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Financial Regulations ~ Local

These Regulations are supplementary to the Regulations for
His Majesty's Colonial Services (Chapter V - Finance)
SECTION 1. — GENERAL DUTIES or
ACCOUNTING OFFICERS
1. The Treasurer is the Chief Accounting Officer, and

the financial and accounting operations of the (iovern-
ment are under his general management and supervision,

A “Sub-Accountant” is an officer entrusted with the
receipt, custody and disbursement of public money, whose
receipts and disbursements are of a general character
and are not confined to transactions rclating  to  any
particular department, i

3. “n “Accounting Officer” means any llead of De-
partiient, Imprest Ilolder, Collector of Revenue or other
offic having monetary or financial responsibilities
direc ly eonnected with or arising from his official dutics:
and for the purposes of these regulations will include a
Sub-Accountant.

4. The responsibility of the Treasurer is defined in

C.R.205.

5. Accounting Officers are personally and pecuniarily

= responsible for the due performance of the financial dutics
| of their departments or offices, for the proper eollection,
| custody and disposal of all public money receivable by

| them, and for any inaccuracies in the accounts rendered
| by them or under their authority.

6. It is the duty of Accounting Officers, in so far as
the following requirements may be applicable to their
particular duties:—

(1) To exercise supervision over the receipt of public
revenue and as far as possible to seccure its punctual
collection ;

(2) To bring promptly to account, under the proper
heads and items, all money, whethcr revenue or
other receipts, paid into the Treasury or accounted
for to them;

|
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{3) To scc that proper provision is made for the safe
keeping of all public money, sceuritics, stamps, stamp-
dies and counterfoil receipts and licences;

() To exercise supervision over all the officers of !hci;-
departments entrusted with the receipt or expenditure
of public money, and to take ]Jr_uc.mllnns. by the
maintenance of efficient checks, against the occurrence
of fraud, embezzlement or carelessness in connection
therewith;

{5) To take care that no payment is made \\'hi(:h is not
covered by proper authority expressed or referred to
on the voucher relating to it, and, in case of any
apparent extravagance or of any apparent defect in
the provision for a charge owing to the exhaustion
or absence of a vote, to call the attention of the
Treasurer in writing to the matter;

(6) Promptly to charge in their accounts under the
proper heads and items of estimate all disbursements
of the Government;

(7) Promptly to prepare all financial statements and
returns ;

{8) Promptly to reply to any queries addressed to them
by the Auditor, giving fully the particulars or
information desired.

7. It is the duty of the Police to see that no profession,
trade, industry, or business for which a licence is required
by law is carried on without such licence,

SECTION 2.— AUTHORITY FFOR EXPENDITURE

10. The complete authority requisite for expenditure
from public funds consists of :—

(1) A vote of enactment of the legislature; and
(2) The sanction of the Secretary of State.

11. The authority thus conveyed is addressed solely to
the High Commissioner, and “the Treasurer is strictly
prohibited from making any payments, or accepting any
charge on his accounts (notwithstanding that the services
to which they relate may be duly ]')rnvidod for in the

Estimates or Appropriation Law), unless authorised so
to do by:—
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(1) General Warrant, under the hand of the Iigh Com-
missioner or the Chicf Secretary signing “By
Command”, or

(2) Special Warrant, signed in like manner.

12. The General Warrant authorises payment, when due, General Warrant.
of the personal emoluments and other services set out in
the schedule attached thereto. The Iligh Commissioner
may exclude from the General Warrant any items of
expenditure in the approved estimates.

13. A Special Warrant authorises expenditure not cover- Special Warrant.
ed by the General Warrant. It may be in respect of : —

(1) Works and services provided in the Estimates but
not included in the General Warrant, or

(2) Works or services not provided in the Iistimates or
for which there is inadequate provision.

I+, When the annual estimates have been passed by  Annual
the Legislature, and the appropriation law allowed by Ilis  Estimates.
Majesty, the expenditure of the year must be held to be
definitely limited and arranged.

15. Should however any further disbursements on account Power of High
of the service of the year be required, which could not Commissioner
have been foreseen and cannot be postponed without to approve
detriment to the public service, the Tligh Commissioner supplementary
may, by Special Warrant, authorise expenditure not ex- provision.
ceeding LP. 1,000 on any particular item without prior
reference to the Secretary of State, provided that the
proposal for the expenditure does not raise any question
of importance or principle. Special Warrants issued under
this authority will not be reported separately to the Secre-
tary of State, but will be included in the quarterly return.

16. The General Warrant will be prepared in triplicate Issue of General
in the Chief Secretary’s Office and copies filed in the Warrant.
Chief Secretary's Office, the Treasury and Audit Office.

17. Applications for Special Warrants will be prepared Applications far
by Heads of Departments on the prescribed form in  Special Warrants.
quadruplicate. One copy will be retained, and three copies
will be submitted through the Treasurer.

18. Special Warrants will be prepared in quadruplicate Issue of Special
in the Chief Sccretary’s Office and copies filed in the Wamanis.
Chief Secretary’s Office, the Treasury, Audit Office and
the Office of the Head of Department concerned.
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SECTION 8.—CONTROL OF EXPENDITURE

21. The General Warrant will be accompanied by a list
of officers responsible for the control and cxpenc}inu-e _of
the votes set out in the Estimates, and similar lists will
be furnished by the Chief Secretary to officers in charge
of votes.

22, Accounting Officers are prohibited frinn making any
payments, chargeable to expenditure, nol‘\\‘lthslemdlng:‘ l]l_;n.
the expenditure may be authorised by (eneral or Special
Warrant, unless they are authorised to do so by the
appropriate means set out hereunder :—

(1) Establishment Warrant ;
(2) Increment Warrant;
(3) Financial Allocation.

Where items in the Estimates under the sub-division
“Personal Emoluments™ are not subject to control by
Establishment Warrants, e.g. pay of police, prison warders,
guards, messengers, etc., [leads of Departments are required
to see that the provision is not exceeded without authority
either as regards the approved number of appointments or
the rates of salary and wages.

23. Approval of all new appointments to, and promo-
tions or transfers in, the graded Services, will be conveyed
by Istablishment Warrants signed by the Chief Secretary.

24, At the commencement of each year Heads of Depar-
tments will furnish the Treasurer with a revised Iistabli-
shment list, in the prescribed form, of the personnel
employed in their department.

25, Increments to salary will not be paid unless author-
ised by Increment Warrants signed by the Chief Secretary.
Increment Warrants will be submitted by Heads of
Departments, monthly, in respect of all increments falling
due within the particular month. In cases where increments
are not recommended a separate report should be made
in each case.

. 26. Establishment and Increment Warrants will be issued
inquadruplicate, one copy being retained by the Chief
Secretary and the others sent to the Treasury, the A uditor,
and the Head of Department,

27. I-Ieafls of Departments will keep Departmental Vote
Accounts in such form as will clearly shew at any time:—
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(1) The amount of each Vote and the allocations to
officers authorised to incur expenditure,

(2) The amount of each Vote, the expenditure actually
defrayed, and outstanding liabilities,

28. Officers to whom a Financial Allocation is issued Vote
will record in their Vote Books the Flead and Sub-Ilead Accounis
of expenditure, the number and amount of the Financial E.’;lé?ﬁhcers
Allocation, the expenditure actually defrayed and commit- }-'in;.“cs}"_-”
ments. A separate account will be kept in respect of cach  Allocations.
Financial Allocation.

29. The Treasurer will kept a Vote Account in which Vote Book
will be recorded the allocations by ITeads of Departments by Treasurer,
in respect of all votes subject to control by Financial
Allocation.

30. Expenditure, as under, will be subject to control by  Financial
IFinancial Allocations :— Allocations.

(1) All items in the Estimates under the sub-divisions
“Personal Emoluments” which are in the nature of
open votes,

(2) All items in the Estimates under the sub-divisions
“Other Charges', and

(3) Any similar items approved by Special Warrant.

1. Financial Allocations will be made on the prescrib- Form and
ed form by the Officer responsible for the control of the issue of
vote. Copies will be sent to:— pinancil
Allocations.
() The Treasurer, who will thereby be able to supervise
the expenditure,

(2) The Officer authorised to incur expenditure who is
strictly limited to the amount of the allocation, and

(3) The Sub-Accountant at the station of payment.

82, A separate form must be used in respect of cach Separate
IHead of Estimates andf or allocations to each officer author- forms to
ised to incur expenditure; but the number of items which be used
may be inserted in respect of the same Head of Estimates 'c:sg:"ﬂ'"
is not restricted. Allocations for the following purposes i
must be inserted in separate forms:—

(1) To cover indents on the Crown Agents or on Agents
or Firms outside Palestine (including freight, in-
surance, etc.);

(2) To cover Public Works Extraordinary (including
the issue value of Unallocated Stores);
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(3) To cover l.oan Expenditure (including the issue
~ value of Unallocated Stores).

33. In the case of recurring expenditure, (e.g., Minor
Works, Current Repairs, Transport and Travelling IEx-
penses, etc., etc.), Heads of Departments may not allocate
during each half year more than one-half of the amount
of the vote unless there arc special reasons for exceeding
the half-vearly proportion (e.g., lighting and heating in
winter time, maintenance of roads in the proper season,
etc.). Whenever practicable a portion of the vote must be
reserved at the beginning of each half-year to meet un-
foreseen contingencies. Explanations must be furnished to
the Treasurer for exceeding the half-yearly apportionment.
Officers in charge of Votes and Officers to whom Financial
Allocations are made must regulate the expenditure over
the period so as to avoid the premature exhaustion of the
Vote or Financial Allocation.

3+ The authority conveyed by [Iinancial Allocations,
except in the case of Works Extraordinary, lapses on the
last day of the financial year to which the allocation
relates.

3b. Officers to whom Tinancial Allocations are made
must quote on vouchers submitted by them to the Sub-
Accountant the number of the allocation controlling the
expenditure. The unexpended balance on any financial
allocation must be exhausted before a subsequent allocation
is quoted on payment vouchers. If two or more [Financial
Allocations are quoted on a voucher in respect of the
same sub-head of expenditure, the amount chargeable to
cach allocation must be specifically stated on the voucher
by the officer holding the allocation,

36. In the event of a Financial Allocation becoming
exhausted before the expiration of the period which it is
intended to cover, a full explanation in writing must be
furnished by the holder of the Allocation to the officer in
charge of the vote.

37. Transfers of the whole or any portion of an avail-
able balance may be effected on the prescribed form.

38. Heads of Departments and officers in charge of
votes will be notified by the Treasurer of the charges
incurred by the Crown Agents or other agents against
the votes under their control, in order that the exact

amount expended may be recorded in the Departmental
Vote Book,
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39. Every officer incurring expenditure under a Financial — Notification of
Allocation will furnish to the officer in charge of the vote, expenditure and
at the end of cach month, particulars of the expenditure commitments
actually defrayed and outstanding commitments incurred to officers
by him. Heads of Departments may require such returns controlling votes.
to be rendered by their subordinates at more frequent
intervals.

40. Overpayments rccovered may be credited in Vote Overpayments
Books to the Ilinancial Allocation to which they relate. recovered,

41. Officers in charge of votes must furnish the Treasurer, Financial
at the carliest possible date after the close of each year, Allocation for
with fresh IFinancial Allocations to cover indents remaining  Indents unpaid
unpaid at the end of the year. at end of year.

42. Accounting Officers prematurely exhausting votes or Liability of
Financial Allocations without authority will be liable to  Officers.
disciplinary action; and Accounting Officers incurring
expenditure in excess of Votes or Financial Allocations
in their control, and Officers incurring expenditure without
the written authority of the officer in control of the Vote
or Ifinancial Allocation, will be held personally responsible
and will be liable to be surcharged.

SECTION 4. — RECEIPTS
(Submission of Vouchers)

4D, Each receipt entry in the accounts must be vouched Receipts to
for on the form prescribed by law or regulation. be vouched.

