The extension of operations hitherto unprotected forests

should be noted. The figures of areas protected should not

represent areas which enjoy natural immunity from fire as

they give little indication of the success attended by

continued precautions what is required is the most trust

worthy information obtainable which will offer some

indication of the extent of valuable forest for which

continuous protection is desirable and of the proportion of

such forest which has been continuously protected for a

termof year.

(b) UNAUTHORISED FELLING AND REMOVAL OF
FORESTPRODUCE
The increase or decrease in offences under this head
compared with those of the past year should be explained,
together with measures taken to reduce illicit fellings and
misappropriation of forest produce and to remove the
causes thereof. Distinction should be made between
misappropriation of (a) timber, (b) firewood and (c) minor
forest produce.

(¢) UNAUTHORISED GRAZING AND PROTECTION
FROM CATTLE
The increase or decrease in grazing offences compared
with those of the past year should be explained.
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The percentage of forests open to (i) Grazing, and (ii)
Browsing, to the whole area may be mentioned. The
number of cattle impounded, as compared with the average
number of the last three years, should be noted and reasons
given for any marked change in these numbers. The injury
done by cattle, the means taken to prevent such injury and
their results should be recorded.

Full details should be given regarding grazing operations,
mentioning the number of cattle permitted to graze, the
amount of fees, if any, collected, and any special steps
taken for the improvement of fodder and grazing areas.

(d) OTHER OFFENCES

The nature of offences may be explained together with

reasons for increase or decrease in number compared with

past years.

Protection against injuries from natural causes: - This sub-

section should be of interest, and the damage charge done

and measures taken may conveniently be dealt with under

the heads: -

*  Vegetable pest including creepers and climbers,
Loranthus, Priekly pear, Lantana, etc.

*  Animal pest. including rats, hares, porcupines,
monkeys, cheetal, sambhars, bisons, elephants, etc.

* Insect pests including teak defoliators and other
insects, locusts, etc.

*  Natural causes such as forest, erosion, cyclone, etc.

*  Encroachment of forestland, illegal transport,
poaching of animals etc.

Any special danger from natural causes threatening the

forest should be mentioned together with measures taken

to avert them.

(iti) JOINT FORESTMANAGEMENT

To ensure the success of all projects and programmes on
conservation and protection of Natural forest including
Protected Areas or man made plantations and regeneration of
degrading wastelands, the concept of Joint Forest Management
(JEM) shall be adopted as basic approach. Various activities are
being carried out through Joint Forest Management. Circle wise
information regarding No. of JFEM committees, their
members/beneficiaries, mandays generated and area protected
by them should be given with their various activities conducted
during the year.

The following information should also be provided in the

chapter.

(a) Whether there is a need and proposal for bringing
unorganized forest areas under Working Plans/Working
Schemes may be mentioned giving descriptions or areas
involved. The programme, if any, to replace schemes by
working plans should be mentioned.

(b) Area under Working Plans and Working Schemes must be
given separately according to legal classification.

(c) In respect of the results of annual coupe working the
reasons for decrease or increase compared to previous year
in the number of coupes worked or for large number of
coupes remaining may be given.



(d) Information regarding working of Mobile Squad and check
Nakas be given separately. Also the details of material
seized its value, compensation received or levied should be
giveninrespect of offences detected.

(e) Information regarding supply of Weapons, details of
training given for protection be given.

(f) Information regarding setting up of number of Wireless
Stations and Mobiles supplied.

(g) Informationregarding Saw mills.

34.03.03 CHAPTERIII
SILVICULTURE

(i) SYSTEMOFMANAGEMENT
Under this section only a tabular statement showing the area
under each system or type of management will be given and
below it an explanation of all important changes as they occur
from year to year, indicating the reasons for differences e.g.
deforestations, revision of working plans, provision of
elbowroom etc.

(ii) GENERAL PROGRESS OF REGENERATION AND

AFFORESTATION
This section will describe all area under regeneration under main
heads viz.:-

A. Mainly Natural.

B. Mainly Artificial.

C. Afforestation.

Under A "Mainly Natural" there will be two sub-heads, viz. (i)
concentrated and (ii) not concentrated. Regeneration by coupes
under coppice with standards, clear felling etc., will constitute
concentrated regeneration, while regeneration in forests worked
under the selection or improvement system will fall under "not
concentrated",

Under B "Mainly Artificial” will include all plantation works
undertaken to replace tree-growth removed in fellings and the
replacement of which is not obtained by natural regeneration.
Regeneration under the agri-silvicultural system may also be
dealt with in this section.

Under C "Afforestation” will deal with the creation of new forest
crops e.g. afforestation of arid areas. Efforts to check erosion by
contour trenching and planting etc. should be described in these
stating areas dealt with, expenditure incurred, and results
obtained etc.

(11i) TENDING OF THE GROWING STOCK IN AREAS NOT
UNDER CONCENTRATED REGENERATION
This section will deal with the usual cultural operations
consisting of thinning, cutting back operations, climber cutting
and felling and girdling of worthless species.

(iv) TREEPLANTING BY PRIVATE AGENCIES
Concessions granted to private persons regarding tree planting
in forest areas (number of leases, area involved, work done etc.)
and help rendered by the Forest Department to associations,
agriculturists and others in tree planting in non-forest areas
(advice given, seeds and seedlings supplied etc.) may
conveniently by mentioned in this sections.
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The following information should also be provided in the
chapter.

(a)

(b)

(©)

(d)
(e)
()

(2)

Information regarding area managed under different
silvicultural systems should be given.

Information on non-Plan and plan Plantation and other
special activities like Drought Prone Areas Programme,
Employment Guarantee Scheme etc. should tally with plan
progress reports, 20-point programme. Total expenditure
incurred on forest account & other account on all
operations should be given.

The species wise details of plantations and afforestation
under all type of activities including Drought Prone Areas
Programme, Employment Guarantee Scheme, and
Integrated Rural Development Programme etc. should be
given.

Massive afforestation programme should be dealt with in
details.

Information regarding supply of seedlings under
Vanamahotsava should be given.

Species wise plantation and afforestation under various
activities should tally with figures reported in MFM Form
43.

Information regarding Forest Tanks.

34.03.04 CHAPTERIV
HARVESTING OF FOREST PRODUCE

(i) SYSTEM OFHARVESTING

(a)

(b)

Major forest produce: -The areas worked under the
various methods of harvesting in force should be stated,
and any reasons for increase or diminution of the areas
operated should be explained. The methods should be
classified under the headings "Afforestation", "Protection”
"Plantation", "Coppice with Reserve". "Improvement
Working" and "Fodder Working" etc.

Minor forest produce: - The system of disposal of minor
forest produce should be explained. Grazing permitted for
the purpose of producing revenue should be treated here.
Efforts made to increase the utilization of minor forest
products may be touched on.

The arrangement regarding exploitation and collection of
minor forest produce, the results of the year and the
progress made in creating or extending industries (in
connection with such produce), which improve the
condition of the forest tribes, should be noticed fully.

(ii) AGENCY OF EXPLOITATION

(a)

Departmental Agency :- The reasons for employing
departmental agency should be given as also the
percentage of total outturn extracted by his method. The
more important departmental work may briefly be
described, including transport by land or water and depot
arrangements. Major and minor produce should be kept
separate for the purpose of this sub-section and the total
value of disposal of the year should be entered.

Mechanical skidding and the work done by departmental
sawmills should be mentioned in this section.



(b) Purchases: - The sub-section includes permit-holders, and
a sub-division as regards major and minor produce
becomes a necessity. The working of the permit system
and the check at revenue and other stations will here be
touched on. The total value of the year's sales should be
entered.

(c) Rights, privileges and free grants :- The sub-section
should deal with the utilization by right and privilege
holders of the produce placed at their disposal and explain
any increase or decline in the demand, as well as the means
taken to permit the proper exercise of rights and privileges
without damage to the forest. The estimated value of
removals should be stated under each of the heads-timber,
fuel, bamboos, grass and grazing and other minor produce.
Any large grants made during the year to individuals or
communities may be mentioned and the reasons for the
grant explained. The estimated total value of the grants,
calculated at full rates should be given under each of the
heads mentioned above.

Grant of any new forest privilege or extension of existing
privilege to new localities, and forest grievances redressed
should be mentioned.

(iii) OUTTURN AND SOURCES OF FOREST PRODUCE
This sub-section will summarize by volume, quantity or value,
all outturn by whatever agency extracted alteration in area.

(iv) FORESTLABOUR AND WAGES

A statement should be given showing approximately the number
of labour units employed by the department and by forest
contractors on forest works (felling, conversion and extraction,
regeneration and planting, fire protection, roads and buildings
etc.) and the total amount of wages earned by them. The object is
to give an idea of the extent of employment the forests afford to
people, apart from their utility as valuable sources of supply of
timber and other produce and their influence on climate and
agriculture.

The difficulties experienced, if any, in getting labour for forest

works and the manner in which they were overcome may be

mentioned.

The following information should also be provided in the

chapter.

(a) Data on forest area worked under different silvicultural
systems and through different agencies should be given.
The forest area worked during the previous year should be
consistent with the total area naturally regenerated during
the vear. (MFM Form 43) The trends in outturn of forest
produce with reference to previous years may be brought
out with reasons and with reference to number of coupes
and area worked. There should be No inconsistencies.

(b) The extent of working through Forest Labourers Co-
operatives Societies, should be given in terms of number of
functioning Societies, number of Coupes worked, total
realization, yield of different types of forest produce
extracted and values thereof.
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34.03.05

(c) Inrespect of outturn of minor forest produce not only value
thereof but quantities at least of important items of minor
forest produce like bamboo, grass, bidi leaves, gum, hirda,
mohawa seed and flowers etc. should be given.
Information regarding outturn of Major and Minor Forest
Produce in MEM Form 44 and 45 respectively should be
givendistrictwise and divisionwise.

(dy Prices of various important species (Teak, Bija, Haldu ete.)
sold at different depots should be furnished.

(e) Minimum daily wage rates sanctioned for different
categories of Labourers.

(f) Labour Employment in Forestry Operations like,
exploitation, communications, building, plantation,
afforestation, research, Education and Training, Forest
Conservation and Development, D.P.A.P., LR.D.P.,
Western Ghat Development and E.G.S. need be furnished
separately.

(g) Supply of Forest produce to Forest-based industries. The
supply of forest produce to forest based industries must be
given in the proforma given below.

S.No. Nameof KindofMaterial Quantity  Value
Industry  Supplied (Rs).

1 2 3 -4 5

(h) The details of working, if any, carried-out in the forests
should be given separately stating area involved. quantity
and value of forest produce taken up.

(i)  Suppliesof forest products to railways, jails, industries etc.
should be mentioned.

CHAPTERYV
FOREST ENGINEERING

The detail information about Civil Engineering works carried
out by the Forest Department is to be given. The latest picture of
communication (Roads and Bridges & Buildings) and similarly
the existing machinery and vehicles should be given in this
chapter. Circle wise expenditure on roads, bridges & buildings
should be given for the year. These figures of expenditure should
be given separately for non plan & plan heads. (i.e. the
expenditure under new work & repair should be given
separately.) These figures should tally with the corresponding
expenditure under these heads ‘Roads & Buildings™ shown in
MFM Form47.

COMMUNICATIONS AND BUILDINGS.

(i) Roadsand Bridges.- The information in this section should
be sub-divided under the heads of "permanent” and
"temporary" works. If the works were of some magnitude,
details may be givenregarding their nature.

(ii) Building.-Here again the information given should
differentiate between "permanent” and "temporary”
works, but no details are required for permanent buildings
of importance. The cost of permanent and temporary
buildings should only be given in totals.



(iii) Miscellaneous Works.-A short paragraph may be devoted
to a brief description of any miscellaneous works of
interest. Otherwise a brief statement of the cost incurred
will suffice.

The following information should also be provided in
the chapter.

(i)  The performance of industrial units (Saw Mills, seasoning
units and treatment plants) should be commented upon
withreference to profit, losses etc.

(i) The details of vehicles and machinery in F.D. may also be
given.

(iii) Similarly, the figures of quantity logged and value thereof
in respect of Mechanical Logging Units may be examined
for correctness of there magnitude.

34.03.06 CHAPTER VI
FINANCIALRESULTS

A comparison should be made of the income and expenditure of the
present and the past year and the average of the five preceding years.
An analysis should then be made of the income as derived from major
and minor Forest produce, of the expenditure (A) incurred on
extension, constitution, improvement and exploitation of the forest
property, and of that (B) incurred for administrative, executive and
protective charges, giving percentages of the whole in each case, and
at the end the percentage of net income. The extent of outstanding and
increase or deficit in stock should be taken into consideration.

It is important that the receipts under all heads from forest reserves

should be clearly distinguished from receipts from other

supplementary sources, as it is otherwise impossible to estimate the
real resources of the themselves. The reporting should be as per
present text.

The following information should also be provided in the chapter.

(i)  Thetrends in forest receipts and expenditure under various heads
should be scrutinized with reference to data for two/three years
and complete reasons for increase or decrease therein during the
year under report should be given.

(i) The outstanding amount due for over one year should be shown
separately and efforts for recovery of outstanding may be
mentioned. Similarly outstanding on account of different
reasons should be shown separately.

(iii) The details of F.D. Tax collection and utilization through any of
the schemes may be given.

34.03.07 CHAPTERVII
ADMINISTRATION

This chapter should deal with establishments, services and conduct of
officers, casualties, etc. of Forest Officials. The inspection of offices
should be briefly reported on. The charges held by various officers
during the year should be given.

A paragraph should be added dealing with the efforts made to suppress
corruption. Other subjects to be included are training of Rangers and
Foresters, Civil suits Land Revenue, Administration by the Forest
Department in areas where such administration is handed overtoit.
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The following information should also be provided in the chapter.

0]

(i)

The information regarding the number of retirements, deaths,
resignation etc. in the caption "Casualties and Punishments"
should be given in the following form.

Circle Retire- Death Resign- Degrad- Prose-  Other

Total  ment ation dation, -cution  Suspe-
Dismissal -nsion etc.
1 2 3 4 5 6 7

The number of all types of posts of Gazetted Officers in the
categories viz. Class I and IT and also all types of posts of non-
Gazetted staff in the categories i.e. class III and I'V may be given
in the following table.

Circle Catago- Design-  No.of sanc-  No.of No.of
- ries -ation -tioned posts  filled posts
in Posts  vacant

I
I
IT1
8%

34.03.08 CHAPTERVIII
DEVELOPMENT UNDERTAKEN DURING THE YEAR
UNDERPLANSCHEME

Achievements under different plan schemes with Physical &
Financial indicating targets & achievements should be given under
various plans heads and the schemes other than forest account viz
Western Ghat, DPAP, and RVP etc. should also be given in the text.

34.03.09 CHAPTERIX
WELFAREACTIVITIES FOR BACKWARD CLASSES

The various activities created under Tribal sub-plan for the upliftment
of backward class people should be invariably mentioned. It should
include,

(i)
(i)
(iii)

(iv)

(1)

The concessions and privileges granted to village dwellers in or
near the forest tracts.

Employment given to Adiwasis and backward class people
residing in forest tracts.

Welfare works exhibited under the grant of 7% of forest revenue
to Zilla Parishads.

Any other relevant information pertaining to welfare activities
for backward classes viz. trading of forest produce through
Tribal Development Corporation of Maharashtra state, FLCS,
felling of trees, sale of trees belonging to SC/ST. etc be given.
The following information should also be provided in the
chapter.

The employment of persons from Scheduled Castes, Scheduled
Tribe, Nomadic Tribes, and Other Backward Classes in different
cadres should be given.



(ii) Information on Nistar supplies (Quantify and value) and
supplies to Right and privilege holders may please be given
separately.

(111) Information regarding no. of labours involved in Collection of
Tendu leaves and Bonus distributed to them as
described in G.R. No. MFP-21-04/P.K. 67/F-1, dt. 01-11-2007.

34.03.10 CHAPTERX
GENERAL

(i) Some other aspects of working not covered elsewhere should be
included here. e.g (a) Implementation of 20 point programme(b)
scarcity measures etc. giving factual data.

(ii) State monopoly trading in bidi leaves i.e. collection of sale of
bidi leaves under provision of Maharashtra Forest Produce
(Regulation of Trade) Act, 1969 should be given. Similarly
information regarding wages paid to Tendu labourers as
“INCENTIVE BONUS” for proportionate collection of tendu
leaves vide GR NO. MFP-21-04/C.R. 67/F-1, dated 28th
February 2006 should be given in the following proforma--
Circle DivisionRoyalty recovered for collection of Tendu
leaves Wages paid to labourers as Incentive Bonus No. of
Labourers to whom bonus was paid

(ii1) Information pertaining to National parks, sanctuaries and other
Wildlife management units, Tiger project areas should be given.

(iv) Information regarding encroachments on Forest land should be
given.

(v) District wise details of utilization of the funds under E.G.S.
should be given.

(vi) Forest(Conservation) Act 1980
The proposal under purview of this act, received from the project
authorities, similarly sanctioned, pending and rejected proposals
alongwith the forest area, Area received under compensation,
the expenditure there of for planting on the same area etc.

(vii) Private forest brought under possession of Forest Department
for development should be mentioned.

(viii) Forest Publicity Wing.

(ix) Internal AuditSection

(x) Claims settled under The Schedule Tribes and Other Traditional
Forest Dwellers (Recognition of Forest Rights) Act, 2006 should
be given in prescribed proforma.

34.03.11 The Addl. Principal Chief Conservator of Forest (Research,
Education and Training) will submit his report on abridged version to
the Principal Chief Conservator of Forest soon after the close of the
tinancial year and in accordance with the instructions that may be
issued by him from time to time: separate reports to be given
describing the work done and the research and experiments carried out
during the year in the respective branches. Information regarding
education and training to various forest personnel should be given in
detail.

34.03.12 CF/DCF (Resource Utilization) will submit his report on supply of
forest produce to various forest based industries under the contracted
obligations. All the returns and chapters should be in a neatly
computer typed form so that their preservation and frequent handling
are possible.
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34.04

Annual Administration Returns

{(AARMFM Forms 32(1),32(11) to 48)} (Existing Forms 111(1& II)to 127)

The Chief Conservator of Forests will submit the Annual Administration Returns to the
Principal Chief Conservator of Forests by 15th August. No additional returns should be given
inadifferent form: the information contained in the following statements shall be submitted.

()

(ii)

(iif)

(iv)

v)

MFM FORM 32 (I)--FORESTAREA IN CHARGE OF FOREST DEPARTMENT
MFM FORM 32 (I) will show the area in charge of the Forest Department. Reserved,
Protected and Unclassed Forest areas should be shown separately and for each division,
and totals given for each circle and the state. The form contains (13) Columns. The
figures in Column (4) (area as on 1st April) should agree with those in Column (7) (area as
on 31st March) of the previous year. Area in every column will be shown in square
kilometers. The tripartite classification of the forests into (i) Forest proper, (ii) Pasture
reserves and (iii) Fuel and fodder reserves and their total should agree with that in Column
(7). Area of Private forest brought under the possession of Forest Department and Forest
area transferred to FDCM be given in Column No.(1 1) and (12) separately.

MFM FORM 32 (II)- FOREST AREA IN CHARGE OF REVENUE
DEPARTMENT

MFM FORM 32 (II) shows the area in charge of revenue department. The form contains
(11) Columns. Reserved. Protected and Unclassed Forests area should be shown
separately and for each division and total given for each circle and the state. The figuresin
column (4)(area as on Ist April) should agree with those in Column (7) (area as on 31st
March) of the previous year. Area in every Column will be shown in Sq.Kilometers. The
tripartite classification of the forests into (i) Forest proper, (ii) Pasture reserves and (iii)
Fuel and fodder reserves and their total should agree with that in Column (7).

MFM FORM 33-- PROGRESS MADE IN FOREST SETTLEMENT.

Column (6) should tally with the previous year's total of Column (6) and (7) minus
Column (5). The costin Column (8) will be the year's total expenditure shown as in MFM
FORM 47 under the head “Forest Settlement’” (plus any expenditure under the
corresponding sub-head). Figures are required by divisions/circles.

MFM FORM 34-- DEMARCATION AND MAINTENANCE OF BOUNDARIES

Boundaries include, besides the outer perimeter, the limits of enclosures of private or

other lands within the forests, but not the limits of sub-divisions, such as compartment,

coupes etc. The figures in each column should be the total for the Circle and be given by
divisions. The following point should be noted: -

(a) Total of Columns (3) and (4) should equal Column (5) of previous Year's form.

(b) Column (5)is total of Columns (2), (3) and (4).

(¢) Column (6) is not intended to include any boundaries, which do not require
demarcation, as they will be shown in Column (7). Where surveys have not been
completed, the entries in Column (6) and (7) must be estimated.

(d) Column (8)should be the total of Columns (5),(6) and (7) of the present form.

