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CPCowasunder consiaeration ta copy ot the factual repors
should be appended;.

Reasons for contesting the claim as given in the factual
report.
Whether Law Department had recommended acceptance
repudiation of the claim or compromise.

Remarks.

316. All Public Prosecutors except the whole tinies who do not
do civil cases are Govt. Pleaders, exofficio. subject to the general
supervision of the Legal Remembrancer. Govt Pleaders in the Dis-
tricts are under the control and direction of the Collectors.

317. Maintenance of registers (para 208) of Law and Judicial
Department Manual : The following register shall be maintained in
the office of the Collector :-

)
(i)
(iii)

)

™)

(v)

318.

a register of notices received in Form K of Appendix 1]
(in L. & J. Deptt. Manual).

a resiter of civil suits or other proceedings for or against
Govt. in Form L in Appendix I;

aregister showing recovery of court fee and other costs in
pauper suits in Form M in Appendix II;

a register showing the work done and the accounts of fees
of Public Prosecutors and Additional Public Prosecutors
and other legal practitioners in Form N in Appendix Il ;

a register of civil suits or other proceedings for or against
Govemnment servants in Form O in Appendix III;

a register of civil suits or other proceedings by or against
Government servants for anything done by them in their
official capacity in Form P in Appendix IIL.

Returns (para 209) of Law and Judicial Department

Manual : The Collector shall send to the Law and Judicial Depart-
ment, annual statements in Form Q and R in Appendix lIl. These
statements shall be sent on the Ist Feb. of the following year.

VI-Periodical Returns -

319.

I.

The following returns will be sent from this section :-
Progress Report on the disposal of payment

of wages cases. Annual
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10.

11.

L)

17

Return No. 3-Statement of cases in which
Judgements were delivered with delay.
Return No. 7-Statement showing the general
result of Criminal Trials.

Return No. 9-Explanations of delay in trials.

Monthlv

Quarterty,

Quarterly.
Return No. 10-Statement showing the general
result of Criminal Trials. Annual
Return No. 11-Statement showing the punishment
inflicted by criminal tribunals in the exercise of
original Jurisdiction. Annual
Return no. 12-Statement showing offences reported
and persons tried, discharged, acquitted, convicted
and committed by Magistrates for each office.  Annual
Return No. 12A-Annual Statement showing the
general result of criminal cases in Tribunals of

verious classes in the Distt. Annual
Return No. 13- Statement showing the
particulars of Whipping inflicted. Annual

Return No. 14- Statement showing proceedings of
Magistrates under Code of Criminal Procedure

1898. Annual
Return No. 15-Statement concerning witnesses
all Courts. | ’ Annual
Return No 16- Statement showing the result of
a appeals. Suhnual

Zeturn No. 17-Statement showng the res:it
cf revisions. Annual
Feturn No. 18-Statement showing the number of
“essions Judges and Magistrates emploved to dis-

sose of Criminal work. Annual
% eturn No. 23-Report on the administration
“riminal Justice.

&eatement showing the number of cases dealt with
ander the Untouchauvaie,, “Ofencer) Act, 1955

aarterly.

Auuani

Statement showing the out-turn of Reveriue

case work. Monthiy
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10 7 IX-Land Recoras
:.nq‘zhc-jgf?ﬁ)ll wwing heads wiil be ailotted to this Section inciud-
5 *ubjeets as given in Appendix ! of Chapter HI
' Senices
hl D . . . -
cpuaticns & Traming,
Insusance. Provident Fund & Loans,
Budgat Grants.
Accomnts & Audit.
Coningencies & Dead Stock
Stamps.
Loans, Adances & Recoveries.
Reveaus Administration.
Land Records.
40.  General Administration.

2

esu;bzlliéh{nh: Sadar Kanungo will be incharge of this Section. The
submitted | Mcases will be dealt with at his own level and will be
will conduc?'k Collector/Officer incharge. The Sadar Kanungo
in the Ra; Impection and will perform all the duties as laid down

raw re l.:laﬁhm Revenue (Land Recored? Rules, 1957 e w'.

e will %o':il' sspection notes and submit them to the Collectors.
Rules. In uct the inspections of all the items as given in the said
XVIIl a Strucgions for his inspections are contained at Appendix

-2

N =S B NV N N
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ol "?hﬂ!e nspe?tion notes will be prepared on these lines.
<4 12e ﬂowmg returns will be sent from this Section:-

l o Returns.
h P ferecast report on Rice.
; ) ) Bajra.
" ) Maize
5. - e
. ) Wheat
> . Barley ' '

¢ Gram.
g i " Sugarcane.
0. ) ) Sesamum
i i Groundnut.
I . Rape and Mustard.
3 ) Linseed.

' C?"” —~dl
i4. - . Cotton.
1s. - Jute(Sunhemp)
‘]? . ' Tobacco.

. Potato
186

18.  Crop forecast report on Tur (Arhar)
" " Other Kharnif Pulses.

19.
20. - " Peppes.
21. " " QOther Rabi Pulses.
2. " " Ginger.
23. " " Chillies
24. " " Haldi
25 " " Shakarkand
20 b b Small Mitlets.
27 " " Kanda.
238. e " Lahasan.
29.  jndents of Forms. Anrual.
30. Requirerents of Survey Instruments. Annual.
31, Annualteport on the working of Land Records Annual.
52. Jinswar Statement. Anqual.
(@) Khanf
(b) Rabi
(¢) Zayad Rabi
33, MilanKhasra. Annual.

34. Abstract inspection Report of Sadar Qanungo Quarterly.
35. Raingauge Inspection Reports. Half-Yearly

36. Weekly weather and Crop Returns Weekly
37. Monthly Rainfall Record. Monthly
38 Agricultural Statistics and Tables. Annual
39. Annual Season and Crop Reports. Annual.
40. Quinquennial Report on average produce per acre

of Principal Crops. Annual.
4). Statement of retail and wholesale price. Fortnightly

42. Fortnightly statement showing the details cf natural
valamities. or "Fortnightly report cn the scarcity

condition in the State. Formightly
43. Fortnightly statement of Centra! Emergency
Relief. Fortnightly.

X-Records Section.

323. The records (current ﬁle_sf of all the Section excluding that
of Land Records & Election will be maintained in this Section
under the charge of experienced clerks in the cadre of L.D. Cs.
Closed files will be consigned to the District Record Room from
this Section. Detailed instructions for the consignment f files to
the District Record Room and their maiiiienance etc. are contained
in Districi vianuai 1.

324. Specific heads according to the volume of work will bc
aliotted to each of the record keepers. These recordkee will
receive the papers concemning the subject-heads allotted to them
and put ti:ese up with the relevant files duly flaged and referenced
to the concerned dealing clerks in the Sections. ‘

325. All these record keepers will work under the guidance of a
experienced if. D. C. who will be incharge of this Section. The
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ceneral diarisic s e despateh clerks wili also work 11 ais Sec-
tiot . The entire ;rocedure on the receipt, opening of files and
despatch has been laid down separately in Chapter IV which shouid
be strictly followed by the recordkeepers, general diarist and des-
patch clerk.
Library

326. Library of the District Office will aiso be maintained in this
Section. A list of books required for the District Library, is at Ap-
pendix XIX. Books will be issued to the concerned Sections as and
when required. A separate register for the Library will be maintained
in which all the books will be entered. Library books will be classified
under proper heads, in the following manner :-

I-Acts, Ordinances and Regulations :-
(1) Central
(W) Rajasthan, ‘ APPENDICES
(ii}) Other States.

il-Special Acts when printed separately. . and
HI-Departmental Codes, Guides, Manual and Circulars :- FORMS

(i) Judicial. .

(i) Revenue. n

(ii) Accounts. CHAPTER V.
(iv) Developm.nt, - '

(¥) Miscellaneous.
1V-Periodicais.
V-Dictionaries, Glosseries, Lists and Directives.
VI- Miscellanecus.
Gazettes.

327 Copies of Gazeites received in the District office will be
maintained in the Record Section (Library). These Gazettes will be
circulated regularly to ail the officers in the collectorate located at
the headquarters. A cyclostyled list will be attached with the Gazette
as soon as it is received and after its entry in proper register, the
gazette will be sent for circulation, As soon as the circulation is N
over, it will be put on the regular file which will be maintained
yearwise. A separate file for Part IV of the Gazette will be opened
and this will also be maintained yearwise. Every Gazeitte file will be
properly indexed.

——,
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APPENDIX 1
(under para 11 of Chap. V)

FORM OF CERTIFICATE TO RE PRODUCED BY A
CANDIDATE BELONGING TO SCHEDULED
CASTE/TRIBE IN SUPPROT OF HIS CLAIM

Form of Caste Certificate.

This is to  certify that.............................. son
Of e of Village...........ocoooooi . District/Di-
A Te b £ VPPN in
the. i, State................. belongs to the......................

......... community which is recognised as a Scheduled Caste/Tribe
under the Scheduled Castes & Scheduled Tribes list (Modification)
Order 1956, read with the Scheduled Castes and Scheduled Tribes
Orders (Amendment)Act, 1956, the Constitution (Jammu &
Kashmir) Scheduled Castes Order, 1956, the Constitution (Andaman
and Nicobar) Scheduled Tribes Order, 1959.

N 31 SRS and/or his family* ordinarily reside
(s) in the village/town ........................ Of s District/
Division of the..................... state Union Territory of
Place.......ooooiiiii. Signature.............
Dated.............ooiiviiien.

Designation with Seal of Office.

............ State

*The term 'ordinarily reside’ used here will have the same mean-
ing as in Section 20 of the Representation of Peoples

191



{HIND} VERSION)

L&"Eﬁﬁl’ﬁﬁ?ﬁﬁ%@jﬁfﬂﬁmﬁﬁfﬁmmém
amﬁama%wﬁwgaf%mmﬁamwm—w)

ﬁan;ﬁ TTH e, m/m ................... T
ST YR @ W € 5 iR R qen S RGIER]
A wfa A (Fee) a2y 1956 @ T A S
ST Fo1 IRy s Wy smer (ehe) o 1956,
WIAET 1 Y BYAR - SR T SR, 1 956 Wae
(S 3 PR, srRyfira snfw Sfy emder 1959 @ sartq
OF TR A ST S A T g Ky
...... 3?1—{ Al m -q-ﬁar{ mw m/w

m'ﬂamﬁ ....................... .a‘;m .

S /f&ds™m A e
TR

I -

fafer Fraferd 6 g

* TE WA R R WERvE: ARy @1 st 98 2 o
mmmww 1950 & g~1 20 ¥ &

192

-
S

APPENDIX II
(Uunder para 53 of Chap. v)
Duties of the staff of Transport Department
1. Duties of District Transport Clerks

1. Onreceipt of an application in Form E, for registration of
a vehicle, he shall check the information given in that form and
shall realisc ihe fee in accodance with the Eighth Schedule of the
Rajasthan Motor Vehicles Rules.

2. A vehicle required to be registered shall be produced be-
fore the Registering authority so that its particulars, and previous
registration and history, if any, inay be verified by him before issu-
ing Registration Certificate. '

3. Before a vehicle is registered, he will examine the follow-
ing documents :-

(i) Transaction Receipt.

(i) Insurance Certificate.

(iii) Form 'F' in case of Transport Vehicles other than Motor
Cabs.

4.  When the certificate of Registration has been sanctioned
by the Registering Authority in Form G, he shall enter its particu-
lars in the Registration Register.

S. (i) He shall assign the Registration mark under Rule 56
as laid down in the first Schedule of the Rajasthan Motor Vehicles
Rules, beginning with "RJ" followed by a letter allotted to the dis-
trict and the serial number allotted by the Rajasthan Authority.

(i) An intimation regarding the assignment of new Registra-

tion Mark with full particulars given in the Registration Certificate *

shall immediately be given to the Taxation Officer.

6. A registering authority shall refuse to register any trans-
port vehicle other than a motor cab unless the application for Reg- -
istration is accompanied by a document in From 'F" as set forth in
the First Schedule of the Motor Vehicles Act, signed by the maker
of the vehicle or an assembler duly authorised by the maker in this
behalf, stating the grcatest ladon weight and greatest axle weight.
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in case of transport vehicles otirer than motor cabs, the
particulars specified in Section 37 must be filied up in the Registra-
tion Certificate.

¥.  Soonafter registration of a transport vehicle, he will com-
municate its particulars to the Mechanical Inspector concerned to
get the vehicle incchanically examined.

9. Trailer or Trailers shall be assigned the Registration Mark
of the drawing motor vehicle. The additional particulars of a trailer
will be given in the same register below the entries of the drawing
vehicle, in separte line in Red Ink.

10. Separate entries on the pages at the end of the Registra-
tion Register shall be made for the vehicles registerd temporarlly.
An application for temporary registration shall also be in Form 'F'
and shall be clearly marked "Temporary". it shall not be necessary
to fill in items 14 to 20 of that form.

11.  Temporary certificate of Registration shall be in the form
CR Temp and its iptimation shall be sent to the Registering Author-
ity of the area where the vehicle is to be ordinarily kept.

12.  Applications received in form TCA fur grant of Trade Cer-
tificates, shall be recorded in the prescribed Trade Certificates
Register.

13. When a new registration mark has been assigned u/s 29
to a motor vehicle of other State, he shall inform the original Reg-
istering Authority for transfer of record in form RMI.A vehicle
registered in any one district of Rajasthan shall not be registered in
any other district of Rajasthan.

14. Whena change of address is made in Registration Certifi-
cate, its intimation shall be sent to the Taxation officers of both the
places and to the Registering Authority of the area in which the
vehicle will be kept and vice versa. Thereafter the responsibility
for realisation of tax shall be of the Taxation Officer of the area to
which the vehicle has been shifted.

15. Incase of transfer of ownership of vehicle u/s 31, an inti-
mation shall be sent to the original Registering Authority and both
the Taxation Officers. No transfer of ownership shall be affected
without realisation of tax due, if any.

16. In the case of an alteration in the seating or carrying ca-
pacity of a wehicle, its intimation shali be sent to the origtnal

194

-+~

Registering Authority and the Taxation Officer of both the places.

17. The cases of following nature may be submitted to the
Registering Authority for cancellation of Registration Certificates:-

(i) When a vehicle has been destroyed.

(ii) When a vehicle has been permanently rendered incapable
of use.

(i) When a vehicle is in such a condition that its use in a public
place would constitute a danger to the public and that it is
beyond reasonable repairs, and

(iv) When it has been permanently removed outside the State.

18. When the registration of a vechicle is suspended or can-
celled, its intimation shall be sent to the Registering Authority, the
Taxation Officer of the area where it is kept for use or to the Original
Registering Authority. The documents of such vehicles shall be
deposited in the original Registering Authority's Office.

19. He shall get list of the transport vehicles for which the
Fitness Certificate has not been renewed from the Mechanical
Inspector and shall give it to the Sub-Inspector for necessary ac-
tion.

20. No duplicate copy of Registration Certificate shall be is-
sued without referring to the list of surrendered vehicies.

21. He shall arrange issue of temporary permits and shall keep
a record thereof in the list of prescribed/temporary permits Regis-
ter.

22. (a) He shall maintain a Tax Ledger in the Form T.1.

(b) Tax received in respect of a trailer shali be entered in red
ink, just below that of the drawing vehicle.

(c) Tax received in respect of vehicles of other States and
other districts of Rajasthan shall be entered separately in the last
25 pages of the ledger. The registration mark, category, period for
which taxed, and the amount of tax realised in respect of such
vehicles will be intimated in a statement form every month along
with the income statement to the Taxation Officer of the area.
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0 Hesnalt Keeo a <eparate 1ccovnt of the Traders Denlers
and canuldcturers o othe last 4 paves ot the fedeer.

e chistniets where there s no etice of the faxation
cottesran e ne pand i the Distriet Treasunies threu g challans
crer ced i cocate, The Dhistrict Transport Clerk will cheel and
mit: chese codtans betore being prosectea 1o the Greasuny. A
cer st ad se e chatlans will be imaimained i g registor watiing
tolle - g coumss -

a)  Dare.

(i) Name of vehicle owner.

(1) Registration Mark

(iv) Amount.

He will be assisted in the preparation and checking of sent

challans and filling of this register by the Sub-Inspector of the District
during the first 15 days of each tax quarter.

24. He shall bring copies of challans from Treasuries and send
them to the Taxation Officer on 20th and 5th each month along
with a statement giving details :-

(i) Date.

(i1) Challan No.

(i) Name of party

(iv) Vehicle No.

(v) Category of vehicle

(vi) Amount

(vii) Period for which tax paid

(vil) Remarks.

One copy of the statement shall be kept with him.

25. He shall receive the Declaration Forn: MIIA ar_ld
MTB and shall compare them with the documents viz.
Registration Certificate. Insurance Certificate and in case of
transport vehicles, permits and the Fitness Certificats. -He
shall check the Declaration Forms and verify whether particu-
lars regarding trailors if any, have been mentioned. If the declara-
tion is false, he shall report it immediately to the Transport Inspector
for taking legal action against the party. The Transport Inspector at

one District Head Quarter and the Sub-Inspector at the other
will verify the entries in these forms with actual specifications of
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the vehicles. The Transport Inspector will cary out this check
alternatively in cach District.

26, The District Transport Clerk shall receive the application
for renewal of a token (MTD) and check the documents. These
shall be put up to the Transport Inspector for scrutiny and onward
despatch.

27. Cases of exemptions shall be referred to the Taxation Of-
ficer. Exemption tokens shall be issued only by the Taxation Of-
ficer through Transport Inspeciors.

28. The registration Certificates shall be surrendered in the
oftice of the Taxation Officer where a note of the date of surrender
and of giving it back will be made ir: the Tax Ledger under initials
of Taxation Officer.

29. A list of surrendered vehicles will be sent by the Taxation
Officers to the District concerned weekly on every Monday. The
surrender of Registration Certificates will not be accepted by the
Registering Authorities.

30. The District Transport Clerk shall always keep the list of
surrendered vehicles before him and make a note of it in his tax
ledger giving reference of Taxation Officer's letter. He shall also
give a copy of this list to the Inspector,The Sub-Inspector and Po-
lice Staff who will keep a constant watch over the movement of
these vehicles. A list of these vehicles shall also be pasted on the

notice board of the Registering Authority.
. - —wans vt reterred to the Taxa-
31. All applications for =< -

tinn Moo=
32. Cases of recovery of arrears shall be referred to Taxation
Officers for issue of Notices and Recovery Certificates.
33. He shall maintain a Revenue Register in Form A.lL and
also a register of stamps received for fees in the prescribed form.
34. He shall store all forms regarding registration, permits and
taxation etc.
35. He shall send the periodical returns to Regional Transport
Officer on the prescribed dates.
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2. Duties of Sub-Inspector.

' tie shq!’l inspect all transprot vcehicles in cach tax quarter and
o1 et "':h‘ndcsm monthly, aiong with trailers deawn by them. The

tni‘zr:::;'lon of the Declaration (MTA) done with the actual
f:t‘uf::':l-lmns #the venicle will not be considered as inspection of
AC veracie ard thay he will during that quarter again inspect all
tansport vehigges.

o) N . . . :
2. Heshalinspect a vehicle in regard to the following :-
(1) Condsion of the vehicle.
(i) Scatingarrangement with regard to public comfurts, in case
of Public Service vehicles.