46. Except as may otherwise be prescribed ordinary Receipt
receipt vouchers will be used in support of all receipts by  vouchers and
Sub-Accountants and, in the case of payments made ta supporting
them by Collectors of Revenue, the voucher will be schedules.
supported by a schedule giving the serial numbers of the
receipts, licences and certificates issued by the Collector
and the amounts received in respect of each sub-head of
revenue or other receipt. i

47. In the case of licences, certificates, etc., the fees for Schedule receipt

which are at uniform rates, a schedule voucher, in the vouchers.
prescribed form, will be used by the Sub-Accountant.
A separate schedule voucher will be used for each kind
of licence, etc., and the total amount received will be
entered at the close of each day in the cash book, the
entries in the voucher being initialled by the Sub-Accountant.
At the end of cach month the schedule voucher will be
totalled and verified by the Sub-Accountant with the entries
in the cash book and with the counterfoils of the licences,
etc.,, which have been issued by him.
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48. Tt is the duty of the Accounting Offlcer or person
paying in money to prepare and submit the llesoqu.'ary
receipt voucher to the Sub-Acecountant. In ‘l]lO case of
illiterates assistance must be rendered by the .Hub-:\(.:cou'nt.
ant, but such duty should not be delegated to the Cashier.

49. Accounting Officers must see that all vouchers
contain full particulars; that they are arithmetically correct;
and that they are signed, whenever possible, by the payers.

50. In all cases the gross amounts received must be
paid into or accounted for to the 'I'reasnr)". All charges
upon the revenue received will require authority, and should
appear as expenditure, supported by proper vouchers.

(Amendment of Vouchers)

51 Any alterations in receipt vouchers must be initialled
by the person by whom the voucher is signed.

(Examination of Vouchers)

52. Sub-Accountants will satisfy themselves that receipt
vouchers are in order in all respects.

(Classification of Vouchers)

83. A list of clasifications, subject to periodical revision,
will be furnished by the Treasurer for the guidance of
Accounting Officers. Care must be taken to see that vou-
chers are correctly classified.

54. Vouchers in repayment of advances must be classified
“Advances Repaid” followed by the title, and sub-title, if
any, of the account to which the advance was charged.

55. Vouchers in respect of ovirpayments recovered will
be classified “Overpayments Recovered”, followed by the
head and sub-head of expenditure to which the amount
was debited. In the case of overpayments recovered in
respect of expenditure defrayed in a preceding year, the
amount will be credited to revenue head Miscellaneous -
Sundries, but in the case of unfinished Works Extra-
ordinary any overpayment recovered will be credited to
the existing expenditure vote,

56. Vouchers in respect of insurance recovered will be
classified in the same manner as overpayments recovered.

(Numbering of Vouchers)

57. Receipt vouchers must be numbered consecutively
from No. 1 upward, monthly, in the order in which amounts
are received, and will be entered in the cash book accord-
ingly. In the case of schedule vouchers, the first receipt
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in respect of each will determine the number which must
be given to the voucher.

(Revenue and other receipts)

b8. (1) All officers, other than the Treasurer and the Receipts by
Sub-Accountants, who receive in their public capacity any  Accounting
duties, taxes, licences, fees, rent or other public money, Officers.
whether forming a portion of the revenue of Palestine or
not, are required to pay the whole amount of such money,
daily or at the earliest possible opportunity, either into
the Bank to the credit of the Treasurer, or to the Sub-
Accountant of the district,

‘M Heads af Departments or their local representatives
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DI VI LUE LOLIECIOr S cash book a receipt for the amount
taken over, which will be the full balance shewn. Le will
at the same time check the cash book, receipt vouchers
and schedules by the counterfoils of the receipts given by
the Collector, and he will record with the Sub-Account-
ant's date stamp the date of paying in on the back of
the counterfoil of the last receipt issued and will insert
thereon the total amount paid in. No Collector will be
paid any portion of his salary until he has accounted for
all money received by him.

60. Whenever a public officer not being a regular collec-  Receipts by
tor of revenue comes into receipt of public money, he will officers nof being
pay it to the Treasurer or the nearest Sub-Accountant regular collectors
without delay, obtaining a receipt for the amount so of revenue.
paid in,

'* Digitized by Birzeit University Library
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48. Tt is the duty of the Accounting O_fficer or person
paying in money to prepare and submit the necessary
receipt voucher to the Sub-Accountant. In ‘the casc of
illiterates assistance must be rendered by the Sub-Account-
ant, but such duty should not be delegated to the Cashier.

49. Accounting Officers must see that all vouchers
contain full particulars; that they are arithmetically correct;
and that they are signed, whenever possible, by the payers.

50. In all cases the gross amounts received must be
paid into or accounted for to the 'l‘rcasur,y, All charges
upon the revenue received will require authority, and should
appear as expenditure, supported by proper vouchers.

(Amendment of Vouchers)

51 Any alterations in receipt vouchers must be initialled
by the person by whom the voucher is signed.

(Examination of Vouchers)

52. Sub-Accountants will satisfy themselves that receipt
vouchers are in order in all respects.

(Classification of Vouchers)

03. A list of clasifications, subject to periodical revision,
will be furnished by the Treasurer for the guidance of
Accounting Officers. Care must be taken to see that vou-
chers are correctly classified.

54. Vouchers in repayment of advances must be classified
“Advances Repaid” followed by the title, and sub-title, if
any, of the account to which the advance was charged,

55. Vouchers in respect of overpayments recovered will
be classified “Overpayments Recovered”, followed by the
head and sub-head of expenditure to which the amount
was debited. In the case of overpayments recovered in
respect of expenditure defrayed in a preceding year, the
amount will be credited to revenue head Miscellaneous -
Sundries, but in the case of unfinished Works Extra-
ordinary any overpayment recovered will be credited to
the existing expenditure vote.

96. Vouchers in respect of insurance recovered will be
classified in the same manner as overpayments recovered.

(Numbering of V ouchers)

7. Receipt vouchers must be numbered consecutively
from No. 1 upward, monthly, in the order in which amounts
are received, and will be entered in the cash book accord-
ingly. In the case of schedule vouchers, the first receipt
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in respect of each will determine the number which must
be given to the voucher,

(Revenue and other receipts)

58.(1) All officers, other than the Treasurer and the Receipls by
Sub-Accountants, who receive in their public capacity any  Accounting
duties, taxes, licences, fees, rent or other public money, Officers.
whether forming a portion of the revenue of Palestine or
not, are required to pay the whole amount of such money,
daily or at the earliest possible opportunity, either into
the Bank to the credit of the Treasurer, or to the Sub-
Accountant of the district,

(2) Heads of Departments or their local representatives
will see that officers of their Departments entrusted with
the collection of revenue account for their total receipts as
prescribed in the preceding Regulation; and Heads of
Departments and Sub-Accountants will report in writing
to the Treasurer any failure on the part of such Officers
regularly to pay in and account for their collections.

(3) In the case of officers whose receipts are comparati-
vely small the Head of the Department may, in order to
avoid inconvenience entailed by frequent lodgements, approve
of the receipts being paid into the Bank or to the Treasury
or to the Sub-Accountant of the district twice weekly, or
wecekly, instead of daily, subject to the condition that if in the
interval the amount on hand exceeds £P.50 it will be lodged
forthwith.

() In the case of Tax Collectors, District Officers will
see that they bring in and account for their total receipts
weekly at least or at more frequent intervals in order to
avoid unduly large sums deing held by them.

b9. Sub-Accountants will give a receipt to Collectors  Receipts by
of Revenue for each amount paid to them; and in addition Collectors
to the counterfoil receipt issued, the Sub-Accountant will of Revenue.
sign on the Colleccor’s cash book a receipt for the amount
taken over, which will be the full balance shewn. Lle will
at the same time check the cash book, receipt vouchers
and schedules by the counterfoils of the receipts given by
the Collector, and he will record with the Sub-Account-
ant’s date stamp the date of paying in on the back of
i the counterfoil of the last receipt issued and will insert
| thereon the total amount paid in. No Collector will be
paid any portion of his salary until he has accounted for
all money received by him.

60. Whenever a public officer not being a regular collec- R?g‘einls by _
tor of revenue comes into receipt of public money, he will officers not being
pay it to the Treasurer or the nearest Sub-Accountant regular collectors
without- delay, obtaining a reccipt for the amount so of revenue.

i paid in,

'* Digitized by Birzeit University Library
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Gl. At any station where there is a branch of the
Government Bank sums due to the Treasury or other
Accounting Department will, whenever practicable, be
paid direct to the Bank to the proper account of (Govern-
ment. This should invariably be done when the amount
exceeds £P.50. In such cases the bank receipt together
with vouchers should be forwarded immediately to the Sub-
Accountant.

62. Collectors of Revenue will, whenever practicable,
avoid receiving any sum exceeding £P.50 by dirceting the
payer to pay the amount to the Bank or, should there be
no Bank, to the Sub-Accountant. This does not apply in
cases where revenue is receivable at places where there is
neither a Bank nor a Sub-Accountant.

68. Accounting Officers may not accept money for fecs,
etc., payable in adhesive revenue stamps. ‘The stamps will
be procured by the paver and affixed by him to the counter-
foil of the receipt or such other document as may be
necessary. The stamps will be promptly cancelled by the
Accounting Officer.

64. All cash, cheques or documents of value reccived
by public officers will be deposited as soon as possible in
the safes provided for the purpose, or paid into a bank.
Negligence in this respect will throw the entire responsi-
bility for any loss upon the officer concerned. No public
officer shall keep or allow to be kept in any Government
safe under his charge any money except public money or
such as by virtue of his office he is bound to receive and
account for.

65. Between the time of receipt and the time of payment
to the bank or Sub-Accountant, no public money shall be
made use of in any way whatsoever; nor will any officer
advance, lend or exchange any sum for which he is
answerable to the Government.

6. Should any Accounting Officer at any time experi-
ence difficulty in collecting money due from public officers

or others, he will at once report the circumstances
officially.

(Counterfoil Licences and Receipts)

67. Except where otherwise provided (such as sale of
Money and Postal Orders, Stamps, Railway tickets, etc.),
Accounting Officers must give receipts for every sum
paid to them. Receipts will not be issued in respect of
licences, since the licence serves also as a receipt,
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68. Accounting Officers must give receipts and licences Form of
from books of counterfoil or counterpart forms bearing  receipt
printed consccutive numbers. Printed tickets may be used
for particular purposes where so sanctioned.

69. Receipt or licence books must not be cut or divided, Books not to be
and the inner-foils and counter-parts must be kept intact cut or divided.
in the books.

70. The inner-foils of all receipts or licences must be Receipts to be
initialled by the issuing officer, The inner-foils or counter-  signed and
parts of receipts must, whenever practicable, be signed initialled.
by the payer.

71. Alterations in the inner-foils or counter-parts of  Alterations in
receipts or licences issued must, in all cases, be initialled Receipts.
by the payer; and it is the duty of the receiving officer
to see that this is done, failing which he renders himself
liable to be surcharged.

72. The reason for the cancellation of any receipt or Cancelled
licence must be briefly stated in writing on the back of receipls.
the inner-foil or counterpart, and any cancelled receipt or
licence must be securely affixed to the corresponding
inner-foil or counterpart.” If such receipt or licence is not
so affixed and cannot be produced, the officer responsible
will render himself liable to surcharge.

73. Accounting Officers will place a notice, printed in  Public Notice.
English, Arabic and Hebrew, in a conspicuous place in
each office, stating that a printed receipt must be demanded
for the exact sum of money paid.

(Stamp Duties)

74, The officers in whose custody stamp dies are held, Register of
will keep a Register of Documents in which will be Documents
recorded, under the several headings provided therein, the
necessary particulars of all documents submitted for
stamping with impressed stamps.

75. The entries in the Register will be numbered con- Entrics in
secutively from | upwards yearly, and the corresponding  Register and
number will be neatly inserted in ink in the corner of the documents to
document to be stamped. Forms, such as cheques or bills  be numbered.
of lading, will not be so numbered, but the number and
nature of such forms will be recorded in the Register.

76. Before stamping any document, the officer in charge Stamping of
of the stamp dies must satisfy himself that the proper  Documents.
amount of stamp duty has been paid and that such amount
was paid before the last day for stamping without payment
of penalty.
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77. Date plugs are provided, and the date should, in
all cases, be the actual date of stamping.

78. All penalties payable on stamping will be classified
under Revenue Head 111—Stamp Duties; and all other
penalties imposed for contraventions of the St:unlju Duty
Ordinance will be brought to account under Revenue
Head I1I-Lines and Forfeitures.