(e) Cost of demarcation under Column (9) should be the expenditure on boundaries
artificially demarcated during the year as given in Column (2). Figures in Column
(10) should be expenditure on previously existing boundaries repaired as
shown in Column (3). The figures in  Columns (9) and (10) should equal the
expenditure on demarcation in form MFM FORM 47 under the relevant heads.

MFM FORM 35-FOREST SURVEY OPERATION

This form should be restricted to survey made by the Survey of India Department. The
expenditure shown in the form should be the amount shown in MFM FORM 47 under
relevanthead. Figure should be given for the whole circle and by divisions.



(vi) MFM FORM 36- PROGRESS MADE INWORKING PLAN

This formis required in divisional abstract and for each class of forest separately:-

(a) The figure in Column (3) should be the same as the figure in Column (6) of the
previous year's form.

(b) Column (6) should agree with Column (3) +(4) - (5) of this form.

(¢) Columns (6), (8), (9) and (10) should total up to Column (11) which in turn should
equal Column (7)of MFM FORM 32 ().

(d) The expenditure in Column (15) should be the total in MEM FORM 47 under
relevant heads.

(vii) MFM FORM 37- COMMUNICATION AND BUILDINGS
The expenditure (on new works plus repairs) shown in this form on (i) buildings, (ii) roads
and paths and (iii) other works should tally with the expenditure in MFM FORM 47
under the relevant detailed heads.

(viii) MFM FORM 38- BREACHES OF FOREST LAWAND RULES

Figures should be given in totals for the Circle and by Divisions. The letter 'A"in this form
means "Cases taken into Court". 'B' means "cases disposed of under section 68 of the
Indian Forest Act 1927" and 'C" means "undetected cases". Column (4) should agree with
Column (40) of the previous year's form. Any variations due to transfer of some cases to
'C” or cancellation should be explained in a footnote. Column (38) should be equal to
Column (20) minus (32), and Column (39) should be equal to Column (21) minus (33).
The “C”cases shown in Column (22) should be omitted in arriving at the figure in Column
(40) which should be the total of Column (38) and (39).

(ix) MFM FORM 39-AREA OF FOREST PROTECTED FROM FIRE
Column (4) should show the percentage of area shown in Column (2) (Area attempted)
with the area shown in Column (3) (Area protected). To arrive at the figure in Column (6),
subtract Column (3) from Column (2) and calculate what percentage the difference is of
Column (2). This form should show figures by divisions.

(x) MFMFORM40-CAUSES OF FOREST FIRES
Figures should be given by divisions. Column (3) is the total of Columns (5) to (7) of
MFM FORM 38 (breaches of forest law and rules), unless any cases of fire occurring in
forest contract areas are excluded from the later form, being treated not as a forest offence
under the forest Act, but as a breach of contract terms and included in this Form. The
number of such cases should be given in a footnote.

(xi) MFMFORM 41-AREACLOSEDAND OPENTO GRAZING
Figures should be given of divisions. Column (7) is the total of Columns (2) to (6) and
should agree with the total area of reserved and protected forests in Column (7) of
MFM FORM 32 (I) and FORM 32 (I1)

(xii) MFM FORM 42 - GRAZING IN GOVERNMENT FORESTS
Figures should be given of divisions. Grazing in forest on payment at full rate, at privilege
rate, by right under settlement etc. should be given.

(xiii) MFM FORM 43- PROGRESS IN CONCENTRATED REGENERATION &
AFFORESTATION
Progress made under Concentrated Regeneration and Afforestation should be given in
this form. In this form area naturally regenerated [Columns (2) and (3)], area artificially
regenerated [Columns (4) to (14)] and afforestation works carried out [Columns (16)
t0(26)] under all schemes (viz; Plan, Non-Plan, EGS. C.A., F.D.A., D.P.A.P, Western
Ghat, World Bank and JFM etc.) should be given
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34.05

(xiv) MFM FORM 44- OUT TURN (IN CUBIC METER, SOLID) OF TIMBER (TEAK
& NON-TEAK)AND FIREWOODANDAGENCY OF EXPLOITATION
Circle totals should be given for various agencies. Timber and fuel should be given in
cubic meter. Value of timber and firewood should be given in Rupees.

(xv) MFM FORM 45-OUTTURN OF MINOR FOREST PRODUCE
Each kind of produce should be shown by its value in rupees. The value of (i) Bamboos
and (ii) Tendu and Apta leaves (iii) grass and grazing and other items of minor produce
should be given. The unit of quantity for Bamboo, Grass and Grazing should be given in
Metric tonnes and for Hirda, Gum, Rosha grass, Moha flowers, Moha fruits(seeds), Lac
ete. should be given in quintal. Tendu leaves and Apta leaves unit should be give in Std.
Bags.

(xvi) MFM FORM 46- ACCOUNT OF TIMBER AND FIRE WOOD CUT OR
COLLECTED BY GOVERNMENT AGENCY AND BROUGHT TO DEPOTS,
SOLD LOCALLY OR DISPOSED OF
Figures should be given by divisions and separately for (i) timber with separate figures, if
available, for teak and non-teak (ii) Fire wood.

(a) Columns (2) and (3) should agree with Columns (7) and (8) of the previous year's
form.

(b) Column (4) should agree with Column (3) of MFM FORM 44 of the year
concerned in the case of Timberand Firewood respectively.

(c) Column(5)is the total of Columns (2) and (4) as the case may be.

(d) If the value in Column (3) is less than that in Column (8), the difference should be
shown in Column (9) and if it is greater it should be shown in Column (10).

(xvii) MFM FORM 47- SUMMARY OF REVENUEAND EXPENDITURE
The figures should be shown by divisions and should agree with the year's total under
each detailed head in the "Summary of Revenue and Expenditure as per Appropriation
Account Certified by A.G.

(xviii) MFM FORM 48 -REVENUE RECEIVED AND OUTSTANDING ONACCOUNT
OFREVENUE
Figures should be given by divisions. Column (3) agrees with Column (7) of the previous
year form. Column (5) is the total of Column (3) and (4). The amount shown in Column
(6) should tally with the net revenue shown in MFM FORM 47. Column (7) is the
difference between Column (5) and (6).

Other periodical reports and returns

Other periodical reports and returns to be submitted by forest officers in connection with
establishments, works, accounts, and budget estimates have been described in the previous
chapters dealing with those subjects. Each forest office should maintain a standing list of all
periodical reports and returns to be submitted by it, as prescribed in this and other Volume of
this Manual and in other codes and publications of Government and executive orders of
Government and subordinate authorities

Showing :-
(1) Nameofreportorreturn
(2) Date of submission
(3) Towhomtobesubmitted
(4) Authority for submission
(5) Remarks.



(i)  Assoonasafresh orderis issued prescribing a new report or return or canceling any one,
the list should be corrected accordingly and always kept up-to-date. The Head of the
office should see that the reports and returns are submitted punctually and steps are taken
in advance for the collection of the information or statistics required for their operation to
avoid delay in submission. Inspecting officers should see that the list correctly
maintained and acted upon.

(i1) A similar list should be maintained by each office of reports and returns due to it from

subordinate and other offices, for watching their punctual submission and facilitating the
issue of reminders in case of delay.
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—— CHAPTER 35 ——
RULES REGARDING CORRESPONDENCE AND
OFFICE PROCEDURE

Note— Instructions in this Chapter are subject to the provisions contained in the Right to
Information Act, 2005, the Maharashtra Government Servants Regulation of
Transfers and Prevention of Delay in Discharge of Official Duties Act, 2005 and
Maharashtra Right to Public Services Act, 2015, Rules made thereunder and the
guidelines issued by the Government from time to time in that regard.

35.01 General Rules

35.01.01 Rules Regarding Correspondence

(1)  In conducting office business all prolixity of routine should be
avoided. Reports and returns should be cut down to the
minimum necessary for efficient administration and all work
conducted with a view to aim at economy of time and
expenditure and reduction of clerical labour. Unnecessary
verbiage or waste of space in official communications and in
noting upon them should be avoided and brevity, promptness
and regularity aimed at.

(ii) (a) At the head of official letters both the name and official
designation of the writer and the official designation only
of the officer to whom the letter is addressed should be
given. The writer's name and designation at the head of the
letter may be omitted if they are given below his signature.

(b) All communications should bear at their head a short title
stating their subject in as clear, brief and correct a manner
as possible.

(iti) Long letters and reports are to be divided into numbered
paragraphs: and if they are of great length, a brief marginal
abstract of each paragraph may usefully be added.

(iv) TItfrequently happens that, when the opinions of heads of offices
and controlling officers are called for on questions relating to
proposed legislation and matters of general policy, the reports
and opinions of subordinate officers are submitted in original
with a few remarks from the controlling officer. Government
desire that the substance of the opinions of subordinates be
condensed as much as possible in the controlling officers own
report. It is, of course, to be understood that any reports which it
may be thought advisable to send on in original to Government
may be forwarded with the controlling officer’s report.
Government have found it necessary from time to time to call
attention to the great desirability of curtailing reports as far as is
compatible with clearness and a full representation of necessary
points. Officers addressing Government should invariably do so
as concisely as possible and avoid the practice of forwarding
long files of correspondence "for orders" without themselves
summing up the case and clearly stating the point on which they
consider orders of Government to be necessary. The officer who
reports to Government should state the whole facts clearly and



not leave them to be ascertained from heterogeneous

accompaniments. Officers to whom Secretariat files are referred

unofficially should on no account show or hand them over to
anyone outside their offices without the permission of

Government.

(v) Such of the orders of Government as are of interest to the
agriculturists as a class should be given wide publicity in the
village in a suitable manner, even when a specific direction to
that effectis not given.

(vi) When officers are asked to submit a reply to a reference made by
a particular date but are unable to do so they should invariably
send on or before the specified date an interim reply explaining
the cause of theirinability to reply by the specified date.

(vii) Reminders should invariably be attended to either by sending the
final reply or an interim reply in case no final reply could be
sent. In the latter case reasons for delay should be reported.

(viii) The tendency on the part of the head of an office to transfer the
blame for delay in disposal of correspondences on to a
subordinate is to be deprecated. The head of every office should
be held responsible for the delays and in order to ensure proper
control he or his Superintendent or head clerk, as the case may
be, should periodically check the daftars of all clerks in the
office, obtain from them at the end of every week a list of
undisposed of correspondence and other items of work which
have remained in arrears for more than 7 days without action
being taken about them, and expedite their disposal.

Unless demi-official letters have been brought on the record of

Government and referred to by Government, they should not be

noticed in official correspondence Demi-official

correspondence is either used to supplement and explain official

correspondence in which case the distinetion of style indicates a

fundamental distinction in the writers' intentions as to its official

use or it is adopted in lieu of official correspondence to save time
or to secure secrecy, in which case it should be followed by an
official communication in due course.

(ix) The following rules should be observed for the treatment of
confidential correspondence :-

(a) Confidential papers should not pass in usual course through
an office. Only the head of the office and a few trustworthy
clerks (whose names are to be noted) should deal with
them.

(b) Confidential papers should pass from hand to hand either
by personal delivery or be sent in sealed covers.

(c) The entries in the ordinary office registers and diaries
should be made from slips furnished by the confidential
clerk who deals with the papers, and should be very
general, sufficient merely to admit of the paper being
traced and referring to a separate register. This separate
register should be kept by the confidential clerk. and should
be in the same form and as full as the general register kept
for ordinary correspondence.

(d) Confidential papers should not be brought on the ordinary
proceedings, but should be separately recorded, and kept
under the personal custody of the confidential clerk. If
printed. the spare copies and the volumes of proceedings
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should be treated with the same attention as the originals,
and when forwarded for information or use of
Government, should be carefully packed under double
cover.

(e) Asfew copies of confidential papers as pessible should be
printed and register should be kept of these showing how
copy has been disposed of.

(f)  When confidential papers are sent out of an office by post,
they should be put into double covers, the inner one
marked "Confidential" and superscribed with only the
name of the addressee, and the outer one bearing the usual
official address. When not sent by post, only one cover
addressed by name will suffice.

(x) All covers, including those containing secret and confidential
documents, intended for commanders and staff officers of
military formations, should be addressed to the officers
concerned by name with the addition of the words "or next senior
officer present”.

(xi) The procedure to be followed when a Government Servant is
summoned by a court to produce official documents for the
purpose of giving evidence, or when copies of documents on the
Government records are applied for as a means of supporting a
claim against Government, has been laid down in the Rules for
the Conduct of the Legal Affairs of Government, 1984,
published separately.

(xii) (a) The institution and defence of suits, appeals and other civil
proceedings as well as grant of assistance to Government
servants who have to institute or defend civil or eriminal
proceedings in respect of acts done by them in the
discharge of their official duties are regulated by said
Rules.

(b) All proposals regarding the institution or defence of suits in
which the Forest Department is concerned should be
submitted by the D.F.O. to the Conservator /Chief
Conservator who should pass them on to Government or to
the Joint Secretary, Law and Judiciary Department for
advise and to the Principal Chief Conservator of Forest for
necessary action.

35.02 Procedure to be Followed for Registration and Distribution of Tapal

35.02.01 Receipt and Distribution of Tapal

Tapal should be received by Head clerk in the office of Forest
Divisions or by the Office Superintendent in Direction Divisions. In
Absence of Office Superintendent or Head clerk, Head of the office
should nominate suitable responsible senior member to receive the
Tapal.

Routine tapal received from subordinate offices may be accepted by
receipt clerk (Inward clerk) in absence of Head clerk or
Superintendent, but he must immediately put up the same to the Head
clerk.

Head clerk or Office Supdt. should open routine tapal except D.O.
letters, confidential letters or letters addressed by name. He should
also open tapal pertaining to legislative assembly questions and such
urgent matters as needed immediate attention.

Tapal opened should be submitted to the Head of the Office on the



same date in suitable batches as they are received. Demi Official
letters may be opened by the Gazetted Assistance of the D.F.O.,
C.F/C.C.F.orP.C.CFF.

In absence of the Head of the Office, the Head clerk or Office Supdt.
should get the tapal inwarded after carrying out marking of particular
section on the same. All correspondence such marked should be
forwarded to the respective branches or Desks. The inward clerk (also
called Registry clerk) should maintain a diary book for distribution of
tapal to different desks or sections. Insmall offices or Division office,
acommon diary should be maintained.

In direction Division and bigger offices, diary may be maintained for
each important Desk or group of Desks. Receipts clerk or Inward clerk
should maintain separate receipt register for receipt of tapal from
senior officers and Government Principal Chief Conservator of Forest
or C.C. Fs. may maintain a separate inward register for central Govt.
Desk Officers should check up the receipt of tapal, sign the receipt or
diary book putting date and return the receipt book to the inward clerk
immediately.

All officers opening the tapal should immediately put a signature and
date on the same. Head Clerk, Office Superintendant and the
Administrative Officers, as the case may be, should mark the tapal to
particular section or desk dealing with the same. He should also give
instructions for compliance of the letter indicating time limit or nature
of urgency of the same. 1t is customary to assign the task of receiving
and distribution of tapal and control on correspondence to an
independent/O.& M. officer in the office of Principal Chief
Conservator or Managing Director, FDCM etc. The method is
efficient and useful in respect of the control of the correspondence.

All tapal except routine correspondence in respect of periodical
returns, account returns, receipts acknowledgements should be
brought to the notice of the Head of the office unless otherwise
instructed by him through a written order. For the sake of
convenience, Head of the Office may assign perusal and final disposal
of certain correspondence to supervising officer (Dy.C.Fs. or C.Fs. at
the Headquarters of the Conservator and C.C.Fs. looking after
particular subject), whenever there is urgency. the tapal received
should be processed and submitted to the Head of the office in normal
course of routine.

Action on receipt of tapal in the office - All ordinary non
confidential post when received, should be seen by the Head Clerk,
Office Superintendant and the Administrative Officers, as the case
may be. He should distribute the same to the concerned desk.
Receipts of communications, such as a) references of urgent nature b)
letters including reminders from official superiors and Government c)
any other letters which the Head of the office may consider important
e) All confidential and secret references, should be brought to the
personal notice of the official to whom they are marked.

35.02.02 Instructions for preparation of office notes, draft letters,
memorandums and other forms of official correspondence
Office noting or preparation of office note- Office files are divided
into 2 parts 1) Noting section 2) file proper containing
correspondence. They are separated by a thick 'separator’. The noting
section and correspondence are given separate serial numbers. The
office notes are written to point out different references, rules,
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previous correspondence, suggestions etc. to enables the officer to
take decision. All unofficial references borne on noting sections and
letters. telegrams, correspondence on correspondence section. The
object of writing office note is to maintain in the form of permanent
record. background, reasoning and different points of rules leading to
logical decision to enable the officer to evaluate the matter during the
currency of the file or at the end.

It is not necessary to write office note on all types of correspondence
i.e. 1) While merely forwarding a letter to local/subordinate offices or
to other divisions for necessary action 2) For acknowledgment of
applications or letters 3) Routine matters such as leave, G.P.F.,
account transactions, application received for service etc. 4) Replies
based on facts which do not need further elaboration 5) For calling
additional information 6) Nil information 7) When officer himself is
capable of taking decisions. 8) While calling copies or enclosure 9)
Appeals on previous decisions without mentioning any new point 10)
While drafting replies where the matters are very simple and clear.

In the above circumstances the draft letters and even fare copies along
with O.Cs. can be submitted for approval and signature but the note
should be invariably submitted whenever new points are involved.
No draft should be submitted for approval on important matters or
new questions under the presumption that the orders in question will
be the same as anticipated by the desk Officer or head of the office.
Occasionally a brief note can be written on the margin of the draft if
the possibility of approval of draft is certain. Whenever complicated
matters are involved detailed note should be given.

The noting assistant  should carefully examine the contents, go
through the rules, select files, previous decisions on the matters and
understand the background called for adequate information if
necessary. He should discuss the matter with other Desks and write
composite note if it involves more than one Desk and obtain signature
of all concerned.

Detailed instructions for writing office note are given in para 4.13 of
publication "Mantralayatil, Tipni Lekhan wa Patrawyawahar”
Govt. of Maharashtra Publication. Each note should be distinct, duly
numbered, giving name of Desk, reference of previous
correspondence. It should give distinct paragraph for each new point.
Paragraph should be numbered giving sequence of events
chronologically. Itshould be to the point avoiding repetition. Officers
should quote references in the margin, reference to previous decisions
etc language of note should be simple, clear. Long sentences should
be avoided. Statistics should be enclosed separately. It should be
written unbiased. The noting assistance should suggest reply
according to Rules and should avoid give personal opinion or
unnecessarily creating further problems. Whenever orders are
required, distinct points calling for orders should be written
chronologically. Flags of priority or urgency should be given with the
reference. If note is to be submitted to more than one senior officer,
their designation should be written one below the other in rising order.,
If file is shown to other department, it should be noted in the end of the
note. Note should be signed and dated. It should not be shown to
unconnected persons or person who has vested interest in the same.
One extra blank sheet (courtesy sheet) should also be enclosed with
the note.



Sequence of points in the note should be as follows

(a) Previouscorrespondence

(b) Points raised in the letter under consideration for decision.

(c) Points in favour and dis-favour, provisions of rules or otherwise
and reference to previous decisions.

(d) Provisions from the budget etc. if financial implications are
involved

(e) Conclusion or suggestion based on the above matters, useful in
the interestof disposal.

(f) Need of consulting other sections/departments.

All notes may not need the above points and note can be simplified as

per the facts.

In case of dis-agreement, the note can be prepared as per the guideline

given by the senior officer’s, oral or written and the noting officer

should stipulate that noting is done as per the instructions of such

officer.

35.02.03 Maintenance of a Select File

Selectfile is a compilation of all important references or orders on one
subject. Whenever any important order is issued, one extra copy of
the same should be passed on to the select file. It should be filed and
indexed chronologically. Important notes, previous orders, opinions
of the concerned department and copies of case law etc. should also be
kept in a select file. Such file need not be prepared for each year
separately and should be maintained as a reference file.

35.02.04 System of Desk Officer

System of Desk Officers has been introduced since 1975 to reduce
time for dealing with the case at multiple levels, to introduce
accountability at each level, to enable the administrator to fix
responsibility and to improve the quality of compliance through
specialization and delegation. The system is being followed in the
offices of C.Fs. & above in Forest department. It is also being
followed to some extent at Divisional level, and may be practiced
elsewhere depending upon the feasibility.

35.03  System of Filing, Method of Giving Subject

35.03.01 System of Filing etc

Govt. of Maharashtra has adopted 3 letter system of numbering files
from 1951-52. In this system first 3 letters broadly indicate subject on
the file, followed by 4 figure index, first 2 figures from 10 to 99
indicate sub subject of the main subject and 3rd and 4th figure
indicates the year in which the file was created. Thus EGS/12/88
indicates Employment Guarantee Scheme, sub file No. 12 of 1988.
The index of sub file is given on the particular date; it becomes easy to
trace out the file from case register in this method. Further indexing
system can also be developed in this method. Simplex system of
giving number and short form of desk, compilation or subjects,
number of file and years etc. is followed in forest offices.