(i) Fare Bble and Time Table exhibited on the vehicle.

(iv) Speed

(v) Passeagers and load carried.

(1) Hygeok condition.

(vii) Lamps
(Viii)  Observance of Time Tables

(x) Fares dharged.

(x) Fire exfnguisher, where applicable.

(xi) Cc.mtm(dangerous, ecplosive and insanitary substances
will nabe allowed to be carried)

(xii) P'artic&rs of registration to be exhibited on the left hand
side ofthe transport vehicles as required by Rule 58.

e g -

documente.~ ~ =+~ a vehicle, he shall check the following

(i) Token.
(i) Registmtion certificate of vehicle and the tailor (Rule 233)
(i) Insurame.
(V) Permit
(V) FitnesCertificate.
(vi) Driveflicence (authorisation) and badges.
(vii) Condwero's license (authorisation) and badgeds.
(Vi) Duplicse of the Trade Certificate when the vehicle is in a
publicgiace.
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4. He shall maintain a register of the vehicles inspectec
him in the prescribed form. -

5. He shall tour 15 to 20 days in a month.

6. Duting the first 15 days of each tax quarter he will assist
District Transport Cierk in the taxation work.

7. He will maintain a daily diary of the work done by him, in
the prescribed form. He will send a copy of it to the Regional Trans-
port Officer weekly on every Monday.

8. He shall scrutinise coplaints recorded in the Complaint
Book and make a note of it along with the action taken, in his register.

‘6. He shall enquire into the complaints, and other cases re-
ferred to him. )

10. (a) He shall obtain a list on the 16th of January, April, July
and October, of the vehicles in respect of whcih tax has not been
paid, for.which-permits have not been obtained and fitness
certificates not taken and whose registration certificates have been
sunrendered and shall take appropriate action in regard to them. He
shall make a note of the action taken in his Daily Diary and the
Register.

(b) When he goes on tour to a particular place, he shall pro-
ceed with these lists, He can enter any premises u/s 18 of the
Motor Vehicles Taxation Act if he has reason to believe that a
motor vehicle is kept there in contravention of the provisions of the
Motor Vehicles Taxation Act, 1951.

11. He shall enquire compliance of Rule 135 and check the
record on the basis of which such Returns are sent by the opera-
tors, and shall give his comments, where necessay.

12. He shall maintain a Register of the cases of infringement,
visatlemad hy him and the decision taken by the court, in the pre-
scribed form.

13.  He shall check the Customs Out-posts monthly and sign
the register as token of his having checked it. He shall take a list of
all the vehicles that had visited Rajasthan during the month from
the Naka Register with all particulars and submit it to the Regicnal
Transport Officer. The Naka Register shall be maintained in the
prescribed form.

_14. l:le shall assist the Inspector in issue of tokens and
verification of particulars of Declaration Form etc. Checking of
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documents and ipspection of vehicles. When the Inspector is i
other district_ he shall check the particulars of the Declaration Forms
from the actual specifications of the vehicles.
15, Statistics ‘He shall submit the followin Returns on due dates
to the Regional Transport Officer :-
(i) Fortnightly Progress Reports, one copy being sent to the
Assistant Regional Transport Ofticer.

(i) Cases challaned and prosecuted during the preceding
month.

() Quarteriy Accident Statistics for the quarters ending 3 st
March, 30 June, 30th Septembecr and 3 Ist December.

(iv) Halfyeariv Report for the period ending on 30th June and
31th December, one copy being sent tc the Assistant
Regional Transport Officer.

(v) Statement of Motor Vehicles as on 30th June and 3 1st De-
cember, category-wise.

(vi) Half-Yearly statement of Motor Vehicle Operators as on
30th June and 3 1st December.

(vii) Return of 42 items as on 30th June and 31st December.
(viii) Road and Route mileage as on 30the June and 3 1th De-
cember ,
(ix) Yearly statemmts of income from Licensing (Form 2 and5).
(x) Makes and Models Statistics (Annual).
(xi) Vehicles added and scrapped (Annual).
3. Duties of Inspectors.
He shall check the work of the Motor Vehicle Sub-Inspectors

and the District Transport Clerks in respect of the duties entrusted
to them. He shall make a note of inspection in his register and daily
diary.

2. He shall check atleast 200 vehicles in a month including at
least 100 Transport vehicles except in the month of Juanuary, April,
July and October when 100 vehicles including 75 transport vehicles
be inpected in each month.

3. During inspection of motor vehicles, he will pay particular
attention to the following :-

() General condition of the vehicles.
200

(i) Observance of the time-table and fair charges exhlbrted
on the vehicles.

‘ (111) Over crowding and over loading.
4. While inspecting a vehicle, he shall check the_ following
documents :-
(i) Token
(i) Registration Certificate.
(1) Insurance Certificate
(iv) Permit.
(v) Fitness Certificate.
(vi) - Drivers license, authorisation and badge. -
(vii) Complaint Book. ' .
(viii) Conductors License and badge

(ix) Duplicate of the trade certifi cate when t.he vehucle is
in the public place.

(x) First Aid Box. )

(xj) The Registration Mark and other relcvant paruculars |

exhrblted in the prescnbed manner. e

5. He shall maintain a register of a vehicle mspected by hlm
in the prescribed proforma.

6. He shall tour for 20 days.in a month except durmg the 10-
days of each tax quarter when he wrll engage himself for the taxa- -
tion work.

7. 'He will maintaina daily dlary of the work done by himand
send its copy to the Regional Transport Officer weekly on every
Monday. ’

- 8. Hewill enqulre mtothe complamt and other cases referred
to him, e '

9. He shall obtain a list on the fiftéenth of . January, ApﬁL
July and October of the vehicles of which tax has not been paid,
for which permits have not been obtained, Fitness Certificate not
taken and Registration Certificate. surrendered and shall watch’
progress of the action taken by the.Sub-Inspector in the matter. he -
shall himself deal with the difficult cases. He shall make a note of
the action taken in his Daily Dairy, and the Register. '
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Sl ite shani miainiain a Kegiser on 1 cases 01 DD genicnt,
chalizned by hun and the dectsions taken py the Court, i tie pre-
X.

sOncod i il

)

Do e shall visitevery Naka or Outpost once intwo maonths.
He stall ensure that the Sub-Inspector has checkhed the Nakas as
Laid Aown in his duties. He will condact @ test-chech of entries
made for at-least [0day in month to satis1y that the basis of taxa-
tion, rmount realised. amount deposited and totals ete. are correct.

12. He shall inspect the newly registered vehicles and verity
the particulars and specifications recorded in the Registration
Certificate, with actual specification of the vehicle.

13. He shall give a note in his diary about the knowledge of
the conductor in respect of the Motor Vehicles Rules and discharge
of duties by conductors and drivers, If any violation is noticed
successively, it wiil be reported 1o the Licensing Authoeity under
intimation to the Regional Transport Officer.

i4. Whenever an accident occurs he shall procecd forthwith
to the scene of accident, inspect the vehicles .nvoived and submit a
detailed report as soon as possible after the accident to the Re-
gional Transport Officer and in case of major accidents. a copy of
the report will also be sent to the Director of Transport direct.

15 He shall check the Declaration Forms MTA of MTD and
MTJ and forward them after verification to the Taxation Officer.
He shall carry out this check alternatively in each district.

16. He shall issue tokens for the vehicles of the districts in his
charge. He shall keep an account for the tokens issued in the pre-
scribed form.

17. He shall check the entries made in the Taxation Ledger
with the challans and put his initials at each entry, ot his having
checkd it. He shall have a test check for paid up vehicles with the
entries in the Ledger.

18. He shall check the accounts of receipts derived under the
Motor Vehicles Act and Rules in the offices of Registering Au-
thorities and Licensing Authorities.

19. He will detect the cases of illegal transfer ol permits.
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20. He will assess the traffic potentiality of new routes to be
opened and will re-examine the traffic pontentiality of the existing
routes from time to time and will make recommendations to the
Regional Transport Officer as necessary.

21. He will explore possibilities of opering new routes with a
view to cater for the traffic need of the area consistent with the
development in all spheres e.g. Agriculture, Mining Forest etc.

22. He will survey new routes to be opened.

23. He will survey portions of the routes lying in other States

" for which reciprccal arrangements are to be made.

24. He will report fit cases for cancellation and suspension or
registration certificates te Registering Authorities.

25. He will ensure that the provision of Act and Rules in re-
spect of hours of work to be performed by conductors and drivers
and complied with.

26. He will see that Bus Stands are provided at suitable places
and necessary amenities are arranged by the operators for the
travelling public.

27. He will bring to the notice of Licensing Authority and Reg-
istering Authority fit cases for concellation of driving Licenses.

28. He will ensure that proper traffic road signs are erected at
suitable places. He will submit his suggestions to the Superintend-
ing Engineer of the area through Regional Transport Officer.

29. He will bring to the notice of the P.W.D. authorities through
R.T.O. if condition of the road requires attention for improvement.
During the rainy season he will arrange through P.W.D. authorities
the maintenance of River and Nallah crossings for safe passage of
Motor Vehicles.

30. He will approach Police authorities and arrange for check
weeks every quarter.

31. He will make arrangement and personally supervise Mo-
tor Transport facilities at times of fairs in his area.
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52 Whenever there is any break down in regular service, he
il immediately arrange for replacement and see that the travel-
ling public is not put to any inconvenience.

35. He will make continucus attempts to detect cases ot dou-
ble and multiple registration.

34. He will keep a list of Motor Associations and Unions in his
area and submit the same with the half yarlv report to the R.T.Os.

_ He will watch their working whether they provide better facili-
ties to the public and maintain workshop facilities to the public.

35. He will maintain a detailed record in respect of the follow-

(a) Drivers.
(b) Conductors.
(c) Cleaners.

(d) Technicians under different classifications (Mechanics,
Fitters, Electricians, Turners, Carpenters, Blacksmiths,
Painters, Coblers etc. working in Workshop)

(e) Other labour in connection with Transport work. He will
also look for fresh avenues for employemt inTransport
business and submit his suggestions to the RT.Os.through
Collectors.

36. He will keep himself fully informed of labour disputes aris-
ing in his area and will keep liasion with Labour Department.

37. He will submit statistics of the people mentioned in Para
35 and datailed infomation in respect of cases mentioned in Para
36 to R.T.Os. on 10th Jan. and 10th of July every year for inclusion
in half yearly report.

38. Railways.He will deal with all matters relating to Railways
tn his area. In cases of proposals for new extension of Railways he
will collect data and infomation from all sources to substantiate the
demand of the public and send his reoprt to R.T.O. through Collector.

39. He will go into the question of amenities to passengers,
changes in time-table etc. and submit his recommenlation to R.T.O.
through Collector.
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10. Warter Wuys - He will survey differnt tanks, river crossings
to finalise the question of issue of permits for vlying beats and make
his recommendation to the R. T.O. He will maintain a record of the
operators and permits issued and taxes and fees realised. He will
atleast quarterly check the permits of the operators plying Boats.

41. He will maintain a list of Mail contractors and ensure that
they specially observe timings so that the public receives mail in
time. He will be responsible to see that the intimation is sent to
postal authorities at least 3 months in advance when the permit
period of the operator concerned is to expire.

He will keep liasion with the local postal authorities and try to
solve their difficulties. '

42. He will maintain a list of all out-agencies and if any diffi-
culty arisos in their running he will inform the Regional Transport
Officer of the position well in time. He will give a list of alt out-
agencies in the half yearly report
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APPENDIX 111
(Under para 54 of Chap. V)

PROCEDURE TO BE FOLLOWED IN GIVING INFOR-

TM/{TION TO THE QUARTERS CONCERNED ABOUT

THE ARREST AND RELEASE OF M. Ps. MEMBERS OF
LOK SABHA AND THE M.L. As.

lnﬁ')rmalim in respect of arrest and release ot M.1..As. should
be furr}lshed m the prescribed forms as provided in ihe Rules of
Procedure and Conduct of Business in the Rajasthan Legislative
Assembly. Rules 71 and 72 should be strictly followed which are
reproduced befow :-

Rule 71:-  Imtimation 1o Speaker by Magistrate of arrest de-
tention etc of member - When a member is arrested
om a criminal charge or for a criminal offence or is
sentenced to inprisonment by a Court or is detained
fllder an executive order, the committing judge, mag-
Istrate or executive authority, as the case may be, shall
immediately intimate such fact to the Speaker, indi-
cating the reasons for the arrest, detention or convic-
tion , as the case may be, as also the place of detention
orimprisonment of the member, in the appropriate form
setout in the Second Schedule.

Rule 72:  Intimation to Speaker on release of a Member :-
When a member is arrested and after conviction
released on bail pending an appeal or otherwise
released such fact shall also be intimated to the Speaker
bythe authority concerned in the appropriate form set
o i) the Second Schedule.

SECOND SHEDULE
(See Rule 71 and 72)

Form of cemmunication regarding arrest, detention, conviction
Or release, asthe case may be, of a Member.
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To

The Speaker,
Rajasthan legislative Assembly,

Jaipur.
Dear Mr. Speaker,

A

I have the honour to inform you that I have found it my duty, in
the exercise of my powers under
SECHION. .eeeiieeeieee e eeeiec e e eeeearerneeaeannes of the.............. (Act), to
directthat Shri.......coie Member of the Rajasthan
Legislative  Assembly, be arrested/ detained
7] FURRUNUUURURSN e (reason for the arrest or detention, as ihe
case may be).

SHIE e M.L.A ., was accodingly ar-
rested/ taken into custody at.................l. (time)
161 1 TUUURURIRON s (date) and is at present lodged in the
...................................... Jail........c e (Place).

B

I have the honour to inform you that
Y 1Y 5 TOUUURUURRN Member of the Rajasthan Legislative As-
sembly, was tried at the...................... Court before me on a
charge (or charges) of ... (Reasons for the
conviction).

On e, (date) after a trial lasting
1 {0} USRS days I found him guilty of

and sentenced him to imprisonment

(His appllication for leave to appeal to............cococcniniciinn is
pending consideration.)

Name of the Court

. C

I have the homour to inform you that
Shri............. Ceeeeenenas Member of the Rajasthan Legislative
Assesmly, who was convicted on....................... (date) and
impriconed for... ... (period) for ................ {reasons for

conviction)was released on bail pending appeal (of released on the
sentence being set aside on appeal, as the case may be) on

the. ..o (date)
Yours faithfully,

(Judge, Magistrate or
Executive Authority)
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Fatoration in respect of arrest and release of Members of
Parlvarent should be furnished in the prescribed proiorma as pro-
vided in the Rules of Procedure and Conduct of Business in Parlia-
ment. Rules 214 A and 214B should be strictly followed which are
reproduced below -

Rules 214A - When a member is arrested on a criiminal charge or
for a criminal oflence or is sentenced to imprisonment
by a court or is detained under an executive order, the
committing judge,magistrate of executivc authority, as
the case may be, shall immediately intimate such fact
to the Speaker, indicating the reason for the arrest,
detention or conviction, as the case may be, as also
the place of detention or imprisonment of the member

. in the appropriate form sect out in the Second Sched-
ule.

Rules214B- When a member is arrested and after conviction re-
leased on bail pending an appeal or otherwise released
such fact shall also be intimated to the Speaker by the
Concerned authority in the appropriate form set out in
the Second Schedule.

SECOND SCHEDULE
(See Rule 2144 & 214B)

Form of communication regarding arrest, detention, conviction
or reiease, as the case may be, of a Member.

Place..........................
Date..........cccoooeviiiil
To
The Speaker,
House of the People,
New Dethi
Dear Mr. Speaker,
A
[ have the honour to inform you that I have found it my duty, in
the exercise of my powers under Sectoin.............c..cceeeeeeeeee. of
the. .o (Act), to direct that
1S3+ o TOUT PRSP Member of the House of the Peo-
ple, be arrested/detained for................. ... (reasons for the

arrest or detention as the case may be).
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Shri M. P. was accodingiyv arrested/taken

Into custody at. ... (time)

ON it (date), and is at present lodged in

the........... U Jail (place).
B

I have the honour to inform yor that Shri............................
Member of the House of the People., was tried at

the. .. Court before me on a charge (or charges)
Of e, e (reasons for the conviction).

On....ccoveneeee. (date) after a trial lasting for...................... days,
I found him guilty of ... and sentenced him to
imprisonment for ... (period).

(His application for leave to appeal to..................c.coe.
is pending consideration).
Name of the Court.

I have the honour to inform vou that Shri
......................................... Member of the House of the People,

who was convicted on........................ (date) and imprisoned
O s period)
o SRR (reason for ccnviction) was set

aside on appeal, as the case may be)onthe................................
released on bail pending appeal (or released on the sentence being
(date).

Yours faithfully,
(Judge, Magistrate or Fxecutive Authority)

Information in respect of arrset and release of Members of
Lok Sabha should be furnished in the prescribed proforma as pro-
vided in the Rules of Procedure and Conduct of Business in Lok
Sabha (Fifth Edition). 229 and 230 should be strictly followed which
are reproduced below :-

Rule 229 -When a Member is arrested on a criminal charge or
for a criminal offence or is sentenced to imprisonment
by a Court or is detained under an executive Order,
the committing Judge, magistrate or executive authority,
as the case may be, shall immediately intimate such
fact to the Speaker, indicating the reasons for the ar-
rest, detention or conviction, as the case may be, as
also the place of detention or imprisonment of the mem-
ber in the appropriate form set out in the Third Schedule.
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Rule 230 When a'Member is arrested and after conviction re-
leased on bail pending an appeal or otherwise released.
such fact shall also be intimated to the Speaker by the
authority concerned in the appropriate torm set out in
the Third Schedule.

THIRD SCHEDULE
(See Rules 229 and 230)

Form of communication regarding arrest, detention, conviction
or release, as the case may be, of a Member.

Place................
Date..................
To
The Speaker,
i.ok Sabha,
New Delhi.

Deat Mr. Speaker,
A

I have the houour to inform you that | have found it my duty, in
the exercise of my powers under Section.............c..cc..cccoin.
ofthe .............. (Act),todirectthat Shri...........cooeiiiiieiii,
Member of the .ok Sabha, be arrested/ detained for......................
(reasons for the arrest or detention, as the case may be).

Shri... Member of the Lok Sabha was ac-
cordingly arrested/taken into custody ......................... at
........................... (time)on............. (date) and is at present lodged
inthe ... (jail).

B

I have the honour to inferm you that Shri
...................................... Member of the Lok Sabha, was tried at

the ...l ereaanians Court before me on a charge (or
charge) of ..., (reasond for the conviction).
On ... (date) after a trial lasting for
............................. days, I found him guilty
OFf e, and sentenced him to imprison-
ment for ... (period).
(His application for leave to appeal to......c..cccceeeeeieiiine is

pending consideration).

Name of the Court.
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C

I have the honour to inform you that Shri ...
Member of the Lok Sabha, who was convicted on ..........oooeeeee.
(date) and imprisoned for ...................... (period) for
............................ (reasons for conviction) was released on bail

pending appeal (or released on the sentence being set aside on
appeal, as the case may be) on the.................... (date).