79. When documents are returned to a depositor person-
ally or to an authorised person, a receipt will in all
cases be obtained in the Register of Documents. Docu-
ments will not be returned to persons other than the
depositor except on the written authority of the depositor,
and such authority must be filed for reference. Should
delivery be made by post, the document will be sent
under cover of a registered letter. The office copy avith the
certificate: of posting pasted on the back) will be filed
for reference.

80. When a document has been returned to the depos-
itor, the officer responsible will initial the entry in the
Register of Documents.

(Court Fees)

81. Except as otherwise provided Court Iees will be
collected by means of impressed or adhesive court fee
stamps.

82, Court fee stamps will be obtainable only at the
several Courts as and when required for stamping of
documents actually tendered for the purpose. Such stamps
will not otherwise be sold.

83. All documents subject to court fees, other than
those chargeable with a fixed or non-variable fee, will be
assessed by the examining officer of the Court; and the
amount of fees payable will be certified by him on the
document. All such certificates will be duly initialled and
dated. For this purpose special rubber or metal stamps
will be supplied.

84. The examining officer of the court will record in
a Register, prescribed for the purpose, particulars of the
documents assessed and the fees payable.

85. The documents after the fees have been assessed
will be handed to the stamping officer of the Court who
will affix and cancel the necessary stamps on payment of
the amount by the party, and return the document duly
stamped to the party. No receipt will be given for the
value of stamps so purchased,
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86. In the case of documents chargeable with a fixed Documents
and non-variable fee (e.g. writs of summons) such docu- chargeable with
ments  will be issued from counterfoil books with the fixed fees.
amount of the fee impressed or printed on each document
and on the inner-foils or counterparts.

In the case of court fees in criminal cases such fees Fees in

will be received in cash and receipts issued therefor ; and  criminal cases.
similar procedure will be followed in the case of court fees

in criminal cases collected by officers of the District
Administration exercising the functions of Magistrates.

88. For the purposes of these regulations  standing im-  Imprests of

prests of approved amounts of Court Fee Stamps will be Stamps.
issucd by the Superintendent of Courts to each Court.
The amount realised from sales at out-stations will be
remitted to the Superintendent of Courts by non-encashable
Treasury Drafts and the amounts received in  Jerusalem
will be paid to him in cash. The stocks will be replen-
ished to the value of the drafts remitted and cash rececived
in respect of sale of stamps from time to time,

89. The Superintendent of Courts will pay into the Classification.
Treasury all drafts and cash received by him to the credit
of Revenue Head 1V—Court Fees.

90. All remittances of stamps will be sent by registered  Remittances
JOST, of Stamps by
e registered post,

SECTION 5.—PAYMENTS
(Submission of Vouchers)

93. All payments in the accounts must be vouched on  Payments to be
the proper form. vouched.

94, Vouchers for all salaries and allowances will be  Submisson
delivered duly certified by IHeads of Departments to the of claims,
Sub-Accountant three clear days at least before the last
day of public business in cach month. Any vouchers
delivered after the date prescribed will be liable to be
held over until the pay day of the following month.

95. Separate vouchers will, as far possible, be used for  Separate
separate sub-heads and for the payment of different ser- vouchers.
vices, especially in cases where cach  service has been
separately authorised. In the casc of salaries and allowances

payable to Banks on behalf of officers, separate vouchers

must be ysed for cach Bank or branch of the Bank,
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96. All vouchers must be clearly and explicitly worded
and must contain full pnrlicu];u's and authority in support
of the claim. The following particulars, as may be appli-
cable, must be inserted :—

(1) Name of claimant,
(2) Dates, numbers, quantities, distances. and rates,
(8) References to contracts,
(4) References to the numbers and dates of  deposit
vouchers in case of repayments,
(8) References to special authorities ¢e.g.. for advances
or any unusual payments),
(6) The appropriate authority for expenditure, as under:
@ Establishment Warrant (to be attached to first
pay vouchen),
M Increment Warrant,
© Financial allocation (the number of financial
allocation being quoted.

97 Advances repayable or any other sums recoverable
from payments due must be inserted in the payment voucher.

98. Annual salaries are payable in monthly instalments,
i.e. 1/12th of the annual rate. Salary for a broken period
of a month is calculated according to the number of days
in the particular month, ie. salary for 4 days in the
month of March will be 4/31sts of the monthly rate;
similarly 7 days in the month of April will be 7/30ths of
the monthly rate; similarly, 9 days in the month of
IFebruary will be 9/28ths of the monthly rate or 9 29ths
in a leap year.

99. Sub-Accountants must be furnished with a certified
copy of all contracts in respect of which claims are
submitted to them for payment, and such contracts must
be carcfully filed. A certified copy of such contracts must
also be forwarded to the Auditor. In the case of articles
purchased at contract rates or prices, the rates or prices
should be stated in the same terms as those used in the
contracts. The articles should be named in the order of
the schedule to the contract, and for articles not included
in the contract there should be a separate bill.

100. In cases where public officers present claims for
small payments made by them, sub-vouchers in the shape
of actual receipts must be produced whenever practicable.
In the absence of receipts, reimbursements will not be

allowed unless it is satisfactorily shewn that receipts
could not have been obtained,

101. The signature of the head of a department, or his
local representative, certifies to the accuracy of every
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deatil on the voucher. The officer certifying the voucher
will therefore be held responsible that the services sp@ci-
fied I}:wc been duly performed, that the prices charged
are either according to contracts or approved scales, or
fair and reasonable according to current local rates rthut
u}uthnrily has been obtained as quoted, that the crn]’]pum-
tions and castings have been verified and are arithmeti-
cally correct, that the person named in the voucher is
entitled to receive payment, and that the voucher has
been correctly classified, Care must be taken to strike out
the alternative words, in order that the certificate may be
made applicable. d

FINANCIAL REGULATIONS

AMENDING Siie No. 1.

F. Rec. 102.— Add : 7. Refund of Court Fees, Fines
or Costs.

1. Whenever in a civil or criminal case it appears
that Court Fees have been levied whether by error,
oversight, inadvertance or other reason in excess of
the scale of Court Fees at the time in force; or
whenever a criminal Judgment of any District Court
or Magistrate’s Court invelving a sentence of fine,
cosls or fees is set aside on appeal; or parl of the
fine, fees or costs are remitted, such fine, fees or
costs having already been paid to the Court before the
judgment of the Court of Appeal has been given, it
shall be competent for the Presiding Judge or
Magistrate, as the case may be, to order a refund of any
fees, fines or costs so collected to the person making
such payments.

2—{) An order for refund shall be addressed in
the prescribed form by the Presiding Judze or
Magistrate, as the case may be, to the Sub-Accountant
concerned.

(if) The order shall contain :—
(@) a reference to this regulalion ;

(b) date and number of the receipt voucher and
of the Daily Cash Book entry of Lhe original
payment ;

(c) a certificate that the refund has not been
previously made.

3. On receiptof the order duly completed as provided
for in the preceding paragraph, the Sub-Accountant
shall pay the amount ordered to be refunded to the
person concerned and obtain a receipt thereof,
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(iii) Motor or cab hire in towns —that the journey
has been made by the claimant on public duty
(stating nature of duty), that the rates of charge
are those ordinarily made in respect of the
class of vehicle plying for hire, and that the
distances stated in the claim are, to the best
of the claimant’s belief, accurate,

(2) Travelling Allowances - (in accordance with {he
special certificates printed on the vouchers).

(8) House Allowance—that the allowance claimed is in
accordance with General Regulations and is in res-
peet of premises actually leased and not sub-Jet by
claimant.

() Works contracts (certificate to be attached to voucher)
that the work has been properly done, and, in the

case of payment on account, that the cost of the
work performed amounts to £P. ('I\Eu: amount

FINANCIAL REGULATION

—_—

AMENDING SLIP No. 7 o 23.11.33
Financial Regq]ation 102(7), Section 5, page 16, is

amended by the insertion of the words Notary
Public Fees” aftap the words ‘Cour Fees” in the

second and fourth lines of th,
J,

e first raph of
Kmending Slip NE ITst paragraph o

DIOUgIIt oircrar BT e

= .
vide Stores Receipt Voucher No. of

(i} that the stores arc expendable and have not
been taken on ledger charge,

103. It is the duty of examining or paying officers and
sub-accountants to reject any claims that have not been
certified in accordance with the preceding regulation.

104, In the case of emoluments payable to a bank or
agent on behalf of an official who ig absent on lcave a
life certificate will be required,

105. The total amount of all vouchers should he written
In words as well as in figures.

106. Stamped facsimile signatures will not, in

€ any
Gircumstances, be accepted on original or duplic

ate vouchers,
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107. In the event of any unauthorised payment being
made in consequence  of an incorrect certificate on a
voucher, the certifying officer will be held responsible,
and the amount will be charged against him as an advance
recoverable out of any salary or allowance that may sub-
sequently accrue to him.

(Amendment of Vouchers)

108. Any alterations in payment vouchers must he
initialled by the officer certifying the voucher, or payce
as may be nccessary,

(Classification of Vouchers)

109. Tn the case of expenditure proper, both head and
sub-head of expenditure must be inserted, and the approv-
ed estimates or special warrants issued must be taken
as a guide.

110. Vouchers in repayment of deposits must be classified
in precisely the same manner as the receipt voucher on
which the deposit was made. This applies in particular to
the sub-head or the title of the account originally credited.
The Treasury receipt should, whenever practicable, be

TR g =eant vancher  which in all cases

AMENDMENT OF FINANCIAL REGULATIONS.

AMENDING Sup No. 14 of 3.5.34.

AMENDMENT OF FINANCIAL REGULATIONS.

AMENDING SLIp No. 21 or 925.4.35.

Section 5 — Revenue Refunded.

Page 17, Financial Regulation No. 111 as amended

by Slip No. 14 of 3.5.34 shall be further amended
as follows :—

The word “Sundries” in line 8 shall be deleted
and the words “Refunds in respect of revenue collected
in previous years”, substituted thersfor,
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L15. Before any voucher is paid at a T(easur)' station,
it must be initialled for payment by the bub-Accnuntant,
unless it has been passed by a Suh-.:\ccountnnt at another
station and is accompanied by a written request to pay,

(Numbering of Vouchers)

116. All payment vouchers must be numbcr(:d consecutive-
ly from 1 upwards, monthly, in the order in which thgy
oceur. The numbers of the vouchers will be entered in
the cash hook.

(Payment of Claims)

117. Claims will, on no account, be paid unless the
vouchers have been passed for payment by the responsible
Accounting Officer,

118, Payments will be made only to the persons named
in the vanshere ar thair lacgal renresentatives from _ whom

AMENDMENT OF FINANCIAL REGULATIONS.

AMENDING SLIP No. 18 or 20.9.34.

Section 5. Payments. (Payment of Claims)

Addition to Financial Regulation No. 193,

In the case of the Railways and Posts and Telegraphs Departments,
bills for services rendered shall ba submittad onee monthly to the dabtor
Departments for acceptance, accompanied by the prescribed voucher,
in respect of charges raisad against dabtor Departments during the
month. The Head of each debtor Department shall then siun for the
accepted items, quote the appropriate Financial Allocation and attach
the relative sub-\'ouchers, at the same time datailing any charges in
respect of which acceptance is withhald and referring to correspondence

regarding

such items The vonucher will then be returned by the debtor

to the creditor Department. Unaccepted charges which will be detailed
on the voucher shall he taken up between the debtor and creditor
Departments ang shall not be included in (he settlament unti] agree-
ment is reached. The Railways or Posts and Tale,r.'mphs Departments
shall prepare monthly a transfer voucher classifying charges under
heads and sub-heads " of expenditure and craditing the appropriate
advance account, The transfer voucher will then he forwarded to the
Treasurer for inclusion in the accounts of the month of charge and the
neccessary sub-voucher should accompany the transfer voucher. The
Treasurer will then credit the Railways or Posts and Telegraphs Advance
Accounts with the arnount of aceeptal sharges and wil} debit the re-
lative expenditure votes.
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124, In the case of traders and contractors, who cannot Payments to
attend in person to receive the amount claimed, payment persons not
may be made on receipt of a cheque order form authorising in Government
payment to and acquittance by their representative named Service.
therein and whose specimen signature is enfaced thercon.

Such payments may only be made by ‘“crossed’’ cheques
or cheques drawn “to order”.

126, In no case should money be paid to unofficial Payments to
persons for distribution. Issues from Sub-Accountants for Departments
distribution by Departments are restricted to: — for distribution.