35.03.02 Method of Giving Subject
It is necessary to adopt method of giving subject carefully to each file
or correspondence in case of particular correspondence from the file,
to enable the reader to understand the reference and its location easy.
The conventional method followed includes a short title and name of
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35.04

35.05

individual subject matter like '"GPF Advance e.g. “Application of Shri
xxx fornon refundable GPF Advance". While writing the subject care
should be taken not to include defamatory matters or names of persons
i.e. instead of writing "corruption by Shri Patil or complaint against
corrupt Shri Patil" The subject should be written in this manner.
"E.G.S. - Complaint against Shri Patil, Z.P. Engineer".

Correspondence

It is necessary to carry out correspondence in Government Department in simple fluid
language, communicating exact substance. A good correspondence is characterized by
accuracy, brevity and clarity. Construction of correspondence should consist of small and
simple sentences (Sentence should not be long and complicated) Simple words with exact and
definite meaning should be used avoiding words with double meaning or ambiguity.
Explanation should be given for specific terms used. Repetition of same words for different
aspect should be avoided. Matter should be explained in straight forward manner. One para
should contain only one point. Conclusion or summary should be given in the last para. Each
letter should be self contained. The events should be described chronologically in the letter.
Excess information should be enclosed as enclosures. Refusal should be communicated
politely and softly but clearly. The sender should invariably write complete name and address
of the office with pin-code, telephone number etec. in the letter to enable the addressee to
establish contract again if necessary. The letter should be numbered and should also bear the
number & date of the previous correspondence from sender if any. The letter should be started
with 'Dear Sir' or Madam' (Mahodaya) and should be ended by "Yours faithfully'. The officer
should write his name and designation and sign over the same. Endorsement regarding urgency
or confidentiality should also be given.

The draft letter should be written on independent paper leaving adequate margin. The draft
should invariably bear the list of enclosures and names of persons or offices to whom the copies
are to be endorsed. Types of correspondence in Govt. - The Govt. correspondence is classified
into following types:-

1) Letter (Ordinary letter) 2) D.O.

3) Memorandum 4)  Office order
5) Endorsement 6) Circular
7) Notice

In addition to the above correspondence communication by Govt. to the departments is also
done through Govt. Resolution, Govt. Notifications, publications, fax ,e mail etc. If the draft is
not approved by the Head of the Office, the submitting officer should specifically put up a note
that the Draftis for approval and signature. If the Draft is approved he may accordingly give a
note "Draft approved for signature”.

The discipline of putting appropriate flags for previous correspondence, note-sheet and draft
etc. should be followed scrupulously.

Procedure to be Followed in Respect of Computerised Typing and lssue of
Correspondene

All typists working in an office should ordinarily be located at one place (except the camp
clerk. stenographer or personal assistance) and should work under the direct supervision of
Head Clerk. In Direction Divisions supervision of typing work should be assigned to the Head
clerk in charge of establishment section. Normally a separate typist should be given for each
Desk in Direction Divisions. If this is not possible work of specific branches should be allotted
to the typist. The recruitment conditions of Forest department envisage the knowledge of
typing and computer awareness to the clerks. Whenever practicable, the clerk himself should
undertake typing work in the interest of speedy disposal. The Head clerk or O. & M officer
should distribute the work of typing within the members of his group.



In order to reduce the burden of typing the office should issue reminders on printed forms and
send letters as reminders only when it is absolutely necessary to do so. Routine orders
forwarding, account returns, returns of routine nature may also be sent on such printed forms
suitably. While typing fair copies, printed letter heads may be used as far as possible. Wherever
possible system of typing addresses on the envelopes simultaneously with the typing of fare
copies of letters should be introduced. Printed slips of permanent addresses may be used in
certain cases, but the care should be taken to paste them securely to avoid dislocation of the
address. Addresses on printed inland letter form should be typed in original. The noting officer
should give full instructions regarding the number of copies to be typed and the
accompaniments to be attached etc. while giving instructions for issue of communications.
The Desk Officer or Section Head in charge of compilation should undertake to carry out the
work of typing in time. He should examine the typed matters and dispatch the signed copies
expeditiously.

35.06 Disposal of Cases

35.06.01 Measures for Avoiding Delay in Disposal of Cases
Common reasons for delay in disposal of cases are—
1) Unnecessary movement of papers from Head of the office to
subordinate officers and from such officers to the lowest local officers
for enquiry and report 2) Indifferent or incomplete reports from the
subordinate officers 3) faulty office procedure 4) Inadequate control
over work 5) Non-receipt of enclosures.
Action to be taken for avoiding delay —
(a) Papers should not be forwarded to any officers for the remarks or
reports unless it is absolutely necessary to do so. (b) when papers are
forwarded the forwarding officer must specifically state the points on
which remarks are necessary. (¢) the responding officer must clearly
answer all the points and mention other points in a elucidation of his
reply. Officers must clearly state their suggestions recommendation
and suggest a course of action best suited in particular circumstances
of each case(d) In making recommendations, the officer should
support them with relevant law, rules and orders.

35.06.02. Avoidance of Faulty Office Procedure
All offices should take steps to ensure that assistants in office arrange
their papers in six bundle system as under:-
1)  Paperpending disposal
2) Await papers
3)  Periodicals
4)  Standing order files
5) Paperstogotorecord
6) 'D'class papers, as per A.B.C.D. list.
Papers pending disposal should be divided into urgent and non urgent
sets, should be arranged chronologically and disposed of accordingly.
Await papers should also be arranged chronologically with reference
Lo dates by which replies are expected.

35.06.03 Control Over Disposal

Control should be exercised over disposal by maintaining various
control registers such as worksheet, weekly arrearlist, LAQ and LCQ
registers.

Suitable reminders should be given for non receipt of enclosures or
accompaniments or incomplete reports.

Observance of time limit for disposal of cases: - The Head of the office
should fix time limit for disposal of cases in the normal course. The
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Direction Divisions should issue instructions for such time limit
depending upon the priority as a general rule. Immediate cases should
be put up on the same day. Urgent cases within 4 days and ordinary
cases within a week. Time limit indicated for particular reference
should be observed. Same time limit should be observed for
resubmission of the report.

35.06.04 System of Priority Marking
Five types of priority markings have been approved by Govt. (i)
Urgent (ii) Immediate (iii)Scarcity priority (iv) LAQ, LCQs (v)
Emergency. The markings such as confidential’ 'Secret,' Top Secrets'
are not priority markings. They may be used in appropriate cases.

35.06.05 Final Disposal of Pending Cases

(i) Desk officers are responsible for ensuring reminders to his
branches as well as to subordinate offices. (i1) He should remind Demi
officially after two reminders are issued. Further reminders should be
issued under the signature of Head of the Office.

The Head clerk should carry out Daftar inspections of all branches and
Supdt. that of Division offices and offices of the Direction division to
under take scrutiny of the cases awaited for longer period.

35.07 Destruction of Record

35.07.01 Classification, Weeding and Destruction of Record

Classification of the record is done at the final stage of disposal i.e.

when the draft orders are put up for approval or proposals made for

filing or recording the papers. Proper and timely classification

facilitates weeding and destruction at the later stage. All noting

assistants and Desk Officers should give correct classification for

filing the papers as below: -

A-  Tobepreserved indefinitely

B- Tobepreserved for 30 years

C- Tobepreserved for S years

D-  To be destroyed as soon as the purpose is fulfilled and in any
case, not later than 1 year after the end of the year in which
they were filed.

The question of classification should be considered in connection with

each paper and clear orders taken at the final stage when draft order are

put up for approval or proposals made for filing or record. Following

principle should be borne in mind in classifying the papers.

(a) Asfaras possible cases should be kept distinct and single.

(b) Questions general and particular should not be confused.
Separate files should be prepared for each category.

(c) Administrative need of record should be carefully considered.

(d) Even inrespect of files to be preserved, the weeding of papers in
these files should be carried cut to the full extent.

(e) Minimum period of preservation should be long enough to
provide for any revision or reconsideration.

Files which are partially classified and un-classified should be

classified and papers for destruction should be separated and

destroyed. Papers which required to be preserved should be properly

prepared and kept in the file.

The classification of files should also be given clearly on the file cover

and dockets.



35.07.02.Record which should not be Destroyed
(i) Record connected with expenditure, which is within the statute of
limitations (ii) records connected with expenditure on projects
schemes or works not completed although beyond the period of
limitation (iii) Records connected with claims to service and
personnel matters affecting persons in service (iv) orders and
sanction of permanent character until they are revised.
Precautions to be taken before actual destruction
The file should be kept for classification and examined to ensure that
nothing required for preservation is destroyed. Destruction of record
should be done in the supervision of A.C.F. for Divisional Offices and
under the specific orders of Head of the Office in presence of senior
most Gazetted Assistance for Direction Division. The period of
preservation will be reckoned by calendar year from the last day of the
year during which the record is filed.
Preservation of certain kinds of record

Sr.No. Description of record Minimum period of
preservationin
years

(i) Annual Establishment returns - 35 years

(11) Cash books - 20 years

(iii) Registerof contingentexpenditure 5 years

(iv) Detailed budget estimates - S years

(v) T.A. Bills & acquaintance rolls - 3 years

(vi) Service Books - Syears afterdeath or

retirement of the
officials.

(vii) Leaveaccount of N.G. Servants. - 3 years after death

orretirement.

(viii) Pension cases - 5 years

(ix) Paybills of Govt. servants, for whom

no service books are maintained- 35 years

(x) Paybills of other classof Govt.

Servants - 6 years

The A.B.C.D. List of documents pertaining to the Forest Department
of Maharashtra has been published by the Govt. in 1969. The
classification of list of documents for preservation and destruction is
given in No. O & M/5266 of 65-66.Pune- 1, dated 09-10-1965 issued
by the C.C.F., M. S. The publication also gives the names and
abbreviations for the compilation to be indicated in tri-letters.
|Annexure 35.01]

35.08 Treatment to be given to Public Representatives

35.08.01 (a) Public Representatives should be received courteously and with
respect in Government office.
(a) They should be treated with appropriate courtesy.
(b) Whenever they visit Government office, preference should be
given to meet them. They should not be required to stand in
queue to meet the officers.

MFM Vol-1] 293



(b)

35.08.02

35.08.03

35.08.04

(c) The Govt. officers should carefully listen to their say and extend
all possible help in their work to the extent possible within the
existing rules of the Government.

Calling C.C.Fs./ P.C.C.F. (HoFF) in Mantralaya during the
period of Assembly Sessions-

The Desk Officers in Revenue & Forest Department and the Dy.
Secretary should take necessary action to prepare replies to the
Assembly matters as per the information obtained from the Principal
Chief Conservator of Forests (HoFF). There is no need to call the field
officers for the purpose. The P.C.C.F.(HoFF)/C.C.F. should be called
to Mumbai only when the work is very important necessitating their
personal presence. They should be called after prior permission of the
Secretary.

Observance of courtesies by officers in their dealings with
members of parliament/members of State legislature

As members of the parliament or legislative assembly have to
discharge their duties in the interest of the public, it is necessary to
ensure that they are not made to wait unduly before granting them
interview.  Officers should give preference to members of
parliament/legislative council/assembly for purposes of interviews
over other visitors except when other visitors have already come by
previous appointment. In such cases the position should be explained
to the M.Ps./M.L.Cs./M.L.As. and they should be seen immediately
after the closure of the previous appointment.

Relation between Members of Legislature and Officers

Instructions for Regulation of

(GAD circular No. CDR/1064/D dated 22-4-1964 )

The principles on which the relations of Government officials towards

the peoples representatives should be based on are—

(i) Government servant should show particular courtesy and
consideration to the members of the legislature.

(i1) While Government servant should attend carefully to what the
members of the legislature have to say, they should always act
according to their own best judgment.

Government officials should set apart two or three hours every day
when anybody can see him. The members of the legislature must be
given priority within these hours. In very rare cases when officer is
unable to see the members of the legislature at a time about which he
has no previous notice, the difficulty should be politely explained to
him and other appointment should be fixed in consultation with him.

Miscellaneous Orders

(i) Presence of officers in meetings called by non officials who
have been given status of cabinet ministers :- Officers should
attend meeting called by non officials who have been given
status of the rank of cabinet minister in discharge of their duties.
These non officials are not expected to interfere into day to day
matters of administration. The officers should not attend to such
meetings which have been called by such non official in respect
of work not directly connected with their official function.
(GAD circular MS/1092/BR-165/AK, dt. 11-8-92)



(i) Eating Pan or Tobacco by Government Servants while on duty is
prohibited. The office premises should be kept clean.

(iii) Report received should be thoroughly screened and examined.
Report prepared should not be contradictory. Report based on
inferences drawn or mere opinion of officer should not be sent.

(iv) Smoking at public places is prohibited.

(v) When officer have to leave Headquarter for unavoidable reason,
another Officer should be deputed as an alternative arrangement.

Correspondence with Other States

Officers of the Govt. of Maharashtra and officers of corresponding rank of other States in India
can correspond with each other in matters relating Lo forest offences, revenue recoveries, help
of police, revenue, forest matters etc. when there are reciprocal arrangements to that effect. The
correspondence should be conducted in other cases through Govt. In all cases the
correspondence should be conducted with the fullest courtesy and in the letter form, even
cases in which communication is merely intended to convey information.

35.09.01 Disposal of Legislative References
The replies related to the Legislative references should be sent after
scrutiny whenever subject related with or connected with other
departments than forests or is jointly connected with such
departments, a copy of the question and extract of the answer related
to the forest department should be sent to the appropriate officer of the
other department under intimation to the superior officer of this
department. If possible, information from another department should
be collected and a complete report should be sent to the Govt. The
responsibility of the department will not be over merely because of the
fact that question is not directly related or completely related to this
department.
In case the replies not found proper, concerned officer should be called
with the relevant reference. The reply to Assembly question should
be submitted with appropriate office note. When information asked
pertains to particular period, additional information of the previous
one or two years and subsequent period should also be given so that
complete information can be visualized. The reply should be
prepared after taking into consideration previous replies to such or
similar questions.
Complete record of the movement of the question/answer should be
kept.

35.09.02 Treatment of Applications, Reminders etc.
Instructions are issued by the Govt. from time to time in respect of
anonymous applications, complaints etc. of confidential nature and
enquiry to be done in respect of such application. If the application is
received by Regd. A.D. acknowledgment of the same is given by
Inward Clerk of the office or the officer in whose name it is received.

35.09.03 A box for receiving applications or petitions should be kept at the
entrance of every Govt. office in place easily accessible to public for
receiving petitions etc. The box should be opened daily and the
receipts of the petition etc. may be acknowledged in accordance with
the orders given below:-
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All letters, petitions. etc. from private or non-official persons, or as
well as from officers not in the service of the pravincial Govt. or in the
Secretariat, addressed to heads of offices, should at once be
acknowledged with an intimation that they will be duly considered.
(Form No. Gen 236 sanctioned in 1013 of 16-8-1937 being used for
the purpose). The officer who first receives the communication
should acknowledge it before passing it on to the officer concerned for
disposal. Officers will be held responsible for the direct observance of
thisrule.

The following classes of petitions should not however be
acknowledged: -
1) Petitions by telegram,
2)  Petition against order already declared to be final,
3)  Petitions from Govt. Servants,
4)  Reminders and such routine papers as requisitions
for copies of documents. etc.



—— CHAPTER 36 ——
USE OF POST AND TELEPHONES

36.01 Postage Stamps and Stationery

36.01.01 Payment of postage is normally effected by means of postage stamps
issued by the Indian Post Office under the authority of the Government
of India. The post office also issues certain items of stationery like
envelopes, inland letters, and post cards with the value of requisite
stamps embossed on them. Post offices also sell revenue stamps issued
by Central Government. These stamps can not be used for payment of
postage. Postage charges can also be paid by means of a proper
impression or impressions of a franking machine.(Clause 10 of Post
Office Guide)

36.01.02 Official Postal Articles

Official postal articles will be transmitted by post under the following

conditions---

(i)  Office files containing notes and orders or draft letters and fair
copy exchanged between Government Offices may be sent by
post as letters, package or parcels eic. at the option of the sender.
All official correspondence and papers should be transmitted
with as much regard as practicable to the saving of weight by
post. and by the cheapest mode of dispatch (letter post. speed
post. book packet. unregistered parcel etc. as the case may be)
consistent with the Post Office Rules.

(ii) Whether the postage is prepaid or not. must bear the
superscription "On India Government Service" when posted by
Government Officials, authorized to use service postage stamps
or on service when posted by all other authorized to use postage
service stamps. The superscription must be supported by the
signature and official designation to be entered in the lower left
hand corner of the articles of the officer, who sends the articles or
of the Head clerk or other responsible officer, to whom the duty
of the dispatch is assigned. The post office may not take
cognizance of the stamps or impression without sender's
signature. The delivery and re-direction articles superscribed
'OIGS' should bear official address of the addressee.

(iti) Important documents such as service books, maps, agreements,
notices to be served on contractors etc, when dispatched by posts
should be registered.

36.01.03 Unpaid and Insufficiently Paid Articles
(i) The postage chargeable on the delivery of official postal article,
when the postage is not pre-paid or insufficiently paid will be
paid (a) at the pre-paid rate (b) on an insufficiently paid post
card, letter or packet at the amount which is deficit.

MFM Vol-1] 297



(i1) In case, where it is not thought advisable to entrust postage
stamps to a subordinate official, who has to correspond with. or
to send returns to the superiors, he may be allowed by the
superior to post to him official articles other than parcels without
prepaying the postage, and the same course may be adopted in
other cases where it is found convenient or proper to make the
postage charge fall on the receiving office.

(The prepayment of postage on parcels is compulsory)

(P.O. Guide clause 199)

If an official article is not covered by service postage stamps
when ordinary postage stamps are used the articles will be
delivered. The irregularity will however, be brought to the
notice of the official superiors concerned.

Postage due articles may be accepted by the post office as per the
clause 204 of the P.O. Guide.

36.01.04 Franking Machine

Postal Franking machine is a stamping machine intended to stamp
impression of dies of approved design on private and official postal
articles in payment of postage and postal fees. The impressions
consist of the value die and licence die. Franking machines are used
under a licence issued by the Head of the Postal Division in which
machine is located with the last dispatch of the day or on the close of
the business hours of the day. The licensee will be required to tender at
the office of posting a daily packet (in prescribed form) duly filled in,
signed and dated. The impressions of the franking should be made on
the right corner on the address side of the article or on address wrapper.
There may be more than one impressions of the value die but only one
licence die on the each article. Machine franked articles posted in
letter boxes shall be treated as paid articles. Unregistered articles
bearing impressions of the previous date shall also not be accepted.
The rules regarding licence etc. of franking machine are contained in
clause 11 of P.O. Guide.

36.01.05 Large Official Letters

Large official letters in bulk can be presented at the window of the Post
Office. (POG 20). Letters or other articles intended to be registered or
insured, articles intended to be sent as value payable or with regard to
which certificates of posting are required must be presented at the post
office half an hour before the time fixed for closing.

As far as possible, minimum number of postage stamps shall be used.
The address on the postal article should be written completely parallel
to the length of the cover with the lower half towards the right hand
side of the front of the article leaving a clear margin of at least 3 cms. at
the top. Post town should be written in block letters. PIN code of the
post town should be noted below.

36.01.06 Certificate of Posting
(i) Certificate of posting is meant to ensure that letter and other
articles entrusted to servants or messengers for posting are
actually posted. Certificate of posting may be obtained in respect
of any postal article for which a receipt is not given by the Post
Office.



36.02

36.03

(i) Delivery of registered articles- Registered articles are delivered
to the addressee or his authorized agent. In absence of the
addressee, the article shall be detained in the post office for a
period not exceeding 7 days from the date of presentation to the
addressees. Proper remark when the addressee refuses or is not
found will be entered on the article so returned (Clause 36,37 of
P.O. Guide). A notice of the damaged registered article will be
given by the post master to the addressee. Addressee will take
delivery of the same from Post Master. Parcels will be detained
up to ten days and will not be redelivered at post office window.
Insured articles up to value of Rs. 500/- will be delivered in
ordinary manner. Articles insured for money order may be
delivered in cash. Certain Post Offices deliver money order by
cheque or; postal pay order or by book adjustment. Money
orders exceeding Rs 500/- are normally paid at the Post Office.

36.01.07 Registration
Letters, post cards, book and pattern packets, parcels and news papers
may be registered at any post office. Prepayment of postage and
registration fee is compulsory in the case of all registered articles.
Registered articles must be presented in the window of the post office.

E-Mail Services

The E-mail service is the cheapest and quickest mode of exchange of information. All the
offices of should utilize, as far as possible, E-mail service. The E-mail communication is
amenable for editing, thus eliminates retyping the entire document by the receivers. The in-
charge of every office should insist on maximum use of this service for communication of
routine matters.

Use of Telephone

Instructions for obtaining new connection of Telephone are contained in Rule 62 of M.C.E.

Rule 1964.

(i) Governmentisempowered to sanction the new telephone connections.