Yours faithfully
(Judge, magistrate or Executive

Authority).
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APPENDIX 1V
(Under Para 127 of Chap V).
Deed changing a Name/Surname

" ]By this deed. | the under signed (new name) of etc.. now
ately called (old name), a naturai-born Indian subject, do hereby:-

1. ?-or and on behalf of myself and my wife and childern and
remoter issue wholly renounce, relinquish and abandon the use of
my former name/surname of (old name) and in place thereof do
assume from the date hereof the name/surneme of (new name) so
that I and my wife and children and remoter issue may hereafter
be called, known and distinguished, not by my former name/

S f ¢
nl;max)ne of (old name) but by my assumed name/surname of (new
me).

’) o 1 1
2. For the purpose of evidencing my such determination,

de<.:l‘are that I shall at all times hereafter in all records, deed and
writings and in all proceedings, dealings and transacti(;ns as well
private as public and upon al occasions, whatsoever, use and sign
the name of (new name) as my name/surname in place and in
substitution to my former name/surname.

) 3. Express.ly authorise and request all persons at all times
ereafter to designate and address me and my wife and children

and rerpoter issue by such assumed name/surname of (new name)
accordingly.

In witness whereof I have hereunto subscribed my former

and ad9pted names of (old name) and (new name) and affixed m
seal this day of - ¢

signed, sealed and delivered by

the above named (New Name) formerly (Old Name)
in the presence of

Old name

New Name
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APPENDIX V
(Uader para 150 Chapter V).

Scale of Articles of Stationery for use in the departmentys and
Offices of the Government.

[-Articles of Permanent Nature

J ;
(/n’[‘ provaded)

Nuame of arucle Gazetted  Non- Ministerial
Officer  Gazetted Statt
Ofticer __ch‘.u.rks
Supdt.  Others
|

Blotter | 1 1

Bodkin . " 1 1

Call Bell 1 1 .

Clip 2 - ] Tyvpist

Conf. Box

Ink Stand

Letter Trays

Pin Cushion

Paper Weight

Pen Knife

. PenRack

. Paper Cutter

. Punch Machine

. Pencil Sharpner

. Ruller wooden (round)*

. Stationery Rack

. Spunge Pot

. Stipple Stitching for Head of
machine Office.

19. Scissors 1 . 1 -

20. Table Pad 1 1 1 i

21. Waste Paper Basket 1 i 1 1

Nk b b —

O ® N

D o= N = — 1)
[ I
19— e —

D e o — t

Per Section.

—
PNV N
—

—
W

1

1

1

1 ..

2 1 For Steno
1

1

—
o))

—
- e e et e e e s D
— -y

—_
x

*For common use by clerks.

In basing their requirements, the indentors should keep in view
that articles of this category, as noted above, are included in the
indent after proper scrutiny and not as a matter of course. These
may be included in the indent if in their opinion the pervious once in
use have either been broken or lost or will be of no use during the
period for which indent is being placed and their replacement thus
considercd absolutely necessary. In case where new posts are
created, the fresh entrants may e given a fresh supply of these
articles.
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Articles such as dusters, baskets, file tape. waste paper bas- Name of articie Gazettea on Minisienal
ket clg. should be indented from the Jail Department by the Direc- Officer Gazeited Staff
tor Printing & Stationery who may make supplies 1o the Depart- Officer Remarks

ments concerned. |
. . . Supdp. Other
l-The following articles may be treatcd as-of men-perma- o\

nen . i . S he ¢ _ > . .
ent nature and their annual scale (per head) wilt be as under : 14. Cleaning brush 1

Name of article Gazetted Non Ministeriai (per machine)
Officer Gazetted Staff 15. Eraser (type- ' 1
Officer = Remarks - writers per machine)
Supdp.  Other 16. TW.Qil

1. Blotting paper 12 12 6 6 per machine

sheets 17. Pin“Sheets 4 4 6 6
2. Carbon paper 301036 18. Gemclips

it e (100 cach

typepapers. 19. Gloy paste 1 Bottle for Heads of Department

3. Ink-Blue Black 20. Gum 5 seers per Office
4. Ink red 9 packets. 21. Tags 1000 per Office
S. Nibs 36 24 24 24 22. Rubber per head 1
6. Peniiolders 2 2 .. - 23. Papers 150 sheets or 600 foolscap sheets

(superior) white per clerk per year.
7. Penholders '

(ordinary) . 2 2
8. Inkpots 2 2 2 2
9. Pencil (lead) 2 2 3 3 .
10. Shorthand penciis |

(for Stenographers only) 12
11. Pencil Red & 2 .. .. -

Blue
12. Shorthand Note

Book (for Stenographers 5

only) | :
13. Ribbons type- 4

writers (per machine)
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APPENDIX VI

(Under para 151 of Chapter V) (v Naib Tehsddur & Office Superintendent
_ Scale of Furniture for use in offices. : (1) Office Table One
Q) Coliector o . "
(8) Retiring room (if any) (2) Cane Chair ‘
(I} Durri according to the size . (3} Side rack !
(2? Chairs Twae - (4) Paper rack.
8; ?::yrgﬁ:r : One () Almirah
(b) Office room. 6) Dumi :
(1) Durri aocoding to the size. (7) Bench for the peon
8.{ Curtains cn doors and windows. : (v) " Accounts, U.D. Cs, L.D., Stenos
} Door-mat . o T
(4) Office Chair Une & Typists
(5) Cane Chairs. . Eight (1) Office Table One
(6) Office Table One (2) Chair "
(_Z) Side racks ( 6 pastition) Two (3) Side rack "
, (8) Table Lamp. One : (4) Paperrack )
. (%) Paper rack " . ' pe .
(10) Ash Tray. ’ o (5) Almirah for (Acctts & Dealing Clerks. "
(11) Small Iron Almirah " (6) Type Table (for typist) "
(g) Jsug i " () Pigeon hole Almirah (For despatcher) -
21 4)) Bx-s::::lf _ " (8) Extra type table (for Stenos). "
(15) Bench for the pe-on . : 20.  The following officers will be allowed, free of hire, departmen-
ii tal furniture at their residences to the extent indicated against each cat-
(ii) S.D.O. .
(1) Durry o egory provided the requisite funiture is spared from the available stock of
: ne the Department -
(2) Door-mat N
(3) Office Table " (1) Collector
(4) Cane Chairs. Five .o Oftice table 1
g; gi‘k racks (6 parttion) Two Chairs 7
aper rac 0 .
(7) Table Lamp one Almirah 1
(8) AshTray " Bench for open 1
(9) Swmall Iron Almirah " (2) Sub-dwisional officer
g(l); Cunai&s‘ on doors & windows " . Table !
Easy am " - . .
(12) Book Shelf . _ Chairs 5
(13) Beach for the peon " Almirah 1
(iii) Tehsildar Bench for peon 1
(1) Dumi " () Tehsildar
(2) Office Table " Tabl .
(3) Cane Chairs " avte
- (4) Side rack " " Chairs 3
(5) Paper rack " Almirah 1
(6) Table Lamp “ Bench for peon 1

(7) Small Iron Almirah "
(8) Bench for the peon "

216
217




O)tober 28

October 31

December 10

Pebruary 10

Madh

Date

(3) Drparumental Estimates of Re-
ceipts in Form 6 with connected
Form 3 received direct from the
Estimating Officer.

(1) Departmental Estimates of Ex-
penditure in Forms 4 ard 5

with connected Forms 1 and 2

in respect of Departmenis in
Group 'B’

(2) Comments on the Receipts
Budget Estimales.

(3) Comments on the Expenditure
Budget Estimates for depart-
ments in Group ‘A’

(1) Departmental Estimates of Ex-
penditure in Form 4 and 5 with
connected Forms | and 2 in res
pect of Department in Group

s

(2) Departmental Estimates of Re-

ceipt in Forms 3 and 6.
Correctoin to Budget Estimates.

Statements showing probable mon-

thiy Cush Receipts and drawings
Juring the vear.
P ast Date for surrender of Funds.

Administrative Departments in the
Secretarial.

Head of Departments. Adminis-
trative Departments in the Secre-
tariat

Administrative Departments in the
Sccretariate.
-do-

Heads of Departments. Adminis-
trative Departments in the Secre-
tariat.

Accountant General, Rajasthan,

Heads of Departments. Adminis-
trative Departments in the Secre-
tariate.

Heads of Departments.

APPENDIX VII

(Under para 156 of Chapter V)

The Budget Calendar
(When a date falls on a Sunday or a holiday, the preceding working da

Secretariat and the Finance De-
partment simultancously.
-do-

.do-

Finance Department and the
Accountant General, Rajasthan.
-do-

Accountant General, Rajasthan.
Administrative Department in
the Secretariat and the Finance
Department simultaneously.

Finance Department {in conve-

nient batches).
Finance Department.

Finance Departmen.

y should take its place)

[tem of work

Submitting Authority

To be submitted to

September 15

Septemnber 25

September 39

O)ctober |

October 15

Proposals involving New Expendi-
ture

Detailed Estimaters of Expenditure
InForms 1 and 2

Proposals involving New Expendi-
ture

Detailed Estimates of Receipts in
Form 3

(1) Departmental Estimates of Ex-
Penditure in Forms 4 and §

with connected Forms 1 and 2

in respect of Departments

in Group A.

(2) Departmental Estimatss of Re-

ceipts in Form 6 with connec-

ted Form3

Estimating Officers through
proper channel
Estimating Officers.

Administrative Department in the
Secretariate.
Estimating Officers

Head of Departments. Adminis-
trative Departments in the
Secretariat

Head of Departments.

Adminstrative Department in
Secretatriat,

Head of the Department or the
Adminstrative Department in
Secretariat, as the case may he.
Finance Department.

Head of the Department or the
Administrative Department in the
Secretariat, as the case may be.
Accountant General Rajasthan
Administrative Department in the
Secretariat and the Finance De-
partment simuitaneously.

Accountant General, Rajasthan
Administrative Department in the
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APPENDIX VIl
(Under para 160 of Chapter V)
DISTRICT POOL
Rules regarding the use of Motor Cars and Jeeps erc.
place at the disposal of Government Department an:i Oyficers.

lac Fdhf;curulg_s regu:at? the control and use of cars jeeps ete

¢ 1€ disposal of departments or oficers ‘ orm-

: icers fo > pe -

ance of yjourney onduty. rthe perform
I'hey do not apply to :-

I. Cars placed at the disposal of Ministers of Government.

5 . . .
2. Vehicles in charge of departments for special purposes e.g.

ambulance cars in hospi i i
. C pitals, vehicles for the trans
of children in school etc. and portation

3. Vehicles meant soley for transport of goods.

rUIeThe cg.ntrol.and use of such vehicles will be regulated by such
! $ or directions as may be issued for the purpose by the
Admimstrative Departments in each department.

Vehicles provided for departmental use.

2. Allvehicles other than Pool vehicles will be under the
) co
gf ftf‘}:e Hf_nd of the Department- concerned who will be the Conn'olllltirnogl
2 cer mrespect of the vehicles. In the case of Central Pool. the
( c_mtrollmg officer shall be the Chief Superintendent, Motor Gm:age
{3!ﬁutr):nt;i‘;n the case _of District Pools, the Collector of each Distric;
rels e e fontrollmg Officer. The Controlling Officer will be
re 5)?” . olr the proper use, care and maintenance of the vehicles
and regulate the journeys generally in accordance with these

3. The Controlling Officer will be responsible for the mainte-

(i) Log Book.

(i) Stock Register.

(i) Defect Register.

(iv) Unserviceable Parts Register.
(v) Particulars of Vehicles Registef. "
(vi) Tools Register

(vi)Damage and Accident Record.
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(vin) Repairs account and monthly mileage Record.
(ix) Charge Reports of Drivers.
(x) Daily Petrol Sheet.
Note 1. All departmental vehicles shall in addition to the number

plate carry prominent plates in front and at the rear indi-
cating the name of the department to which they belong.

Note 2. The petrol tanks of vehicles should be fitted with locks,
and the keys should be kept in the possesion of a respensi-
ble officer who should be present when petrol is put-into
the tank. The log book should be examined and signed by a
responsible officer once a month when a balance should
be struck showing the total fuel corsumption for the month.
The Officer should satisfy himself that the consumption is
reasonable. The registered No. or the Serial No. of the
vehicle should be painted clearly and distinctly on the out-
side walls of all types of the vehicles.

Note 3 The inventory shall be checked by the Controlling Officer
or by a gazetted officer deputed by him for the purposes
every month and any loss arising out of negligence or fault
should be recovered from the person concerned.

4. All Heads of Departments other than Collectors and Com-
missioners (who are sending monthly statements) shall also send a
consolidated statement for each financial year so as to reach the
Chief Secretary in the General Adminstration Department (B) by
the end of May of the following year.

5. The Controlling Officer will be responsible, in the event of
transfer of charge, to ensure that the vehicle is handed over to his
successor with complete equipment and full complement of spare
parts, spare wheels, tyres and tools and have the fact mentioned in
his charge report.

6. In the case of big departmental organisations the duties
and reponsibilities of the Controlling Officers may be delegated
with the approval of Government to Divisional or Sectional Offiers.
Inthe case of the pools, such delegation will not be made to officers
other than A.D.M.'s, S.D.O's or City Magistrates.
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. 7. (a) Departmental vehicles (including staff cars) are not
intended for use within a radius of 5 mijes of the hcadq~uarlcrs‘. of
the office or department at whose disposal the vehicles are pla‘ccd
unless an officer or department has been specially authorised by
the G9vemment in the G.A.D. under special or general orders to
do so inview of extensive joumncys at the headqu;rtcrs.

_ (b) Nomileage allowance shall be admissible in respect of the
Joumneys performed in departmental vehicles (including pool vehicles)
and the cost of propulsion will be payable entirely by the
G9vemment. When it is possible to travel between place either by
rail or by road and the journey is actually made by road in a
Government v.ehicle, certificate from the Controlling Officer or the
officer perfoming jourmey shail be attached to the T.A. bill in which
?he allowance for the journey is claimed, specifying clearly the public
mtrest served by undertaking journey by road, which would not
!wvc been served had the journey been made by rail.if no public
intrest was served by travelling by 10ad in 2 Government vehicle
the Contro!lmg Officer may direct the recovery of the hire charges’
for thc.: vehicles from the Officer concerned at the rates prescribed
for private use and the officer may be allowed travelling and daily
allowance as admissible under Rule 4(4) of the Rajasthan T.A.
.Rules. F or this purpose a journey by road shall be considered to be
in public 'mtrmt, if it involves a substantial saving of time or enables
th e Touring (?ﬁicer to visit villages on route or in the vicinity of the
pla‘cc of destination or if the train timings are not suitable from the
point of veiw of public interest.

] (c.) All qontrollgrs shall ensure that orders, with the approval
ofthelr Admintstrative Department, exist, indicating designations
o the.oﬁicers of the Department entitled to the use of the vehicles
in their department.

() ,Oi-Ticers entitled to the use of the vehicles shall not be
allqwec! mileage allowance in resect of the journeys perfomed in
their private cars inconnection with official business unless the
controller certifies that :-

(1) the .veh}'cle is§ued to him was out of commission during the
period in which the journey was under taken

(ii) the dc-fect which had caused the vehicle to go out of
wmlssion could not be noticed before the day on
which the officer commenced the journey or that the
defect having been noticed before that day, he had
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taken adcquate steps to have the vehicle put in commission
sufticently before the time of his proceeding on the journey
but without success.

(i) no other Government vehicle was available for undertak-
ing the journey on the relevant day. A controlling Officei
may require the production of a non availability certificate
issued by the Controller in support of the fact of non-
availability out of a Government vehicle on the relevant
day before admitting the claim for travelling allowance.

(¢) Journeys of officers from their residence to the usual place
of office and vice versa shall always be treated as non-
duty journeys and propulsion charges for the same shall be
payable by the officer personally.

8. (a) All entries of the Log Books should be signed person-
ally by the officers who use the pool Vehicles and it should
not be left to their P.A's or Clerks to make these entires.
If any Officer does not himself sign the entries of a Log
Book, it shall be presumed that the journey made by him
was private and he will be charged propuision charges for
the same at prescribed rates accordingly.

(b) The officer concerned should give full details of the jour-
ney to be preformed by him while requisitioning the vehi-
cles, and more particularly in the Log Book after complet-
ing the journey It is not sufficient to write Government
work or "State Duty" as purpose of the journey. The exact
purpose must be mentioned. If an officer does not give
sufficient details of the journey and merely mention "Gov-
ernment Work” or words to that effect it will be presumed
that the vehicle has been used on private journey and he
will be charged propulsion charges for the same at pre-
scribed rates accordingly.

(c) If it is found (after the vehicle comes back to the control-
ler of the Pool) that proper entries as enjoined above have
not been made in the Log Book by the concerned officer
and the exact purpose of the journey has not been properly
given, a vehicle in future shall not be given to that officer
again, till he has rectified these matters.

Note :- The Controlling Officer may ensure that suitable lock is
provided so that the mileage meter may not be tempered

with.
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9. Vehicles may i 3
es may be given to Government Sarvants ot this State
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i) Vehi i i
(1) o (hjl_cles shall never be given for private use for being taken
inemas, Marriage functions of Festivals.

(1) Th:l: charges for the use of the vehicle including propuision
ZI:, thl;aétage charges ‘will be recovered in advance in cash
onthe® L:::ils otfh the t.:st}mated mileage the vehicle is expected
or amourntg fe trip in question. the balance being adjusted
cnd ame 1‘;t.re unded or fiep0511ed in cash immediately on
e nofd ion of tl.xe trip. In case a Government scrvant
docs ot ¢ ef;; _Of his fiues on .completion of the trip the
contre e wi 1'mmed1ately bring the fact to the notice of

ministrative Department who will take action to ef-

fect recovery of such d
ues fi . .
official concerned. rom the first pay bill of the

(iv) Vehicles sh .
vy mis e e same o wh have o clearcd of
. d - e same or who have
their previous dues in Toto. not cleared of

10. A Vehicles of Central pool Jaipur and of other Depart-
ments normally garaged at Jaipur :-

(i) These vehicles shali no
t be taken out of Jai istri
except of provided below. aipur District

@) In case the Heads of Departments for whose
ixcluswg use the vehicles have been kept. or
Secretaries etc., who are entitled to toke’ the
C-cntf‘al Poll Vehicles, intend to visit any to other
dlStI’l(Et, Fhey should normally perform the journey to
that filstnct by rail. They should arrange for a District %’Iool
Vehl.cle or a departmental vehicle, as the case may be, to
receive ﬂ_lem at the nearest railway station to the placé in
the districts where they intend to go. If a number of
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ended to be visited inen the journeys

districts are it
¢ apain v rail

hetween the districts shouid te perterme
unless it is in public interest w undert2ke he journey by
road in a vehicle. The journey tv reid S
1o be in public interset if it invoies a substantial sav.ag of

- time or the Touring Officer has to visit village enroute oF n
the vicinty of the place of destination as pait of his tour of
if the train timings are not suitable trom the point o1 view
of public interest. In such cases the District Pool Vehicle
may be taken and relieved on reaching the destination in
the other district where vechicle of that district shouid be
utilised.

(iii) The vehicles from Jaipur may be 1aken to the adjoining
districts of the Jaipur District in case public intrest is served
as defined in the preceding sub-rule.