(1) Salaries (including wages and allowances paid from
open votes),
(2) Contingent and incidental expenses.

126. No payment whatever will be made in cash by a Cash for
Sub-Accountant for purposes of distribution other than at distribution.
stations where there is no Government Bank Account. In
such cases payment may only be made to the local
representative of the llead of Department, who will give
a receipt to the Sub-Accountant on a cash order-form and
attach a copy of the payment voucher thereto.

127. Cheques for distribution will only be issued by Cheques for
a Sub-Accountant on the authority of a cheque order-form, distribution.
signed by the Lead of the Department or his local
representative, in favour of the officer appointed by him
to receive the amount. The order will be duly receipted
by the officer authorised in the cheque order-form to
receive the cheque. A cheque order-form must be accom-
panied by a copy of the vouchers duly passed for pay-
ment by the Sub-Accountant. All such cheques will be
drawn to the “Order” of the Head of Deprtment or local
representative; the cheque order being retained as a tem-
porary receipt, pending the return of the wvouchers duly
signed and completed.

128. Cheques for distribution must not be encashed Encashment
before the money is actually required for payment. of Cheques.
‘Whenever possible, two officers should be sent to the
Bank for the purpose of cashing cheques exceeding
£P.200. One of the officers will be entirély responsible for
the checking and the custody of the money received ;
while the other officer, who would not handle the money,
will act as a guard.

129. The duty of paying salaries and allowances attaches Responsibility
to Ieads of Departments or their local representatives for distribution.
who will be held responsible for the return of the vouchers
to the Sub-Accountant duly receipted by the payees. Any
unpaid balance must be secured in the departmental safe
pending payment or refund to the Sub-Accountant.
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Salaries and 130. All officers are rcqui.rud to draw their_ 's.'llzn'igs‘ ;Imd
allowances to be  allowances on the day appointed, and any officer failing
drawn on due to do so wiH not be allowed to draw his salary or allow-
date. ances until the next pay day unless he can show that

the omission was unavoidable,

Undistri

balances

be refur
AMENDMENT OF FINANCIAL REG ULATIONS,

AMENDING SLip- No, 26. oF 7.5.36.
Outstan SECTION 5. PavMexts,
voucher <2108
The  following provision is hereby addeq to
Financial Regulation No. 131:—

Paymer ¢ :

Wages, In very exceptional circumstances, the Treasurer
may, at his discretion, extend the period, within
which undistributeq balances must be refunded, from
three days to seven days,

Attestation T I Uy e e

T Py IO Tt —tv =Tt rerrrrre
of payments. must bear the marks or scals of the payees and be attested
by a person other than the paying officer,

Identification 135. Accounting Officers making payment must, in all

Of payees. cases, satisfy themselves that the person claiming payment
is the person authorised to receive the amount, It is the
duty of the Department under whose immediate order the
service was rendered to furnish Proof of identity, This can
be done by a member of the responsible Department
attesting payment or by the Department concerned obtain-
ing an imprest from which to pay such claims.

Outstanding 136. Heads of Departments, officers in charge of votes,

claims, and officers to whom allocations have been made, must
see that all bills arc sent in not later than the month
following that in which the articles are purchased and
that they are Promptly paid. Personal emoluments must
be drawn monthly and may be paid within the last three
days of the month to Which they relato.

Claims to be 137. All bills for expenditure incurred 4

met before of December myst be presented for Payment before tle

close of year, end of that month, and IHeads of Departments, officers in
charge of votes, and officers ¢, whom allocations have
bc-en_ made are responsible for seeing that vouchers for
s€rvices performed Up to that date are presented  for
Payment before the close of the financial year,

P to the 24th
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SECTION 6.—CASIT BOOKS

“
) l-l()._ Every accounting  officer will keep a Cash Book, Accounting
in which he will enter all sums of money received or  Officers to

paid by him(us a public officer for whatever service, keep Cash Books.
whether they form a part of the revenue or not.

FINANCIAL REGULATION ts and
nts to
AMENDING SLip No. 8 or 23.11.33 2::: 42
i oo it - Deu ALO e O
ers of
s and
AMENDMENT OF FINANGIAL REGULATIONS. 's to be
d:
2ncy of
AMENDING SLip No. 23 or 25.4.35. required.
Section 6 — Numbers of Receipts, ete. to be entered.
3ooks
. Page 21, the following addition shall be made to hieled
Financial Regulation No. 142 :— i

““The printed serial number of each cheque issued
will also be recorded”.

all cheques, drafts and Postal and Money Urders, tng
purlicu?ars ’ol’ which are recorded in the Caih Book,
are brought to account on the day of receipt”.

““““ 5 oesewrs ar swauons  where there are  Bank Pass Book
banks, will compare weekly, and also at the close of each to be checked.
month, the Bank Pass Book with the bank transactions

in the Cash Book. Accounting Officers are required to

sce that all sums paid into the Bank are brought to

account in the Cash Book within the month in which they

are paid.

146. Accounting Officers will initial their Cash Books Accounting
daily after satisfying themselves that their accounts are Officers to initial
correct, Cash Books.

147. Any discrepancies in the cash or bank balances Discrepancies
which cannot be accounted for must be reported forthwith  to be reported.
to the Treasurer,
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148. Any surplus balance whioh cannot sat factorily be
explained and adjusted will be credited to revenue, and
any deficiency  which cannot satisfactorily be explained
and adjusted will be made good by the responsible
Accounting Officer.

149. An Accounting Officer handing over will balance
his Cash Book and insert a certificate therein to the effect
that the cash handed over to his successor corresponds
with the balance as shewn in the Cash Book. The officer
taking over will insert a certificate to the effect that the
amount received corresponds  with the balance as shewn
in the Cash Book.

SECTION 7. —CIIEQUES

(Acceptance of Cheques)

Cheques may not be received as revenue, except in
cases authorised by the Treasurer where the acceptance
of such cheques is not prejudicial to Government, unless
they are:—
(1) Initialled as a guarantee of acceptance by the Manager
of the local Bank on which they are drawn, or
(2) Guaranteed by a letter addressed to the Treasurer
from the Manager of the local Bank on which they
are drawn.

1563. Cheques drawn by officials may be encashed by
the Sub-Accountant at the station at which they reside
provided that:—

(1) There is no branch of any bank at the station,

(2) The cheques of any officer not lower in rank than
Class 3 do not exceed £P.10, and of other officers
£P.5, outstanding at any time,

(8) The aggregate amount of the cheques encashed
during the month does not exceed the officer’s
monthly salary,

() The officer does not draw his salary locally,

(5) The Sub-Accountant may, without assigning any
any reason, decline to encash any cheque.

”154. All cheques must be drawn in favour of the
I'reasurer or the Sub-Accountant,

15D. All cheques must he crossed,
crossed; must be crossed by the rece
time of receipt,

and if not already
ving officer at the

‘* Digitized by Birzeit University Library
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‘ment of
FINANCIAL REGULATION

3.

AxenpING Suip No. 10. oF 23.11.33

AppiTioN To FINANCIAL REGULATION 157, pace 23,

to
SecTioN Tt :
ted.
5 crossed on receipt and
«postal Orders should be crosse and
paid i;io the Bank on the same day. At stahon:s
l\\"'her(-z there is no Bank they should be sent a: a
remittance to the nearest Sub-A}ccm;(r;tn;:t lliz.ep:z:seﬁ &
's should also be cros
Bank account. Money Orders sh it e
-emitted to the Bank on the day eipt s
ilSl't,n[«lmlIcf there be no Bank at the station Money Orders I

3 - station should be
awn on the Post Office at the s : 90
:":\n‘;l':ed to the Local Postmaster ’Co‘;el?do[b{hleok;';ng 1
in triplicate, in which particulars . y
‘206(-’111;:35 s‘hlgu]d be detailed, i.e., serlalﬂur:eh%rr,s\lf;e:;
is fice of issue and vamoum. ho a
?ls):f’o?{lézs at other stations should be renul::duéo 21
the Sub-Accountant at the station on w;;lncl}(} l?’%sia? 0‘{- :
rder: e drawn. Io no case shou stal
(l\)llo?(:; O?":]?ars be cashed at Post Offices by Accounting
Officers or Sub-Accountants:.

= e -.vunl.cl:’lgﬂed.
o —-eeeeswer-orrrcer - as may be appointed by the
IHigh Commissioner to do so.

162. THeads of Departments must submit recommend- Cheques drawn
ations - through the Treasurer for the signing and counter- by Heads of
signing of cheques. Departments.

163. Cheques drawn by Sub-Accountants will be counter- Cheques
signed by the next senior departmental officer; and drawn by
if in excess of £P. 500 such cheques will in addition be Sub-Accountants.
signed by the Treasurer at Headquarters or by the District
Commissioner at out-stations. The counterfoils of cheques

will in all cases be initialled by the officers signing the
cheques.

164, All cheques, drawn by Accounting Officers must Cheques to
be made payable to “order”, and whenever practicable be drawn
should be ‘“crossed”. to “order"”.

165. Applications to open Bank Accounts for official Bank Accounts.
purposes must be made to the Treasurer by Heads of

Departments. All such approved accounts will be in the
official designation of the officer.

166. Cheque books will be obtained direct from the
Bank. Accounting Officers may not have in their posses-
sion cheque books in exsess of ordinary requirements,

Cheque Books.
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and when the account is finally retired they will personally
return the unused cheque books to the Bank and cancel
the unused cheques remaining in the book in use.

Counterfoils to L67. The counterfoils of all cheques will be preserved
be retained. for reference.

Cheque Books 168 Cheque books, unused or partially used, must, if
to be secured. possible, be secured in safes or otherwise kept under lock

and key.

Stamp Duty. 169. Cheques drawn by Accounting Officers are exempt
from stamp duty.

SECTION 8 —TREASURY DRAFTS

Use of draits. 172. Treasury drafts between stations may be issued: —

(I) To supplement cash balances at stations where there
are no Banks;

(2) To dispose of cash balances, surplus to local require-
ments, where there are no Banks:

(8) To effect family remittances locally, and
(4) To effect departmental remittances.

Authority for 173. Drafts to supplement or to dispose of cash balances

Issue. or to effect family remittances will not be issued without
the sanction of the Treasurer,

Draits for L74. The issue of drafts under Regulation 172 (4) is

Departmental restricted to departmental remittances :—-

Remittances.

(1) From the Commandant of Police in  respect of
of departmental imprests ;

(2) To the Commandant of Police by Officers of his
Department in respect of unexpended balances of
imprests ;

(3) From Officers of the Courts to the Superintendent

of Courts for the purpose of replenishing imprests
of Court I'ee Stamps ;

) Between Court Execution Officers for the payment

e nf Judgment debts ;

(5) To the Licencing Authority in respect of fees payable
under the Road Transport Ordinance,

-ommission

. 175. No commission will be charged in respect of
Charges.

approved fqrpily remittances or on drafts for departmental
purposes. J!le [reasurer will determine the rate of
commission, if any, to be charged on drafts to supplement

'* Digitized by Birzeit University Library



o o e

25

or to dispose of cash balances; and Sub-Accountants will
be advised periodically of the rates of commission to he
charged on other drafts.

176. Drafts for departmental remittances issuable under Non-encashable

Regulation 174(2) to (5) will be drawn by Sub-Accountants Drafts.

on the special draft forms provided for the purpose which

are marked ‘“not encashable’” and will be made payable to

an account. The amount of these drafts when presented

will be entered on both sides of the Cash Book, as a

receipt to the appropriate Head and Sub-Head of Revenue

or Account, as the case may be, and as a payment

classified “Drafts”.

L77. Subject to the foregoing regulation all other drafts Encashable
will be drawn to “Order” and will be payable in cash, Drafls.
except at any  station where there is a branch of the
Government Bank, in which case drafts for £P. 2 or over
will be paid by cheque, provided that:—

(1) The draft bears the signature of the Sub-.\ccountant
of the station of issue;

(2) The Sub-Accountant at the station of payment holds
a letter of advice duly signed by the Sub-Accountant
of the station of issuc.

178. As all drafts are serially numbered and issued from No "?m"z
counterfoil books, the draft itself will serve as a receipt. [0 be isstie
for Draits.

179. All drafts will be endorsed by the payee before Endorsement
being credited to an account or paid. of Drafls.

180. The amounts received and payments made in res- Classification.
pect of drafts will be classified “Drafts’. The commission
in respect of drafts will be credited to Revenue Head
“Miscellaneous —Sundries”’.