(ii) Petty charges. e.g. shifting a telephone from one place to another, may be incurred by
heads of offices within the contingent allotment for the office.

(1i1) The number and date of the Government Order sanctioning the expenditure on new
connections should be quoted on the bills on which the charges are incurred.

(iv) Telephone bills including trunk call charge, rent, (bill for electronic lock, call bill,
indicator bill, indicator doors etc.) and bills for other miscellaneous term should be paid
in cash or by cheque.

36.03.01 Reimbursement of expenditure incurred on Residential
Telephone, Mobile phone, Internet facility of Government Officers.
The Government G.R.No. vap-10.05/pk-39/2005/vinium dated 23rd
January 2006 has taken a decision to reimburse the telephone
expenditure .on monthly basis incurred by the officers towards
expenditure of Residential telephone, Mobile phone and Internet
facility. The internet facility in the residences is allowed to Dy.
Secretary/Joint Secretary and equivalent rank officers.
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36.03.02 Miscellaneous Orders

Miscellaneous orders, information regarding current rates, charges,
information regarding current facility, trunk call rates. International
calls, international fixed time calls, radio telephone service,
subseriber trunk dialing (STD codes), codes for ISD calls, procedure
for taking new telephone, information on approved attachments,
cordless telephone, contract on STD facility, detailed billing of STD,
safe custody, telephone tariff accessories. PABX special facility,
telex service and fax are available in telephone directory for ready
reference.



37.01

—— CHAPTER 37 ——

REGISTERS AND RECORDS TO BE MAINTAINED IN

CONNECTION WITH CORRESPONDENCE, ETC.

General Rules

(1)

(i)
(iii)

(iv)

(v)

(vi)

(vii)

Office work should be conducted in such a manner that, while a sufficient record of every
transaction is preserved, the bulk of documents may be kept as small as possible and
arranged as best calculated to facilitate reference.

A group of documents relating to one subject is called a "case" A group of cases

referring to one head or division of work may be collected ina "file".

To facilitate the keeping of each case complete in itself, no two subjects should, as arule,

be included in one letter or docket.

On the top of each case will be kept a title page on which the register number and subject

of the case and the name of the file will be entered. A list of the documents in the case and

the general purport of each may be added whenever necessary. The papers in each case
should be arranged chronologically and the pages numbered to facilitate reference.

(a) Aregister of cases in English/ Marathi will be kept in prescribed form with a series
of numbers separate for each file commencing on the opening of each financial year.
These numbers and the name of the file, if any, will be entered on the title page in
prescribed form referred to in sub-para (iv).

(b) As regards cases in regional languages, "A" papers to be kept permanently will be
entered in prescribed form (Press No. For. 221, Feristof "A" papers) and "B" papers
to be kept for periods exceeding 6 years will be entered in prescribed form (Press
No. 222, Ferist of "B" papers), correspondences under each list No. being given a
separate series of numbers for the financial year. Papers which are to be kept for 6
years or less periods will have no Ferist and will be dealt with according to the
instructions in Annexure 37.01

|[Annexure 37.01]

The files of cases in English and Marathi may be as various as the requirements of each

circle necessitate. They, as well as the usual cases in each of them should be fixed as far

as possible. Documents which do not belong to any particular case may be placed in a

file designated "Miscellancous".

(a) Government Resolutions, Circulars, etc., of a standing nature should be filed
chronologically in separate files maintained continuously from year to year
according to subjects numbered in Alphabetical order (as prescribed by the
Principal Chief Conservator) with an index to each file. The Accountant General's
general letters and Circulars should similarly be filed chronologically in separate
continuous files according to subjects.

(b) If the orders mentioned, above are received in duplicate, one copy will be placed
with the case to which it relates. If only one copy is available, and it has special
reference to any case, a memorandum of its contents will be filed therewith.
Government Resolutions, etc., which are not of a standing nature may be filed
chronologically according to departments in annual files.

(viii) (a) The Principal Chief Conservator's standing orders should be filed in serial order in

separate chapter according to fixed subjects. The chapters will be numbered in
Roman in alphabetical order of the subjects and the orders in each chapter will have
separate Arabic serial numbers. Each chapter will have an index of the orders
contained in it and there will also be a general index of the numbers and names of
chapters. Each new order will be issued with the chapter No. and serial No. marked
on it and will be filed in its appropriate place and its No. and subject entered in the
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(ix)

index. The entire chapter together will thus form a book for ready reference. An
order issued in supersession or substitution of a previous order will be given the
chapter No. and serial No. of the superseded order. For partial amendment of an
existing order a formal correction slip should be issued.

(b) The same procedure will be followed in respect of standing orders of the Chief
Conservators / Conservator and Dy. Conservator of Forest

(c) Circular/Memoranda which are not of a standing nature may be issued as "Working
Orders" with a separate series of numbers for each financial year. They need not be
entered in the register of correspondence.

All accounts, books, maps, records and papers of a forest office are Government property;

and the officer in whose charge they are, will make them over to his successor on being

relieved of charge. The successor should certify in the register of each of them that itis

posted up to date and the contents thereof are forthcoming.

37.02 Divisional and Subordinate Offices

(i)

(i1)

(iii)

(iv)

(v)

(vi)

(vii)

(a) Registers of receipts and issues of correspondence will be kept in the same book
(prescribed form). One book will be kept for correspondence with the Chief
Conservator/Conservator's office, and another for general correspondence.

(b) A new series of numbers will be commenced in each register at the opening of each
financial year. All letters issued should bear the number of the file followed by the
serial number of issue, to facilitate reference.

Registers of receipts and issues of correspondence in regional languages will be kept in

prescribed forms (Press Nos. Gen. 41 and 40) respectively and each financial year will

have a new series of numbers.

All letters will be opened by the Dy. Conservator of Forest himself or by someone duly
authorized by him. He will write on them the date of receipt, and will then register them or
cause them to be registered. The general register number and the name of the file. if any,
to which they belong, will be entered on them at the foot of the docket, as well as the
number of the case, thus :-

XIV-100f1902.03
Register No. 329 ——---m-mmmmmmmee e
Timber and Fuel.
Instructions for filing, sorting and preservation of records have been laid down in
Annexure 37.01
[Annexure 37.01].

At the end of each year, the register of English cases and ferists of correspondence in the

regional language will be gone through, and corrections, if any are necessary, will be

made in them and an approved endorsement will be written at the end of them and signed
by the Dy: Conservator of Forest who will also authorize the destruction of  useless
records

Confidential papers due for destruction should be destroyed by burning. Non confidential

records due for destruction and waste paper should be disposed of in accordance with the

orders in P.& S. 1561/34 of 18th June 1943 and 9th August 1943, and the sale proceeds
credited to "0406 Forestry and Wildlife 01 forestry-800 other receipts.

Officers who are not provided with clerks will conform, as nearly as possible, to the above

rules. They may, under ordinary circumstances, dispense with copying letters, but will in

that case make fuller entries of their contents in the registers.

(viii) (a) A list of registers, books, etc., required to be maintained in the Divisional Forest

Office and its different subordinate offices is given in [Annexure 37.01].
Registers. etc.. in addition to these should be prescribed for or introduced in any of
the offices concerned with the approval of the Principal Chief Conservator of
Forests.

(b) Pass, permit and receipt books should be kept by such of the subordinates only as
have been authorized to keep them by the Dy. Conservator of Forest



37.03

(¢) No pages should be torn out of any book or register and no erasures made. Any
corrections made should be initialed.

(ix) R.F.Os. and other subordinates should endeavor to avoid unnecessary writing and
correspondence and should take every opportunity to ask the advice of superior officers
on tour regarding questions or orders not properly understood.

(x)  Anorder book in prescribed form (Press No. For. 347) should be kept on the person by the
R.F.O. for the Dy. Conservator of Forest to write any personal orders in and one by the
Round Officer for the R.F.O. or Dy. Conservator of Forest to write orders in. The beat
guard's diary book will be used by the R.F.Q. or the Round Officer for the purpose. There
should be no unnecessary correspondence between the R.F.O. and Round Officer similar
to those instances in serial ~ No. (20) (ii) of Annexure 37.01 and none whatever between
the Round Officer and the beat guards. Use of the order book should be made to the fullest
extent.

(xi) The R.F.O. will keep the records according to the sanctioned A and B lists (Press No. Spl.
For 28), the instructions in Annexure 37.01 being followed. At the time of his annual
inspection the Dy. Conservator of Forest should inspect the records due for destruction
and authorize their destruction. The round officer should keep only the current record and
send everything else to the range office. The beat guard will Keep no record whatever
except the current books he is authorized to.

Offices of Principal Chief Conservator, Chief Conservators, Conservators, Silviculturist
And Utilization Officer

(i) Registers of receipts and issues of documents should kept as ordered for divisional
offices (37.02(i)). There may be as many registers as will suit the requirements of each
office.

(i) The rules regarding registry, sorting, preservation and destruction of correspondence
laid down in (37.02(i)), (37.02(iii).(iv)) apply generally to the above offices except as
regards the numbers and names of files which may vary. As regards destruction of
outdated records in the Principal Chief Conservator's and Chief Conservator's,
Conservator’s offices, the Superintendents have been authorized in this behalf.
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38.01

38.02

—— CHAPTER 38 ——
BOOKS AND MAPS

Rules Regarding Regulation of Purchase and Supply of Official Publications

Rules 144 to 180 of the Manual of Contingent Expenditure (Third Edition) (F. P.IX)
regulate the purchase and supply of official and non-official books, publications, newspapers
etc. Government does not undertake to supply books and newspapers indiscriminately and
supplies must be confined to what is found actually necessary for the public service. All books
and periodicals procured for any office should be registered or filed and must not be
permanently removed from the office for which they were intended.

Official Publications

38.02.01 Rule144 (i) Officers to whom power to

38.02.02

38.02.03

Manual of Contingent purchase books and publication
Expenditure (F.P.IX) hasbeendelegated - should apply tothe
Director, Government Printing and
Stationery, for copies of the Civil
List and other official Publications
which are keptin stock at the Press.

Exception- The Indian Postal Guide and the Government Telegraph
Gazette and Telegraph Guide should be obtained from the Post Office
and Telegraph Department respectively, on cash payment by
Government Servants and others requiring them.

Government Publications when published by a private press. are also
excluded from the operation of the rule.

Purchase of (i1) The requirements of foreign books
Foreign books and and publication should be obtained
Publications by the officers through trade

through Trade. channeli.e. fromany book-seller

in India who quotes the lowest
rates. No orders should be placed
D.MSC-40555-E of for books in foreign countries. The
17-10-1955. expenditure on purchase should be
met from contingencies.

(iii) All controlling officers, while inspecting the offices, should see
that all purchases are made as per manual of contingent
expenditure and by the specific sanction of the competent
authority.

Classification of official reports
As a rule, printed reports etc. which are not really of a secret or
confidential nature should not be marked "For Official use only".

Railway and State Transport publications required for the preparation
and checking of bills containing charges can be purchased out of the
contingent grants.

Note 1:- The number and date of the Government order sanctioning
the purchase should invariably be quoted in the bill in which the
amount is drawn.



38.02.04 Authorities competent to sanction the purchase of books, newspapers
or other publications should make their own arrangements directly
with agents to purchase periodicals and books as may be required for
their use and for the use of Government Servants subordinate to them.
In the case of purchase of non-official publication published in foreign
countries the procedure laid down in para VIII (article 632 of manual
of C.E.) should be followed by the officers concerned.

38.02.05 The sanction for the supply should be communicated to the Audit
Officer.

38.02.06 These rules do not apply to the supply of Survey of India Printed Maps
which is governed by orders issued in G.R.R.D. No. 3939/49 of 30th
April 1952 (Confidential).

38.03 Publication of Government of India and State Government

38.03.01 Purchase of Publication of Government of India and State
Government
The publications of the Government of India and other State
Governments should be purchased in accordance with the procedure
laid down in Rules 14 to 15 of the Manual of Contingent
Expenditure (F.P.).

38.03.02 The Chief Conservator of Forests is authorized to supply free of
charge copies of the Annual Forest Administration report to Forest
Departments of other States.

38.04 Register of Books and maps

In each office, including the Range office a register of books must be kept. The current number
of the register and the date of receipt should be entered on each copy. The columns of
“Remarks™ are intended to explain what has become of any copies which may have been lost or
otherwise disposed ot. The entries in this column should be dated and initialed by the officer to
whose office the books belong.

38.05 Annual Stock-taking of books and maps

The Head of the clerical staff in every office is responsible tor all books and maps in the office.
On the 1stof July each year he should take the stock of books and maps and note the result in the
register concerned.

38.06 Books and Publications

Supply to candidates appearing for Departmental Examination- In cases where the
question papers set for the Departmental Examinations are to be answered with the aid of
books, it is necessary for the examining authority to supply books to the candidates in the
examination hall to enable them to refer the books in the Hall, as the candidates are not allowed
to use their own books. The examining authorities should obtain from the Director,
Government Printing & Stationery, Bombay, as many sets of books as the candidates
appearing for the examination. These will be supplied free. The examining authorities should
lend these sets to the candidates for their own use on payment of deposit which should not be
less than the price of the Book on condition that the book should be returned at the time of
examination without making any notes therein or without spoiling it in anyway, failing which
the deposit should be forfeited.
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—— CHAPTER 39 ——
STATIONERY, FORMS AND PRINTING

39.01 Stationery and Forms

39.01.01 The orders of Government on the subject are contained in Rules 78 to
82. 84 and 85 of the Manual of Contingent Expenditure (F.P.IX) and in
the Bombay Stationery and Printing Manual, Volume I, 1943
(especially Chapters [TL to V, XXIV and XX VIII).

39.01.02 Indents for Stationery

(i) The requirements of Range officers should be included in the
indent of the Deputy Conservator of Forests.

(i1) The annual indent for stationery should be sent to the Director,
Government Printing and Stationery by 15th June and the annual
indent for standard forms and envelopes to the Yeravda Prison
Press by 15th February in accordance with the instructions in
Chapters I, XXIV and XXVIII of the Stationery and Printing
Manual. As regards triennial and quinquennial indents for
special forms, the indent of Forest Department is to be submitted
by 15th August.

(i11) Noindents for stationery articles which are not standardized (viz
articles which are not mentioned in the printed model Indent
form of the Stationery Office) should be preferred on the
Director of Printing and Stationery, Bombay.

39.01.03 Indenting officers should verify the actual weight of package of
stationery, on the arrival of the consignment, with that shown in the
Railway or Steamer receipt and in the event of a difference, lodge a
claim with the authorities concerned. Any damage or shortage of
stationery should be immediately intimated to the Director,
Government Printing and Stationery, Bombay.

39.01.04 Inland Letter Forms
Heads of departments and offices should obtain inland letter forms
from the Manager, Government Photo zinco press who has been

instructed to print the same.
(D.GSO-1354-E of 13th August 1956).

39.01.05 Indents for Standard Forms
The indenting officers should take care to submit the indents for the
supply of standard forms to the press according to the prescribed

schedule.
(D.D.PST4254-E of 10th May 1954. 3rd November 1954).

39.01.06 Additional Suppliesof Stationery and Drawing Articles
(i)  While submitting proposals for additional supplies of stationery
or drawing articles, the officer concerned should invariably

indicate therein the item Nos. of the articles.
(D.GSO-1455-E of 24th February 55).



(i) While submitting requisitions for additional quantities of
stationery articles the following information should invariably
be furnished.

D.GSO-13520f  (a) Number of members in the office who
3-10-1952. require stationery.
(b) Inrespect of each item of stationery-

i.Number/quantitiy Sanctioned as per model indent.

ii. Number/ quantity In balance at the time of submission
of annual indent.

iii. Number/quantity ~ Asked for in the annual indent

iv. Number / quantity Actually supplied by the Director,
Governmnet Printing and Stationery
(including “will follow™ items.

v. Number/ quantity Required in addition to iv. above

vi.Rasons justifying the demand at v. above.

39.01.07 Stationery Articles Required Urgently in Emergency.

Rules for Local purchase of stationery and Drawing Articles.

i.  Local purchase is permissible to the extent of 25% of the
sanctioned quantity of those articles, which are essentially
required but not supplied by the stationery depots. It is not
necessary to obtain no objection certificate from the stationery
depots nor the sanction of Government in the Administration
Department concerned.

it.  The local purchase shall be made only after inviting competitive
quotations for standard items from at least three dealers and
accepting the lowest to specifications.

iti.  The purchases made should be reported to the Stationery Depots
within 2 weeks. giving full particulars; viz; Item, Number,
Description, Quantity, Rate and Total Expenditure.

iv. The monetary limits for such local purchases during any
financial year shall be as follows;

STATIONERY ARTICLES(Including clothing and cycle

accessories)

a.  Head of Departments and Regional oftices Rs. 1000/-

b. Head of offices 500/-

DRAWINGARTICLES

a. Head of offices under the Irrigation Department and Public
Works Department Rs. 1000/-

b.  OtherHead of offices using drawing articles Rs. 500/-

v.  Itisessential to certify on the bills as follows—

a. the local purchase made is strictly in conformity with the
Rules prescribed by Government under Government
Circular, Industries. Energy and Labour Department, No.
PSP/1474/2809-IND-6. dated the 6th April, 1976.

b. The intimation of the local purchase has been sent to the
Government Stationery Depot on e

vi.  Purchase of any item essentially required but not supplied by the
stationery Depot, beyond 25% of the sanctioned quantity, is
permissible only on the basis of a No Objection Certificate from
the Stationery Depot, provided it is within the overall monetary
limit mentioned inrule iv above.
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39.02

39.03

39.04

vii. Purchase of stationery beyond the monetary limit mentioned in
rule iv or any non-standard item of stationery shall necessarily
require prior sanction of Government in the Administrative
Department concerned. In such cases, the Administrative
Departments will not be required to consult the Industries,
Energy and Labour Departments and Finance Department as
long as the relevant rules are strictly adhered to by the offices.

39.01.08 Computer stationery
Heads of Department, Regional Heads of Office and Heads of Office
may refer the financial powers delegated to them.

Stationery for Newly Created Offices

Newly created offices have been authorized to purchase their requirements of stationery
articles locally during the first year, Head of Department and Regional Heads have been given
full powers to sanction stationery for newly created offices.

Articles such as locks, rubber stamps etc. which are required once for all should however be
obtained through the Director of Government Printing and Stationery as usual. The articles
such as safes, steel dispatch boxes etc., will be supplied by the Central Stores Purchasing
Officer after the Indenting Officers obtain orders of Government for the supply of such
articles. Payment will be made by the Central Store Purchasing Officer direct and debited to
cost of stores purchased for other offices.

Economy in the use of Stationary

(i)  All forest offices should pay special attention to the instructions in paragraphs 65 to 72
of Chapter I1I and 533 of Chapter XXVIII of the Stationery and Printing Manual
regarding economy in the use of Stationery, forms and envelope and the maintenance
accounts and the check and inspection of the stock thereof.

(i) All Heads of Departments and Offices should take care to see that proper economy is
observed in the use of small and large size envelopes. Envelopes already used should be
utilized by the use of economy slips.

(D-GSO-1351-X of 4th August 1951)

(iii) Stationery Economy Slips - Cases (i.e. files and connected paper) need not be wrapped
in cartridge paper, but should be sent in envelopes unless they are too big for the usual size
of the envelopes in use. Economy slips should invariably be used and the packets or
wrappers used again for other cases in view of the general scarcity of paper. The economy
slips are printed as a standard form and will be supplied to the officers on indent.

Miscellaneous Articles of Stationery

39.04.01 Mathematical and Scientific Instruments
All indenting officers should as a rule place their indents for
mathematical survey and scientific instruments, on the Mathematical
Instrument Office, Calcutta, direct. Articles dispatched to the
Mathematical Instruments Office, Calcutta should invariably be
booked "Freight paid" and "Street delivery".
(Ministry of Industry and Supply, New Delhi. No. FY-2-22 of 28-2-49
and 5-4-1949) .
Ministry of Works Production and Supply. No.FY-2-22 0f 29-5-1951.



39.05

39.04.02 Binding Work

Heads of the Department, Regional Heads and Heads of the offices

have been empowered to get binding work done through local presses/

book binders without reference to the Director Government Printing

and Stationery to the extent upto Rs. 30000/~ per annum where

libraries are maintained by the offices and upto Rs.12000/- per annum

where no library are maintained by the office on the following

conditions:-

i.  The budget grant should be available with the
Department/ Office concerned.

ii.  Usual procedure of inviting tenders/Quotations and accepting
the lowest rates etc. should be observed while entrusting the
work.

PRINTING.
Power for Undertaking Printing Work

The powers of officers to get printing work done at Government and local Private presses and
the conditions under which it may be done are described in the Manual of Contingent
Expenditure (F. P. IX)-59 and in paragraphs 481, 482 and 483 of the Stationery and
Printing Manual.

39.05.01 Head of office and Regional Heads are empowered to get the urgent
printing work done locally through private printing press up to Rs.
10.000/- and Rs. 12,000 per annum respectively, and the Head of
Deptt. Up to Rs. 50,000/, subject to certain conditions.