(iv) The vehicles for a specia! specific purpose, such as for
taking Central Government Ministcrs or State Guests can
be sent outside Jaipur District to any place in Rajasthan
under the speific orders of the Government in the General
Administration Department.

B- Vehicles of the District Pools, and other departmemal
vehicles garaged normally at places other than Jaipur.

(1) The vehicles shall not be taken out of the district for which
they are normally meant. Officers who may have to g0 to
other districts or the State Capital should not use Govern-
ment vehicles for this journey unless the journey can be
justified in public interestas indicated inthe sub-rule (ii) of
‘A' above.

(i) A vehicle may be taken out of a district or the division,
only, if public interest a defined above is served thereby or
if the destination outside the district is not connected by
rail with that district headquarter. For this purpose each
Controller will, after securing approval of Head of Depart-
ment, maintain a list of places outside the district the journey

- to which will be considered as journeys i public interest.

(ii) Vehicles of one district shall be taken to any other
place not covered by the rules above, only by the

| be considered
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special erder of the Government ; i
ntin the General Administration De ; .
: ¢ APPENDIX IX
partment. :
V (Under para 161 of Chapter )
Proforma fot the inspection of Accounts Hork

4

C Journevs o Delhi or any place outside Rajasthan. i
No vehicles shall be taken to Delhi or to any place outside : Inspection Report on the

Rajasthan by any officer of the State Government without -
!h.c .spcciﬁc sanction of Government in the General Ad-

ministration Department. Ordinarily no such sanction will Date of inspection .

be given unless payment at the normal rates is made by ‘ Name & Designation of
the Officer using the vehicle. the Inspecting Officer ..

accounts of.
Name of the office inspected.

Assisted by.

1. If there is any contravention of the rules aforesaid, fuil Part I- General
amo| i -
f_mount for the journeys shall be recoverable from the of- When was the office last inspected by :-
1cer concerned, apart from any other action that the Gov- ( ) Collector.

(2) Office-in-charge
(3) Sub Divisional Officer.
(4) Internal Check Party.
(5) District Revenue Accountant.
. Name of the Officer-in-
charge with period during
which they held charge.
Name of the Accountant or
in-charge Accounts Branch
(with dates)
Name of the cashier or
official entrusted with cash work
(with dates) .
Brief particulars of the objections and irregularities and de-

fects pointed out in the previous Inspection Reperts whether the
irregularities or defects pointed out have been removed and are not

repeated.

ernment may propose against the contravening officer.

Part II- Cash & Account
(1) Cash Book :-
(i) ' Is it in the prescribed and printed proforma ?
(i) Is the Certificate for the number of pages given by the
officer concerned ?
(iif) Are the cash books for Govt. & Non-Govt. money
26 separately maintained ?
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(Vi)

(ix)

(x)

Whether only one cash book was maintamed tor oft
fice (Gave transactions)

Whether entries are made oniy when cash s actualiy
recerved or paid and not 1 anticipation thereot

Ate the eatries made promputiy and regularly as soon
s the ransactions of moaey oceur ?

Whethier the cash book is closed and signed by the
officer on the very day on which there is a cash trans-
action

Whether tiie corrections in the cash book are initialled
by the officer concerned ?

Does the Ofticer regularly record the certiticate on
the last day of the month vide Rule 74 (iv) of General
Financial and Accounts Rules ?

Whether the totals-are checked daily by an official other
than the writer of the cash book

(2) Cash Blance :-

(1)

(i)

(i)
{ i‘\')
)
(vi)
(vi)

(via)

ai\\

Total cash balance on the date of inspectien & how
does it comprise, with dztes 7. ..o wiice iy iviay
uncredited in Treasury.

Whether there was unpecessziy accun:s‘ation and
whether funds were drawn which were el required
for immediate disbursetuzit 7

Whether the balance tallies with that as disclosed by
tie cash bock ?

Whether the Govt. Monev and non Govt moncey are
Kept separately

Whether any amount is lying undisbursed or
undeposited for an unduly long period, if so, give rea-
sons ? _
Whether the cheque bock is kept in the personal cus-
tody of the cfficer concerned ?

Any other remarks :-

What are the arrangemerts i - the safe guard and safe
custody of the cash ? If there is double lock arrange-
ment, is one key kept in the custody of officer ?
Whether the necessory Certificates in respect of the
Strong Room have been obtained (in case of

228

Sub-Treasury only) ?

(X)  Are the necessary receipts issued in the prescribed torm

by the officer or an official authorised by him in this
behalf under Rule 81 of General Financial & Accouit
Rules to the parties or persons from whom money is
received and deposited in the Government Account ?

(x1) What is the check in respect of money received by

postal money orders ?

(3) Security of the Cashier .

(1) Has an adequate security been obtained from the Cash-

ier ?

(i) Whether the cashier was at any time allowed to keep

with him or in his safe custody money including value
of stamps in excess of his secrurity ?

(4) Permanent Advance.

Q)
(i)

(1)

(iv)
W)
(vi)
(vii)
(5) Bills.
)
@)
(ui)

Is the amount of the imprest money appropriate ?

Is the acknowledgement of the amount of the perma-
nent advances sent to the Accountant General as re-
quired under Rule No. 344 (viii) of the General Finan-
cial & Accounts Rules ?

Whether at any time this advance was utilised for
meeting the travelling expenses of any Government
servant ?

Whether detailed bills were prepared regularly when
the payment advance began to run short ?

Whether the progressive totals of the expenditure have
been struck on submission of the detailed bill ?

Whether prompt action is taken to recover the extra
inadmissible charges ?

Any other remarks.

Is the copy of treasury enfaceinent on each copy of
the bill taken ?

Is a register of bill kept and are the entries made up-to-
date therein ?

Are rubber stamps used for indicating budget heads on
the biiis ?
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(1v)  Any other remarks.
(6) Vouchers.
(1) Are the vouchers stamped "paid" and "cancelled” as

required under Rule 141 and 220 of the General Fi-
nancial & Accounts Rules ?

(1) Are the vouchers serially numbered and kept in monthly
file ?

(i) Any other remarks.
(7) Contingent Register .
(1) Isit maintained ?
(if) Are the entries thereof complete and up-to-date ?

(iif) Has each voucher on which cash payment is made,
been recorded and numbered serially ?

(iv) Any other remaris.
(8) TABill Register.
(1) Isthe T.A. bill register maintained ?
(i) Arethe T.A.and D.A. charges zccording to the rales?

(i)) Details of the T.A. and D.A. charges drawn in excess
against the rules.

(iv) Are the Tour programmes approved by the higher au-
thority concerned ?

(v) Any other remarks.
(9) Stamp Register.
() Isis maintained properly ?
(1) Isthe register in the printed prescribed form or in ordi-
nary paper ?

(1) Is the weight of letters weighing more than one and
half tola given ?

(iv) Is the register checked regularly by Supdt., Account-
ant or Head Clerk ? Are letters to one addressee des-
patched on a day sent in 2 single cover ?

(v) Any other remarks.
(10) Stationery & Stores

(1) Isthe account kept in the prescribed and printed from?
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(i) Whether the entries of the receipts and 1ssuces are ai-
tested by the presiding Ofticer ?

(iii) Are the Indents called before the supply of the Sta-
tionery articles ?

(iv) Are the accounts found correct en the physical check-
ing of the stationery articles ?

(v) Is physical verification undertaken by the officer and
certificates recorded under Rules 269 and 270 of Gen-
eral Financial & Accounts Rules ?

(11)Others

(1) Briefdescription.

(ii) Are maintained properly ?
(12) Annual Estt. Return.

@ii)) Details of outstanding Annual Establishment Returns,
if any.

(13) Audit Objection and Inspecton reports/ compliance reports.
(i) Are these attended to promptly ?
(ii) No.of outstanding objections/Inspection reports, if any.
(14) Service Books and Service Rolls.

(i) Are the entries in the Service books of the Ministerial
staff compiete and up-to-date ?

(ii) Are the entries in the Service Rolls of Class [V serv-
ants complete and up-to-date ?

(iii) Is the verification of Services made and the Certifi-
cates are recorded in the service books/service rolls
as requirec under Rules 66 (i} and 67 of the General
Financial & Account Rules.

(15) Attendance Register /
(i) Whether attendance is marked correctly and regularly?

(i) Whether the casual leave account is given in the Reg-
: ister ?

(ili) Whether the attendance is checked by the officer con-
cemned daily and initials are put by him ?

(iv) Any other remarks.
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(16) Privilege Leave Register
(1) Isthe P.L. Register maintained in the prescribed printed
from?

(i) Are the entries in that register complete and up-to-
date ?

(i) Are the accounts of half pay leave and other kinds of
leave shown in that register ?

(17) Books Register.
(1) Is the Register complete and up-to-date ?

(11) Are the entries in the Library Register attested by the
Officer concemned ?

(i)) Is the physical verification made and the account is
correct ? )

.(iv) Any other remarks.
(18) Trunk Call Register
Is it maintained properly ?
(19) Register of uniforms.
Is it maintained properly?
(20) Register of Audit Objections.
Is it maintained properly ?

Qly " Register of Inspections.
Is it maintained properly ?
(22) Register of Machines.
Is it maintained properly ?
(23) Register of Fines.
Is it maintained properly ?
(24) Register of Rent Realisation.
Is it maintained properly ?
25) Any specific instuctions or remarks.
(26) Returns monthly/ quartely/Yearly.

(i) Are ihese sent on due dates.

(i) What check is exercised over their timely preparation
and submission ?

(27) General Remarks.
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APPENDIX X
(Under para 182 (4) of Chapter V)

Detailed Instuctions Regarding Economy in the use of
paper and Articles of Stationery.

With a view to alleviating the paper shortage and effecting
cconomy in the use of articles stationery, Government have de-
cided that the following measures should be adopted by all the
departments and the attention of Heads of Departments and of-
fices is particularly drawn to this fact that without their personal
interest in the matter, the drastic economies which the Govern-
ment have in view cannot be achieved. In addition to the measures
given below by effecting economies Head of Departments are
requested to examine carefully their departmental requiremetns
and make suggestions for further economies so that more funds
may be made available for productive schemes of the state.

2. Proper use of economy labels and envelopes - (1) All
departments and Offices should used economy slips on envelopes.
New envelopes should be used sparingly. Economy slips should be
supplied by Government Presses to all Departments and Offices
or prepared by the Departments themselves out of their own stocks
of paper. v

(2) In-coming envelopes from Government Departments etc.,
as well as from public should be opened carefully by slitting the
envelopes along the narrow edge. Envelopes sealed with economy
lables should be opened by carefully tearing the label only. The
envelopes should then be re-used with economy labels.

(3) Envelopes which can no longer be used as such may be
slit open, tagged together and used for rough notes, messages, etc.,
in lieu of slip book etc.

(4) In the covers which are sent duly sealed, the flaps should
never be gumed at all or closed with streakes or sealing wax. The
seals and gum should be affixed in such a manner that the covers
be opened by just removing the economy slips without damaging
the flaps of the covers. These instructions should be explained
clearly to those who usually handle these labels, viz., the peons and
daftries and the despatch clerks etc.
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(5) Allnon-con Fidential correspondence delivered between
departments in the same area should be sent loose and noi in en-
velopes. The use of various paper slips to bind several sheets of
correspondence for despatch in local areas shculd be adopted.
Such cuttings may be obtained from the Government Presses by
the Decpartments.

3.. Economy in paper (1) Typing should be in single space
cxcept as regards communications of importance sent to the Gov-
ernment of India. Office notes should all be single spaced. Both
sides of papers should be used.

(2) Papers of as few varieties as possible should be used.

. The use of cream woves, cream-laids, Azure-laids etc., should be

restricted to the absolute minimum. The use of any kind of thick

paper for corresporndence should be avoided and the smallest pos-

sible sheet consistent with the dignity and requirement of the com-

munication should be used. Short letters etc., should never be typed
on foolscap folio papers.

(3) The supply of azure-laid paper including azure-laid note
pads to departments and other offices should be stoped.

(4) Drafts of letters should be kept as office copies and car-
bon copies should only be made where the draft has been exten-
sively altered as to make it necessary to have a clear copy. Wher-
ever possible, the carbon copy of a letter should be typed upon the
back of the letter to which it is a reply thus saving a sheet of
copying paper and precluding any use of the duplicate becoming
detached from the criginal.

(5) Office copies of letters, etc., should be kept on Badami
paper and not on typewriting papers.

(6) Baaami paper should be used for drafts, etc., and typing
paper should be avoided as far as possible.

(7) Note sheets blank on one side retrieveu from old men ripe
for destruction, and not confidentail, should be used for notes or
rough drafts, etc.

(8) Broad margins on correspondence papers be avoided as
far as possible.
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(9) The obsolete forms, statements, etc. which are blank on
one side and now rendered useless due to any reasons should be
used in future and supphied by Government Presses to the Depart-
ments. Superintendent, Government Presses, should arrange to
striks out one or two diagonal lines on the side of the printed
matter of the obsolete forms available at Governunent Presses.

(10)  Blotting paper should be retained in use as long as serv-
iceable and should not be changed at regular intervals as a mater

of course.

4. Economy in the use of duplicating paper - In view of
the high cost of this paper and difficuities of its procurnment, spe-
cial attention should be given by the Heads of Departments and
officers for the use of duplicating paper.

(1) Departments and Offices in possession of duplicators
should not allow operators to have uncontrolled access to stocks of
paper. Paper should be issued for each separate job with due
allowance for "spoils” not exceeding 2 percent of copies dupli-
cated or one sheet of paper per stencil.

(2) Allmatter to be issued in duplicating paper should be typed
in single space, as far as possible. Where the matter is more than
half a page, but not more than one page, may be duplicated on both
sides of the paper, the stencil being cut in two sections across the
length.

(3) All departments should examine the requirements reg. du-
plicating bapér and reduce the expenditure thereon, as far as pos-
sible. The Departments should substitute duplicating by printing
whenever possible.

(i) Except in the case of an immediate nature, all jobs of
which 200 or more copies are required should be got
printed.

(i1) copies should be reproduced by duplicating only when the
number required is between 25 and 199.

(iti) For less than 25 copies the matter should be got typed.
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APPENDIX XI
(Under para 192 (33) of Chapier V)

[Powers and functiors of the Collector under the Rajasthan
panchayat Samitis and Zila parishads Act, 1959,
and Rules made thereunder]

S.  Section & Rule Nature of power Whethr

No. Statutory or
delegated

1 2 3 4

1. Section To convene special meeting for co-

option of members of Panchayat

Samiti. Statutory.
2 Section 12 To convene meeting for the election -do-
of Pradhan

3. Section-20 read with To convene meéting for the election.

Rajasthan Panchayat of members of Standing Committee,

Samitis (Election of  if the Panchayat Samiti does not

members of standing constitute Standing Committee,

Committee)Rules, within 3 months from the date of

1959 and Rajasthan its constitution and where the Pan-

Panchayat Samitis  chayat Samiti decides to have co

(Co-option of mem- opted members and does not con-

bers of Standing Co- vene a meeting for co-option of

mmittee) Rules, 1959 members Delegated
4. Section 20 read with To convene meeting for the election

Rajasthan Panchayat of Chairman of the Standing Com-

Samitis (Election of mittee, if Pradhan fails to convene

Chairman of Standing such a meeting within 3 months

Committee(Rules,

1959 -do-
S. Section25 (3) Submission of confidential report

of Vikas Adhikaris to the State Go-

vernment Statutory.
6. Section37(4) To scrutinise the budget of pan-

chayat Samitis -do-
7. Section38(3) To submit abstracts of annual

accounts of Panchayat Samitis to

the Zila Parishad and State Govern-

ment -do-
To place quarterly statement of-

income and expenditure of Panchayat
Samitis before the Zila Parishad. -do-
To receive motion of no confidence

in Pradhan or Up-Pradhan and to

convene and Preside at the meeting

of the Panchayat Samiti for the same  -do-

8. Section38(4)

9. Section 39
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1 2

3 4

10. Section 42(5)

11. Section 44

12. Section 49
13. Section 53

14.Section 59 (a)

15. Section 59(b)

16. Section 59 (¢)

17. Section 59 (d)

18. Section 66 (3)

19. Section 68

20. Section 69 (2)

21. Section 69 (b)

22. Section 69 (c)

To attend meetings of Zila Parishads
as ex-officio Member

To convene special meeting for co-
option of members of Zila Pari
shad

To receive motion of no confidence
in Pramukh and Up-Pramukh

To attend meetings of Sub-Com-
mittees of Zila parishad

To examine the extent of progress
achieved in the execution of
various schemes

to co-ordinate the work of various
Development Departments

To watch the proper utilisation of
amounts placed at the disposal

of the Panchayat Samitis

To encourage the growth of initia-
tive and enthusiasm in Panchayats
To suspend a resolution of a
Panchayat Samiti if the resolution
is likely to cause danger to human
life etc.

To enter and inspect immovable
property etc. of Panchayat Samitis
To ensure that technical assistance
is made available to Extension
Officers by the connected derart-
ment of the State Government

To See that adequate precautions
are taken and sufficient provisions
are made for the recovery and
repayment of loans advanced by
the State Govt. to Panchayat
Samitis

To See that Panchayats and Pancha-
yat Samitis are provided with
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-do-
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tax or on account of foans Statutory.
2. Section 69 (d) 1 watch and report 1o e State )
SavlLas e whether T rres
ined i the plass aie being adhe -
red to and the genere. pottern o
work is in conformit: -aith the
¢ oacies faid down o e Stae
Cetoor by the Jentrn Geveibe
LU
2 a0 Toomiele snnnal ase sunt etanes o
Rutes wdespenditure AT s st
“fors the Sate o clepate .
25 Ruie 107 o1 ¥ 7ips. iC Snsure that irregu:a;ies in )
Rules Audit Reports are rectified -do-

necessary assistance ‘1 the early
recovery of their dues whether as
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APPENDIX XI1

(Under Para 192 (33) of Chapter V)
[Powers and function of the Collector under the Rajasthan
Panchavat Act, 1953, the Rajasthan Panchayat and Nyaya
Panchayat (General) Rules, 1961 and Rajasthan Panchayat
and Nyaya Panchayat Election Rules. 1960]

St Section or Rule  Nature of power & Function Whether
No. Statutery
or
Delegated
1 2 3 4

1. Section2 (6A)

2. Sec. 5read withrule
3 & 4 of Election
Ruties

Section 8

[

4. Sec. 92)read with
rule 51(5) of Election
Rules.

5. Sec.9(3) read with
rules 52(2)of Election
Rules.

6. Sec. 10 read with
rules6to 8 and 12
of Election Rules

7. Rule 36 of Election
Rules

8. Rule 42 of Election
Rules.

9. Sec. 14 read with
Rules 44 & 54(5) of
Election Rules

10. Rule 47 of Election
Rules

11. Rule 56 of Election
Rules

To determine the population of
Scheduled Castes/Tribes

To delimit wards and fix number
of panchas to be elected from each

Statutory

ward ) -do-
To appoint panchas on failure of
election Delegated

To appointment an officer to

convene meeting for co-option

of Panchas in the event of Sar-

panch failing to call the same  Statutory
To appoint Panchas on Panchayats

in case of failure to coopt. the

requisite number of Panchas ~do-
To prepare voters list -do-

To fix a date for a election and ap-

point a Returning Officer to con-

duct the same Delegated
To keep proper custody of Election
record for 3 years Delegated
To notify the election or appoint-

ment of Sarpanch -do-

To order postponement of Elec-

tion where considered necessary. -do-
To appoint an officer to cenduct

election cf Up-Sarpanch if Sar- ;
panch fails to do so -do-
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2 3

with rule 18 of
General Rules

4
12, 63(2Xiii) of Election To administer vath of office
Rules read with Sec. 135 Delegated
13, Sec. 17(3)read with To declare vacation of seats on
rule 13 of General failure to make prescribed oath
Rules -do-
14. Sec.17(4) To remove panchas -do-
15. Rule 10 of General To notify the vacation of seats
Rules ws17(1)to(3) -de-
16. Rule 10 of General On being required by the State Gowvt. -do-
Rules to enquire into or cause an enquiry
to be made into the allegations
made under Sec. 17(1) and to make
areport in the matter with his
findings there in to the State Govt.
17. Ruie 20 of Gene- Initiate preliminary enquriry on Delegated
ral Rules his own motion or up to the
requisition of State Govt. under
Sec. 17 (4) against any Panch,
sarpanch or Up-Sarpanch of a Panch-
ayat or Chairman or Member of Nyaya
Panchayat or to appoint any officer
subordinate to him to hold such enquiry
and then to report along with his reco-
mmendations to the State Govt. or to
any officer or authority to whom the
powers of State Government under Sec.
17(4) have been delegated
18. Section 18 To accept resignation of office of
panch or sarpanch
19. Sec. 19(1)read To receive motion of no confi-
withrule 15 of dence against Sarpanch or Up-
General Rules. Sarpanch and to convene mee-
ting for its consideration. also
appoint officer to preside at such
meeting -do-
20. Sec.19(2)read To accept resigation of sar-

pancha or Up-Sarpanch on the
passing of no confidence motion -do-
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2

3 4

G

" Sec. 19 (3) read

with rule 18 of
General Rules

Sec. 20
Sec. 24 (5)

Sec. 24 Sub-
sec. (6)

Section27 A (1)
(b)&(c) read with
rule 272 of General
Rules.