181. All receipts and payments in respect of drafts will Receipt
be recorded consecutively in the schedule voucher pre- and Payment
scribed for the purpose and the total amount of the reccipts Voucher for
and payments will be entered daily in the Cash Book. Draits.

182. Tetters of advice are not required in respect of L:tte.rs of -
non-encashable drafts. In the case of other drafts the Advice
letters of advice will be posted by the Sub-Accountant,
under registered cover, to the Sub-Accountants on whom
they are drawn.

183. In order to defray expenditure in other districts it Fa)'me"(_s in
will be sufficient if the Treasury Sub-Accountant sends other Districts.
vouchers, duly passed for payment by him, to the Sub-

Accountant at the station at which payment is desired
with a request by letter to effect payment.
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18} Transactions savouring of drafts such as deposits
of money at one station ;Lgnmst cash repayment of
corr(-spondi“g amount at another station are not pPermitted,

SECTION 9. — IMPRESTS

187. Should it be necessary for any officer other  than
4 Sub-Accountant to have at his disposal, for disbursement
on the public service, moncy for which ‘\’um:ln_\rs cannot
be presented direct to a Sub-Accountant for payment, he
will receive an imprest of such amount as the Iligh
Commissioner may sanction.

188. Imprests are of two classes, namely:

(1) Special TImprests, which must be accounted for
separately and in full in cach casc,

(2) Standing Imprests, which may be rccouped from
time to time by submitting paid vouchers to the
Sub-Accountant for reimbursement.

189. The High Commissioner’s sanction will be conveyed
to the Treasurer by an Imprest Warrant. Accounting
Officers may not, therefore, grant imprests without the
Treasurer’s authority. s

190. Applications for imprests will be made by IHeads
of Departments through the Treasurer and the necessity
for the imprest will be fully explained in the application.
Imprests should be kept at the lowest figure compatible
with the requirements of the service, and the period to
be covered by any imprest should be as short as is
reasonably convenient,

}91. Imprest Warrants will be issucd in triplicate, copics
being held by the Chief Secretary, the Treasurer and the
Auditor.

192, The number and date of the Imprest Warrant,
which will be communicated by the Treasurer, must be
quoted on the payment voucher, and the receipt of the
imprest holder must be obtained on the voucher at the
time of payment.

193. Vouchers will be classified “Imprests” followed by
the name amd' official designation of the payee. ALER
repaid they will be similarly classified.

194. Imprest holders must duly observe all regulations

respecting the control of expenditure and the disbursement
of public money,
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FINANCIAL REGULATIONS.

AmeNDING Suip No. 5 or 3.8.33. Pace 27. Skcrion 9, Recurarions 197 axo 201,

Regulations 197 and 201 shall be deleted and the following substituted therefor—

¢197. All imprests must be repaid in full on or before the date stated on the
Imprest Warrant. Standing Imprests will normally remain operative during the
term of service of the holder but will, except in the circumstances laid down in
Financial Regulation 205, lapse on a change of holder and must then be repaid as
directed in the warrant. When a specific date is named or when elosure is depen-
dent on circumstances slated in the warrant, Sub-Accountants and Accounting
Officers are required to see that the imprests are properly accounted for on or before
the due date. All imprests falling due on the 31st March must be accounted for
before the close of the financial year and all vouchers for expenditure incurred by
any lmprest Officer during the financial year must be submitted to the nearest
Sub-Accountant for repayment on or before the last working day in the year in
order that the expenditure may be included in that year's accounts.”

“901. All imprest holders are required to furnish ;%r“;-lillyf a statement in the
following form which will be rendered by the Sub-Accountant to the Treasurer
with his account for the month concerned. The statement should be prepared in
triplicate.
Imprest Holder

Warrant No. Amount of Imprest
Date of lIssue of Imprest
Date of Expiry as stated in the Warrant

I cerlify that at the close of business on the . _day of.... = i
the Imprest Account standing in my name was in order and consisted of the
following :—

Balance at Bank as per Bank Certificate, list of outstanding
cheques and reconciliation, attached

Cash in band (produced)

Unredeemed expenditure vouchers (produced)

Total, agreeing with total of Imprests Warrant
Signature of Imprest Holder : PR
Date fSSsss o

1 certify that the above statement is correct and that the expenditure vouchers
produced for my inspection were in order and relate to expenditure actually and
necessarily incurred.

Signature of Sub-Accountant: e e SR

Datel i Susasge e

Forms to enable this provision to be met will be issued to all imprest holders
with the warrant. When the return is required quarterly it must be signed by the
Sub-Accountant on the 30th June, 30th September, 31st December and 31st March,
or on the last day of business preceding these dates. In all cases of imprests
falling due for repayment it is imperative that the fall imprest shall be brought
to account by the Sub-Accountant on or before the date stated on the warrant
and a counterfoil receipt given to the Imprest Officer or the total of imprest.

The certificate set out above shall be distributed as follows:—

(i) One copy retained by the Imprest Holder;

(1i) One copy retained by the Sub-Accountant;

(iii) One copy forwarded to the Treasurer with the appropriate monthly account

of the Sub-Accountant.”
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195, All imprest holders must keep an imprest Cash Cash Book.
]’.un!\’, in suitable form, in which will be recorded all
receipts  and disbursements in respect of cach imprest.
This applies also to imprests for telegrams and postage.

196. Whenever an imprest exceeds £P.50, the imprest  Bank Accounts.
holder must, if possible, open a bank account in his
official designation, and all cheques exceeding £P.100 must
be  countersigned. Imprest holders are prohibited from
overdrawing their bank accounts.

197. All imprests must be repaid in full on or before Seltlement
the date stated in the Imprest Warrant, and Sub-Account-  of Imprests.
ants and Accounting Officers are particularly required to
sce that all imprests falling due on the 3lst December
are accounted for before the close of the financial year.

198. On the counterfoil receipts issued for imprests  Receipls for
repaid there will be recorded the amounts received in cash Imprests.
and by vouchers respectively. Imprest holders will be held
responsible for any unauthorised, inaccurate, or improper
payments made by them notwithstanding that such veuchers
may have been accepted by the Sub-Accountant.

199. At the close of the financial year, should a Sub- Delayed
Accountant find that, owing to the non-reply to queries Settlement of
or other cause, vouchers submitted in respect of the imprest  [mprests.

duc to be repaid or accounted for before the close of the
year cannot in consequence be entered in his Cash Book
in time, he will send all vouchers to the Treasurer to be
embodied by means of journal entry, if possible, before
the final accounts of Government have been compiled. A
report must accompany the vouchers.

200. Sub-Accountants will notify the Treasurer whenever Trc?f.l.ger ]10 be
an imprest holder fails to account for his imprest within ill:::;rl:st e
the time specified in the Warrant. Vel

201. Should any imprest not be accounted for within Acknowledgment
the financial year, the imprest holder must furnish the of Imprest.
Sub-Accountant, for transmission to the Treasurcr, an
acknowledgment of the imprest in his possession at the
end of the year.

202. Sub-Accountants will record the issue and repayment  Imprest Ledger.
of all imprests in a special Imprest Ledger. The transact-
ion will be debited or credited, as the case may be, to
the imprest holder’s account therein, the number of the
‘Warrant being, in each case, inserted.

208. The accounts of all imprest holders are subject to  Imprest Accounts

inspection and verification of the cash and bank balances fubject_to
by Sub-Accountantants, inspection.
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FINANCIAL REGULATIONS

y i 32. Page 28. The

Asexping Sue No. 3 of 3.11.32. age .

following new Regulation 205 shall be inserted after
Regulation 204 :—

“Trans 205. (1) An imprest may be
lr;)rlflei;ier 4 iransferrezi from one l}older toarother
i if authorised in writing by the Head
of Department, provided that the
imprest warrant 1s mafle out In
the official designation of the officer
and by the terms of the warrant it
can be so transferred.

(2) An officer handing over an
imprestshould be given an acquittance
in writing by his successor, and a
written  acknowledgment of the
amount of the imprest by the officer
taking over must be transmitled
through the Head of his Department
to the Treasurer”,

that personal advances are refunded in accordance with the
terms and conditions under which they were made. This
does not relieve Sub-Accountants of responsibility for taking
steps to recover outstanding advances.

209. Personal advances arc recoverable, in the case of
officers in receipt of salarics of £P. 800 per annum or
over, in three equal monthly instalments, and, in the casc
of officers whose salaries are less than ¢P. 800 per annum,
in five equal monthly instalments, unless otherwise directed.

210. An Advance Ledger will be kept by each Sub-
Accountant in which a separate account will be kept of
cach advance repayable in the district. Thoe accounts will
be posted in such manner as will show separately each
repayment, and admit of the balance, if any, outstanding
being readily ascertained and verified.

211. When an officer leaves o district any advance repay-
able by him will be noted on his Last Pay Certificate
and his advance account closed, a new account being

opened by the Sub-Accountant of the district to which
he is transferred.

212. Sub-Accountants will advise the Treasurer of any
advances that may have been overlooked or are in arrear,
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SECTION 11.— DEPOSITS

216. (1) A deposit Ledger will be kept by each Ac-
counting Officer, and will contain a separate account in the
name of the person, institution, undertaking or service in
respeet of whom or which the deposit has been made,
Repayments will be posted in such manner as will enable
the balance of cach account to be readily ascertained
and verified.

(2) In the case of Court Execution Officers tho
ledger will contain one account for each execution case,
and each such account will be made identifiable by
recording in the ledger the particular number of the case.
All receipt and payment vouchers relating to the particular
account will contain a reference to the number of the case.

217. Accounting Officers will verify monthly their
deposit accounts with the corresponding accounts of the
Sub-Accountant, and any discrepancies which cannot imme-
diately be satisfactorily explained or rectified will be
reported by the Sub-Accountant to the Treasurer.

218, Sub-Accountants will furnish the Treasurer monthly
with statements reconciling the balance of the following
accounts as shown in the Deposit Ledgers of the Accounting
Officers and the balances as shown in their Deposit
Ledgers :—

(1) Court Execution Officers Deposit Accounts,
(2) Court Deposit Accounts,
(3) Village Ghaffir Deposit Accounts.

219. The Director of Customs will furnish the Lrcasurer
monthly with a summary in the prescribed form of the
Customs Deposit Accounts.

SECTION 12.— PAY CERTIFICATES

222, In the case of new appointments to the graded
Services no salary may be paid by Sub-Accountants unless
an Establishment Warrant is attached to the first pay
voucher.

223. An officer whose salary has been paid outside
Palestine during his leave must, on his return, produce a
Last Pay Certificate before payment can be made locally.
Where salary has been drawn locally during leave, such
arrangement will continue after the officer’s return to duty
unless the Treasurer, or the General Manager, Rzul\\'e.xys.
in the case of Railway officials, is notified of any desired
charge,
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224. An officer transferred to another station must produce
a last Pay Certificate before payment can be made by the
Sub-Accountant at the station to which he is transfered,

225. A Sub-Accountant must be careful not to pay
salary to an officer to whom he may have granted a last
Pay Certificate, unless the certificate is first surrendered.

226. Last Pay Certificates for local use will be issued
by Sub-Accountants on the application of the MHead of
Department or his local representative, and in all such
cases a single certificate only will be issued. ‘Ihe copy
for the Head of Department or his local representative
will be so marked in ink.

227. 1f it is desired to draw pay when on leave through
the Crown Agents, London, a Last Pay Certificate must be
obtained from the Treasurer through the Head of the
officer’s Department. A copy of the Last Pay Certificate
will be transmitted by the Treasurer to the Crown Agents.,
In the case of Railway officials, Last Pay Certificates will
be issued and transmitted to the Crown Agents by the
General Manager, Railways.

228. A Last Pay Certificate must contain particulars of
any amounts due to or by the officer concerned, and the
terms under which any outstanding advances or contribut-
lons are to be paid.

220. Should an officer when on leave outside Palestine
desire to continue to draw pay locally, a Life Certificate,
duly certified by a Justice of the Peace, Notary Public,
Commissioner of Oaths, Minister of Religion, Medical
Practitioner, British Consul or Vice-Consul, or by a Manager
of a Bank, must be sent to the Head of Department at
the end of each month to enable him to claim payment.

SECTION 13.—CUSTODY OF MONEY, STAMPS, ETC.