39.05.02 Advance Intimation of Printing Work at Stationery Department. All
Heads of Departments should send to the Director, Government
Printing and Stationery as far as possible, advance intimation
regarding the extent and nature of work to be sent to the presses of all
large-size and urgent printing work.
(D.PST-2455-E of 10-6-1955).

39.05.03 Printing of Requisition Forms

All indenting officers who are authorized to indent directly on the
press for printing work should send all work for printing under the
printed requisition form no. Gen. 206(m).

|Annexure 39.01]
Heads of Departments and offices should send to the Press as far as
possible a complete and final copy of the required material, so that no
additions or alterations may become necessary at the proof stage.
(PST. 5353 of 2nd Fed 1954)

39.05.04 Printing of forms required by Silviculturists
Printing of the following forms has been sanctioned for being supplied
annually to the Silviculturist by the Director of Printing and Stationery

Bombay,

1) Ledger file dividers (setof five) 100 set
ii) Ledgerfilecovers 200"
iii)  Ruled Index cards. 1000 "
iv) CardIndex dividers(Setof Five) 50"

v)  Wrappers. 1000+
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39.05.05 Printing of Forms in Regional Languages
Heads of Departments and offices should see that all forms
which are meant for public use are printed in regional languages.
(D.YPB/1553-Eof 21-11-1953)

39.05.06 Supply of Printed forms in Regional Languages
In order to avoid inconvenience to the public, officers should ensure
that adequate supplies of printed forms are made available in regional
language.
( S.(R) OFL-1057/64/60-B of 26-6-1957)



40.01

—— CHAPTER 40 ——
ECONOMY IN CONTINGENT EXPENDITURE

Instructions to enforce strict economy in contingent expenditure

Every Officer should pay personal attention to the following instructions and enforce strict
economy in all kinds of contingent expenditure: -

ii.

ii.

iv.

vi.

vii.

Renting of post boxes
The practice of hiring post boxes in all offices should be discontinued.

Costly publications

Costly pictorial publications may be purchased only after obtaining sanction from
Competent Authority. Costly series of publications having no direct connection with day
to day functioning of offices should not be purchased. Such costly publications should
not be purchased locally. These are to be supplied by the Superintendent, Government
Printing and Stationery to whom indents should be sent in proper time, after obtaining
sanction of Government, if it has not already been given.

Furniture
The concerned authorities must stick to the limits prescribed by the financial powers
delegated to them.

Water supply charges

Whenever such charges are incurred, the officers should frequently check the
consumption of water in their offices personally and take adequate measures to prevent
waste.

Electricity charges
Officers should personally see that electrical equipments are not allowed to run unless
necessary.

Tenders

Sufficient interval should be allowed between the date of publication of the notice calling
for tenders and the dates of submission of tenders. in order to secure wide publicity, and
keen competition among the tenders in order to secure wide publicity and keen
competition among the tenders.

Service postage and telegrams

Letters intended for local address should not be sent by post but delivered by hand.
Economy in postal and telegram charges should be observed in all possible ways, these
instructions do not apply to letters to be sent in distant places in big metropolitan cities
like Mumbai, Pune where cost on sending tapal by hand will be higher unless the tapal is
of urgent nature. Use of communication through electronic means in conformity with the
existing policy of the State Government, which are otherwise cheaper and much faster
compared to traditional means, must be resorted.

ii. Stationery, etc.

Officers are not allowed to purchase items intended for their personal use at Government
cost. Controlling offices should check the contingent bills of the officers under their
control and see that in no case such expenditure is incurred.
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40.02

ix.

Advertisement

Official advertisements in newspapers should not be, unnecessary long resulting in
avoidable waste of money. They should be restricted to the minimum number of words
necessary to convey the purpose. To curtail expenditure on that front, advertisement can
be made using official website of the Forest Department or as may be prescribed by the
Government in that regard from time to time.

Additional instructions under the Maharashtra Contingent Expenditure Rules

ii,

iii.

Charges on new telephone connection, shifting of telephone and charges payable for local
call and trunkcall for use of Government are payable by Government. Charges for private
call should be remitted by the officer by challan M.C.E. Rule 62.

When new building is constructed by P.W.D. fixtures as required i.e. when necessary i.e.
racks, shelfs, fans are provided in the estimate. The subsequent expenditure on repairs of
these buildings is to be paid by the concerned deptt.

Rent - Rent of any land or building occupied for public purposes shall be paid by the
Public Office or department occupying it. It will be charged to the detailed head 'Rent,
Rates and Taxes,. The first charge in every year should be supported by certificates form
the Executive Engineer that suitable building belonging to Government was not
available, for the purpose required. Certificate of reasonableness of rent should be issued
by the Executive Engineer concerned, when the building is first hired. No revised rent
certificate is necessary on account of increasing rent equal to increasing municipal taxes
provided a certificate from the Municipality regarding the increase in taxes is attached to
the Bill and kept on record. In regard to the Buildings in charge and maintained by the
Forest Department a register of all building should be printed for each circle.

Taxes- The taxes of Municipal M.C.E. Rule 148 rates on non residential buildings are
paid by the department concerned. When the tax is paid by the P.W.D. as department in
Administrative control of the building the payment may be charged to the maintenance
estimate of the building concerned. Taxes on residential buildings, when the buildings
are under administrative control of P.W.D. are charged to the maintenance estimate of the
buildings concerned. Taxes other than those for specific services (i.e. service charge in
cantonment areas) are levied on the owner and are treated as a part of the rent proper.
Government Servant should not be charged amount more than 10 % of his emoluments. If
a building is occupied by Government Servant no part of the taxes should be recovered
from him. If assessment of municipal tax is found excessive, appeal may be preferred for
reducing the same. The local charges of taxes for specific services rendered by (M.C.E.
Rule 179) local bodies like electrical charges, water supply and conservancy charges
should unless otherwise directly be recovered from all occupants.



—— CHAPTER 41 ——
INTERNAL AUDIT AND INSPECTION OF OFFICES

41.01 Internal Audit Inspection by the Forest Department

(i) All Divisional and Sub-divisional Forest Offices will be inspected by the Chief
Conservator / Conservator and all range, round and other disbursers' offices by the
Dy.C.F. at least once a year. Such inspection should extend to records, returns and other
matters enumerated in Para 25.02.01 and 26.02.(iv) and in the relevant inspection
report forms (Press Nos. For .101, 103 and 358). The periodical inspection of cash
books, etc., prescribed in P 26.02.(iv) should also be carried out by the officers
concerned. Instructions for inspection of offices are given in |[Annexure 41.01]. The
reports of inspection carried out by each officer should be submitted to his immediate
superior for perusal and return (the portion of each inspection report of the Chief
Conservator / Conservator under the head "cash account” should be submitted by him to
the A.G.)

(i) The annual administration reports of the officers concerned should contain a paragraph
showing the number and condition of the office inspected by them.

(iii) The Principal Chief Conservator will inspect Chief Conservator / Conservator / Division
Offices through central audit wing created in the office of PCCF, issue audit inspection

notes and receive and deal with inspection reports of these offices.

(iv) Paragraph29.01 of this Volume may also be referred.
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42.01

42.02

—— CHAPTER 42 ——
STORES

Responsibility for General Administration of Store

Stock

42.01.01

42.01.02

42.01.03

42.01.04

42.01.05

42.02.01

The general administration of all the store of Division is vested in
DCF/DFO for making arrangements to acquire and dispose of the
store according to the rules and instructions of the Government.

All transactions of receipts and issues of store should be recorded in
accordance with the prescribed rules and procedure, in the order of
occurrence, fictitious stock adjustment are strictly prohibited such as
debiting cost of material to work, transferring cost to another work for
want of sanction, carrying out revision of value of material used on
work to avoid excess outlay over appropriation etc. The departmental
audit and the A.G. is required to bring such irregularities to the notices
of appropriate authorities.

Cost of the acquisition of store should be debited to the final head of
account concerned for the particular work for which they are required,
if either of these can be done at once, otherwise it should be kept in a
suspense account pending clearance as the materials are actually
issued by debiting to specific heads of accounts or works.

Note :- In accordance with the above rule, cost of supply of all store
required for general use is debited at once to the minor head. Tools and
Plants subordinate to the major head under which such charges of the
Division, are classified and sub items of tools and plants which are
required for specific works are debited to that work.

Categories of Store

On the particulars of para 3 above, the store can be divided into two
distinct, categories. (1)Store debited to suspense - stock (2) Store
debited to final head, which includes tools and plants, material of
construction and material charged to work.

Numerical or quantity account

Account of (numerical or quantily account) receipts, issues and
balances of store has to be maintained for both types of stores above
with a view to control the balances efficiently until the stores are
disposed of finally either by consumption on works or otherwise. The
quantity account should also be reconciled periodically with value
account for store which are not debited to final heads. The final record
of all stores as also the returns of subordinates should take account of
all quantities only and both, quantity account with the value account
should be maintained in the Divisional office.

Stock Keeping

The Stock of a store of Division may be kept in a single godown or in
any stores maintained by a R.F.O. The stock account should be kept in
the office of a R.F.O. who is authorized to maintain cash account and
who is incharge of the area in which store lies. A separate account
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42.03

42.02.02

Quantity Accounts

42.03.01

42.03.02

should be kept in Division Office of any stock which is directly under
the charge of Dy.C.F./ Sub-DFO in charge of independent sub-
division.

Vocabulary of Store
In order to ensure accuracy of posting of all transactions like list of
indents, list of material in stock, showing correct description of store,
proper classification of store should be evolved. The following
classification may be used.
Classification of Store
A Work

(i) Nursery & Plantation

(i) Seed

(iit) Loggingequipment

(iv) Workshop & machinery

(v) Pumpsets, pipes

(vi) Civilwork

(vii) Campequipment

(viii) Marking hammers, beat axes
B Office

(i) Furniture & Tools

(i) Clothing equipment

(iii) Stationary

(iv) Surveyarticles

(v) Electronic devices

(vi) Vehicle(Car & Jeep)
C Miscellaneous

(i) Coaltar and other sundries

Receipts of Material: - Material may be received from

(i) Indentplace withDGS & D

(i) CSPO

(111) Divisional Purchase Committee

(iv) Through local purchase

(v) Through subordinate offices

(vi) Through manufacturers or supplies by the Departments or
Government,

On receipt of the store the, officer incharge of the store must enter the

details of value, quantities, description, make of the stores, proper

authority of its purchase.

Stock Taking

All material received should be examined and counted or measured at
the time of taking delivery. This measurement should be recorded on
stock receipt. In case of larger store, the total number or quantity
received should be entered in the bincard. Acknowledgment for
receipt of material to be given to supplier shall be signed by an officer
not below the rank of R.F.0. The material should be kept incharge of
responsible Govt. Servant who should be required to give a certificate
in the following form on the bill or invoice "received ! on dated
............. ! Receipt of material recorded on the statement of stock
receipt at page No.......... Sr.No.............Signature date.”



42.04

42.05

42.06

Issue of Store

The store may be issued for works or for transfer to other users under appropriate authority. It
should be issued only on receipt of an indent signed by the DCF/DFO while transferring to
other range or Division. R.F.O. should be specifically authorized to issue the store for his own
works assigning appropriate limits according to the requirement of sanctioned estimate.

Bin Cards

Separate indent should be prepared for each work. The authority of sanction, account
classification should be mentioned on the indent which forms basis of charging value of the
material to the user. The entry of the store issued should be made in the bin card where such
cards are made. One copy of the indent should be retained by the issuing officer as a voucher,
Third and Fourth copy of the indent should be sent to the Divisional Officer for further action.

Account of the Value of the Store

42.06.01 Payment of stock received
The payment of stock received for other divisions of the Forest
Department may be done through cheques. Cash payment should not
be made for stock received except petty material at range level.

42.06.02 Recovery of Stock Issued

Rate of issue of material should be so fixed that the cost to be charged
to the works on which materials are to be used should be
approximately equal to the actual cost of the store and that there may
be no ultimate profit or loss in the stock account. It should provide
beyond the original price paid the cost of carriage, the storage charges,
handling charges and any other charges actually incurred.
Occasionally 10 % supervision charges should be recovered in
addition to the value of the stock as calculated above for supply to the
other departments, when such recovery is appropriately agreed before
the supply is made. Such recovery is not charged to the value of
materials but is remitted as revenue.

42.06.03 Storage Charges

Excepting mechanized logging units, govt. workshops and saw mills,
Forest department does not have a system of central store. The
material is generally stored in the nursery or Range H. Q. and in
exceptional cases in a store specially procured for this purpose. It is
supervised by the local Forest Guard or Forester. The cost on these
stores is directly charged to the works. In order to avoid
disproportionate cost on all work, the DCF/DFO may issue
instructions to distribute these charges proportionately on different
works. He should however see that dis-proportionate expenditure is
not incurred on up keep, protection and handling of such stores which
does not need full time attention or supervision. Itis preferable to keep
the store of range or round level in a room attached to the office orin a
labour shade in the nursery where extra expenditure will not be
required forits protection.

42.06.04 The record of store should be maintained in form No. 8 of M.C.E.R.
1965. An account should be maintained in the account branch of the
Dy.C.F. to record day to day transactions relating to each item of
stock. This should be maintained in the stock ledger which will bear
different sections of pages for each article of stock, columns for
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receipts, issues. balances for both quantities and values. The separate
ledger should be maintained for articles of stores, tools, plants and
livestock. All items of receipts and issues will be entered in the ledger
from the copies of statement of stock receipts. The balances should be
worked out periodically not later than a month. The ledger should be
closed giving the details of quantities and values at the end of each
month. Consolidated abstract should be prepared for each month.
Quarterly progress report of procurement and issues of stores should
be submitted to the C.C.F.(T).

42.06.05 Tools and Plants
Registers of return of live stock should be maintained as mentioned
below.
(i) Register of work done.
(i) Register of the expenditure on up keep of animal.
(1ii) Annual divisional return of live stock.The tools and plants are
divided in two kinds :-
(a) General and ordinary tools and plants i.e. those required for
the general use of division
(b) Toolsand plants i.e. those required not for general purposes
but for specific works. The cost of the supply. repairs and
carriage of general and ordinary tools and plants is charged
to the ordinary head "Tools and plants”" where as similar
charges of special tools and plants are borne by the works
concerned. In both cases, the cost charged in the account
against sanctioned estimate in the same way as expenditure
on works, though for the purpose of sanction, itis treated as
expenditure on tools and plants.

42.07  General Instructions Regarding Store

42.07.01 (i)  Aregister of stores, tools and plants should be keptin Form No. 8
of F. P. IX (Press No. Gen. 11) in all forest offices including the
central store in the Divisional range, round and depot offices.
All articles acquired by purchase or otherwise should be entered
in the register. Booklets and stores supplied for consumption
(such as stationery) should be excluded.

(i1) Stores, tools and plant should ordinarily be classified as given in
para42.02.02.

(iii) The store register should be permanent, a page or half a page
being assigned to each kind of article and an index of such
articles should be given on the opening page of the book. The
Divisional register shall contain the account of each range
separately and the range register that of each round separately.

(iv) In the "remarks" column of the register, note should be made of
surplus articles, no longer required so that may be transferred to
other offices or departments needing them or sold before there
value is seriously depreciated.

42.07.02 Whenever any new articles are purchased, a certificate to the effect
that they have been included in the dead stock register should always
be given on the relevant voucher as follows before making payment.
(i)  “Icertify that the materials and stores billed for above have been

brought on the respective inventories and that all materials and
stores are being duly accounted for and verified in the manner
laid down in Section 1 and 11 of Chapter 9 of Financial
Publication No.1”



42.07.03

42.07.04

42.07.05

42.07.06

(ii) “Tcertify that the purchases billed for have been received in good
order, that their quantities are correct and their quality good, that
the rates paid are not in excess of the accepted and market rates
and that suitable notes of payment have been recorded against
the original indents and invoices concerned to prevent double
payments”.

Note :- (1) Rules for the supply of articles other than stationery
and printing store required to be purchased for the public service
are contained in APP. 2 to F. P. 1. Instructions for the purchase of
stationery and printing stores and jail made articles are given in
Rule 32 of F.P.IX.

The powers of forest officers to sanction purchase of stores, tools
and plantare given in F.P. VII-18.

All officers entrusted with the use or consumption of stores are
responsible for maintaining them in proper custody; in good order;
keeping correct records and preparing correct returns for them. Any
loss or damage to stores should forthwith be reported to the authority
competent to deal with the matter. When articles are issued, a written
acknowledgment should be obtained from the person concerned.

Note :- For powers of officer to write off store, tools and plant. etc.,
and irrecoverable value of such articles and losses see F. P./ VII.37.

The head of each office will be responsible for taking stock annually,
by comparing the actual stock with the entries in the dead stock
register. In the month of June each year, he will submit a certificate to
his immediate superior to the following effect :-

"I Certify that I have inspected the register of articles of dead-stock
maintained under Rule 77 of the Manual of Contingent Expenditure
- Financial Publication No. IX , and have found that it has been
property kept up to date and that the articles mentioned therein are
actually held in stock, with the exception of those mentioned below,
the explanation of the absence of which is appended. and that no
articles have been written off, except under proper sanction, which has
been duly recorded on the return under the signature of the head of the
office."”

Note (1) - Certificates of stock taking are not required from Chief
Conservator /Conservators. These officers will exercise check over
articles of dead-stock in their own charge and will deal finally with the
certificates of stock-taking submitted to them by subordinate officers.

The Chiel Conservator /Conservator will examine the stock-books
and articles of dead-stock during office inspections. The DCF/DFO,
in the course of his tours, will similarly compare the articles in charge
of his subordinates with his own register and see that their books and
stocks are properly maintained.

(i) In those divisions where Government elephants or other
cattle are kept, returns of live-stock, together with statement of
the cost of maintenance and of the work on which they have been
employed, will he submitted annually to the C.C.F.(T)/C.F.(T)

(ii) Returns of elephants should show name, sex, age, height,
and condition of the animal.

Note :- Power to prescribe forms for the return of livestock
and time of submission thereof has been delegated to the
C.C.F(TYC.FE.(T).
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42.08

General Rules Regarding Procurement of Stores

42.08.01

42.08.02

42.08.03

42.08.04

42.08.05

42.08.06

42.08.07

42.08.08

42.08.09

42.08.10

General rules

General rules applicable to all departments regarding stores are
contained in part I, Section 25 of M.C.E.R. 1965. These general rules
apply to all articles including articles of dead stock such as plants,
material, instruments. furniture. equipment, livestock etc.

Authority Competent to Sanction the Purchase of Store

Subject to any special Rule or Order, authority which is competent to
incur contingent expenditure may sanction the purchase of store
required in accordance with the provisions contained in Rule 172 of
M.C.E.R. subject to usual restrictions regarding the existence of
necessary appropriation and to any monetary limits and conditions
prescribed inregard to specific articles or clause of articles.

M.C.E. Rules
The rules for purchase of store are regulated in strict conformity with
the rules in Appendix 6 under Rule 172 of M.C.E.R.

General Rules

While making purchase of store, definite requirement should be
worked out. The store should not be purchased much in advance of
actual requirement if such purchase is likely to prove un-profitable to
Govt. Purchase of store should be done according to the scale or limits
prescribed.

Split up Purchase Order

Purchase order should not be split-up to avoid necessity of obtaining
the sanction of higher authority required with reference to total
amount of the orders.

Inspection of Material

All material received should be inspected, examined, measured and
weighed ascertaining the quality and quantity by the officer taking
charge of the same.

Supply on Indent to Other Department
Material should be supplied to other Department after obtaining firm
indent from an authorized person.

Handing Over Custody on Transfer

In case of transfer, the officer in charge of store should see that the
stores in his custody is handed over correctly to his successor and a
proper receipt taken from him.

Head of the office or officer entrusted with store should take
appropriate care of protection, keeping the store in good conditions
and maintaining suitable account and inventories and submit correct
returns in respect of the store to prevent loss and to facilitate checking
of the balances etc.

Verification of Stock

Head of the office should verify the stock such as plants, materials,
furniture as per Rule 181 and 98 of M.C.E.R. The R.F.O. should verify
the stock and store in every six months ending 30th September and



42.09

31st March, and should submit a certificate to the Head of the office by
15th October and 15th of April in the prescribed form. The A.C.F. and
Dy.C.F./Sub-DFQ in charge of independent subdivision should carry
out surprise verification and certain items of stock to exercise checks
on pilferages and losses. The result of such verification should be
recorded against the balance in the register itself under the dated
signature of the verifying officer as contained in Article 179 of
M.C.E.R.

Account Keeping

The account of stock should be kept in accordance with the instruction in Section 24 of
M.C.E.R. in general and specific rules relevant in respect of particular items in the Forest
Department.

42.09.01 Inventory of Dead Stock
Inventories of articles of dead stock should be kept in form No. 8
prescribed under Rule 95 of M.C.E.R.