Rule 59 of Election
Rules

27. Sec.27(CX5)read

with Sec. 8.

28. Sec.27(cX5)read

with Sec. 11 and rule
61 of Election Rules,
1960

To remove a Sarpanch or Up-

sarpanch if he does not resign

after a motion of no-confidence

has been passcd againsi him. Delegated
To arrange for by-election -do-
To arrange for the cuitivation

of land in case of neglect of land

holder on account of dispute

between him and his tenant Statutory.
To issue necessary direction and

orders from time to time to the

Panchayats in regard to the measu-

res for amelioration of the scheduled
tribes and other backward classes,

and in particular to the removal

of untouchability. -do-
To call for records for the pur-

pose of satisfying himself as to

the correctness, legality and

propriety of any order passed by a
Panchayat Samiti in administrative
matters under Sec. (26) A or other-

wise or any order passed under the
Panchayat Act in administrative mat-

ters by Panchayat from which no appeal
lies under Section 26 A and to confirm
very or rescind such order Delegated
To call upon a Panchayat to elect

a person as member of the Nyaya
Panchayat as and when necessary

and to appoint Returning Officer

for the same -do-
To nominate Nyaya Panchas on
Panchayats failure to elect -do-

To notify the election or appoint-
ment of Nayaya Panchas
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31

32

35.

37.

Sec. Z7(cXS)read
with Sec. 17(3) and
rule 15 of Gen. Rules

Sec. 27 (c)(5) read
with Sec. 18.
Sec.27(C).

Rule 60 of Election
Rules.

. Rule 64 of Election

Rules

Rule 65 of Election
Rules

Rule 10(2) read
with rule 18 (4) of
General Rules

Section 67

Section 72

To declare vacation of seats of
members of Nyaya Panchayat
if they fail to make prescribed

oath Delegated
To accept resignation of members
of Nyaya Panchayat. -do-

To approve the appointment of
staff by Chairman of Nyaya
Panchayat -do-
To appoint an officer as Retumn-
ing Officer for the election of a
Chairman of the Nyaya Pancha-
yat . -do-
To determine the number of
member of Nyaya panchayat
that shall retire upon the expiry
of two years term of a member
and to notify the retirement in
the official gazette. -do-
To authorise any officer not
below the rank of a Tehsildar to
convene a meeeting of Nyaya
Panchayat for the purpose of
detei‘mining the names of the
members of the Nyaya panchayat
who shall retire -do-
to notify in Gazette the name of
Panch, Sarpanch or Up-Sarpanch
of a panchayat or Chairman or
member of a Nyaya Panchayat
whose seat has been ceclared or
becomes vacant. -do-
To excercise the powers of con-
trolling authority for audit of
accounts of Panchayat and power
to get compliance made of objec-
tions etc. Statutory
To provided for execution of work
or doing of an act which a Panchayat
is empowered to execute and
execution or doing of which is
emergent
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39.

41.

42.

43.

45.

47.

Secuon 75(1)

Section 77 read
with rule 327(1) of
Genera! Rules.

Sec. 78A read with
rule 335(2) of
General Rules

Section 80(2)

Sec. 83(A).Sec.
83(B), Sec.83(6)
Sec. 13 (D)

Rule 34 of General
Rules

Rule 49 of General
Rules

Rule 161 of General
Rules

Rule 265 of General
Rules

Rule 270 of General
Rules

To prohibit execution of resolu-

tion or order of Panchayat if unlaw-

ful or likely to cause annoyance or

breach of peace. Delegated
To inspect or cause to be inspected

or initiate enquiry in the affairs

of a Panchayat o1 conduct of Panch,
Sarpanch etc. -do-
To receive annual Administration

Report from Panchayats of the
district and send a consolidated
report thereof to State Govt.

by 15th July.

To sanction institution of suit
by a Panchayat against Sarpanch

or Panch Delegated.
To requisition vehicles for conduct

of election. Statutory

Statutory

In case of disciplinary action against

-staff of Panchayat or Nyaya Panchayats

to call for the relevant record and after
examining the same to make such orders
as he thinks fit. Delegated.
To call for a statement showing

the total amount of the Provident

Fund held by Panchayat or Nyaya

Panchayat. -do-
To approve the appointment of

Chief Officer of the Village

Volunteer Force. -do-

“To confirm the sale of land where

the value exceeds Rs. 1000/-but

does not exceed Rs. 200/- -do-
To hear appeals in respect of

land against the orders of the

Panchayat Sainiti. -do-
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Rule 275 of General
Rules.

Rule 322 of General
KRuies

Rules 326 of General
Rules

Rule 335 of General
Rules

2. Rule 342 of

General Rules

To sancticn transfer of any
immovable property if the
value exceeds Rs. 1000/-
To sanction write ofT where
the sum exceeds Rs. 1060/-
To inspect Panchavats.

Delegated
_do_

-do-

To prepare a censolidated adminis-

tration report for submission
to the State Gowvt.

To examine proposals for inclu-
sion, exclusion and transfer of

areas from one-Panchayat to
another.
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-do-
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APPENDIX X111
(Under para 232 of Chapter V)
Statememt showing the Scale of Inspections, Tours and Case Work
prescribed for the Collector, Additional Collector and S.D.O.

A INSPECTIONS
Inspecting  Offices and Number to be inspected  Orders under
Officer courts to be which pre-
inspected. scribed
1 2 3 4

1. Collector 1. Collectorates Once ina Year(to be Cabinete Sectt,

& District inspected by Additio- Circular No.F.1

Magistrate nal Collector where  (328) Cab/ Sectt.

2. All courts

ofallS.D.Os &

Assistant
Collectors

3. Tehsils

4. Magistrates

5. Jails.

6. Sub-Jails

provided otherwise 60, dated thel2th
by Collector.) August, 1961.

G.A.D.Order No.
F 2 (60) GA/A/54,
dated the 15th
June, 1955.

Once in a year

All once in a year. O & M Section
In the District where OrderNo.F. 14
the number of Tehsils  (12) O&M/62,
exceeds ten, the remain- dated the 12th
ing Tehsils above the  August, 1962.
number may be inspected
by the Additional Collector,

if the Collector desires on

the condition that in the next

year the Tehsil inspected by the
Additional Collector will be In-

cluded among the Tehsils to be
inspected by the Collector.

All once in a year..

Cabinet Sectt.
cricular No. F. 1
(328) Cab/Sectt./
60, dated 12-8-61
As per scale prescribed
in the Rajasthan Jails
Manual.

Quarterly
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3

7. Police
tations

8. District
Treasury

9. Panchayat

Samitis

50% in a year by rota- Home(A)deptt.
tior: by district Magis- No.F. 1572(15)
trate/Addl. District Home/61 dated
Magistrate & the Sub 23-4-61
divisional Magistrate
so that during a year a
Police Station is not
inspected both by the
S.D.M.and D.M/A.D.
M.

Once in a year. Treasury manual.

All at least once in a year Panchayat and
provided that atleast Dev.Deptt. No.
six Panchayat Samitis F.Misc/Conf/DD/
are inspected every year 62/20880, dated

4962,
2 Additio- 1. Officeof Onceina year Cab. Sectt. Circu-
nal the Collec- lar No.F1(328)
Collector tor Cab/Sectt./60 dt.
& Addl. 12-8-61.
District
Magis-
trate.
2 Jails/Sub-  As per scale prescribed
jails for the Collector in the
Rajasthan Jails Manual.
3. Police 50% in a year by rotation Home (A) Deptt.
Stations by Distt. Magistrates Order No.F1 5/2
and the Sub-Divisional  ( 15) Home/A-Gr.
Magistrates so that du- 1/61, dt. 23-4-61
ring a year a Police
Station is not Inspected
both the SD M. &
DM/ADM.
3. Sub- 1.His own Half yearly O. & M. Deptt.
Divisional  office OrderNo.F 14
fficers (13)0.&M/62
and Sub- dt. 13-8-62.
divisional
Magistrates 2. Tehsils & once in a year in detail O.& M. Section
Sub-Tehsils and second time to Order No.F. 14
ensure compliance of (13)0& M/ 62
previous inspections of dt. 13-8-62.

the Collector & the
Sub-Divisional Officer
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3 4

3. LandRe-

cords Work at least 24 Patwar
inthe villa-  circles every year.

ges.

4. Tehsil Re-

1. Inspect the Work of O.& M. Section

Order No. F.. 14

(1) O0& M/ 62,
dt. 6-8-62.

2. Check Girdawarti in at

least 45 villages 10 be

distributed in 24 Patwer

Circles. ifno Jeep is

provided during Girdawari.

Half yearly-detailed &

venue Re-  casual inspections Half
cord Room. Yearly.

S. Collectorate. -do-
6. Police 50% in a year Home (A) Deptt.
Stations. No.F. 1572(15)
Home/ 61, dated
234-61.
7. Sub-Jails All As provided in the
. Rajasthan Jail
Manual.
B.TOURS
Touning Officer No. of touring days Remarks
in a year
Days Nights.
Collector 60 30 o ,
SD.O. 80 60  (10daysatatime in two s-pcl s
during the Girdawari period
vide O . & M. Order No. F. 14
(3) O&M/62, dated 3-1-63)
C.CASE WORK
Name of the Officer No of Appeals Suits. A'spphca-
days in a tion
month
Revenue
1. Collector where no 3 12

Additional Collector is
Provided.
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] 2 3 g 3 APPENDIX XIV
: (Under para 232 of Chapter V)
2. Collector where Additio- 2 6 . . STATEMENT SHOWING THE SCALE

(OFFICE-WISE) OF INSPECTIONS
PRESCRIBED FOR THE REVENUE OFFICERS.

nal Collector is provided.

3. Additional c
- . ional Collector X 8 - K Offices & Inspecting Officer No.to be inspected Order under
4.8.D.O. 10 ~ 16 or 30 Courts to which prescribed.
5. Assistant Collector 10 10 or 0 be
6. Telisildar 8 8 or 4 '“SP‘;Cted- . . 1
Crimi
< riminat I Collec- 1. Agency of the  Oncdetailed Cabinet Sectt.
1.SDM. 15 cases a month torates. Board of Revenue  inspection of Colleecto- Order No. F. 12(16)
2. Extra Magistrate 30 cases a month rates ratesCab/6 1 dated
and one summary- 16-3-61
inspection of all
‘A’ Class Districts
(once a year)
2. Collectors. Once in a year 1. G.A.D. Order
(Additional Collec- No. F2 (60)
tors wherever GA/A/54, du
provided will 15-6-55
inspect the Coll- 2. Cabinet. Sectt.
ectorates inplace Circular No. F.1
of collectors) (328) Cab/ dv/
Sett 60 12-8-61.
3. Office Supdt. Once in six months
the work of each
official.
4. Officers-in-char- Quarterly of the G.A.D. Order
ge of the Sections. Sections concemed No. F. 2(60)
GA/A/54 dt.
15-6-55.
5. Internal check Once in a year
party of the (Accounts’
Board of Revenue Work only.)
6. S.D.O. at the Half yealy O& M Order No.
Headquarters. (Detailed). Fl14 (11) O&M/62
dated 6-8-62..
Half yearly (casual)
(Revenue Record
" Room only)
2. District 1. Board of AllOnceinaycar. Cabinet Sectt. order
Treasuries. Revenue No.F. 12 (16)
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3

3. Sub-Trea-

surics,

4. Tehsils
and Sub-
Tehsils.

te

4.

td

[

"ollectors.

. Intemai check
party of Board

ot Revenue
A.G. Oflice
1. Collectors.

.S$.D.0Os.
. Treasury

officer.

. Sub-Treasury

Officer.

Board of
Revenue

. Coliectores.

Once in a vear.

Once in a year

(only departmental
A/Cs))

Once in a year.

As per scale
prescribed for the
inspection of Tehsils.
-do-

Twice in a year.

Quarterly.

One Inspecuoun
of 1/4th or'the
number of Tehsils
in a year.
All-once in a vear

in the district where
the number of

Tehsil exceeds 10
the remaining Tehsils
above the number
may be inspected

by the Additional

Treasury Manual
para 74 and 75 and
F.D. Circular No,
7607/EG/ ST,
dited 24-11-51

Cabinet Sectt.
Orderno. F. 12
(15) Cab/ 61
dated 9-6-64.

1. G.A.D. Order
No. F. 2 (60)
GA/A/S54 dated
15-6-55.

O&M Order
No. F 14, (12)
O& M 62 dated
13-8-62

Collector if the collector
so desires.cn the condition

that in the nextyear the

Tehsils inspected by

the Additional Collector
will be included among
the Tehsils to be inspected

by the Collector.
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3. S.D.Os.

4. Tehsildar and
Naib-Tehsildar

- Tehsils  S.D.O.
Revenue
Record
Room

PN

6. Revenue D.R.A.

Accounts.

Internal check

party of the
Board of Revenue.

7. Accounts
Work re-
ceipt &
Exp. side.

8. Registra-
tion work
pertaining
in to the
Sub-Regis-
trar.

Inspector of
Registration

9. Office Ka- 1. Collector
nungo

2.8.D.0O.

3. Tehsildar.

4. Naib-Tehsildar

5. Sadar-Kanungo
10. Land re-

Work.

Twice in a year. Once
in a year ini detail and a
second time to ensure

compliance of 0. & M. Order
previous inspections No. F. 14(13)

of the Collector & 0.&M./ 62, dated
S.DO. 13-8-62
Quarterly. G.A.D. Order

No. E. 1 (60) GA/
AJS4 dated 15-6-55

1. Half yearly 0.& M. Order No.

(Detailed) F. 14 (11)O. & M/
62 dated 6-8-62.

2. Half yearly

(Casually)

Every Tehsil

twice in a year

According to

the number

fixed by the
Board of revenue.

Rule 12 of the
Rajasthan Registra-
tion Rules, 1955
Vol II Chapter 1

Once in year

Once in a year
with the inspection
of Tehsil.

Once in a year
Twice in a year
Quarterly.

Once in a year.




1 2 3 q
(a) Patwari 1. Tehsildar Once in a year.
2. Naib-Tehsildar Once in a year.
3. Sadar- All Patwaris.
Kanungo. in five yeass.
4. Inspector Once in a year.

(b) Werk of
Inspector
Land
Records.

(a) and (b)

11. Office
and Cou-
s of S.
D. Os and
Asstt.
Collectors

12.Magiste-
rial Cou-
rts

13. Police
Station

3.

L.and Records

. Tehsildar.

. Naib-Tehsildar

. Sadar

Kanungo.
S.D.O.

. Board of

revenue

. Collector &

District Magis-
traie

S.D.0O. and
Asstt. Collector.

. Distt. Magis-~

trate.

. Presiding

Officer.

. Distt. Magis-

trate/and the
S.D.M.

Once in a year.
Once in a year.
Once in a year.

1. Inspect the
Work of at least
24 Patwar circles
every year.

2. Check Gir-
dawari in at least
45 villages to be

distributed in 24 Pat-
war circles if no jeep

is provided. A large
number of villages
to be visited if jeep.
is provided.

One inspection of
half the number of
SD.Os & of

Asstt. Collectors in
a year.

Once in a year.

Quarterly.

Once in year

Quarterly.

50% in a year by
rotation by D.M./

0O.&M. Order No.
F14(11) 0.& M/62,
dated 6-8-62

Cabinet Sectt.
Order No. F. 12
(16) Cab/61,
dafed 9-6-64.

A.DM. and the S.D.M.

so that during a
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14. A Jails

B. Sub-Jails

2. S.P/Additio-
nal S.P.

1. Distt. Magis-
trate

2. Addl Distt
Magistrate
the D.M. in the

3. 1.G. Prisons

1. ADM.
2. S.DM.
3.1.G.P.

4. 1.G.P, DILP
Prisons and
Supdt. of
Jails

year a Police

station is not inspected

both by the SDM. &
DMJ/A DM

All police Stations to

be completed

over a period of

two years Suiprise

inspections should

however, continue

to be made by the

S.P. to the remaining

. 50% of the Police

Stations cvery year.
Quarterly. Cab. Sectt. Circular
No. F. 1(328)

Cab. / S/ 60, dated
12-8-61.

As per scale

prescribed for

Raj. Jail Manual.
(1) Twice in a year
(Central jails at
Jaipur & Jodhpur),
(2) Once in a year
(Distt. Jails.)
Quarterly.

Once in a month.

. Once in a year

(Sub-Jails at
Distt. head-
quarters only)
All Sub- Jails
not located at
District head-
quarters-Once
in a year.




(¢) Reasons of disposal not pacing the institution.
APPENDIX XV (d) Reasons of heavy last balance, it any.
(Under para 233 (b) of Chapter V) (e) Reasons of delay of cases pending over a year.
(1) (a) How many cases were decided on the spot ?

. TR o
Form for Inspection of Sub-divisional Office (b) Reasons for inadequate spot disposal, if any.

1. Name of Sub-Division. - (i) (a) Observations on a few case files (at least three) gone
2. Date of Inspection. through at the time of inspection.
3. (Name/Names of the Presiding Officer/Officers during last (b) ;?;z:is;):dsqfor frequent adjournment. Are the reasons
1ed *

one year) with date of posting of each officer. ' (c) Is the service of Notice peompt?
4. Jurisdiction of Sub-Division (Names of Tehsils). (May be checked with entry of Dak Book compared
5. Number of villages (Tehsil-wise) with date of order in o.rder sheet). ‘ .