232. At stations where there is 1o branch of the Bank,
there must be a strong-room or reserve cash safe, secured
by two locks, the key of one being held by the Sub-
Accountant and the other by the next senior officer.

‘233. :‘}t all stations there will be a station safe which
will be in the sole custody of the Sub-Accountant.

234. Cashiers' safes will be provided only at such stations
as may be considered necessary.
235. The balance of cash in

the hands of the cashier
must be handed over daily,

before the close of business,
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to the Sub-Accountant. On no account should cash be kept  Responsibility
overnight in the cashier’s safe, of officers
holding keys.

236. Officers holding the keys of strong rooms or safes

are individually responsible for the contents thercof. Any

defect in strong rooms, safes or keys thereof, or loss of

keys, should be immediately reported to the Fead of

Department,

237. Strong rooms, rescrve cash and station safes shall  Officers io
not be opened except by the authorised officers both of —remain present
whom will remain present during such time that the strong m:‘ﬁ g;cs:}:oir;g
room or safe is open. open.

288. Sub-Accountants will at least once a month cause Contents of
the contents of the strong room or reserve cash sale to sirong room, etc.
be verified, and will report any discrepancy. to be verified.

239. A register will be kept in each strong room and Safes Registers.
reserve cash safe, in which all money, stamps, postal
orders, or articles deposited therein or withdrawn therefrom
will be recorded, and the entry initialled by the several
officers holding the keys.

‘ing
AMENDMENT OF FINANCIAL REGULATIONS.

AmenpiNG Suip No, 24 or 23.5.35.

Section 12—Transfer of custody during temporary
absence or sickness. e
over.

Page 31, Financial Regulation No. 240 shall be
deleted and the following substituted therefor .—

‘Where any officer holding a key of a Strong Room
or reserve cash or station or departmental safe is es to
temporarily absent from the station whether on account l.
of sickness or for other cause the key in his charge
may, if necessary, be handed to the officer next in to
rank but in no case may two keys be held by the ;
same officer. In cases of safes in departmental offices
excluding Sub-Accountants the cash held in the safe
will be restricted to revenue or other receipts up to
LP.50 as specified in F. R. 58 (3), the amount of the
officer’s cash imprest, and the amount of money in
custody for distribvtion under the provisions of F.R.
128 in addition to the value of any stamps held on
imprest.
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245. Documents or other articles so d(‘}.)osit(‘d will _n_n])v
be delivered on the written demand of the dopnsm-ng-
officer or other authorised person and on tl?c production
of the receipt issued at the time the dcpqszt was made,
The receipt will be pasted on or attached to its counterpart
in the reccipt book.

246. Deposits of private effects are under no circum-
stances to be received into any Government strong rooms
or safes.

247. Spare keys of all Government strong rooms and
safes will be enclosed in well secured packets with the
key numbers and safes to which they belong stated on
the outside of the packets by the officer depositing the
same. Spare keys will be kept in safes as follows:—

(1) Departmental Accounting Officers — by the Ilead of
the Department,

(2) Heads of Departments and Sub-Accountants —by the
Treasurer or by the Bank, provided always that
officers having joint custody shall not hold the spare
keys of the officer jointly concerned.

A register of all such keys will be kept in the safo,

248. Any expenditure incurred owing to the loss of
Government strong room or safe keys will be charged to
the officer responsible therefor.

249, Reserve stocks of revenue stamps, Court fee stamps,
postage stamps, postal orders, etc., will be held in the
joint custody of the Deputy Treasurer and two senior
officers of the Treasury.

250. The main stock of postage stamps, postal orders,
embossed envelopes and postcards retained in the General
Post Office will be held in the joint custody of the Assis-
tant Director and the Chief Accountant of the Pos(s and
Telegraphs Department.

251. The main stock of Court fee stamps will be held
i the joint custody of the Superintendent of Courts and
a senior officer of the Courts

252, Stamyp duty dies will

be in the custody of the
following officers -

(1) The Assistant 'l‘reasurer(l_)istrict Treasury), Jerusalem:
(2) the Sub~Accountant, Jaffa, and
(3) the Sub-Accountant, Haifa.

The dies when not in acty,

al use will be secured in
the safes of these officers,
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AMENDMENT oF FINANCIAL REGULATIONS

AMENDING Spip No. 33 or gy JUNE, 1938
i X

Section 14, Maximum Balances
Financial Re, .
4 gulatxon No. 255
amended to read, in regard to ]s;::;{ldm?g
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the ‘balance is l\ept at a minimum having regard to financial
requirements.

257. Sub-Accountants will inform the Treasurer of the
surplus bank balance available to be remitted. Arrangements

for transfers between banks will be made by the Treasurer
through the branch of the bank at Headquarters.

258. The cash in the hands of Sub-Accountants will be
kept within the limit:—

(1) By lodgment in the bank, from time to time, at
such stations where there may be a bank ;

(2) by transfer, from time to time, to the strong room
or reserve cash safes; :

(8) by remittances to stations as authorised,
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259, Sub-Accountants at stations where there are no
banks will remit their surplus cash as under unless
otherwise directed by the Treasurer :—

Jerusalem (Barclays Bank, (D.C. & 0))
Ramallah Beersheba
Hebron Auja el Iafir

Jaffa (Barclays Bank (D.C.&0))
Ramleh Gaza

Haifa (Barclays Bank (D.C. & O))
Beisan Tulkarem

Nazareth (Barclays Bank (D.C. & O))
Jenin.

260. Should it be impracticable at any time to remit
the surplus cash balance the circumstances must be
reparted to the Treasurer.

FINANCIAL REGULATIONS.

AMENDMENT Stip No. 84 oF 9.6.1938.

F.Rs. Nos. 261 and 262—Cancel the regulations
and substitute :—

961, The General Manager, Railways, and the ~Departmental
Postmaster General shall approve such maximum MHHE
balances to be held by their subordinates as are
in their opinions necessary.

962. The Postmaster General shall approve Credit stocks
such maximurn credit stocks of postage and rev- °f i";’“?sl(:_'f"
enue stamps and postal orders to be held by L i
Postmasters as are in his opinion necessary.
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gold, silver, nickel or notesy its destination, and method
of transport must be stated in the application, and reason-
able notice must be given.

2G8. Whenever a remittance of specie or notes from Boards of
one station to another exceeds £P.200, it will be the duty Survey.
of the despatching Sub-Accountant to convene a Board of ‘
Survey, consisting of three officers, for the purpose of
checking the remittance.

969, Tt will be the duty of the members of the Board to  Duties of
check the coins and notes, and, in the presence of the Boards of
Sub-Accountant, to place the coins and notes in bags, to Survey.
seal the bags with the seal of the station, to affix labels
to the bags indicating the contents, and to initial and
date the labels.

970. The Sub-Accountant and members of the DBoard Specie boxes
will witness the packing of specie and notes, and will see to be securely
that the boxes are securely fastened or locked and that fastened and
they are properly sealed with the scal of the station. sealed.

971. As soon as the boxes are fastened or locked and Boxes to be
sealed, they will be handed over to the escort or, if the handed over
escort is not ready, they will be secured in the Govern- by Board.
ment strong room or reserve cash safe pending despatch
by the Board.

979. On no account after the specic boxes have been Access to
deposited in the strong room or reserve cash safe shall remittances aiter
the Sub-Accountant have access thereto, except in the being checked

presence of the Doard. by Board of
Survey.

973, Remittances, whencver possible, will be made by Remittances
railway. by Railway.

974. Tn the case of remittances by road, motor transport — Remittances
must be used whenever possible. by Road.

Remittances

27H. As snon as a remittance is received at a station !
received at

where there is a Government Bank the Sub-Accountant >
will instruct a member of his staff to attend the checking stations where
of the remittance. It will be the duty of such official to thereis a
see that the boxes and seals are intact before they aré Government
opened, and that the counting of the rcmiL‘.c;mce i_s correct-  Bank.

ly carried out. Sub-Accountants should bring this rule to

the notice of all officials checking remittances. ‘When the

remittance has been checked, the roprosontntives of the

Bank and Sub-Accountant will sign the certificate at the

foot of the remittance voucher. e
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276. .\s soon as a remittance is received at a  station
where there is no Government Bank the Sub-Accountant
will sce that the seals of the boxes are intact and will,
as soon as possible, convene a Board, consisting of three
officers, who will check the remittance. When  the remit-
tance has been checked, the Board will fill in and sign
the certificate at the foot of the remittance voucher.
Should there be any diserepancy, the Sub-Accountant
will order a re-check.

207. In the event of any defective boxes, they must
receive priority of check, and the Sub-Accountant will
attend personally. Should any shortage be found a report
must be made to the Treasurer.

278. In cases where the specie can be accompanied by
the responsible  Sub-Accountant the holding of a Board
may be dispensed with, but an escort must be provided,

279. All remittance transactions must be supported by
vouchers in triplicate. The original voucher will be retain-
ed by the remitting Sub-Accountant, and the duplicate
and triplicate sent to the receiving  Sub-Accountant. The
receiving Sub-Accountant will receipt both vouchers and
return the duplicate, together with a numbered Treasury
receipt, to the remitter, the triplicate being retained in
support of the receipt entry in the cash book. The remitter
will attach the Treasury receipt to the original voucher,
and will send the receipted duplicate voucher, with his
monthly accounts, to the Treasurer,

280. In the case of remittances to the Grovernment
Banks, it should be indicated in the remittance vouchers
that the amount is payable to the.account of the Govern-
ment of Palestine.

281. Every remittance must be advised in advance and
again at the time of despatch in order that ari rangements
may be made for receiving it. Tt is the duty of the
remitter to see that a remittance is acknowledged prompt-

ly or forthwith to institute enquiries by the quickest
means,

¢ 28'2..'1'h9 receipt of a remittance must, in all
immediately acknowledged,
officer,

cases, be
by telegram, to the remitting

< 283, :\11 telegrams respeeting remittances must be sent
in confidential code, 5
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284, In the cvent of any discrepancy in a remittance Discrepancies
a report must be made forthwith to the remitter, a copy o be investi-
being sent to the Treasurer. IT the discrepancy is appreci-  gated forthwith.
able, enquirics must be instituted by tc-lup]mn\:ur telegram
and full investigation made by both Sub-Accountants.

285, The total amount of the remittance indicated on  Full amount
the remittance vouchers will, in cach case, be brought to  of remittance
account in the cash book at the receiving station, as a to be brought
receipt ; the voucher being classified “Remittances between  to account.
Chests".

286, Should a surplus be found in a remittance the Surpluses.
amount of such surplus will be brought to account as a
deposit (Sub-Accountant ) pending enquiry,
which will at once be instituted by the Sub-Accountant
recciving the remittance.

287. Should a shortage be discovered, the Sub-Accountant  Shorlages.
receiving the remittance will cause payment vouchers,

charging the shortage, in equal shares, as an advance

against the respective members of the remitting board, to

be prepared and entered in his cash book pending decision

as to liability,

88, Unless liability is otherwise established, the despatch-  Despatching
ing board will be held responsible for any shortage and Board respon-
for any illegal or counterfeit eoin remitted. sible for
shortages.

980. As a neccessary safe-guard, gold and notes when  Distribution of
remitted must be placed in separate bags or parcels and Gold and Notes.
distributed in boxes containing silver or nickel coins of
such weight as to render them difficult of removal.

990. Currency or Bank notes may not be remitted by Remiitance
post. of Currency
or Bank Notes.

991. Officers despatching  remittances within a  day’s Remittances
journey will be carcful to do so in time to avoid the mnot to bein
remittance being in transit after nightfall and, if possible, transit after

in time to arrive within bank or office hours. nightfall if
avoidable.

999. Remittances should, whenever practicable, be des- Remittances
patched so as to arrive at their destination in the same to be effected
month, This is especially desirable during the last month  within calendar
of the financial year in order that the yearly Board of month.
Survey reports on the several chests may cover the whole
amount of the cash in the Treasurer's. charge.

'*j Digitized by Birzeit University Library
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SECTION 16.— ACCOUNT BOOKS, REGISTERS, ETC,

995, The following principal books are required to be
kept by every Sub-Accountant:

Cash Book

Imprest Ledger

Advance Ledger

Deposit Ledger

Register of Vouchers

Register of Financial Allocations

Register of Salaries

Register of Pensions

Register of Contracts

Register of Agricultural Loans

Register of Powers of Attorney and
Letters of Administration

Register of Counterfoil Receipt and
Licence Books

Stock Book of Revenue Stamps.