42.09.02 Inspection of Perishable Store
The inspection of perishable store should be carried out at least once in
6 months and others once in a year. The store remaining in stock for
over an year should be considered surplus unless there is good reason
to treat them otherwise.

42.09.03 Head of the office should check the stock by comparing actual stock

with the entries in return, in the month of June each year and submit a
certificate to the C.F./ C.C.F. in the form given in M.C.E.R. 98 when
carrying out office inspection check the entries in register and return
and give remarks regarding the procurement and use of store.
“I certify that I have inspected the register of articles of dead-stock
maintained under Rule 95 of Maharashtra Contingent
Expenditure Rules — Financial Publication No. IX, and have found
that it has been properly kept up-to date and that the articles mentioned
therein are equally held in stock, with the exception of those
mentioned below, the explanation of the absence of which is
appended, and that no articles have been written off, except under
proper sanction, which sanction has been duly recorded on the return
under the signature of the head of the office”.

42.09.04 Inspection of C.C.F(T)/C.F(T)
C.C.F.(T)/C.F.(T) when inspecting offices of subordinates, should
invariably examine the inventories of store kept in the offices.

42.09.05 Transfer of Charge
When charge of office is transferred the certificate in form under Rule
98 of M.C.E.R. should be submitted to the Head of the department by
the officer taking over charge.

42.09.06 Authority Competent to Write off the Store

The authority competent to sanction the purchase of dead stock
articles for office has been delegated the power to write off un-
serviceable articles. While condemning such articles full reasons
must be recorded on such orders together with a certificate as follows.
'Certified that I have personally satisfied myself that each item written
off in the proceeding has became unserviceable in the ordinary course
through proper uses or by wear and tear.’
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42.10

42.11

42.12

42.09.07 Loss Due to Depreciation etc
Instructions contained under Rule 103 of M.C.E.R. may be followed
while assessing the loss due to depreciation, damage etc.
Note :- The rules quoted above are subsidiary to the Rules under Sec.
24 of M.C.E.R. which should be referred for details.

Quantities of Store to be mentioned in the body of estimate

To spell out the requirement of the store, the quantum of store of each type required for
execution of works should be clearly given in the body of sanctioned estimate. Analysis of
material and store required should invariably be given in the body of sanctioned estimate in
respect of major store required for such work. The detailed estimate should also include the
requirement of store in minor quantities. Whenever certain store is required to be procured as
specialized machinery or product having only one make or sole manufacturer, sanction of the
Govt. should be obtained for deviation from the rule for purchase of store as per Rule 10 of App.
6 of the M.C.E. Rules. A certificate in the form App. 3 should also be given for procurement of
such articles as proprietary article. Certificate should be given after entering into
correspondence with CSPO and obtaining his approval. Copy of such certificate should be
enclosed with letter submitted to the Government for purchase of such store, (Rule 2 & 8,
App.6,Rule 172 of M.C.E.R. 1965.)

In normal course, no separate sanction will be required for purchase of store which form part of
the sanctioned type estimate or estimates sanctioned by the competent authority (such as
calculated quantity of poly bags). This does not absolve the store purchasing office from
following proper procedure of purchases of store as per rule given above. Purchase of store
should be kept harmonious with the efficiency of work and up to minimum level. The
C.C.E(T)/C.F.(T) should from time to time analyze the inventory of stock and ensure that
stock held in excess of these limits is kept as per rule or actual requirements of the works.

Office Procedure for Purchase of Store

The State Government, vide Industries, Energy and Labour Department GR No.
Bhandar.kh.s./CR-82/Part-111/Udyog-4 dated 1st December, 2016 (Computer Code No.
201612021708269510) has declared comprehensive procedural guidelines in respect of office
related purchases. The said Government Resolution has further been supplemented by the
Energy and Labour Department GR No. Misc-2016/CR-215/Udyog-4, dated 24th August,
2017 (Computer Code No. 201708241235162110), introducing the procedure for the
Government e-Market Place (GeM) Portal. In consonance with the above mentioned
guidelines, the State Government vide Revenue and Forests Department Circular No. Van.
Ban.-2019/CR-24/F-9 dated 30th January, 2019 has issued guidelines for purchase, following
the e-tendering process.

The concerned authorities must follow the instructions contained in the above said guidelines
or any further instructions issued by the Government of Maharshtra from time to time.

Powers of the Officers of the Purchase Committee
The powers of the officers of the committee will be the same as are assigned to them under

Manual of Financial Powers and orders of the Administrative Department should be obtained
for finalizing the purchases of higher limits whenever necessary.
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—— CHAPTER 43 ——
CHARITABLE ENDOWMENTS

Maharashtra State Forest Employees Welfare Fund

The Government of Maharashtra established the Maharashtra State Forest Employees Welfare
Fund vide Government of Maharashtra Revenue and Forest Department Resolution No. FDM
1475/132140-F-4, dated 24th March 1980 with the Primary object of introducing and adopting
measures for the welfare of class-I1I and Class-1V employees of the Forest Department of the
Maharashtra State. Due to lack of required participation and persuasion, the scheme was
discontinued. This scheme was revived by the Government of Maharashtra vide Revenue and
Forest department Resolution dated 9th August 2006. The main features of the scheme are as
under-

(@

(i)

(iii)

The Objects of The Fund

(a)

(b)

The primary object of the Fund is to introduce and adopt measures for the welfare of
the employees of the Forest Department and their families. It is a benevolent fund
contributing towards and intended for the benefit of its members to the maximum
extent the resources permit and is based on the principle of mutual help and
cooperation.

Assistance from the Fund shall be provided to its members —

i. To meet expenses through the insurance cover, in connection with emergencies
such as accident, sudden demise.

ii. To conduct general medical checkup camps / blood donation camps (for
ensuring availability of blood to the members in the need of hour).

iii. To rehabilitate the medically invalidated needy members / dependents /
orphaned members of families through vocational training / educational support
etc.

iv. To carry out other welfare activities as decided by the Management Committee.

v. To provide interest free loans up to Rs 10,000/- as a stop-gap arrangement till
official advances or medical bills are sanctioned to meet the expenses related to
urgent medical check-up, treatment / operation. These loans shall be recovered
from the medical advances/bills/salary within a period of nine months. If the
interest-free loan is not repaid within the said period, an interest @ 10% per
annum shall also be recovered from the member.

Membership

a.
b.

d.

The membership to the Fund shall be voluntary.

The employee, to whom these rules are applicable, shall make an application for his
enrolment as a member of the fund in the prescribed form to the Chairman of the
Executive Committee.

A member of the fund can continue to be a member so long as he/she is in
employment of the Government of Maharashtra

A member of the Fund. on leave or on deputation or under suspension, shall
continue to be a member, so long as he holds a lien on a post in the Forest
Department and continues to subscribe regularly to the Fund.

Subscription From The Members

Subscription shall be collected from all the members of the Fund at the rates decided by
the Management Committee. The present annual rate of the subscription is Rs. 800/- for
all cadres.
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(iv) Administration of The Fund

v)

The fund shall be administered in accordance with the approved rules under the
supervision of the Management Committee, Executive Committee and Divisional
Committee.

Qualifications for Benefits

In deciding priority of claims to benefits, on case (o case basis, the Executive Committee
shall take into consideration------

Urgency of the need of the applicant.

The circumstances of the family of the subscriber.

The length of service of the subscriber.

Genuineness of purpose, and other relevant information pertaining to the claim/
economic condition of the member/dependents.

The quality of the service the subscriber has rendered.

f.  Trackrecord of payment of subscriptions.

o

(vi) Subscription & Donations

a.  Every member of the Fund shall subscribe to the Fund at rates mentioned above.
Subscription shall be paid in the first fortnight of April, but not later than 30th April
of that year, after which it shall not be accepted.

b.  Donations from individuals/Registered Societies/ Organizations/others may be
accepted both in cash or kind (e.g. Forest/Wild Life Protection Equipment, vehicles
etc), subject to prior approval by the Executive Committee.

(vii) Accountsof The Fund

The Accounts of the Fund will be maintained by the staff under Adminstrative Officer,
o/o the Principal Chief Conservator of Forests (HoFF), who shall function as the
Treasurer of the Fund. The Account of the Fund shall be operated jointly by Member
Secretary and Treasurer of the Executive Committee. The Accounts of the Fund shall be
audited by Principal Chief Conservator of Forests, annually, preferably in the month of
May. In addition, these accounts shall be audited by the Local Audit Department of the
Government of Maharashtra i.e. the Chief Auditor, Local Fund Accounts, Mumbai.

(viii) Accounts of The Divisional Committee

(ix)

(x)

(xi)

Each Divisional Committee shall open Saving Bank Account with State Bank of India /
Nationalized Bank and credit all the moneys received from the Executive Committee in
the respective accounts. The Accounts shall be jointly operated by the Chairman and
Treasurer of the Divisional Committee. Treasurer shall maintain a cash book and the
funds shall promptly be recorded in that Cashbook. Treasurer shall send the same to the
Management Committee by 30th April every year. The Inspecting Officer shall inspect
annually and shall audit the accounts.

Honorarium

The staff which is required to maintain the Accounts of Divisional and Executive
Committees may be granted an honorarium at the raie as may be fixed by the
Management Committee,

Settlement Of Claims

All applications shall in the first instance be investigated by the Divisional Committee
and if it finds that such applications come within the scope of the Fund, it shall forward
the same with requisite details in each case, in the forms prescribed for the purpose, to the
Executive Committee for disposal.

Procedure For Payment Of Benefits/Loans
Payments to the beneficiaries shall be made in cash or by cheques. It would be necessary
to obtain the consent of the beneficiaries regarding mode of payment.
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(xii) Emergency Powers Of Divisional Committee
Each Divisional Committee may advance up to Rs.25,000/- for the fund at its disposal to
meet urgent cases of distress among the dependents of the subscribers of the Fund. The
said action should be reported to the Executive committee.

(xiii) Decisions of The Management Committee to be Final
The decision of the Management Committee on all matters connected with the
interpretation of the Rules of the Fund and the adjudication of all claims shall be final.

Van Krida Mandal

As one of the measures for undertaking welfare activities, relating to encouragement of sports,
the need for having a suitable body was felt. On the initiative of some officers of the Forest
Department, the Van Krida Mandal was formed. It has been registered under the Societies
Registration Act, 1860. on 18th July, 2000. Its membership was extended to employees of the
Forest Department, Forest Development Corporation of Maharashtra Ltd.

43.,02.01 The main objectives of Van Krida Mandal are as follows.
(1) Toworkineducational, social, Cultural and charitable fields.
(i1) Todevelop the team spirit through the medium of sports.
(11i) Toorganize sports meets at various levels.
(iv) Tocollectthe funds from various sources and to utilize them for
sports events and related activities.
(v) Toorganize coaching camps.
(vi) Toextend co- aperation with other similar institution.
(vii) Various other welfare activities.
(viii) To carry out relief works at the time of natural calamities.

43.02.02 Van Krida Mandal has been actively contributing from arranging state
level and National Forests Sports Meet. In addition, following
activities have been organized by Van Krida Mandal from time to
time.:-

(i)  Printing and publicity of the souvenir.

(i) Expensesregarding cultural programs.

(iii) Part contribution for purchasing uniform articles, training
and coaching camps.

43.02.03 The operation of the fund under Van Krida Mandal shall be utilized for

achieving the above stated objectives as per the bye-laws. The
accounts shall be got audited annually as per statutory requirements.
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44.01

—— CHAPTER 44 ——
FOREST CONFERENCES

Regarding place and period to hold conferences of Forest Officers

A conference of forest officers should be held at an appropriate venue annually, preferably in
the rains to discuss forest matters of importance. The Principal Chief Conservator of Forests
(HoFF) shall prepare the Agenda items to be discussed and deliberated in such conferences, in
consultation with the Secretary in Forest Department.



—— CHAPTER 45 ——

THE MAHARASHTRA LOKAYUKTA AND UPA-LOKAYUKTAS
ACT, 1971, THE RIGHT TO INFORMATION ACT, 2005
AND THE MAHARASHTRA RIGHT TO PUBLIC
SERVICES ACT, 2015

45.01 The Maharashtra Lokayukta and Upa-Lokayuktas Act, 1971

This is an Act to make provision for the appointment and functions of certain authorities for the
investigation o administrative action taken by or on behalf of the Government of Maharahtra or
certain public authorities in the state of Maharashtra. For the purpose of conducting
investigations in accordance with the provisions of this Act, the Governor, under section 3
appoints the Lokayukta and one or more persons to be known as the Upa-Lokayukta or Upa-
Lokayuktas. Section 7 enlists the matters which may be investigated by Lokayukta or Upa-
Lokayukia. Section 8 enumerates the matters, not subject to investigation. Section 12 deals
with the Reports of the Lokayukta and Upa-Lokayukta.

45.02 The Right to Information Act, 2005

An Act of Parliament to provide for setting out the practical regime of right to information for
citizens to secure access to information under the control of public authorities, in order to
promote transparency and accountability in the working of every public authority, the
constitution of Central Information Commission and State Information Commissions and for
matters connected therewith or incidental thereto. Rules have been notified by the Competent
Authority. The Presidential assent to the Act was received on 15th June, 2005. The provisions
of sub-section (1) of section 4, sub-sections (1) and (2) of section 5, sections 12, 13, 15, 16, 24,
27 and 28 came into force at once, and the remaining provisions came into force on the one
hundred and twentieth day of its enactment. The State Government has issued guidelines from
time to time for effective implementation of the Act.

45.03 The Maharashtra Right to Public Services Act, 2015

Enacted by the State Legislature, its objective is to provide for delivery of transparent, efficient
and timely public services to the eligible persons in the State of Maharashtra. To achieve this
objective, the Governor of Maharashtra promulgated an Ordinance on 28th April, 2015.
Subsequently, the State Legislature passed the Act, which was given retrospective effect and it
deemed to come into force on 28th April, 2015. The State Government has notified the Publie
Services under the Act from time to time.

[Annexure 45.01]
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—— Notes —




—— CHAPTER 46 ——
PLANTATION WORKS

46.01 Plantation Works

Plantation works are generally carried out as per the prescriptions of the Working Plans. The
Forest Department has been carrying out afforestation and plantation activities in conformity
with the Working Plans as part of its regular activities. Apart from that. the Social Forestry
Wing undertakes afforestation activities outside forest-areas. A formal Report to that effect is
compiled and submitted to the Government as one of the items to be reported under the Twenty
Point Programme.

46.02  The Plantation Activities are also taken up under the Employment Guarantee Scheme, District
Level Schemes and on lands received in lieu of forest lands diverted under the Forest
(Conservation) Act, 1980. The plantation models have been prescribed under various schemes
by the respective competent authorities. These are strictly time-bound activities. A model
Time-Table prescribed by the PCCF (HoFF) vide letter No. Desk-1/EGS/CR-10/2282/2017-
18 Dated 7th March 2018.

|Annexure46.01]
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47.01

47.02

47.03

47.04

47.05

—— CHAPTER 47 ——
INFORMATION AND COMMUNICATION TECHNOLOGY
PROGAMME

The Maharashtra State e-Governance Policy, 2011 aims to maintain and strengthen the
leadership of the State in the area of e-Governance and to take it towards m-Governance
(mobile Governance). The policy would enable citizens to avail of various services online or at
a place near their home without having to visit government offices at minimum possible cost.
The policy would enable the Government to function more efficiently and move towards a
paperless environment. The policy puts in place a framework for development and
implementation of e-Governance systems and applications in the state.

Under the provisions of the Maharashtra State e-Governance Policy, 2011, the Revenue and
Forest Department has issued a Government Resolution No. MSC 2004/Case No.21/F-2, dated
5th October, 2011 to implement computerization of Maharashtra Forest Department. The
Government Resolution identifies activities to be carried out under Information and
Communication Technology (ICT) deployment plan. The monitoring and implementation
mechanism through a Project Management Unit Committee under the Chairmanship of the
Additional Principal Chief Conservator of Forests (Information, Technology and Policy) has
been formed.

The Project Management Unit Committee consists of the following members:
1. Additional Principal Chief Conservator of Forests

(Information, Technology and Policy) Chairperson
2 Chief Conservator of Forests (Human Resource Management) Member
3. Chief Conservator of Forests (Working Plan) Member
4. Chief Conservator of Forests (Evaluation) Member
5. Chief Conservator of Forests
(Forest Management-Planning and Development) Member
6.  Representative of the Directorate of Information Technology Member
7. Joint Director, Treasury Office, Nagpur Member
8. Representative of BSNL, Nagpur Member
9. Representative of National Informatics Centre, Nagpur Member

The Project Management Unit Committee has been authorized to

i.  execute the Memorandum of Understanding with other Government agencies like
National Informatics Centre, M/s BSNL, Maharashtra Remote Sensing Applications
Centre (MRSAC) for activities to be carried out to implement the ICT project.

ii.  outsource development of GIS/MIS mobile applications.

iii. approve ICT projects upto Rs. 2 crore.

iv. Develope application through open source technologies/platforms.

Under the provisions of the Maharashtra State Governance Policy, 2011, all departments of the
Government of Maharashtra shall earmark 0.5% of their budget for e-Governance and shall
make endeavour to increase the allocation to 3% in a phased manner.

As per Government Resolution Revenue and Forest Department No. MSC 2004/ Case No. 21
(Part-3)/ F-2 dated 4th August, 2014, the scope and structure of the implementation was
widened to include all field officers and Forest Guards and the various supporting agencies and
their roles were defined. The Resolution also laid down the specification of Android based
Personal Digital Assistants (PDA)/ Smartphone to be issued to field staff.



47.06 All the forest-officers handling the Personal Digital Assitants (PDAs) shall upload the
information related to registration of forest-offences on the PDA on regular basis. Similarly,
they shall upload one photograph or the details of their patrolling route on the PDA every day.
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48.01

48.02

48.03

48.04

48.05

—— CHAPTER 48 ——
TRAINING

Training is a powerful tool of Human Resource Development. Itisimperative to strengthen the
Training Wing of the Forest Department. All the existing Training Institutions of the Forest
Department should be provided with adequate infrastructure facility and staff. Training Wing
should be expanded to cater the training need of the Forest Department. Ministerial staff
should also be given basic training to cater the need of the Forest Department.

Organization of Training wing

Training programme shall be conducted as per the guidelines issued from time to time in that
regard by the State Government. A Review Committee constituted by the Government shall
review the training modules of the different cadres viz. Forest Guards, Foresters, Range Forest
Officers etc. once in three years and suggest modifications if any, for consideration of the
Government.

Institutions for forest training in the State had their beginning in 1961 when a
Foresters Training School was established at Chandrapur. Subsequently. five more training
institutions came into existence, viz. Shahapur (1963), Pal (1967), Chikhaldara (1972), Jalna
(1985) and Kundal (2014). training programmes of appropriate duration are organised for
different cadres in these forest training institutes under the overall supervision of the Education
& Training Circle, Pune. The Head of Forestry Research, Education and Training oversees the
activities of the Education and Training Circle.

Long-term Training Programmes

The 6-month long Induction training programmes for Forest Guards are conducted in the
Training Institutes located at Shahpur, Pal, Jalna and Chikaldhara. The Induction training
programmes of 18-months duration for RFOs from various States are conducted at Kundal
Academy. The Forest Guards™ Training Institutes are headed by Directors of the rank of DFOs,
while the Kundal and Chandrapur Academies are headed by officers of the rank of CCF and CF
respectively. In addition to the permanent faculty members, a number of guest faculty, expert
indifferent spheres assist in conducting the training programmes. The Forest Guards” Training
programmes are conducted in accordance with the syllabus prepared by an expert committee at
the State level, whereas induction training programme for RFOs and higher cadres are
conducted as per syllabus approved by the Director. Forest Education. Ministry of
Environment, Forests and Climate Change, Governmentt of India.

Short-term Training Programmes

Several short-term training programmes for field officers and staff are conducted by the
Training Institutes from time to time. These programmes cover a range of subjects like Joint
Forest Management, man-animal conflict, forest fire, biodiversity, nursery techniques, forest
protection, water and soil conservation works, working plan. nature trail, office procedure and
accounting, vehicle maintenance, Maharashtra Civil Services Rules, detection of offense cases
etc. The short- term training programmes are offered not only for field staff, but also for
Personal Assistants, Office Superintendents, Chief Accountants, Accountants Clerks etc. For
such administrative personnel, training programmes are arranged on subjects like office
procedure and accounting, establishment matters, Right to Information, etc. A few short-term
training programmes are also organised for support staff such as Drivers, Cooks, Gardeners,
Forest Labourers etc., as per their work requirements.