. o (a) Are the register prescribed for case work being main-

6. Number of Patwar Circles (Tehsil-wise) tained correctly ?
7. Staff (with date of posting) against the sanctioned strength. (b) When were the registers checked by the Presiding Of-

ficer (give date) ?
(iv) (a) Are the Maikhana articles properly arranged and not
rotting due to white ants and rats or rains ?

I-Revenue case work :-

(a) Disposal of cases (during the period under review).

BLANCE (b) Are any Malkhana items still pending which have been
ordered to be auctioned or returned after decision of
= c xoox 2 case ?
. @ 2 F T P OF (c) Is annual physical checking of malkhana articles done
2 Nature of Cases o 2 & 22 52 5 g regularly ? When was it done last and with what result
: 2 B 2 ©8 >8 =8 0
» s & O m3 O O : ) )
] > 3 a 5 6 7 3 (d) Is the stock register of Malkhana articles properly
- maintained and checked ?
1. Suit (v) (a) Are the registers for copies properly maintained ?
2. Application Under Act. (b) Are copies prepared without undue delay ?
3. Miscellaneous II- Inspections :-
o : (i) By the Sub-Divisional Officer. -
applications. ' No. of Inspections Date or dates of Date of = Dateof
4. Zer Karwai files. (a) Office —————— Inspections Inspection Compli-
5. Munzuri Talab cases. Casual Detail. Note gancen
6. Total Cases. (1) Own Office.
Total- (2) Tehsil.

(3) Sub-Tebhsil.
e . (4) Revenue Record Room
applications per month). (5) Land Records Work.

(b) Reasons of inadequate disposal (less than 10 suits or 30
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(b) Reason for inadequate inspections.
(¢) Reasons for undue delay ih drawing the inspection Note.
{d) Reasons for not getting timely compliaice of Inspaction
Note.
(2) Observations of the Inspecting Officer on a few inspec-
tion notes (at least two gone through at the time of inspec-
- tion to sec the quality of inspections made.)
) inspection of S.D.O.s Office by Cfficers other than the
Presidings Officer himself.

(a) Name qf the Date of Date of Dateof subininis-
Inspecting Inspection.  receiptof  sion of compliance
officer. report rcport.

{b) Has the compliance been made without undue delay ?
(c) Have all the items of irregularities been eliminated ?
(d) Reasons for the lapses which are persisting.

IlI-Land Records :-

(i} Number of Patwar Circles, the work of which was in-
spected by the S.D.O. If this number is less than 24, what
are the reasons for inadequacy.

(i) (a) Number of villages in which Girdawari was checked
during the Girdawari Season (Kharif and Rabi separately)
If this number is less than 45 spread over 24 Patwar Cir-
cle, what are the reasons for the same ?

(b) Was the S.D.O. Provided with Jeep during Girdawari? If
so, why the number of villages visited during the Girdawari
season could not be much more than 45 ?

(c) Has due regard been given that a village once checked
was not checked again unless all there maining villages
under his charge had been checked ?

(This should be verified from map and tour diary).
(iii) (a) Account of Jamabandis :-

(b) What are the reasons for arrears ?

Give number of Jamabandies checked by the S.D.O. and
the number of entries of the new Jamabandies re-tested
by the $.D.O. on the field. If it is less than 20% of the
entries checked by the Tehsildar and N.T., what arc
reasons for the inadequancy ?

(iv) How many Current Dhalbanch and Siyah have been
checked ? What are the reasons for inadequacy ?

(v) (a) Units due to be deposited.

S.No. Samvat Number of Units Tehsi!

& e
No.of No.ofjamaban- & 8 No. of. Jama-
2 Jamabandis  disremainedto 2 _§ = bandis remained
33 E dueforpre  bepreparedby Sz  tobecheckedby
55 (§ paration. Patwari. 2 &3 Revenue Officer.
1 2 3 4 5 6 7
Total
256

(b) What are the reasons for delay ?
(iv) How many mutations were venfied on the spot ?

(vii)) Number of partition cases decided.

(viii) What is the progress in Naksha Khasra Sudhi Scheme?
(a) Total Number of village maps (sheets)(Tehsilwise).
(b) Number of maps which were out of data at the com-

mencement of the Scheme (Tehsilwise).
(c¢) Number of maps brought upto date (Tehsilwise).
(d) Number of maps still out of date, shabby or torn need-
ing replacement.
(e) Has the amount allotted for this purpose been utilised
and if not why ?
1V Revenue Colilections :-

(a) Examine the latest D.C.R. statement (Land Revenue
Irrigation and Taccavi) as available ir: the S.D.O.'s the
date of inspection.

(b) Details of irrecoverable or nct directly recoverable
amounts viz stayed, suspended, permitted, marked to
be Office on written off, adjustable etc.

(c) What is the percentage of recovery (both arrear and
current) fo directly recoverable amounts ?

(d) What are the reasons of recoverable arrears ?
(e) What special efforts have been made to liquidate this
arrear ? ’
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(17 Mame otfthe Tehsi! selected by the S.D.O tor over all
drive. What is the percentage of recovery, both arrecar
and current demand 7

(g) Number of P.D.R. and L.R. Act cases pending and
the amount involved by them.

(h) What steps have been taken to finally dispose of the
amount marked to be written off'?

V. Tours.

{a) Monthly statement of tours :-

Month Total of touring

Tour within Sub-division

Days  Nights Days Nights

Vi

(b) What are the reasons for inadequate touring ?
(if it is less than 80 days with 60 nights in a year).
(c) Have tour diary and map been duly maintained ?
(d) Is the tour planned and programme issued well in time ?

(e) Has the tour been made in the interior or only on road side
villages?

(f) Has abstract of tour diary been sent regularly ?
Office and Establishment :-

(i) Accounts (Expenditure) :-

(a) Has Cashier or Nazir furnished required Security ?

(b) Where is cash being kept ? Is it safe ? Is it correct as per
book balance ?

(c) Is the cash book regularly checked and signed by.
(d) Give details of balances of cash on the date of inspection.

(e) What are the reasons for heavy cash balance, if any Ex-
amine list of outstanding Audit objections.

(f) Examine list of Advances made out of the imprest. why
these advances are not recovered or adjusted within one
month ?
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(g) Upto which month reconciliation has been done K

(i) Stores :

(a) Have separate registers been maintained tor dead stock
articles and consumable articles ?

(b) Has Physical checking of the stock been done ?

(iii) Service Books and personal files :

(a) Are personal files and Service Books complete ?

(b) Is leave account complete ?

(iv) Fixation cases :- Give list of cases of fixation in different
Pay Scales. Why finalisation of these cases is delayed ?

(v) Pension cases :- Give list of pension cases. Why disposal
of these cases is delayed ?

(vi) Suspension and D.E.- Give list of these cases showing
date of suspension and institution.of D.E. Why disposal of
these cases is delaved ?

(vii)Files- Are the files properly arranged, bearing page number
and duly entered in the File Register ?

Vil Record :-

(i) Are files being sent to the District Record Room ? If so,
upto what month ?

(ii0 Has weeding been dons ? If so upto which year ?

VIi Record :-

(i) Are the following return regularly sent ? (Give date of
despatch ).

(a) Monthly.
(b) Quarterly.
(c) Half-yearly.
{(d) Annually.

(i) What is the reason of delay ?
(iii) Is the check register for returns properly kept ?
IX Registers :-

(a) Are all the registers, leaving those whose mention has come
above, properly maintained and upto-date;

{b) Are these checked by the Presiding Officer ?
When was the last checking done ?
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APPENDIX XVI
(Under para 235 of Chapter V)
Instructions regarding Inspection of Collectorates.
1. Date of inspection.

2. Name of Presiding Officers, (Name/ Names of the Dis-
trict Officer/s be given and the period during which they held charge
be indicated.)

3. Previous inspections : Collectorates are inspected by
the following officers. Statistical information should be given as :-

Name of the officer Scaleof Date of Wheather
who inspected inspected inspection inspections Date on

adequate  which

or compliance
inadequate reported
1 2 3 4 5
1. Chairman, Once a
Board of year.
revenue.
2. Collectors & -do-
District
Magistrates.
3. Addl. Collectors -do-
& District
Magistrates.
4. Officers Quarterly
incharge.

5. Office Supdt. Half yerly

4. Observations- A few inspection reports should be picked
up for test checking and it should be examined whether the in-
specting officer has conducted the inspection intelligently and in
sufficient detail.

5. Compliance reports of previous inspectious. -A few
items from the inspection reports should be picked up to ascertain
that the defects and deficiences pointed out have actually been
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removed. All points remaining uncomplied within the previous re-
ports should be brought forward in the inspections report and re-
sponsibility fixed on the individuals concerned for non compliance.
It may also be examined whether the procedure of check up and
follow up action with regard te the inspections carried out by the
officers to remove the defects has been adoped. A separate file
should be opened for every inspection note and a file index (Sarwarq)
and "order sheet” should be put on all inspections notes where further
action calling for explanation or compliance reports is indicated.
The entries regarding directions issued to be put up on the order
sheet on fixed dates. Another date may be given on the order sheet
if no compliance is received and thus the fﬁe in this manner would
be kept pending till all the deficiencies pointed out in the inspection
note are removed.

6. Inspections conducted by the Collector and addl. Col-
lector of the offices and courts during the Calendar year :-

The Collector and the Addl. Collector are required to inspect
the lflollowing offices and courts according to the scale noted against
each.

Inspecting Officer Offices and courts  Scale fixed
1 2 3
T. Collector & astrict 1. Collectorate Once 1n a year (1o
Magistrate be in spected by
Addl.Collector wh-
erever provid-ed)
2. All Courts of Once in a year
S.D.O. & Asstt.
Collectors.
3. Tehsils All once in a year.

In the Districts
where the number
of tehsils exceeds
ten, the remaining
tehsils above the
number may be in-
spected by the
addl. Colictor ifthe
Collector desires
on the condition
that in the next year
the tehsils in-
spected by the
Addl. Cllector will
be included among
the tehsils to be in-
spected by the Col-
lector.
4. Magistrates. All once in a year.
S.jails Quarterly.
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1 2 : 3
6. Sub-Jails As %cr scale pre-
scribed in the
Rajasthan Jail
Manual.
50% in a year by
rotation by Distt.
Magistrate/ Addl.
Distt, Magistrate
and the Sub-Divi-
sional Magistrate
so that during a
year a Police Sta-
tion ts not in-
spected both by
the S.D.M. and
o D.M/A.DM.
8. District Treasury. Once in a year.
9. Panchayat All at least once in
Samitis. ) two year provided
that at least 6
Panchayat Samitis
are inspected
every yeai.

7. Police Stations.

2. Additional 1. Office of the once in a year.
Collector & Collector.
Addl. 2. Jails & Sub- As per scale pre-
L scribed
District Jails. for the Collector in
Magistrate Rajasthan Jail

Manual.

50% in a year by
rotation by Distt.
Magistrate/Addl.
Distt. Magistrate
& Sub Divisional
Magistrate so that
during a year a Po-
lice Station is not
inspected both tz
the S.D.M.
D.MJ/A.D.M.

3. Police Stations.

Observations :-

It should be examined whether the inspections conducted by
both the officers are adequate or inadequate, A few inspection
reports may be examined to see that all important ﬁf‘)mts have been
gone into detail by the inspecting officers and that the quality of the
inspection notes were u%to the mark. Another importan fFom which
should also receive attention of the Inspecting Officer is the
inspections conducted by other subordinate officers in the District.
It should be examined whether important items in the inspection
reports of officers have received prompt and careful disposal in
the district office. The Collector should draw a regular pro e
g]x adt\i_ance of mspectllons fcéggll_lghhp offjcer}sl solgxat inspections ]by

e officers are properly s . This point should receive particular
attention of theplng;ec){nnR;Oﬁicer. po

8. Tours.- Collectors are required to be on tour for 60
days in a year. The inspecting office r should examine that the
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touring done by the Collector was adequate and that night halts
were also made by him as required under rules.

9. Distribution of work amongst the officers incharge .-
Every officer incharge is required to inspect the work of all Sections
ailotted to him at least once in every quarter. It is to be seen that the
officer mcharyes have adhered to this scale and that the deficien-
cies pointed out by them have been removed.

10. Case work {Revenue)- The position of the revenue case
work as it stands on the date of inspection should be given under
Ie following headings :-

Previous balance  Instituted during the Balance as

cuirent year  Total Dispusal  on the date orf
inspection.

Tne ~oilowing nuimbper of days and cases are fixed by the Gov-
cinment -
Name cf the officer. No. of days No. of appeals

inamonths  to be disposed off

1. Collector (whereno Addi. 3 12
Collector is provided).

2. Collector (where Addl. 2 6
Collectro is provided.)

3. Addl Collector. 20 80

The inspecting officer in the first instance should see that every
court functions in accordance with the prescribed scale as given
above. Reasons for the non adherence of this scale may be clearly
stated while examining the case work files. The inspecting ofticer
should assess the competance of the presiding officer to handle the
case work. Day to day orders on the order sheet of the case files
pending over a years may be studies with a view to examine
whether delay has occrurred due to ignorance of procedure or
framing of improper issue, grant of unnecessary adjournments and
inordinate delay in delivering judgments. A few registers should be
examined to see that entries in them have been posted up-to-datc
and that monthly abstracts have been prepared.

11. Copying work-It should be examined that the procedure,
as laid down by the Government vide their letter No. D 382060/F 9
(24) Rev. (D) 60, dated the 9th May, 60-in respect of supply of
copies in time, is followed and a note, if inordianate delay in deliver-
ing copies is observed, should be given.
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V2 Dustrict Revenue Accountant:- (1) Land Kevenue De-
mand and Collection Registers :- Whether complete record of land
revenue demand and its collection is maintained by him specially
the Khatuni Malguzari register. The following registers should be
matained in the District :-

1} Register of Compilation of 9-Land Revenue Demand,
Collection and Balance.

(2) Register of Realisation of Interest on Land Revenue Arrear
Demands.

(3)' Register of cases under Public Demand Recovery Act.

. All the above registers should be examined thoroughly by the
inspecting officer to see that these are posted up-to-date.

(2) Reconciliation of collectionsl :- Whether regular recon-
ciliation is being made with the Treasury fugures.

(3) Record of taccavi loans :Wheiher complete record as
provided in the rules is maintained in respect of taccavi loans ad-
vanced to the Agriculturist before 2nd October, 59.

(4) Periodical returns :- Whether any chart and check reg-
ister for periodical returns is maintained and whether the returns
are submitted on due dates.

(5) Demand and collections-The position of demand, collec-
tion and balance of land revenue of the District should be given as
below : :

DEMAND COLLECTION BALANCE
ArrearsCurrent Total Arrears Current Total Arrears Current
Total

The inspecting officer while examining the above position should
sec whether any instructions to the subordinate revenue officers
were issued by the Collector to make efforts to recover the arrears
as well as current demand outstanding if there be any and whether
any action was taken by him against the delinquents.

The next important point which should receive attention of the

inspecting officer is the fixing up of the revenue demand of the

District, whether kistbandies are received regularly from the Tehsils
and that proper action is taken in the district office to fix up the
demand.
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(6) Inspectioas by the District Revenue Accountant --The
District Revenue Accountant is required to inspect, at least twice a
year, the tehsil revenue accourts after each collection! It is to be
seen whether inspections conducted by him were adequate or not.
A few inspection notes of the District Revenue Accountant should
be picked up to see whether the inspection reports contain a mention
of the following main points:-

1. Comparison of the demand entries of the village khatuni

with the Khata bandi statement

2. Whether the District Revenue Accountant has checked
50% of the entries relating to the recoveries shown in the
Khatuni with Dakhila and Day Book.

3.  Whether he has checked a good number of Dakhila with
Arz Irsals.

13. Accounts Work (Expenditure side)."- (1) Whether the
Cashier has furnished the required security.

(2) Details of the cash balances as per cash book both depart-
mental and general as it was found on the day of inspection should
be given. The total cash balance should be tallied with the entry
disclosed in the cash book by actual counting.

(3) Whether the cash book is regularly checked and signed by
the Collector or the Officer incharge. A few entries in the cash
book should be checked to ensure that the entries of challans are
initialled in the cash book after going through the receipt copies of
the challans and that cash receipts have been verified with original
receipt issued by the cahier. :

(4) Whether the Collector or the Officer Incharge verified the
cash balance every month by actual count.

(5) That no heavy amounts have been allowed to remain in the
single lock with the cashier and that necessary action was taken to
disburse the amount to the persons concerned.

(6) Whether any effforts havé been made to clear off the out-
stauding audit objections and isnpection report. A number of such
objections and outstanding paras should be given and
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date should be fined by the inspecting otficer by which all these
objections and outstanding paras be cleared oft,

(14) Budger 1t should be exanmiined that the Distrtict Officer
is taking every step to have control over the expenditure in respect
of the budget allotments made to the subordinate officers. It may
be examined that grants have been noted in the appropriate columns
of'the various registers and that progressive totals have been given.

15, Nazarat or the Malkhana :-The Nazir of the District of-
fice has custody of the property whether confiscated or unclaimed
or attached in criminal cases and the like. It should be examined
whether the prescribed registers ar¢ maintained by the nazir as
required under Rule 174 of the Genral {Criminal) Rules. etc. The
Nazir is also the custodian of the dead stock articles and consum-
able articles received in the District Office. Separate register for
these are also to be maintained by him.

The inspecting officer should lay stress on the following points :-

(1) Whether all the registers are properly maintained by the
Nazir and balances of the previous year have been brought
forward in the new malkhana register opened for the cur-
rent year.

(2) Whether articles pertaining to decided cases have been
disposed of . The inspecting officer should not merely satisfy
himself on the usual version of the Nazir that action will be
taken for the disposal of the property in question after the
ralevant case files are made available to him. The Inspecting
officer will give necessary instruction in this behalf to all
concerned for the disposal of the articles within a suitable
time limit,

16. Suspension and Departmental Enquiry cases:-The fol-

lowing statistical information may be given in respect of the entire
District staff including Land Records staff :-

(1) Name of the suspended official.
(2) Date of suspension.
(3) Stage of the case.
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(4)Subsistance allowance-whether paid or not.
(5) Reasons for delay may be examined.

The files of old pending cases should bc examined to assess
reasons for delay in the final disposal of the cases. It may also be
examined to see that efforts have been made to stick to the calen-
dar fixed by the Government to deal with these cases.

17. Fixation Cases:-Names of the officials in the district who
have not been fiexd both in the U.P.S. and R.P.S. may be given and
a few files of the individuals be examined to ascertain reasons for
the delay.

18. Pension Cases-Name wise list of the officials whose cases
are pending should be given with date of retirement. It may clearly
be stated whether any case was delayed because of any delay in
initiating action for parpation of pension papers, any other reasons
of delay may also be given.

19. Service Books and Service Rolls. - Some service books
and service rolls should be examined to see that these are complete
and posted up-to-date. A service book cannot be called complete
or properly maintained unless it bears the following entries which
should invariably be made and the inspecting officer should check
them thoroughly :-

(1) Privilege leave account.

(2) Annual Grade-increment.