296. It is the duty of all licencing officers to keep
registers of licensed persons in such form as will enable
them to maintain a close scrutiny of the renewal of period-
ical licences as they fall due.

997. The pages of all account books in stock or in use
if not already numbered must be numbered in ink.

298, Accounting Officers are required to sce that all
books arc correctly posted and are kept up-to-date, and
that the transactions, balances and totals are entered
in ink.

SECTION 17. — LLICENCE AND RECEIPT BOOKS

301. Registers must be kept by Accounting Officers in
which particulars of all receipt and licence books and
tickets received and issued will be promptly recorded.

302. Books of counterfoil receipts will be obtained from
the Superintendent of Printing and Stationery by :—

(1) 'l:lle General Manager, Railways, the Director of
Lus_toms and the Postmaster General who will supply
their departmental officers; and

(2) Sub-Accountants, who will supply all Accrumt.ing
Officer of other departments within their Districts.

'* Digitized by Birzeit University Library




RESEARCH CERAEE

AMexpiNg Suip No. 11 or 8.3.34.

Skerion 17. CounteRrrFoIL RECEIPTS, LIGENGE!
) ECEIPTS, LICENCES AND CERTIFICATES

Financial Regulations 301 to 316 ar y ca
following substituted therefor:— arebapshy e bt

«301. The Superintendent of Printing and Stationery will Supplies of
supply the Io!!m\'m;,v' officers on requisition on the preseribed form 'f'OlElf!m‘l"J“
with stocks of counterfoil receipt and licence books and books of receipts and
cerlificates, permils, ete. which are issued against payment:— licences.

(1) The Treasurer.
(11) Sub-Accountants.
(iii) The Postmaster-General.
{iv) The Director of Cusloms, Excise and Trade.
(v) The General Mauager, Palestine Railways.

(vi) Such other Heads of Departments as the Treasurer may
authorise.

The Superintendent of Printing and Stationery will furnish the
Treasurer with copies of all despatch aotes on the prescribed form
which will be serially numbered, covering supplies sent to the
officers mentioned above.

These officers will for the purpose of the regulations under Controlling
{his Section be termed “Controlling Officers”. Officers.

For the purpose of this Section the terr ““Collector of Revenue” Collectors of
does not include Tax Collectors working under the direct supervi- Tevenue.
sion of a District Officer.

302. Sub-Accountants will stock and supply all books required
by Collectors of Revenue within their areas with the exception
of Collectors of Revenue falling under categories (iii)—(v) of
regulation 301. Heads of Departments who are aplhorised
Controlling Officers will supply all books required by their depart-
mental representatives functioning as Colleclors of Revenue under
F.R, 3. Heads of Departments may, subject to the Treasurer’s
approval, appoint certain senior_deparlrpeplal representalives at
out-stations to carry such special subsidiary stocks as may be

necessary.

303. Each Controlling Officer shall keep and maintain the ~¥_legisters to be
following records:— kept.

(@) A Stock Register in which all receipts from the Printing
and Stationery Office and all issues made to Sub-Accountants

'* Digitized by Birzeit University Library
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legisters.

Sustody of books.
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ion of stocks.
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and Accounting Officers shall be recorded. The register
<hall be sub-divided to record receipls and issues of each

type of book, the issues following 1n proper sequence the
serial numbers given to the books, irrespective of the persons

to whom they are issued:

(b) Individual Distribution Regisler — this register svlm[I consist
of as many subsidiary regislers as may be required and it
will probably be found convenient to maintain one for each
Collector of Revenue. Each register shall be sub-divided
into sections appropriate to the various types ol books dealt
with by the Collector of Revenue concerned and such sections
shall contain full particulars of issues made and books
returned, whether the latter are complete or otherwise.

(¢) Collectors of Revenue will conlinue to use the existing
stock register (Form F. 71).

The Stock Register will show stocks in hand with the Con-
trolling Officer; the Distribution Register will record the various
stocks held by Collectors of Revenue for current use.

304. Where subsidiary Departmental stocks are permitted under
regulation 302, the Head of Department will treat as issues all
stock passed thereto and the officer in charge of the subsidiary
stock will account for them to the Controlling Officer to whom
he is responsible for keeping the records prescribed above.

305. It is the duty of all Conlrolling Officers to ensure that
Collectors of Revenue shall not have access to main stocks.

All books whether used or not must Le adequately secured under

lock and key.

Stocks shall be subjected to periodical inspection and checking
by the officer responsible who will take immediate steps to ascertain
the oceasion and cause of any losses found on inspection. Con-
trolling Officers will immediately report such losses to the Treasurer
and Auditor, and Collecfors of Revenue will submit their reports
to Controlling Officers. They will also take steps to investigate
the cause of the loss pending the receipt of instructions from
the Treasurer or Auditor,

306. In addition to the records kept by Controlling Olficers
the Treasurer will keep a Stock Register recording issues made
to and by Controlling Officers; the register will also show all
books returned to the Controlling Officer by Collectors of Revenue
either directly or through the Auditor, and whether such books
are fully or partially completed. Issues will Le advised by Con-
trolling Officers to the Treasurer monthly on the prescribed forms.
Each Collector of Revenue is required to maintain a Register in
which he will record particulars of each hook received and the
relurn of each completed book to the Controlling Officer. This

reqister will agree with the Distribution Register maintai
the Controlling Officer. e
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lotl;‘lfflyc(lf“ei;lmi O.‘ lie\jen;\e haviog counterfoil receipt, licence Returns by Col-
\l] '\:l‘ ele. g -"f\,uhlm‘y I‘S rchpmd to render on the S1st \eotard ot svaid
March in each year lo his Cooltrolling Officer a relurn of all and Controlling
such books in his possession whether new, in use, or compl S Oficers. g
Controlling Officers will render a similar retm? in s Ptk
form to the Treasurer. 010 summary

907. Officers in charge of subsidiary stocks u

of the Heads of their Departments wilvl requisit?odlfrlt:lljeslclo)ml:gl
on the Head of the Department. Collectors of Reven;\elp\viﬁ
r(-(!m.-,:ll.uon on Controlling Officers, the form Dbeing filed for
reference by Llhe officer fulfilling the requisition. =

Il
H

)JU\\_. Issues lo Contro'ling Officers by the Superintendent of Issue Vouchers
!rmlmy_ and ‘F;lullqnery will be accompanied by an issue voucher 1o be filed

in the prescribed form. The form of advice will be filed b )
the officer receiving the hooks. A

Daclkares . o mi 1 1
Packages, ele. containing the books will, in all cases, he sealed Packages to be

and registered when transmitted through the Post, sealed.

Larger consignments will he transported by rail whenever Trausport by rail
1)0_.\.\11)19, in sealed packets and the officers receiving the packets ;
will take notice that the seals are not broken, and will immediately

report any discrepancy to the consignor by telegram.

300, On receipt of books the receiving officer will record in his Books to be
register the full number of Looks received. He will then examine examined on
them personally and satisly himsell that the numbering of each receipt.
book is correct. I the books are found to be correct the certifi-
cate to that efect on the Issue and Receipt Voucher (F. 70) will
be completed.

Should any book be found defective it will be returned to the Defective books.
sender immediately with a report and the book will be entered as
an ¢lssue” in the receiver’s records.

ey All officers issuing receipts will see that both receipts and Receipt forms t
counterfoils bear a date stamp showing the office from which the be date stampec
receipt is issued.

Teceipts will be given to the [ssuing Officer by the Receiving Issues of books
‘ Officer who will in return receive acknowledgments of any liooks :Odgedﬂckhow-
used or unused relurned to him. edged.

310. All hooks will be issued in {he order in hich they Books to be

are received, and Collectors of Revenue will also follow numerical }Ssléidutl:geusa
. . in Se -

sequence when taking books into use. q

No book may be cut or divided. Whenever a receipt, licence, ?ancellmiuu of
permit or other similar document is cancelled, dar&aged or_for orms.
any reason ot used, it will be endorsed “Cancelled and will be

securely attachedetonthe E“ﬂfﬁ !

A
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No receipts, lcences, permits or other docnment on which
monies are collected may be detached from the book for use
as specimens. When specimens are I'C(!llll'é:‘li the Superintendent
of Printing and Stationery should be furnished with particulars
(quoting the number of the book, as contained in the cover
thereof) and asked to supply such specimen or specimens as may
be required. The purpose of the requisition should e clearly stated,
and the requisition signed by the responsible C.onlr:nllln% Officer.
The forms supplied shall have the word *‘Specimen” wrilten
accross the face of the forms by the Superintendent of Prinling
and Stationery.

311. On receipt of requisitions Issuing Officers will satisfy
themselves as far as possible thal the supplies are needed and
that Collectors of Revenue have complied with these regulations.
The lssuing Officer will record any returns of compleled counterfoil
books in his Distribulion Register and store them in order pend-
ing their destruction. The relative Audit advice note will be
duly filed. Any irregularity will be investigated immediately.

312. A Collector of Revenue may maiutain sulficient slocks to
meet his requirements for a period of three months; provided
that not more than ten books of any one kind may be held at one
time but this limitation may be removed by the Treasurer on cause
shown. Issues by Collectors of Revenue to their subordinate
officers must be restricted to current requirements.

313. Collectors of Revenue are required to advise their Con-
trolling Officers of their estimaled requirements for six months
on the 1st of April and the 1st of Oclober in each year in order
that adequate supplies may be maintained.

314. All completed counterfoil receipt and licence Liooks will be
destroyed alter a period of five years by a Board convened by
the District Commissioner or Head of Department concerned al
the request of the Officer in Charge of the stock. The Board shall
consist of the Auditor or his representalive and a Treasury or
District Officer, who will render to the Treasurer a certificale
of destruction. Pending destruction all such books shall be stored
in proper order. In the case of obsolele books a Board will be
convened whenever necessary. When the books have been
destroyed, a record will be made in the register and the entry
initialled by the Board. In the case of deslruction of obsolele
books the authority for destruction will be issued by the Trea-

surer and a reference to Lhe authority will be quoted on the
certificate of the Board. S

315. Handing over and
officers are required in r
The certificates should be s
quantity and serial numbe
of the officer concerned.

laking over certificates signed by both
respect of all books dealt with herein.
upporled by detailed lists showing the
rs of each Lype of book in the custody

316. Collectors of Revenue,
keep two series of receipt or li
alternately i.e.

excepling those in Jerusalem, will
p icence books which they will use
©one series will be used in one month and the



second in the subsequent month and so on. On the first day Collectors of
of each montlr such Collectors of Revenue will forward to the Revenue to
Auditor transcripts of their Cash Books together with the !0 maintain two
series of receipt or licence books used during the previous month. series of books.
All hooks will be despatched under cover of a schedule in trip-

licate showing the number of books transmitted and the first and

last numbers of used forms in each book. The Auditor will.

on receipt of the books, sign in duplicate the receipt on Lhe

schedule and will return the original receipt to the Collector

of Revenue and the duplicate receipt to the Sub-Accountant to

whom the Collector of Revenue pays in his receipts. The

Auditor will return counterfoil receipt and licence hooks to the

Collector of Revenue under cover of a similar schedule and will

send a copy of that schedula to the Controlling Officer concerned

toenable him to comply with the provisions of Financial Regulation

50. The Collector of Revenue on receipt of the counterfoil receipt

and licence books will return to the Auditor the schedule duly

receipted.

In the case of completed counterfoil receint or licence hooks

AMENDMENT OF FINANCIAL
REGULATIONS

AMENDMENT OF FINANCIAL REGULATIONS.

cond
nded
| AMENDMENT Suip No. 37 or 21.1.41.
L d
i
e
,!ia Amendment slip No. 36 of 16.8.39 is hereby
U cancelled.
M'—“w'ﬂw—-

L ———
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308. Books of counterfoil Licences and Certificates will — Requisitions
be obtained from the Superintendent of Printing and Station-  for Counterfoil
ery by :i— Licences, etc.