48.06

48.07

Trainings under “State Training Policy and Evaluation Agency”, YASHADA

Government of Maharashtra announced a comprehensive training policy for the State in 2011,
taking into consideration the human resource development and training needs of various
government departments, non-officials and other stakeholders. According to this policy, a
three-tier system of institutions will be responsible for addressing the training needs of the
State. At the apex level is the Yashwantrao Chavan Academy of Development Administration
(YASHADA), Pune, which is the Administrative Training Institute of Government of
Maharashtra. At the intermediate level are the “Regional Administrative Training Institutes”
(RATI) and at the third and final level are the “District Administrative Training Institutes”
(DATTI). In view of the background and needs of the district, induction and refresher trainings
are arranged for Group C and Group D Government servants at District Administrative
Training Institutes. All the Forest Training Institutes, except Chikhaldara, have been
designated as “District level Administrative Training Institutes”. Besides, Kundal Academy
has been designated as a RATI for a few districts in Konkan Revenue Division.

Information of Training Institutes and facilities

48.07.01 ChandrapurAcademy

In 1975, Government of India upgraded the “Chandrapur Forester
Training School™ to a “Central Forest Rangers College”, where
trainings were organized for newly recruited Range Forest Officers of
different States. RFO training programmes were discontinued atter
1990, due to lack of continuity of recruitment in the feeder states and
consequent unavailability of sufficient trainees and the facility was
handed over back to the State. From 1991 onwards, this Institute has
been primarily engaged in organising training programmes for Clerks
and  Accountants, Foresters and Forest Guards. In 2014, it was
upgraded as a Training Academy.

48.07.02 Kundal Academy of Development, Administration &
Management, Kundal
The Institute was initially established as a ‘Forestry Training School’
to cater to the training needs of Foresters and Forest Guards. The
‘Forestry Training School” was subsequently upgraded to ‘Kundal
Academy of Development, Administration & Management (Forest)’
in the year 2014. Autonomy to the Academy was awarded and a
Society, namely *State Forestry Training society Kundal” was formed
and registered under the Societies Registration Act, 1860. Kundal
Academy has been recogised as a RATI by the Government of
Maharashtra and offers a number of programmes for personnel from
several government departments, besides the regular forestry training
courses. This Institute is also declared as DATI for Sangli District.

48.07.03 Forest Training Institute, Shahapur
The Forest Guards Training school, Shahapur was established in the
year 1963 in Thane district, mainly for imparting training to forest
cuards. Recently the name of the School has been changed as *Forest
Training Institute, Shahapur’. It is recognised as a DATI for Thane
district.

48.07.04 Dadasaheb ChaudhariForest Training Institute, Pal
Located on the backdrop of Satpuda Hills in Jalgaon district, this
Institute was established in the Year 1967, Pal is a Village in Raver
Taluka in Jalgaon District. It belongs to Khandesh and Northern
Maharashtraregion. It is recognised as a DATI for Jalgaon district.
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48.07.05 Forest Training Institute, Chikhaldara
Established in the Year 1972, this institute is in the hilly terrain of
Amravati district. Besides training programmes for Forest Guards,
specialised training courses are conducted here for members of the
Special Tiger Protection Force (STPF).

48.07.06 Forest Training Institute, Jalna
To meet the requirements of training in Marathwada region, this
Institute was established in the year 1985 at Jalna. The Forest Guards
Training school, Jalna was recently renamed as ‘Forest Training
Institute, Jalna’.
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49.02

—— CHAPTER 49 ——
FOREST RESEARCH

Conduct of Forest Research

(1)

(ii)

(i11)

Forest research shall be carried out as per the research themes specified in the approved
Quinquennial Research Programme (Q.R.P.). The Q.R.P., which shall form the basis for
the forest research to be carried out for a duration of 5 years, shall be prepared by the Head
of the State Research Wing, taking into account the research needs of the State and also
the latest trends in forestry research. The Q.R.P. so prepared shall be put up before the
Research Advisory Committee (R.A.C.) of the State, which shall examine and approve it.
Members of R.A.C-- The Principal Chief Conservator of Forests, (HoFF) shall function
as the Chairman of the Committee, while the other members of the Committee shall be
decided by Government from time to time. This Committee shall include experts from
outside also.

Mid-term review-- The RAC shall take mid-term review of the ongoing research
activities and suggest any modifications or additions to the research programme, if found
necessary.

Co-ordination of Forest research work and collaboration with research institutes

(i)

(ii)

(1ii)

The research officers will carry out the research activities on the basis of approved
research projects under the control and overall guidance of the Head of the State Research
Wing. The Head of the State Research Wing shall coordinate with the regional heads of
the Research Wing and shall publish the final results of the various research activities in
the form of an annual report.

The Head of the State Research Wing shall be competent to coordinate and collaborate
with reputed international as well as National Research Institutes. However, approval of
the R.A.C. shall be taken before entering into research agreements with international
research institutes.

The Head of the State Research Wing shall be competent to mobilise funds for research
activities by tying up with various departments as well as autonomous Boards of
Governmentof India or State Governments, as the case may be.

(iv) The Head of the State Research Wing will facilitate the transfer of suitable technology

(v)

from research wing and various National and International Research Institutes to the field
level officers of Maharashtra,

The territorial Dy.C.Fs/D.F.Os. may be allowed to undertake specified research work,
subject to reference to and approval by the Research Advisory Committee. The
Dy.C.Fs/D.F.O. may undertake such research work in their own Divisions only. The
Head of the State Research Wing, in consultation with respective territorial C.C.F.s/C.Fs,
may distribute such research work to the officers according to their inclination and
available resources. subject to the approval of the Research Advisory Committee.

(vi) The Principal Chief Conservator of Forests, (HoFF) shall be competent to permit selected

(vil)

forest officers to visit forest research institutes (institutes under ICFRE, as well as
research institutes of individual state) for work in connection with forest research. The
visit should be of short duration not exceeding a fortnight. During this period, the officers
will receive their full pay and allowances and may be allowed travelling allowances as
perthe normal T.A. rules.

Indian Council of Forestry Research and Education (ICFRE), Dehradun and the Regional
Research Institutes have been established to act as focal institutes for providing strong
research support for sustainable development of forests and forestry sector in India.
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49.03

49.04

a.  The Head of the State Research Wing shall be competent to coordinate with ICFRE
and other regional Research Institutes for finding solutions to specific research
related problems faced by the state.

b.  The local forest officers may also seek the help of the Research Institutes in case
specific problems are noticed in their areas. However, all references should be
routed through the Head of the State Research Wing, who will co-ordinate with the
Institute and arrange for the task to be handled by the Research Institute suitably.

(viii) The Forest officers having aptitude for Research may be allowed to work in Research

Wing without any restriction with regard to tenure at a place. Alternatively, they may be

transferred and posted at other places within the Research Wing.

Annual Research Report

(i)  The Annual report on forest research work should be compiled for the period Ist April to
31stMarch and published not later than 1st of August each year.

(ii) The report should be compiled according to the themes under which research work is
going on and should give interim observations/final conclusions about the ongoing
research projects. The results of the approved work, if any, done by territorial
Dy.C.Fs./D.F.Os should also be included in the Annual Research Report.

Dispatch of botanical specimens foridentification

(1) Forest botanical specimens may be sent to the office of the Joint Director, Botanical
Survey of India (Western Region), Pune for identification.

(ii) The Specimens must be properly mounted and dispatched to the office B.S.I. (Western
Region), Pune giving details like place of collection, date of collection, forest type, agro
climatic zone, soil type etc. along with other related information.

(iii) Help of local field taxonomists may also be taken for identification of the forest botanical
specimens.



—— CHAPTER 50 ——
THE MAHARASHTRA EMPLOYMENT GUARANTEE
ACT, 1977

50.01 The State of Maharashtra is the pioneer in taking effective steps for securing right to work by
guarantee employment to all adult persons who volunteer to do unskilled manual work. It is
worth mentioning that the Parliament recognized the importance of passing such legislation
and after about twenty five years, passed the National Rural Employment Guarantee Act, 2005
onsimilar lines.

50.02 The Maharashtra Employment Guarantee Act, 1977 (Act No. XX of 1978) [EGS Act]
received the assent of the President on 1st October, 1978. The Objective of the Act is
reproduced as under---

An Act to make effective provision for securing the right to work by guaranteeing employment to all
adult persons who volunteer to do unskilled manual work in rural areas in the State of Maharashtra.

50.03 The Parliament has passed the National Rural Employment Guarantee Act, 2005
[INREGA] on 5th September, 2005, with the following Objective—
An Act to provide for the enhancement of livelihood security of the households in rural areas of
the country by providing at least one hundred days of guaranteed wage employment in every
financial year to every household whose adult members volunteer to do unskilled manual work
and for matters connected therewith and incidental thereto.

50.04 Thus, it may be seen that the basic objective of both the Acts is to provide wage employment in
rural areas. The only difference is that whereas the Maharashtra Employment Guarantee Act,
1977 guarantees round the year wage employment, the NREGA guarantees at least one
hundred days wage employment.

50.05 The State Legislature has suitably amended the Mahrashtra Employment Guarantee Act, 1977
so as to mould it in conformity with the provisions contained in the NREGA. Rules under the
Mahrashtra Employment Guarantee Act, 1977 have also been notified by the State
Government.

50.06 All the officers concerned with the implementation and monitoring the provisions of the
Maharashtra Employment Guarantee Act, 1977 must be updated with the provisions of this
Act, Rules made thereunder and the guidelines of the State Government in that regard issued
from time to time.

50.07 Divisional Commissioners have been specially empowered as Disciplinary Authorities under

rule 6 of the Maharashtra Civil Services (Discipline and Appeal) Rules, 1979 in respect of
matters related to the Employoment Guarantee Scheme.
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51.01

51.02

51.03

51.04

—— CHAPTER 51 ——
WORKING PLAN

Working plans are the instruments for scientific forest management in tune with the philosophy
of the National Forest Policy and emerging trends in the forestry sector. All forests are
managed under the prescriptions of a Working Plans / Schemes prepared on the basis of
principles of sustainable forest management and recognised silvicultural practices. While
a detailed Working Plan is prepared for large areas such as forest division, working scheme is
prepared for smaller areas for a specific purpose or areas like private, village, municipal,
cantonment forests etc. Even Working Schemes have all major elements of Working Plan and
these Schemes also need sanction of competent authority designated by the Ministry of
Environment, Forest and Climate Change. The Working Plan is generally revised after 10
years. The Working Plans of forests other than those under the administrative control of the
Forest Department like municipal, cantonment, private, village, etc., forests can be prepared by
Working Plan Officer on the request of the concerned owner or Authority.

Hon'ble Supreme Court in its Judgment dated 12/12/1996 passed in Writ Petition (Civil)
202/1995 directed that -

The felling of trees in all forests is to remain suspended except in accordance with the
Working Plans of the State Government, as approved by the Central Government. In the
absence of any Working Plan in any particular State, such as Arunanchal Pradesh, where the
permit system exists, the felling under the permits can be done only by the Forest
Department of the State Government or the State Forest Corporation.

In its subsequent orders in the same Writ Petition, the Apex Court has made it clear that felling
shall commensurate with regeneration.

National Working Plan Code 2014

In light of various Qrders passed by Hon’ble Supreme Court from time to time, the Ministry of
Environment and Forests came up with detailed guidleines for preparation of Working Plans in
the form of the National Working Plan Code, 2004, which was further revised as the National
Working Plan Code 2014, which is available on the Official Website of the Ministry. The
concerned Authorities must ensure that the directions given in the National Working Plan
Code, 2014 are followed in letter and spirit at all levels.
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52.02

52.03

—— CHAPTER 52 ——
JOINT FOREST MANAGEMENT, FOREST
DEVELOPMENT AGENCY ETC.

Joint Forest Management

The idea of Joint Forest Management was first mooted by the Central Government vide MoEF
letter dated 1st June 1990 addressed to the Forest Secretaries of all States. The objective was to
involve the village communities and voluntary agencies in regeneration of degraded forest
lands.

Accordingly, the Government of Maharashtra vide Resolution, Revenue & Forests Depitt.
No.SLF-1091/CR-119/91/F-11, dated 16th March 1992 took a decision to protect the degraded
and denuded forest by involving local communities and forming the Forest Protection
Committees. Benefits obtained after regeneration of such areas was to be distributed amongst
local stake holders as per the norms stated in the said G.R.

For strengthening the JFM activities, the Central Government issued further guidelines vide its
letters dated 21st February 2000 and 24th December 2002. Accordingly, Government of
Maharashtraissued revised G.R. Revenue & Forests Department No. MSC/2000/CR-143/F-2,
dated 25/04/2003. As per this decision, the forests within 2 kms of the village boundaries with
more than 40% density could be taken up under JFM. Similarly, participation of women was
alsoemphasised.

Government introduced a special action programme regarding increase of participation of
Women Self Help Groups (Mahila Bachat Gat) vide G.R. No. FDM-2010/CR-40/F-2, dated
29-06-2010. According to this, various forest works which are entrusted to JFMCs, have
preferably to be carried out through the Mahila Bachat Gats, as well, necessary assistance and
training have to be provided to the Mahila Bachat Gats in view of increasing their capacity.
Revised G.R. No. FDM-2011/CR-100/F-2, dated 5-10-2011 regarding JFM has been issued,
vide which JFMCs were brought within the ambit of Gram Sabha and maintenance of Forts in
Forest areas are also to be entrusted to JFEMCs, as well. Limitation of distance of village to
forest area is enhanced from 2 kms to 3 kms.

The guidelines for dovetailing the schemes of various departments under JFM were issued vide
G.R.No.FDM-2011/C.R.100/F-2, dt.22-12-2011.

Sant Tukaram Vana Gram Yojana

This is an incentive scheme for the Joint Forest Management Committees, introduced vide
Government of Maharashtra Revenue and Forest Deptt. G.R.No.FDM/2005/ CR-313/F-2,
dated 23/11/2006, modified subsequently vide G.R. dated 15/02/2008 and dated 15/05/2008.
The scheme provides awards at the state level as well as the District level. The district level 1st,
2nd and 3rd awards are of Rs.51,000/-, Rs.31,000/- and Rs. 11,000/~ respectively.

The JEMCs which have won st prize at the district level can take part in the state level
competition. The JFMCs having outstanding performance are eligible for the following state
level awards—

1st Prize - Rs. 10 lakhs and memento
2nd Prize - Rs. 5 lakhs and memento
3rd Prize - Rs. 3 lakhs and memento
Special award for the Marathwada ~ -- Rs. 1.51 lakhs.

National Afforestation Programme (NAP) and Forest Development Agency (FDA)

The Ministry of Environment and Forests has been assisting through the centrally assisted
schemes for promoting afforestation on degraded forests and adjoining lands including lands
adjoining National Parks and Sanctuaries. The operation of one of the ongoing schemes,



namely, Integrated Afforestation and Eco-Development Project Scheme (IAEPS) through
decentralized mode of Forest Development Agency (FDA) was approved by the Ministry on a
pilot basis. Accordingly, the Samanvit Gram Vanikaran Samruddhi Yojana (SGVSY) came
into existence and was implemented through FDAs during the 9th plan period. The scheme was
continued after pilot scale trial with a view to reducing multiplicity of schemes with similar
objectives, ensuring uniformity to funding pattern and implementation mechanism, avoiding
delays in availability of funds to the field functionaries and institutionalising people’s
participation in project formulation and its implementation. The scheme titled National
Afforestation Programme (NAP) has been approved for implementation during the 10th plan
period by way of merging centrally sponsored afforestation schemes. The scheme was
operated by National Afforestation and Eco-Development Board. MoEF as a 100% centrally
sponsored scheme during 11th Five Year Plan as well. The main institutional mechanism is as
under:

i.  FDAs are constituted at the Territorial Forest Divisions level only. FDAs are
registered societies under the Societies Registration Act, 1860.

ii.  Atthe grassroot level, the JFMCs are the implementing agencies.

iii. The Govt. of India has issued Revised Guidelines 2009 of National Afforestation
Programme for establishment of State Forest Development Agency vide letter
no.F.No.25.1.1/99-B-I1, dt.10th Dec. 2009.

iv. Accordingly, the Government of Maharashtra has issued Resolution
No.FDM2010/CR-38/F-2, dt.02-07-2010 to establish Maharashtra State Forest
Development Agency.

v.  The Maharashtra State Forest Development Agency has been registered under the
Societies Registration Act, 1860.

52.04  Following are the directives issued by Government from time to time related to the Joint
Forest Management---

Sr. no Subject Reference

I YA BT 9 el ARG ¥R, Heddl g g=fam,
oo Al @ URIUeUt—1091 / W3
119 /H—11 f&.16 579, 1902

2 Guidelines for strengthening of Joint Govt, of India, Mini stry of
Fo res t Management (JFM) Epvironment and Forests (Forest
Programme Protection Division) No.22-8/2000-

JEM(FPD) dated 2 1st February, 2000

3 Strengthening of Joint Forest Ggvt. of India, Ministry of
Management (JFM) Programme Environment and Forests (Forest
Protection Division) No0.22-8/2000-
JEM(FPD) dated 24th December,

2002

4 TTATOTET HEHRT a1 STaeRITa HERTE O, Hedd g gwfdw,
e U sh.uETERil / 2000 / W5

143 / %—2 2. 25.04.2003

5 VTh O SIARITOS HIUBhATT HiRem AENTE AN, HEwel 9 aeidur,
qad TTetan GEdET grefavarard) fasy e Pl muwsitE-2010 / .
il P 40 / %2 1%.29.06.2010
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Subject

Reference

6 YH 99 I A WERTS Wi, "HEge 9 gefavn,
JSHCIH T YTl et add 99 v 5.UwmSiua—2011 / Wb
qEEETT rTeledt e fheead wad 100 /w2 f25 sifaeER, 2011
T,

7 WYW F9  HIRUA  HIAHH HERTE UTHH, Hegel 9 defdwnT,
JuRRerdtar  famre wrdwmarEn o uRusE HUESYHE—2011 /K.
SfHEgSTTguR BT Arieid gaar 100 /w2 {322 /12 / 2011

8 A TR TTH AT BN WA, HEgel 9 dHiaun,

e AT B UHSITE—2005 / W
313 / %—2 {€.23.11.2006

9 el GHRH G AToT] RIS, WA, Hexjel 9 qAfau,

TR Tegal uEe AU & UwSIeH—2005 / 9.5
313 /%2 f&.15.02.2008

10 WQCDNIH CEPVIE RIS G HeRT  FATHA,  Heicl q Cl"ii?i*'ll‘l,

G TRga—2 o v & UweIgH—2005 / W5
313 /F—2 1€.15.05.2008
11 TSI FAIhROT BRIHH AT FERIE 9794, HAsgel 9 i,

o ghfaend ooy (SFDA)
RITGT

s Avfy s uwdivs 2010 /W5
38 /%2 f2.2.7.2010




53.03

—— CHAPTER 53 ——
CENTRAL EVALUATION UNIT

Objectives

The Central Evaluation Unit was created as per the Government Resolution No., FST 72976/
101293/Z Dated-09/05/1967 for evaluating works implemented by the Forest Department. The
main objectives for creating the Evaluation unit were,

(i) Tocarry out periodic evaluation and assessment of works

(i) Tomake physical assessment in regard of quality of the works done and

(iii) Tosuggest modifications to the techniques

Evaluation Code

To bring uniformity in the work of evaluation, the Evaluation Code was prepared in the year
1969. Though, previously evaluation was envisaged for only the plan works, later on, its scope
was extended to other works too. It deals with the technical matters and evaluates various
schemes such as the plantation of valuable trees, establishment of nurseries, forest
communications, mechanized logging, plantation of fuel wood species, bamboo, general
utility timber, roads, communication and building works under other schemes etc. Evaluation
Code also deals with the methodology for sampling, data collection, field inspections,
maintenance of records etc.

The Annual Reports are published by the Evaluation Wing in respect of different kinds of

works executed by the Forest Department. Efforts must be made to refer these Reports for
further improvement in the execution of respective works.
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54.01

—— CHAPTER 54 ——
FOREST POLICY

National Forest Policy, 1894

The First National Forest Policy was declared vide Circular No. 22-F Dated 19th October,
1894. The main features are summarized as under—

The sole object with which State forests area administered is the public benefit. In some
cases the public to be benefited are the whole body of tax-payers; in others, the people of
the tract within which the forest is situated; but in almost all cases the constitution and
preservation of a forest involves, in greater or less degree, the regulation of rights and the
restriction of privileges of user in the forest area which have previously been enjoyed by
the inhabitants of its immediate neighbourhood. This regulation and restriction are
justified only when the advantage to be gained by the public is great; and the cardinal
principle to be observed is that the rights and privileges of individuals must be limited,
otherwise than for their own benefit, only in such degrees as is absolutely necessary to
secure that advantage.

Classification of Forests and their management- It was not intended to make any
attempt to classify forests under one or other following categories, as some forests may
occupy intermediate positions, and parts of one and the same forest may fall under
different heads. Fullest consideration must be given to local conditions.

Sr.ne Category Features Policy for management
1 Forests for On hill slopes Must be preserved for protection from the
preservation devastating action of hill torrents on the

cultivated plains that lie below them.