(3) Annual verification and certificate required to be given by
the presiding officer under Article 66 of R.S.R.

(4) Collection of information in the prescribed proforma to the
effect that the service book has been shown to the individual.

(5) Verification of the date of birth.

20. Government litigation in Civil Courts.-Inspecting Officer
should see that necessary register, as prescribed under Para 208 of
the law and Judicial Department Manual, are properly maintained
and that the procedure laid down therein for the disposal of these
cases is correctly followed. Instances may be quoted wherein this
procedure was not followed.

21. Public Demand Recovery cases- It should be
examined whether proper record of the recoveries, both under the
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PD.R. Act (Public Demand Recovery Act) and the Indian Recovery
Actmaintained separately in the District Offices. As S.D.Os. have
been empowered to take action under the Public Demand Recovery
Act, generally the Distt, Office remains busy in the compilation of
the statements received from the S.D.Os and no action is taken to
watch the reccvery, the inspecting ofticer should examine a few
cases to see that proper control is exercised in the Distt. office to

watch the recoveries. He may suggest remedies in this behalt.

4 22. Land Records work :-Besides examining the various reg -
isters maintained by the Sadar Kanungo. the following main points
should receive proper attention of the inspecting Officer:-

(1) Jamabandis-The position of jamabandis of the District may
be ascertained and narrated in brief in respect of every tehsil on
the following points.

() No. of jamabandis to be prepared upto
date

(i), No. of jamabandis  already  prepared

(u) Jamabandis remained to be prepared

(2) Inspections by the Sadar Kanungo-Statistical information
about the number of inspectors and number of patwaris
whose work was inspected by the Sadar Kariungo. The
inspecting officer should see whether the inspections of
the Sadar Kanungo were adequate or inadequate accord-
ing to the scale of inspections prescribed under Rule 319
of the Rajasthan Land Revenue (land Records) Rules, 1957.

(3) Tours under taken by the Sadar Kanungo- It may clearly
be stated as to how many days and nights were spent by
the Sadar Kanungo and whether the touring done by him
was adequate or inadequate according to the scale pre-
scribed under Rule 321 of the Rajasthan Land Revenue
(Land Records) Rules, 1957.

(4) Circle Maps:- Whether circle maps, as required under Rule
322 of the Rajasthan Land Revenue (Land Records) Rules
1957, are kept by the Sadar Kanungo and whether the date
of inspection is marked on them.

2Ge
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(k)/’crmdicu/ returns and statements --Whether a regular chart
and check register for the returns is maintained and w hether
all the returns have been despatched to the quarters
concerned on due dates. Reasons for delay may be
ascertained and remedies suggested.

23, District Records Room:-

(1) Whether files are being received regularly both from the
Revenue and Criminal Courts in the District and if not action taken
by the District Officer in this behalf may be stated;

(2) A few files from the 'Bastas’ shouid be picked up by the
inspecting officer to see the manner in which the compilation of
the files has been made by the clerks concerned of the respective
courts and offices.

(3) Register of Goshwara should be examincd to ascertain
that files have been taken on the Goshwara and that village
Goshwara number is given on the index.

(4) Whether the arrangement of files in the District Record
Room is in accordance with the procedure laid down in the District

Manual.

(5) Whether requistion slips received from the courts and
offices are placed in the bundles in place of the files issued from
the Record Room.

(6) Whether requisition slips received from the courts and
which were sent to the Courts and offices on their requisition and
which have since been not received in the Record Room.

(7) Whether weeding of files is done and if so the average
number of files destroyed and arranged by each weeding clerk,
may be mentioned.

24. General.-A general survey about the working of the Dis-
trict Office should be given. It may also be indicated in this note as
to how far the officers and officials have shown initiative and re-
snonsibility in discharging the duties assigned to them.
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APPENDIX X V11
(Uinder para 236 of Chapter V)

’ro-j ;
o-Jorma of Inspection Report by Office Superintendent

ﬁcclnspcclion Reportof . ... Section/ Of-
for the month of ... .. 196
I. Date of inspection ...
2. Date of last inspection ...
3. Name of the Section incharge
Cfany)
4. Whether compliance made in full as regards points raised
;)l:i?fe }?]S;:]n:gzcgozil reoprt, if not, reasons, to ?)e staed, in
com;;lied e ched statement, 1n respect of items to be
(l.\ Sanctioned and actual strength of the Section/Office.
a; -
1. Section Incharge .........................._....
20 UD.CS oo
3. LDCs ..........................
4. Class IV servants ...
(b) Reasons for shortage, if any ............
2. Distribution of work amongclerks:-
S.Nlo. ........... Name ................. Nature of duties performed in brief
2 S
R
B e
CH
6. e
A
B et
9. e
3. WorkLoad. 7
(a) Receipt
1.

Average number of papers received i
1 1 per day (on the basis
of the receipts during the iast one year or so.()
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2. Number of papers pending for registration at the time of
INSPECTION. ..ottt ittt

3. Number of papers lying un-registered for more than two
days Of their FECEIPl .....oooiiiiiiiiiiic s

4. ReasonsinrespectofitemNo. 3. e

Number of papers iying for delivery in Section....................

Number of papers lying un-delivered for the last two days.

wn

Reasons in respect of item NO. 6 ...

Whether brief contents are properly recorded in the Re-
ceipt Register ? (Few items to be checked and observa-

tions to be recorded) ... oo
9.  Whether delivery or Memo Book for delivery of papers is
properly maintained ..o

10. Whether papers are diarised and delivered in records the
same day generally ? (Few items to be checked and ob-

servations recorded) .................. eeameretesseeseasseseestsessssnneseis
(b)Issue

1. Average number of papers issued per day(on the ba-
sis of issues during the last one year or so)................o.... eeeenrrnnnanes

2. Whether file No. is invariably noted in papers issued ?
(Few files to be checked and observations recorded) .....cceeecerennnn.

3. Number of papers lying to be entered in Issue register for
OVET tWO AYS ..cocooiiiiiimiiirreeneenieren it sr et
4. Reasons in respect of item No. three.

® &

(c)Despatch
1. Number of papers lying for despatch ...........coooeiiiieaeens
2. 'Number of papers lying un-despatched for over two dyas.
3. Reasons inrespect of iteMmNO. 2 c.occveiiiiinininniiiienannes

4. Whether Service postage stamps Register is properly main-
tained (Few items to be checked and observations recorded)

...................................................................................................



3. Average number of papers reccived daily (on the basis of

receiptsduring the last one year or s0)

4. Number of papers to be dealt with at the time of inspection

5. Number of papers lying un-dealt with for inore than three

days from the date of receipt

6. ReasonsinrespectofitemNO. 5 ...

) 7. Whether papers dealt with and submitted promptly (Few
items of the Dealing Clerks Diary to be seen and observations re-
corded)

8. Whether the postings in the Dealing Clerks Diary are up-
to-date (Few items to be checked and observations to be
recorded) '

9. Are.the files opened under appropriate heads and given
correct subject ? (Few files to be checked and observations
recorded)

10. Are the papers, file register, etc, kept neatly and properly
arranged or are they in a shabby and disorderly state ?

11. Is the old record (closed files and registers kept distinct
from the current record and is it properly arranged ?

12. Is the Register of pending files for issue of timely remind-
ers properly maintained ? (Few items to be checked and observa-
tions recorded).

13, Are the files properly and neatly kept.

(1) Are papers arranged in chronological order.

(i) In case of bulky files,is the file divided into parts.
(ii))
Gv)

Are pages serially numbered ?

on the file or weeded out ?
(v) Isnoting brief and to the point ?

14. Case study:- About six files per dealing clerk may be picked
up at random for case study purposes. The following points
should be mainly studied and remedies proposed to remove
the deficiencies noticed :-

() Whether any references, precedents or rules
required for the disposal of the case, were duly
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Are rough notes, cancelled and superseded drafts retained .

B

£

put up by the dealing clerk or these have to be called for later.

(i)

(1)

(iv)

Total time taken in the disposal of the case various stages
to be studied from the date of receipt to the date of issue
of letter. Delays at all levels, if there be any, to be pointed
out

Whether the case was thoroughly understood by the deal-
ing clerk to avoid piece meal querries or references.

Any other points noticed by him

15 Registers :-

(a)

(b)

16.
(a)
(b)

(©)

(d)

17.

(A)

What are the register which should be maintained but are
not maintained.

State with regard to each register whether or not the en-
tries :-

(i) Up-to-date

(ii) Correct, and

(iii) Neatly made.

Returns Received :-

What are the returns received and dealt with by the Clerk?

Are there any prescribed returns which should be received
but are not being received ?

Is a register showing dates of receipt in respect of each
king of return maintained (Control Chart) ?

(i) Are entries up-to-date?
(i) Are returns generally received in time ?

(iii) Are reminders promptly issued in cases of delay or
default ?

Are returns received and kept in proper files 7

(i) How are the files maintained ? Are these office wise,
department-wise or are these monthly or periodical files
for entire district.

Returns prepared and submitted :-
What consolidated returns are prepared ?
(i) for perusal of the Collector or officer ;
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(B)

(©)

(a)

(b)

(n) for submission to Government etc.

Has the clerk got with him a list of returns to be prepared
and submiued ?

Are these returns prepared and submitted in due time ?
What is the usual gap between the submission of the con-
solidated return and the close of the period to which it
relates.

(1) In case of weckly returns.
(1) In case of fortnightly returns.
(i) In case of monthly retumns.
(iv) In case of quarterly returns.
(v) In case of half yearly returns.
(vi) In case of annual returns.
Old Record :-

Are closed files regularly consigned to the Records Of-
fice.

Whether the classification is properly recorded on the files
sent to Records Office.

-

274

APPENDIX XVII
(Under para 321 of Chapter V)

INSTRUCTIONS FOR THE INSPECTION OF THE WORK
OF OFFICE QUNUNGO, INSPECTOR LAND RECORDS

AND PATWARIS BY THE SADAR QUNUNGO.
1 OFFICE QANUNGO
1. Date of Inspection :-

(a) Name and date from which the Office Qanungo is holding
the post in the Tehsil.

(b) Names of the Inspectors Land Records with the date from
which the iadividual is holding the charge.

(c) Number of Patwaris in the Tehsils Position to be stated -
accoding to revised Halqabandi.

2. Previous Inspections and their complicnce :- Points
which remained uncomplied with should be given and
reasons for the uncompliance be stated. Dates be fixed by
which compliance be reported.

3. (a) Programme of Jamabandi :-

Whether sanctioned by the Collector and if so, the period
for which sancioned be stated.

(b) Progress of jamabandi work to be given in the following

proforma :-
Samvat Total No. of.  No. of. No. of Jama-  Balance Ramarks
Jamabandies  Jamabandies bandies deposited
requiedtobe  prepared in the records.
prepared.
1 2 3 4 5 6
2012
2013
2014
2015

(c) Observations of the Sadar Qanungo about the preparation
of Jamabandies (year-wies) :-

(i) St. 2012
(i) St. 2013
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A4St 2014
{iv) St 2015
(d) Test-checking of Jambandies cf some villages deposited withthe
Office Qanungo and observations of Sadar Qanungo on cach such
jamabandi be made particularly on the following points :-
(1Y Whether the particular Jamabandi inspected by him was
thoroughly checked by the Inspector Land Records and

the Tehsildar according to rules. The dates of this check-
ing be also mentioned.

(i) Checking of certain Khatas of Jamabandi with Khasra
numbers and result thereof.

4. Position of Mulation cases both decided and undecided.
wiether statement of Mutation fecs as required under Rule 245 of
the Rajasthan Land Revenue (iand Records) Rules, 1957, 1s
prepared by him and sent to the Tehsii Revenue Accountant.

S. Maintenance of Service Books and Service Rolls Whether
complete. The following points should receive special attention :-

(1) Entries about privilege leave.
(i) Entries about annual grade-increment.
(iii) Annual veritication with the Salary Bill.

(iv) Whether the Service Books have been shown to the
individuals concemed and the information collected in the prescribed
proforma, as required under the rules.

(v) Whether the date of birth has been verified according
to Rules.

6. Position of fixation cases in the Unified Pay Scales and
Rationalised Pay Scales.

7. Position of pension cases.

8. Tour-Programmes of the Inspector L.and Records whether
date-wise programme of teurs is received in the Tehsil, as required
under rule 180.

9. Whether Patwaries reside in their Halgas Names of the
defaulters be given along with reason for their non-stay.
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10. Registers maintained by the Office Qanungo- Whether these
arc complete. Incomplete registers be taken up and the deficien-
cies he pointed out.

11. General- General condition of the work. Points in brief on
which compliance is required should be narrated and dates be fixed
by which compliance is to be reported to the District Office.

[I-INSPECTOR LAND RECORDS

|. Name and date from which the Inspector Land Record is
hoiding the permanent post (Circle number should be given).

2. Number of patwaris and number of villages in the circles
under the charge of the Inspector Land Reccrds (Patwariwise)

3. Previous Inspectios and their compliance :-

Points which remained uncomplied with should be given and
reasons for the non-compliance be stated. Dates be fixed by which
compliance should be reported.

4. Present and future programme of Jamabandies in respect
of each circle under the charge of the Inspector Land Records
Reasons for delayin the preparation of Jamabandies, if there be
any, may be ascertained and responsibility fixed.

5. Mutation -(1) Whether these have been verified by the
Inspector Land Records.

(2) Whether these (decided Mutations)
have been shown in the Jamabandies.

(3) Whether the Mutation cases were submit-
ted before the Panchayats and whether the
cases, which were not decided by the
Panchayats within a period of three weeks,
were brought to the notice of the S.D.O.
concerned to enable him to issue necessary
orders on these undecided cases.

6. Records - Action taken by the Inspector Land Records
tc sec that the Patwaris under his charge

deposited all records in the Tehsils.
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1 O W 1 - v o i
. Hi. Checking work done by the Inspector. Land Records
Records of some particular circle be picked up to have a test check-
ing of the work done.

(1) Dates on which the checking of the following was done:-

(a) Verification of Mutations.

(b) Checking of Gast Girdawari (Kharif, Rabi & Zaid).
(c) Checking of Dhal Banch.

(d) Checking of Shiaha Receipts.

(i) Whether the Inspector has given a note of these checkings
and verification in the diaries of the Patwaris and whether
the Patwaris have complied with these instructions of the
Inspector, Land Records.

(1i1) Dis.crcpancies. if any in the above checkings be stated in
brief for every items and suggestions made by the Sadar
Qanungo.

11. Examination of the Khasras of one or two villages Sadar

Qanungo may examine a few entries and satisfy that the inspector

has inspected the required percentage of Khasra numbers. He may
check it with his diary.

(i) Khasra No.:- Whether Columns No. 16, 24, & 32 have
been left blank ? In these column "Kharif Badastoor" or "Rabi
Badastoor" may be entried, as the case may be; otherwise name of
the cultivaior along with the name of his father with Lagan should
be entered. But in no these columns be left blank.

Numbers registend
(1) Khasra No.
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(2) Khasra No.
(3) Khasra No.

(ii) The following points should receive spccial consideration
while examining the Khasras :-

(1) Whether date of gast girdawari has bzen entered.

(2) Whether the new Khasra contains entries of Shikmies in
column No. 6 in accodance with the entries made in the
Old Khasra.

(3) Whether Jinswara have been entered.

12. Checking of jamabandies :(1) Whether the Inspector
moved on tour to see that the Patwaris were properly preparing
the jamabandies and whether he has tested the entries ? The Sadar
Qanungo should check a few entries in the Jamabandies to see
that the rent for the cash rented crops was calculated accurately
and that the entries of un-occupied area were correctly made in
the jamabandi.

(2) In the case of new Khasra, the Sadar Qanungo should see
that the Inspector has compared the new Jamabandi with the old
one, particularly those Khasra numbers which have gone some
changes. It is the responsibility of the Inspector to see that the
new Jamabandi has been prepared in accordance with the old
one, subject to the changes and mutations sanctioned and approved.
The Sadar Qanungo should see that the Inspector has performed
this important duty.

13. Checking of Siyaha:- Some Siyahas should be examined
to see-that the Inspector has checked the Siyahas during collection
months and that he has tested the entries made in the Siyahas with
the Dhal Banch and the Receipt Book. The Sadar Qanungo should
verify that the Inspector has signed on the tested receipts.

14. Checking of Dhal Ranch - Whether the Inspector has
checked the Dhal Banch with the Jamabandi, the Mutation register
and the Dhal Banch of the previous year and whether he has
signed it in token of his testimony.

15. Maps:- Whether Inspector has taken suitable action to see
that the village maps with the Patwaris are properly maintained
and that all corrections have been incorporated therein and
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whether the Inspector has made corresponding changes in the copy

of the village maps kept by the Office Qanugo at the end of each
year.

16. Mutation. - The Sadar Qanungo should examine the
Mutation regisier of any village and should set that-

(1) Whether the Inspector has given a note of the comparison

and checking in the Parat Foil and Parat Counterfoil.

(2) Observation about the entries in respect of few mutations.
17.  General :-Tours undertaken by the Inspector, number of
days spent in checking work and for other misceilaneous work.

III-PATWARIS

I. Name of the Patwari and the date of his posting in the Circle.

2. Number and names of villages included in the Circle.

3. Whether the Patwari resides in the Circle.

4. Whether the Settlement records in respect of each village
was received and whether the demand was fixed in accordance

with it.
5. Condition of village maps-Whether Tarmim has been made
in them. :

6. Dairy of Events - Whether filled in, according to rules and
does not contain superfluous entries. The important point which
should be noted in this diary are as under :-

(1) Rainfall in inches and its effect on the crops.

(2) Date of despatch of the Jinswar and signature of the
Girdawar against it.

(3) Entry of the Mutation fees which should be deposited after
15th June.

(4) Programme of gast girdawari and its intimation to
Sarpanchas and Panchas and their signature on it.
Besides signature of the Patel and the Sarpanch or
Panch who accompany during gast days should also
be obizined in it. Separate list of Khasra numbers
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having any change in crop or revenue should be prepared it
(5) Monthly goshwara after every crop.

7. Daily Diary of the Patwari :- Every column of it should be
thoroughly checked and discrepancies noted should be stated. It
should be minutely scrutinised whether the diary contain any false
entries.

8  Whether the register of Forms is maintained and whether
forms received from the Tehsil have been entered in it.

9. Whether the register for records is maintained and whether
the record has been deposited in the Tehsil and acknowledged by
the Office Qanungo. Reasons for the non-deposit of records should
be ascertained and time fixed for its deposit.

10. Register of Survey instruments:- Whether all entries
made and whether the patwari got complete set of instruments.

11. Order Book:- Whether entries in respect of every order
has been made and whether the Office Qanungo has signed in
Column No. 5 When Patwar is come to Tehsil Headquarters to
attend the monthly meetings, all orders and instructions conveyed
by the Office Qanungo should be got entered in it and duly signed
by the Office Qanungo. :

12. Whether the list of the Mutation fee has been sent to the
Office Qanungo on the 15th June or thereafter.

13. Whether entries of Mutations in respect of every village
have been made as required under Section 15 & 19 of the Rajasthan
Tenancy Act, 1955 and whether undecided cases were submitted
to the panchayats regularly. The Sadar Qanungo should satisfy that
the patwari has made regular entries to this effect in his Diary of
Events and that the fact has been duly verified by the panchayats.
A few mutations attested by the Tehsildar or the Naib-Tehsildar
should be examined and observations recorded.