(1) The Director of Customs, the Postmaster (reneral,

the Director of Health, the Director of Agriculture
and Forests and the Commandant of Police (for Road
Transport) ; and

(2) Sub-Accountants, who will supply all Accounting
Officers of other departments within their Districts,

304, Issues of receipt and licence books and other Issue Vouchers.
counterfoiled forms an which monies are collected must
be accompanied by an issuc voucher in which the first
and last number of each counterfoil receipt or licence book
must be inserted. The issue voucher must be retained and
properly filed by the receiving officer.

305. Government Receipt and Licence Books will not Municipalities
be supplicd to Municipalities or [.ocal Councils ; but Licence and Local
Books of a distinctive character may be stocked by the Councils.
Superintendent of Printing and Stationery and supplied
to Municipalities and lLocal Councils on repayment.

306. Packages, etc., containing counterfoil receipt and Packages
licence books will, in all cases, be sealed and registered confaining books
when transmitted through the post. The Post  Office lofbetsealediallc

& £ 1 8 POste : registered.

receipts will be carefully filed.

307. On the receipt of counterfoil receipt and licence Examination of
hooks the responsible Accounting Officer will personally  books and
examine them and satisfy himself that the numbering of  tickets.
each book is correct. Should any book be found defective
it will at once be returned to the Controller of Stores
together with a report.

308. (1) All receipt and licence books will contain a Certificate
printed certificate of correctness, as under, which must be of correctness.
signed by the Accounting Officer before any receipt book
is issued by him:— :

Examined by me this day of
19  and found to contain . forms-
correctly numbered.

Issued to

Signaiure of Issuing Officer.
{2) The certificate must be printed on the inside of
the portion of the cover that will be retained with the
inner-foils.

U
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AMENDMENT OF FINANCIAL REGULATIONS.

Par Sy oY
of
Auexping Suip No. 16 oF 12.7.34.
Section 17. Licence and Receipt Books.
The following should be added to the first paragraph
of Financial Regulation 310 following after the word
Re tyse” in the third line —
col
3 “Furthermore all receipts and licences must be
jssued and brought to account in serial order”.
Co
bo
ust

Surrenae
used cot
books.

Adequate
to be mai

FINANCIAL REGULATIONS

AmexpiNG Suip No. 2

Pace 40.—FiNanciaL REGULATION No. 312.—(1) AND (2).

The word “month” occurring in the third line
of sub-paragraph (1) and in the fifth line of sub-
paragraph (2) shall be deleted and in each case the
following shall be substituted therefor :

“‘quarter, or such longer period as the Treasurer
may from lime to time prescribe”.

Books anarmexers
to be secured.

Destruction of
completed or
obsolete books.

——

DIET l\LL.LI]Jlb TN TIICETCe " Books, unused or p:ll‘ti&l“y

used, and tickets must be adequately secured under lock
and key.

3156. All completed counterfoil receipt books will be
destroyed after a period of five years by a Board, con-
sisting n_f the Auditor or his representative, and a ’1'réasury
or l.)x_smct Officer, who will render to 1.i1e Treasurer a
certlflcuts: of destruction. In the case of obsolete (br)oks a
Board will be convened whenever it may be pmcti(:'ﬂ)l::
to do so. When the books have been destroyed, a rc;nrd

will be made i : A & 5
ed by the Boatlhth( register and the entry will be initiall-
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SECTION 18.— SUBMISSION OF ACCOUNTS
AND RETURNS
(Weekly)
318. Sub-Accountants will, after the ¢ i
on Saturdays, transmit weckly to llTo "l]'ori'cls:l)r‘f'hus""e"ss
Balance Certificate. ; i
(Monthly)

210 Within thron.dave aftor the cloce of each mantl
% antn

AMENDMENT OF FINANCIAL REGULATIONS.

Amexping Stie No. 17 or 6.9.34.

Section 18. Submission of Accounts and Returns.

Financial Regulation No. 319 sub-paragraph (4)
should be amended to read: “(4) And a statement
reconciling the balance shown in the Bank column
of the Sub-Accountant’s Cash Book with the balance
standing to the credit of the Sub-Accountant with
the Bank at the end of the month as shown by
the Bank Certificate”.

available for the purpose. In the event of there being no
transactions in respect of any item, the item should be
struck out in ink and initialled by the Sub-Accountant.

2 321, The General Manager, Railways, the Director of
Customs and the Postmaster General will submit their
accounts and returns as soon as possible after the close
of each month, The reason for any undue delay must be
reported to the Treasurer.

322, (1) Sub-Accountants will inform the Treasurer, by
telegram or by letter, within three days of the close of
the month the total revenue and expenditure for the month.
}L is essential that this information should reach the
[reasurer before the seventh day of the month.

5 (2) The Postmaster General will similarly advise the
[reasurer of the approximate revenue and expenditure of
bis Department, and the Director of Customs of the ap-
Proximate Customs revenue,

'*j Digitized by Birzeit University Library
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(3) The General Manager, Railways, will furnish to
{he Treasurer as soon as possible after the end of each
month statements shewing the approximate revenue and
expenditure of the Palestine Railway, the Hedjaz Railway
and the Sinai (Kantara-Rafa) Railway.

993 A\ Dank Certificate, signed by the Manager of the
Bank. and a reconciliation statement will be furnished to
the Treasurer by the General Manager, Railways, and
Postmaster-General with their monthly accounts.

(Quarterly)

324 Teads of Depar ments and District Commissioncrs
are required to furnish quarterly at the end of March, June,
September and December, to the Treasurer, for transmission
to the Auditor, a statement of all arrears of revenue.

395, Sub-Accountants will render to the Treasurer,
quarterly, at the end of March, June, September, and
December, a return of all arrears of loans (including agri-
cultural) and advances, The General Manager, Railways,
and the Postmaster-General will furnish similar returns.

SECTION 19. — BOARDS OF SURVEY
AND INSPECTIONS
328. Boards of Survey, to be held after the close of
business on the last business day of cach year, or before
the commencement of business on the first day of the new
vear, will be appointed by the Chief Secretary to examine
cash, bank balances and stamps held by the Treasurer

FINANCIAL REGULATIONS.

AMENDMENT Suip No. 6 oF 26-10-88.

The following addition to Financial Regulation 880
has been approved :— 3

withA copy _oi the report of each such Board together
Bauka certificate, signed by the Manager of the
sank, of the bank balances at the time of survey,
will be forwarded to the Auditor.””
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of the accounts (including imprests, stamps, etc,) of their
subordinates. A report of such inspections will be forwarded
to the Treasurer in the prescribed form,

333. Ileads of Departments will periodically cause sur-  Surprise
prise visits to be made at pay time by an independent  Inspections
officer, who on such occasions will sign the paysheets and  at pay time.
will report any irregularity that may come to his notice,

SECTION 20. — STATIONERY AND FORMS

somesclicmn nad farme  ofe of o Account Books

AMENDING Suip No. 12 or 8.3.34.
SECTION 20. STATIONERY aND Fonws.

To FivanciaL REGULATION 336, PAGE 43, ADD :

The Superintendent of Printing and Stationery will be respon-  Authority for
sible that the prior approval of the Treasurer has been obtained printing financial
before the work of printing any new books or forms of receipts, forms.
licences, drafts, vouchers, books of account or other forms of a
financial nature is put in hand.

AMENDING Suip No, 13 oF 8.3.34.

To Secrion 20, paGE 43, ADD:

340. The

2 Superintendent of Printing and Stationery will Authority for
submit to the

Treasurer for approval a proof of all stock hooks, reprints.
Orms of receipt, licences, vouchers, books of account, drafts, or
other forms of financial nature which may need reprinting
for the replenishment of stocks, before reprinting is carried out.

; 3.4’1- The Superintendent of Printing and Stationery \vi!l maintain  Supt. of ?rinliug
!e_e::lster.‘s of counterfoil receipt and licence books printed and ‘f‘;,ﬂ‘&"}‘““
18Sued in the prescribed form. gk
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SECIION 228 — L\”S(‘AF:LI,.\NF,OIH.\‘

Public Notice 347. A notice in I"..nglish, A\rul)it“ and 11143(_0\\' should
of business be posted in a couspicuous place in \-m;h office stating
hours. the hours during which such office is open for  the
transaction of business with the public.
Erasures in 348. No crasures may be made in any accounts, Any
Books and necessary corrections will be made by striking out the
Accounts. figures to be altered, with a single line, in red ink, and
writing the correct figures in red ink above, the corrections
being attested by the initials of the responsible officer.
Seals. 349. Each Sub-Accountant will be furnished with a
Treasury Seal which must be secured in his e, It will
be used for sealing specie boxes and all packages contain-
ing articles of value and must not be in the charge of
a subordinate officer. Ieads of Departments will supply
seals for use in their departments.
Family, 250. All applications for TFamily Allotments must be
Alloiments. made to the Treasurer through the Ilead of the officer's
Department, and must be accompanied by a declaration
that the remittances will not contravene C.R.299.
Loss of 301(1) In the event of any defalcation or loss of public
Government money, stamps, counterfoil receipts or other property of
Money. (iovernment  the responsible Accounting  Officer  must
forthwith report the circumstances to the Head of Depart-
ment concerned, and institute such further enquiry as may
be expedient. Whenever necessary the assistance of the |
Police should immediately be sought. |
(2) The Head of Department will report any such |
loss to the Treasurer, who will consider, unless the facts
of the case are reasonably clear, whether an enquiry should 1
not be held apart from the police investigation.
Authority 352. The authority of the Secretary of State is required
:g;c‘:_"“"g"’ﬁ for writing-off any loss of public money.
Authority to 353. T . S . ‘
waive arrears 298, Ahe Sceretary of State's authority is required  for
of revenue. any general cancellation of arrears of revenue except

Wwhere other authority is by law cstablished. In cases of

aEaadue hyiparticular individuals, in which the necess-

ity nr.Jusmficatinn for writing them  off depends  upon
le?sglrc::‘ft:l;?\stanlc«:s, and \\"hcn no question is involved |

of the m,dr]ﬂ’m_amﬂu“t’ of Important or novel principle, or

gﬁcretnry %\'iﬁa;‘lcu nf an ;\c_cuuntmg ()fﬁc,_,,-' the '(,]mxf

iist ,;f o mm'nm,: to time furnish to the Auditor a

eseenESHHICRIIE has been  decided fo write Off
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AMENDMENT OF FINANCIAL REGULATIONS.

AnExpiNG Sup No. 19 oF 25.10.34.

Page

Regula-

e Line
tion

Present Wordings Amendments proposed

AMENDMENT OF FINANCIAL REGULATIONS.

AMENDING Suip No. 29 oF THE STH OCTOBER, 1936.
SEcTION 22, MISCELLANEOUS.

Amending Slip No. 28 of the 3rd S_eptembcl',‘ 1936,
is hereby cancelled and the following substituted
therefor: —

Financial Regulation 352. Add “or stamps” after
the words “public money™.

The following mnew regulation shall be inserted
after regulation 352.

T 352a. The procedure to be adopted in
proeedure for

loss of stamps.  ¢ases of losses of stamps, whether due to
aceident, fraud or negligence, other than
losses caused by the destruction of main
stocks not held for sale, is that irrecover-
able losses of Revenue Stamps should
be charged to Expenditure Head — Mis-
cellaneous — Loss of Government Mo-
ney; and irrecoverable losses of Postage
Stamps should be charged to the vote of
the Department of Posts and Tele-
graphs, Sub-Head — Loss of Govern-
ment Money. The appropriate sub-head
of Revenue, ie., Stamp Duties under
Head TIT in the case of Revenue Stamps
and Sale of Postage Stamps under
Head V in the case of Postage Stamps,
should be credited with the face value
of the stamps lost.

1/ 111/36)
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such arrears, with the reasons for so doing entered agaj
cach case. Unless the Auditor sees cause to clmlh-.ﬁ:?)as%
decision in any case, this list will be accepted ‘ls-,.&‘(y'd"'l
discharge in respect of the non-collection of any ‘ilm-:u:n(t
spocific-d therein. 2
354, (1) Any new regulations or amendments to existing
regulations will be published in the Official Gazette, £

(2) Printed amending slips bearing consecutive numbers
will be obtained from the Superintendent of Printing and
Statios.ery. It is the duty of leads of Departments to
obtain and distribute amending slips to officers of their
Departments.

3) All officers possessing copies of these regulations
are required to insert the amending slips thercin; and in
the event of any missing slips, which will be indicated
by a break in the sequence, to call attention thereto.

BIRZEIT UNIVERSITY
(BRARY

Amendment of
Regulations.
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