2 Commercial ~ Large tracts I. Should be managed as source of
purposes having revenue for the State.
valuable 2. Every reasonable facility should be
timbers like  afforded to the local inhabitants for
teak, sal, their bonafide needs like, grass and
deodar and grazing for their cattle, edible forest-
likes produce for their own consumption.

3. Considering the increasing
population in India, wherever an
effective demand for culturable land
exists and can only be supplied from
forest areas, the land should
ordinarily be relinquished without
hesitation.

4, When cultivation has been
established, it will generally be
advisable to disforest the newly-settled
area.

5. There is nothing in the Forest Act, or
in any rules or orders now in force,
which limits the discretion of Local
Governments, without previous



Sr. no

Category

Features

Policy for management

reference to the Government of India

(though. of course, always subject to

the control of that Government) in
diverting forest land to agricultural
purposes even though that land may
have been declared reserved forest
under the Act.

6. System of shifting cultivation, which
denudes a large area of forest growth
in order to place a small area under

crops, costs more to the community
than it is worth, and can only be
permitted, under the regulation, where
foresttribes dependonitfor their
sustenance.
7. Cultivation must not be merely
nominal, and anexcuse forthe creation
of pastoral or semi pastoral villages,
which do more harm to the
cultivation must not be allowed to
extend as to encroach upon general
forest needs of the country, or the
reasonable forest requirements, present
and prospective., of the
neighbourhood in which itis situated.

Minor Forests

Tracts
producing
inferior
timber

1. The first object to be aimed at is to
preserve the wood and grass from
destruction; for user must not be
exercised so as to annihilate its
subject, and the people must be
protected against their own
improvidence.

2. The second object should be to supply
the produce of forests to the greatest
advantage and convenience of the
people.

3. To these two objects, all
considerations of revenue should
ordinarily be subordinated.

4. The Government of India has no
intention whatsoever, to forego all
revenue from the large area that are
valuable chiefly for the fuel and
fodder which they yield. When the
tract can afford only grazing and the
only supply of fuel to the villages
around them, the necessity of such
villages must be treated as paramount
and must be satisfied at the most
moderate rates and with as little
direct official interference as
possible. However, where they have
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iii.

Sr.ne  Category Features Policy for management

ample pasture grounds attached to
their own cultivations and the Crown
lands merely supplement these
pastures, and afford grazing to
nomadic seasonal herders,
Government may justly expect to
reap a fair income from its property.

5. Itwill often be advantageous to fix the
grazing demand upon a village or a
nomad community for a year or a

term of years.
4 Pastures lands  Primarily I. Tt is often convenient, indeed, to
grazing declare them forests in order to
grounds obtain a statutory settlement of rights

which the State on the one hand, and
private individuals or communities
on the other, possess over them. But it
by no means follows as a matter of
course that these lands should be
placed under the management of the
Forest Department.

2. While the enormous areas over which
they are scattered and the small
number of the controlling staff render
elfective supervision most difficult.

3. The principles, which have already
been laid down for the management
of minor forests apply, if possible,
with even greater force to these class
of forests.

The Governor General in Council desires, therefore, that with regard both to fuel and
fodder preserves and to grazing areas pure and simple, and specially to such of them as lie
in the midst of cultivated tracts, it may be considered in each case whether it is necessary
to class them, or, if already so classed, to retain them as forest area; and if this question is
decided in affirmative, whether it would not be better to constitute them protected rather
than reserved forests.

Such are the general principles which the Government of India desires should be
observed in the administration of all State forests in British India. The Government of
India is fully aware that the detailed application of these principles must depend on
infinite variety of circumstances which will have to be duly weighed in each case by the
local authorities, to whose discretion the decision must be left.

The Government of India will cordially support Local Governments in recognizing and
providing for local requirements to the utmost point that is consistent with Imperial
interests. Where Working Plans are framed, the provisions necessary for this purpose
should be embodied in them. The exercise of rights that have been recorded at settlement
will necessarily be provided forin these plans. Where further concessions are made by the
way of privilege and grace, it will be well to grant them for some such limited period as
ten years, so that they may. if necessary, be revised from time to time as the circumstances
on which they were moulded change.



54.02

54.03

National Forest Policy, 1952

L.

(%]

After commencement of the Constitution, the Ministry of Food and Agriculture vide
Resolution No. 12-1/52-F dated 12th May, 1952 declared the new Policy. The relevant
extract of the Policy is reproduced as under—

During the interval that has since elapsed, developments of far-reaching importance have
taken place in the economic and political fields. The part played by forests in maintaining
the physical conditions in the country has come to be better understood. The country has
passed through two World Wars which disclosed unsuspected dependence of the defence
on forests. The reconstruction schemes such as river-valley project development of
industries and communications lean heavily on the produce of forests.

While the fundamental concepts underlying the existing forest policy still hold good, the
Government of India consider that the needs have now arisen for a re-orientation of the
forest policy in the light of the changes which have taken place since it was enunciated.

Vital National needs- The National Forest Policy of India is formulated on the basis of

six paramount needs of the country, namely—

(i) the need for evolving a system of balanced and complementary land-use, under
which each type of land is allotted to that form of use under which it would produce
most and deteriorate least;

(ii) The need forchecking—

(a) Denudation in mountains regions, on which depends the perennial water supply
of the river system whose basins constitute the fertile core of the country.

(b) The erosion progression apace along the treeless banks of the great rivers leading
to ravine formation, and on vast stretches of undulating wastelands depriving the
adjoining fields of their fertility.

(¢) The invasion of sea-sands on coastal tracts, and the shifting of sand dunes, more
particularly in the Rajputana desert;

(iii) The need for establishing tree lands, wherever possible, for the amelioration of
physical and climatic conditions promoting the general well being of people;

(iv) The need for ensuring progressively increasing supplies of grazing, small wood for
agricultural implements, and in particular of firewood to release the cattle dung for
manure to step up food production;

(v) The need for sustained supply of timber and other forest—produce required for
defence, communications and industry;

(vi) The need for realization of the maximum annual revenue in perpetuity consistent
with the fulfilment of the needs enumerated above.

Classification of Forests

(A) Protection forests, i.e. those forests which must be preserved or created for physical and

climatic considerations.

(B) National forests, i.e. those which have to be maintained and managed to meet the needs

of defence, communications, industry and other general purposes of public importance.
The basic policy. must be to attain national self-sufficiency in these vital supplies.
Cultivation should not be permitted to encroach upon these valuable timber-bearing
forests. The solution of food problem of an ever-increasing population must be sought
primarily in intensive cultivation and not in weakening the very basis of national
existence by encroaching upon such forests.

(C) Village forests, i.e. those which have to be maintained to provide firewood to release

cow-dung for manure, and to yield small timber for agricultural implements and other
forest produce for local requirements, and to provide grazing for cattle. The supply for
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54.06

such requirements should be made available at non-competitive rates, provided they are
utilized by the villagers themselves and not traded in. These considerations render the
entrusting of the management of village forests to panchayat. without appropriate
safeguards, a hazardous undertaking as has been demonstrated in some of the States. The
cooperation of panchayats should be enlisted in the protection and creation of village
forests, and in the distribution of forest produce assigned to meet the needs of the local
population, but not at the cost of economy and efficiency. While the profit motive in the
management of these forests should be relegated to the background, there is no
justification for allowing them to become a burden on the general tax-payers. The
expenses for development and maintenance of such forests must come from their own
income.

(D) Tree-lands, i.e. those areas which though outside the scope of the ordinary forest

management are essential for the amelioration of the physical conditions of the country.
The Land Transformation Programme of the Government of India envisages the planting
of 30 crores of trees in ten years; but this number is very far from about 2,000 crores of
trees, which would be necessary to restore the hydrological nutritional balance of the
country. The creation of forests by State Forest Departments on such an elaborate scale is
ruled out at present by lack of funds and trained personnel. The only way in which some
progress can be achieved is by making the whole nation ‘tree conscious’. Such
consciousness will stimulate private efforts at tree planting as has been demonstrated by
the success of the National Vana Mahotsava movement. The new Forest Policy,
therefore, envisages a concerted and supreme effort on the part of various Governments
and other agencies towards planned afforestation with a view to the enlargement of
treelands.

Following two considerations, plausible, no doubt, at first sight, but if given undue weight to ,
destructive of national well being.

i

Neighbouring areas are entitled to a prior claim over a forest and its produce

Such use, should in no event be permitted at the cost of national interests. The scientific
conservation of a forest inevitably involves the regulation of rights and the restriction of
the privileges of user, depending upon the value and importance of forests, however
irksome such restraint may be to the neighbouring areas. The needs of the local
population must be met to a reasonable extent. national interests should not be sacrificed
because they are not directly discernible, nor should the rights and interests of future
generations be subordinated to the improvidence of the present generation.

Agricultural requirement has a preferential claim over forest lands-

The old policy, which envisaged the relinquishment subject to certain safeguards
honoured only in their breach. of even valuable forest land for permanent cultivation, has
resulted in general deterioration of physical conditions to the detriment of national
interests, and must therefore, be givenup.

Control of Private Forests

Private ownership of forests must be regulated in the national interests so that the
indiscriminate exercise of individual rights may not prejudice, or endanger general welfare. It
is required that their control and management should be strictly regulated, and where that
cannot be done they should be taken over by the State Government by effective legislation.

Proportion of forest areas

India should aim at maintaining one-third of its total land area under forests. As an insurance
against denudation a much larger percentage of the land, about 60 percent should be kept under
forests for their protective functions in the Himalayas, the Deccan, and other ground is flat and
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54.08

54.09

54.10

54.11

54.12

54.13

erosion is normally not a serious factor, the proportion to be attained should be placed at 20
percent; and in view of the pressure of agriculture, effort at the extension of treelands not
suitable for agriculture.

Wild Life

The National Forest Policy emphasizes the need for affording protection to the animal
kingdom and particularly to rare species such as the lion and the great one-horned rhinoceros,
which are fast disappearing. While the damage caused by such predators as wild pigs, game and
porcupine cannot be denied, the necessary therefore that bird and animal life should be
controlled by special laws and rare fauna preserved by setting up sanctuaries for large-scale
national parks. For this purpose, a Central Board for Wild Life has been constituted by the
Government of India in the Ministry of Food and Agriculture, vide Resolution dated 4th April,
1952.

Grazing

There are indeed circumstances in many regions where a moderate amount of grazing does
little direct harm, and may even do a great deal of indirect good in reducing the risk of fire and in
suspending regression at desirable stage. But efficient forest management requires that grazing
should be regulated as regards the time and place, as also the number of cattle admitted.

Sheep and goats

The damage to young plants caused by these animals is often irreparable and their admission
into the forests is incompatible with the aims and objects of forest management. The creation of
special fodder reserves under the strict rotational control is indicated for the purpose.

Shifting Cultivation

Shifting cultivators require persuasion, not coercion: a missionary, not an authoritarian
approach.

Forest legislation

So far as forests under the control of the Central Government of Part A States are concerned,
adequate forest legislation exists in the Indian Forest Act and the Madras Forest Act. In some of
the Part B States, there are forest regulations having the force of law. But there are some Part C
States where forest laws do not exist. It is necessary, therefore. that State without a proper
Forest Act should enact legislation at an early date on the lines of the Indian Forest Act, or
validate that Act for their territory. Several States have already enacted legislation for the
control of private forests; it is desirable that States which have no such laws should enact them
early. While framing legislation for private forests, States should not overlook the need for
providing adequate staff for enforcing its provisions.

Emphasis was laid upon the Forest education, Training of Field Staff, Forest Research and
coordination with industries etc.

Popular goodwill, co-operatives and forest workers

No forest policy, however well intended and meticulously drawn up, has the slightest chance of
success without the willing support and cooperation of the people. The recognition of their
rights to forest produce at concessional rates, or free of royalty is not only by itself enough. Tt is
necessary to instil in the people a direct interest in the utilization of forests. Intermediaries who
exploit both the forests and local labour for their own benefit may with advantage be
supplanted gradually by forest labour co-operative societies which may be formed to suit local
conditions.
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Forest Budgets

States must ensure steady flow of funds for sustained forestry operations to ensure the
replacement of what is removed annually, improvement of remaining crops, development of
communications for opening up remote areas, and protective measures. The creation of a
sinking fund. therefore, by investing a portion of the revenue in Government securities, more
particularly during boom years, would not only ensure availability of funds for replacement
and development costs, but may also be made to act as an equalizing fund to be drawn upon in
lean years to prevent a fall in revenue. The immediate profit motive should be ruled out,
because this urge may endanger the supply of large and special timber for defence and industry
and lead to a disturbance of climatic conditions seriously affecting agriculture.

Policy on enunciation of general principles

While the discretion of State Governments to regulate the details of forest administration in
their respective territories is left unfettered, the general principles as stated above in paramount
national interests, be observed by them in framing their policies and legislations for the
conservation of their forest resources.

National Forest Policy, 1988
The 1952 Forest Policy was revised and the new Policy under the title of the National Forest
Policy, 1988 was declared in the year 1988, which is in force, till date.

|Annexure 54.01]
Maharashtra Forest Policy, 2008
Based on the recommendation of the National Forest Commission that each State should have

its own Forest Policy, the State Government vide Government Resolution No. TRS-1098/CR-
190/F-6 dated 22nd September, 2008 has declared the State Forest Policy, 2008.
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ANNEXURES



— ANNEXURES —

VOLUME I
Sr.no Annex, Paragraph Category Year/Date Page
CHAPTERI1
| No Annexure
CHAPTER2
2 No Annexure
CHAPTER?3
3 No Annexure
CHAPTER 4
- 4.01 4.01.02 Authorities to appoint through GR 19.11.2016 399
nomination, promotion and
deputation
5 4.02 4.17 Forest Area Register: Standing 29.11.2002 401
Instructions to update the Qrder &
records in Form No. | Form
6 4.03 4.21 Function and Duties of  Order 27.09.2012 405
Administrative Officers and
Office Superintendent
CHAPTERS
7 5.01 5.04 Sanctioned strength of Forest GR 13.09.2019 409
Department
CHAPTER6
8 6.01 6.03.03 Recruitment Rules for Assistant Notification 12.03.1998 431
Conservator of Forests
9 6.02 6.03.03 Recruitment Rules for Assistant Notification 02.07.2008 438
Conservator of Forests
(Promotion and Nomination)
10 6.03 6.03.03 Recruitment Rules forthe DFO  Notification 22.11.1984 440
11 6.04 6.04 Recruitment Rules forthe RFO  Notification 05.02.2015 441
12 6.05 6.10 Guidelines regardjng accepting GR 02.12.1997 448
the resignation of Government
Employee
CHAPTER7
13 7.01 7.01 (vi)  Rules for the Departmental Rules 28.06.1971 453
Examination for Gazetted
Forest Officers recruited
directly
14 7.02 7.02 Departmental Examination for Rules 05.12.1980 463
Clerks and Accountants
15 7.02A  7.01 (vit)  Syllabus Letter 17.11.2017 471
16 7.03 7.03 Administrative Department to  Cjrcular 22.09.2020 475
Conduct Departmental
Examination
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Sr.no Annex. Paragraph Details Category Year / Date

CHAPTERS

17 No Annexure
CHAPTERY

I8 9.01 9.21 Heads of Office, Regional GR 11.08.2011 477
Heads of Oftice

19 9.02 9.21 (a) ACFs as Heads of Offlce GR 03.09.2014 479
CHAPTER 10

20 No Annexure
CHAPTER 11

21 No Annexure
CHAPTER 12

22 12,01 12.04 Regulations  for Use of Fire GR 08.03.2002 494
Arms

23 1202 12,05 Use of Fire arms after sunset [ eger 06.12.2005 504
and out of RF and PF

24 1203 1206 Lrotection extended to forest \o.qiion 19.09.2006 506

officers u/s 197(2) of the Code
of Criminal Procedure

CHAPTER 13

25 13.01  13.04 Rules regarding Advances to Ruyles 19.08.2014 507
Contractors and Workmen

CHAPTER 14
26 No Annexure
CHAPTER 15

27 15.01 15.08 Recruitment on Compassionate GR 21.09.2017 510
Ground Circular 04.08.2018

CHAPTER 16
28 No Annexure
CHAPTER 17
29 No Annexure
CHAPTER 18
30 No Annexure
CHAPTER 19

31 19.01 19.02 Powers for granting GR 30.09.2011 540
Administrative and Technical
Sanction for Forestry Works
and Works to be executed under
Working Plan

32 19.02  19.02 Financial Powers in respect of GR 30.09.2011 545
fixing Upset Price for sale of
forest produce, Revenue
Receiptsetc.




Sr.no Annex. Paragraph Details Category Year / Date

33 19.03  19.02 Delegation of Financial Power GR 30.09.2011 551
for granting Administrative and R&FD
Technical Sanctions for Civil
Works

34 19.04  19.02 Delegation of Financial Power GR 16.12.2015 557
for granting Administrative and PWD
Technical Sanctions for Civil

Works
35 19.05 19.03.03  Unified Depot Sale Conditions GR 29.04.1986 559
for Sale of timber etc.
And Further amendments GR 15.01.2020
36 19.06  19.05.03  Allotment Coupes to FLCS for GR 20.11.1993 577
.05 (ii) harvesting
37 19.07 19.05.03  Allotment Coupes to FLCS for GR 24.12.93 581
{05 (i1) harvesting
38 19.08 19.05. NOC from Forest Department Circular 23.09.1986 583

03.05 (ii)  for registering FLCS with Co-
operative Department

39 19.09 19.03. NOC to FLCS to be newly Memo 28.08.1985 384
03.05 (ii1) created
40 19.10 19.05.03  Allotment of Coupes to FLCS Circular 10.02.1987 585
{05 (1v) for working in different
Divisions
41 19.11 19.05.03  Allotment of Coupes to FLCS- GR 23.08.1985 588
.05(v) Utilization of Welfare Incentive
Fund Procedure Regarding
42 19.12  19.05.03.  Allotment of Coupes to FLCS: Circular 29.07.1994 595
05 (vi) Settlement of final Accounts
43 19.13  19.05.03. FLCS Employees- Pay Scales- GR 16.08.1983 598
05 (vi))  Revision of—
44 19.14 19.05.03  Expenditure admissible to GR 27.09.2012 601
L05(vii) FLCS with reference to
(viii) Travelling Expenses
45 19.15 19.05.03 Demand of FLC-Grant of GR 29.09.1969 604
05 (ix) Expenditure for welfare
activities
46 19.16 19.08 (i)  Allotment of Grass Kurans GR 08.11.1971 606
47 19.17 19.08 (i)  Allotment of Grass Kurans GR 29.10.1976 609
48 19.18 19.08 (iv) Sale of Grass Kurans on Forest 20.10.1989 610
Land
49 1919  19.1201 Committee under GR 07.10.2013 612

Chairmanship of PCCF in
respect of procedure about e-
Auction
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50 1920 19.14 (ii) Payment terms regarding GR 12.02.1987 614
conversion of firewood to
charcoal

51 19.21 19.14 (iii) Rate of Ground Rent of Timber, Circular 22.09.1986 616
Charcoal, Firewood and
Bamboo

52 19.22  19.14 (iv) Ground Rent for bamboo Letter 11.09.1990 620
Bundles

53 19.23 19.14 (v)  Furnishing Demand Draft Circular 09.07.1991 621
before Forest-Officer to be
reckoned as date of payment

54 19.24 19.14 (vi)  Acceptance of offers below the Order 29.07.1974 622
sanctioned price

55 19.25 19.14 (vii) Time-limit for sanction of lots Circular 25.02.1991 623
ontwo-war 29.09.1994

56 19.26 19.15 Stoppage of Contractor System Letter 04.05.1981 625
in harvesting works

57 19.27  19.16 NOC for charcoal manufacture  GR 19.02.1992 626

58 19.28 19.17(i) The Maharashira Land Rules 1967 627
Revenue (Regulation of right to
Trees Etc.) Rules 1967

59 19.29 19.17(ii) The Maharashtra Land Rules 1969 630

Revenue (Disposal of
Government Trees, Produce of
Trees, Grazing and Other
Natural Products), Rules 1969

60 19.30  19.18 (ii) Timber and Hard Wood supply Letter 11.11.1980 632
from Government Depot
61 19.31 19.19 Grading Rules for Circular 06.10.1978 633
19.32 Classification of Timber I_,ogs Letter 03.03.1984 639
19.33 Letter 03.06.2003 641
62 19.34 19.20 Uniformity in harvesting of Circular 30.10.1986 645
timber pieces
63 19.35 19.21 (i)  Procedure for Nistar Material Memo 04.01.1969 653
64 19.36 19.21 (ii) Bamboo Supply to buruds and GR 30.05.1997 657
(a) bamboo craftsmen families in
Vidarbha
65 19.37  19.21 (ii) Bamboo Supply to buruds and GR 05.12.2014 660
(a) bamboo craftsmen families in
Vidarbha
66 19.38 19.21 (ii) Procedure for supply of Letter 30.05.1997 663
(b) bamboo on nistar
67 1939 19.21 (ii)  Guidelines for registration of Letter 29.09.1997 673

(c) bamboo cooperative society
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