14. Programme of Jamabandi:
St.2012
St. 2013




St 2014
St 2015
St. 2016

(1) Whether the Patwari has prepared the jamabandies of all
’ villages according to the above programme and if not de-
tails be given with reasons.
(2) Whether the Jamabandies were checked by the Inspector
and the Revenue Officers and if so, to what extent.
(3) Whether the Jambandies have been deposited in the Tehsils
with the Office Qanungo and if so, of which years.

(4) Sadar Qanungo may himself check one or two Jamabandies
of any village and record his observations for this check-
ing. A few Khatas should also be checked with entries in
the Khasra by the Sadar Qanungo and the observations
recorded. During the observations, the Sadar Qanungo
should also point out the correct procedure for the irregu-
larities noticed by him.

15. Dhal Banch, Shiya and Receipt Book :- Any village may be
picked up for test checking. Entries of a few Khatas be tallied and
obervations noted.

16. Realisation :- Details about the demand and realisations both
against the current and arrears be obtained and reasons be ascer-
tained if realisation has fallen.

17. General Condition of work of the Patwari: Whether he got
proper guidance from the Inspector and the Revenue Officers.
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23.

24.

25.

26.

APPENDIX XIX
(Under para 326 of Chapter V)

List of Books for the District Library.
Rajasthan Seivice Rules with its amendments.
General Financial & Accounts Rules.

Treasury Manual.

Budget Manual.

Accounts Code.

Unified Pay Scale Rules.

Rationalised Pay Scale Rules.

A Hand Book of Instructions to Accountant & Cashiers.
Rajasthan Classification, control & Appeal Rules.

Rajasthan Government Servants and Pensioners Conduct
Rules.

Rajasthan Subordinate Offices Ministerial Staff Rules.
A Brochur of Pension.

Rajasthan Government Servants Insurance Rules.
Accounts Guide

Rajasthan Land Taccavi Rules.

District Manual Parts [ & 11

Rajasthan Municipalities Act, 1959.

Rajasthan Municipalities Election Order, 1960.

Rajsathan Municipal Board's Chairman & vice Chairman
and Municipal Council's President And vice-president's
(Election Rules). 1950.

Rajasthan Municipalities (Appointment of Members/ Coun-
cillors by Cc-option) Order, 1959.

Rajasthan Panchayat Samitis & Zila Parishads Act, 1959.

Panchayat Samitis & Zila Parishads (Class IV) Service
Rules.

Rajasthan Panchayat Samitis and Zila Parishads Service
Rules 1959. :

Rajasthan Panchayat Samitis and zila Parishads Financial
Accounts and Budget Rules, 1950.

Rajasthan Panchayat and nayaya panchayat (General)
Rules, 1951.

Rajasthan Panchayat Samitis & Zila Parishads (Pradban.
Up-Pradhan, Pramukh and Up-Pramukh Election) Rules,
1959.
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28.
29.
30.
31

32.

33.
34.

35.
36.
37.
38.
39.
40.
41.
42.

43.

44.
45.

46.
47.

48.
49.

50.
51.
52.

53.
54.
55.
56.
57.

Rajasthan Panchayat Samitis & Zila Parishad (Conduct of

Business) Rules, 1959.
Hand Book on Panchayat Raj (Vol. I!).
Rajasthan Panchayat Act.
Rajasthan Panchayat Election Rules, 1960.
Rajasthan Town Urban Improvement Trust Act, 1950.

A Hand Book of Instruction on Low Income Group Hous-
tng Scheme.

Instructions on Middle Group Housing Scheme.

Ancient Monuments and A i i ains
yPRETY rcheaolcgical Sites and Remains

Rajasthan Petition Writers Rules, 1954.

Rajasthan Tenancy Act.

Rajasthan Tenancy Government Rules.

Rajasthan Tenancy Board of Revenue Rules.
Rajasthan Land Revenue Act.

Rules framed under Land Revenue Act.

The Rajasthan Land Revenue(Partition) Rules, 1957.

The Rajasthan Land Reven Sett! .
(Board of Reveune) Rules 1327(. ettlement Operations)

The Rajasthan Government L.R.(S
Settlement)Rules, 1959 {(Survey Records and

The Rajasthan L.R. (Land Records) Rules, 1957.

The Rajasthan L.R. (Alotment of Land . g
poses) Rules 1957F ent of Land for Agriculture Pur

The Ra__jasthan L.R. (Sale of Land in Mandies) Rules, 1957.
Tlhgesl.;a_)asthan L.R. (Allotment of Land to Gaushalas)Rules,

The Rajasthan L.R.(Lambardars)Rules, 1958.

Tllilﬁllé:;]?;tggn L.R. (Duties of Tehsildars & Naib Tehsildars)

The Rajasthan L.R.(Payments Credits, Refur.d _
eries) kules,19ss(%tmmendr;ir;tsi_ eturds & Recov

The Rajasthan L.R. (Allotment of L t i
Farms)Rules, 1953? ent of Land to Dairy & Poultry

The Rajasthan L.R. (Partiti
Revenue)Rules, 1958.( artition of Estates)(Board of

The Rajasthan L.R. (Surcharge)Rules, 1960.
Rajasthan Land Utilisation Act.
Rules framed under Land Utilisation Act.
Rajasthan Bhoodan Act.
Rajasthan Grammodan Act, 1960.
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58.
56.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.

71.
72.
73.
74.
75.
76.
717.
78.
79.
80.
81.
82.
83.
84.
85.
86.
87.
88.
89.
90.
91.
92.
93.
94.
95.
96.
97.

Rajasthan Grammodan Rules, 1960
Rajasthan Religious Places and Buildings Act.
Rajasthan Religious Places and Buildings Rules.
Rajasthan Escheat of Property Act.
Rajasthan Escheat of Property Rules.
Land Reforms & Resumption of Jagir Act.
l.and Reforms & Resumption of Jagir rules
Abolition of Zamindari & Biswadari Act.
Abolition of Zamindari & Biswadari Rules.
Rajasthan Stamps Rules.
Indian Stamp Act.
Rajasthan Stamp Law Adoption Act,
Indian Registration Act.
Rajasthan Registration Rules.
Indian Court Fee Act.
Rajasthan Court Fee Act.
Indian Treasure Trove Act.
Rajasthan Treasure Trove Rules.
Rajasthan Famine Code.
Rules regarding Grant of Licenses to Document Writers.
Rules regarding enquiry in Pauper cases. )
Rules regarding grant of aid to fire sufferers.
Emergency Relief Organisation Scheme (Hand Book I)
Rules regarding managment and control of Forest Growth.
Revenue Courts Manual. )
Land Acquisition Act.
Rajasthan Relief of Agr. Rules.
Indian Penal Code.
Code of Criminal procedure.
Civil Procedure Code.
Law of Evidence.
Criminal Manual (Minor Acts.)
Criminal Manual (Major Acts.)
General Rules (Criminal)
General Rules (Civil)
Law of Confession.
The Criminal (Courts)Hand Book.
Special Marriage Act.
Hindu Marriage Act.
Rajasthan Motor Vehicles Taxation Act.
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98.
99.

100.
101.
102.
105,
104
105.
166.
107.
108.
109.
110.

1

112,
113.
114.
115.
116.
117.
118
119.
120.
121.

122.
123.

124.
125.
126.
127.
128.
129.
130.
131.

Preventive Detention Act.

Rajasthan Motor Kules.

Indian Limitaion Act.

Habitual Offender's Act.

Untouchability Offence Act.

Transfer of Property Act.

Guardian and Wards Act.

The Rajasthan Premises Control of Rent and Eviction Act.
Rajasthan Hindu Marriage Registration Rules, 1957.
Rajasthan Code Volime LI, and III.

Rajasthan Public Demand Recovery Act.
Rajasthan Public Demand Recovery Rules.
Indian Recovery Act No. I of 1960

Law & Judicial Department Manual.

Income Tax Act.

Constitution of India.

Indian Arms Act, 1878

Indian Arms Rules, 1951.

Indian Explosives Act, 1884,

Indian Explosives Rules, 1914.

Rajasthan Cinema Regulation (Rules), 1959.
Petroleum Rules, 1937.

The Rajasthan Cinema (Regulation) Act, 1952.

The Rajasthan Supression of Immoral Traffic in Women
and Girls, Rules, 1958.

Press and Registration Act, 1867.

Press and Registration Rules, 1959.

(with amendments.)

Dramatic Performance Act & Ruels.

Indian Lunacy Act.

The Rajasthan Jail Manual (Prison Rules).
Indian Calcium & Carbide Rules, 1937.
Manual of Election Law.

Election Department Manual For preparation of Rolls.
Instructions for Presiding & Polling Officers.
Returning Officer's Hand Book-Part !& II.
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Form No. 1
(Under para 55 of Chap. V)
OFFICE OF THE DISTRICT MAGISTRATE
NO. Dated the
196

Subject-Grani of Passport Facilities to Shri/Smt
.................................. S/0, W/o, D/0, ...t i
The Dy. Police Zone Officer,

In forwarding herewith an application for an Indian Passport
with the photos of Shri/Smi..................... I request you to please
make necessary enquiries in the matter and send your report within
7 days alongwith the enclosures to this office and confirm whether
one copy of the application form together with 2 copies of the
Photos and copies of the relevant documents have been sent by
him direct to the Regional Passport Officer, New Delhi.

Distrit Magistrate
Form No. 2.
(Under para 55 of Chap. V)
OFFICE OF THE DISTRICT MAGISTRATE
No. Dated the 196

Subject-Grant of Passport facilities to Shri/Smt
S/o, W/o, D/o

THE REGIONAL PASSPORT OFFICER

NEW DELHI
Sir,

I forward hearwith the application for an Indian Passport of
Shri/Smt ..coociieiiiriiieinenn On enquiries it is revealed that there

is nothing adverse against thie application on the Local Police record.
In view of the above I have no objection if an Indian Passport is
granted to him as applied for. He has already forwarded a copy of
his application form together with 2 copies of photos and copies of
the relevent document direct to your office.

Guarantee form, Certificate of the financial position of the guar-
antor along with the M.O. receipt of Rs. 15/ (as Passport Fee) are
also sent herewith for necessary action.

Yours faithfully,
District Magistiate.
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Form No. 3.
(Under para 55 of Chap. V)

OFFICE OF THE DISTRICT MAGISTRATE
Subject - Application of Shri/Smt ...

THE POLICE ZGNE OFFICER,
THE SUPERINTENDENT OF POLICE.

in forwarding herewith the application. together with photos of’

the individual noted above regarding grant or India Pakistan Pass-
port, you are requested please to conduct necessary enquiries in
accordance with the Government in the Home Department Creular
No. D.9122/111 (IP) 64, datd 23-9-55 and send your report within 7
days positively.

‘he original application, affidavit and the photos may please be
returned along with your report.
District Magistrate
Form No. 4
(Under para 55 of Cahp. V)
OFFICE NOTE

Subject : Grant of India Pakistan Passport/International

Passport to shri

S/W/D of

The individual noted-above has applied for the grant of I.P.P./
International Passport. The Police Zone Officer/Supdt. of Police
has got no objection/not recommended.

May the case be forwarded and recommended/endorsed to Gov-
ernment Home (C) Department, Rajasthan, jaipur/The Regional
Passport Officer, New Delhi.

For put up for signature.

Officer-in-charge/D. M.
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Form No. S
(Under para S5 Chap. V)
GOVERNMENT OF RAJASTHAN

From To

The Distt. Magistrate The Secretary to the Go-
vernment of Rajasthan,

Home (C) Deptt., Jaipur.

I forward herewith the application of Shri/Smt
.......................................... Slo, W/0, D/O ceeeeiiiiiiiieeeiean
fot grant of India Pakistan Passport. The Police Authorities have
no Objection of the Grant of Passport applied for. Police report is
forwarded herewith in original with Postal Order No. ................
of Rs 3/- in view of this report, I reccommend the case for grant of
India Pakistan Passport. The previous India Pakistan Passport is
also enclosed herewith.

Yours faithfully,
District Magistrate.

Form No. 6
(Under para 55 of Chap. 5)
OFFICE OF THE DISTRICT MAGISTRATE

Subject :Visa-Additional Place (s) to be visited in Rajasthan.
Ref.:- Government of India, Ministry of External Affairs
Visa- Policy Directive No. 8 dated 24-10-52.

Shri/Smt. ... holding Pakistan Passport No.
............... Dated ............................. issued by the Passport Officer
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...................... ceereeoand Visa Noo o Cetegory 'C

dated ... issued by the indian High Commissioner
TR has been granted permission by this officer to
VISIL L vide No. ... dated
.......................... on page.................. of his/her aforesaid Passport

His/Her particulars are as below :-
1. Name of Father/ Shri
husband
Address in Pakistan
3. Where and with whom
staying in Rajasthan ..

to

4. Any other particulars ifany  ............cccooiiiiniieieniiaeeee
The address of the individual referred to above is as under .

District Magistrate.

NO. e Dated the 196
Copy forwarded to :-

1. The Asstt. Secretary to the Govt. of Rajasthan, Home (F) .

Deptt., Jaipur.
2. The Superintendent of Police.

3. The Police Zone Officer/The Dy. Police Zone Officer.
(C.ILD.).

District Magistrate

Form No. 7

(Under para 55 of Chap. V)

OFFICE OF THE DISTRICT MAGISTRATE
No. Dated the 196
Intimation of Receipt of Passport Applications

Name of applicant and
of his father.
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Serial No.

Receiving Otficer.
Name & designation.

Date of receipt.

Purpose of journey.

Country/Countries
to be visited.

District Muagistrate
To

The Secretary, Home (C) Department, Rajasthan, Jaipur

Form No. 8
(Under para 55 of Chap. V)
OFFICE NOTE

Shri/Smt/MISS ..o, has applied for the grant of
International Passport/India Pakistan Passport. The following docu-
ments are required and the Rules have been enclosed with the
application :-

India Pakistan passport International
Application Form duly 1. Application form.
1. attested. 2. 4 Photographs duly attested.
2. postal Order No. ................ 3. M.O. Receipt for Rs. 15/-
4. Guarantee on Non-Judicial

Dated ......c..oe...... SO N

Stamps Paper of Rs. 10/-
duly attested.

3. 4 Photographs-duly attested. 5. Certificate reg. financial
position of the guarantee.

4. Affidavitregarding Nationality 6. Employers No. Objection
of the husband. Certificate.

7. HighSchool Certificatereg.
date of birth.

8. Slip of Special particulars.
May necessary enquiries be made.

Fair purt up for signature.
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Form No. 9
(Under para S5 of Chap. V)
CONFIDENTIAL
No. ... Dated the ... 196
From To
The Distt. Magistrate, The Superintendent of

Police, ............ ........
Sub .- Verification of character and antecedent.

Attestation Forms/Verification Rolls in the names of
............................................. Whose particulars are given in the
form have/has been selected in the Government sercice are/is sent
herewith.

. To determine the suitability of the candidates for Govt. Service
itis necessary to certify on the basis of the information available on
your records whether he has/they have come to adverse notice or
not and whether there are any facts about them/him on records
which would render him/them unsuitable for employment under Govt.
A full enquiry may therefore, please be conducted and result
intimated to this office within 15 days at the latest.

EnclL _
(Original Attestation Forms ‘District Magistrate.

Verification Roll.)
No. /Conf. Dated 196
Copy forwarded to the ...

~w/r to his NO. Lo dated

District magistrate.
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Form No. 10
(Under para 55 Chkap. V)
CONFIDENTIAL
Form To
The District Magistrate, The Deputy Inspector,
General of Police,
C.1.D. Rajasthan
No. Dated .....................
Sub- Verification of character and antecedents.

Attestation forms and verification rolls received from the Su-
perintendent of Police are sent with the request that character and
antecedents of the individuals may be verified from your. records.

Result of verification may kindly be intimated within a week at
the latest.

Encls. District Mugistrate
Form No. 11
(Under para 55 of Chap. V)
No. e, Dated ..................
From To
The District Magistrate The ..o

Ref -Your letter No. ...........c......... Dated .......cccoevviiiiiiniinn,

On the basis of the enquiry report received from the Dy. In-
spector General of Police C.1.D. Rajasthan and the Superintendent
of Police, it is intimated that there is nothing against him on Police
Record, and he is not having association with any political and
communal body.

The candidate may therefore, please be considered suitable

for the post applied for.
Encl  Original Attestation / District Magistrate
Verification/Form/Roll
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FORM NO. 12

(Under para 80 (1) of Chap. V)

Posting Register of Gazetted Officers.

S.No.

Name of Officer

Date of taking over
charge of the post

Date of hand-

ing over charged

of the post

Remarks

3

FORM NO. 13

(Under Para 80 (2) of Chap. V)
Posting Register of Non-gazetted Staff.
(Subordinate and Ministerial)

Pestings.

No.

Name of
Officials

Designation

Date of ta-
king over

Date of ha-
nding over

Remarks

2

4

>
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Date of first appointment in Governmeni service

Under para 80 (3) of Chapter V)

FORM NO. 14

District Establishment Register (Non-Gazetted Staff)

Name of Offical .. ... ..................... Father's Namc

Senal
No.

Designation

Date ot first appotntment to
the post shown in Col. 2

Office to which
posted

1

3

4

1

Date of joining the
_ office shown in Col. 4

date of relive frdm the
Office shown in Col. 4

Remarks

5

6
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FORM NO. 15
(Under Para 81 of Cahpter V)
Departmental Enquiry Cases Register

SI. [Name of officers/{ Whether GazettedDate of Date of Dat
No [OfTicials with Non-Gazetted suspension| charge shecting | When
designation cnquiry
ordered
[ 2 3 3 3 ~ 6
Date of receipt of | Date and pur-] Stage of Reasons for [Ramarks
enquiry report pf)n of deci- | legal action, | delay
sion if any
7 8 9 10 T1

FORM NO. 16
(Under para 87 of Chapter V)

Requisition form to be used when calling for applicants
from Employment Exhanges for Recruitment to State
Govt. Vacancies

Vacancies.
(Place use a separate form for each type of post)

applicatns should report.

Office/Department and address.
Name and desingnation of Indenting Officer, Tele. No.
Name and designation of the Officer to whom
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-

4. Date. time and place of interview.

5. (a) Designation of the post (s) to be filled.
(b) Scale of pay.
(¢) Dearness and other allowances.
(d) Place of work.

6. Number of poste to be filled and duration of vacancies.

Temporary less | Temporary between | Temporary likely
3 months and 1 yr. |to continue be-
yond 1 Yr.

Permanent
than 3 months

(1) Reserved for Scheduled Castes/ Tribes.
(i) Unreserved.
7. Qualifications and experience required.
(i) Essential.
(1) Desirable.
8. Age Limits, if any.

9. Whether willing to wait and consider applicants from other
Exchange areas in case local applicants not available.

10. Any other information considered relevant.

Note- Certified that while placing this demand standing in
structions of the Government regarding reservation
of posts for the persons belonging to Scheduled
Castes/Scheduled Tribes have been strictly followed.

Dated Singnature of the Head of Olffice/Depit.

To
The Employment Officer, Employment Exchange.
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FORM NO.

~

17

(Under para 88 (XIII) of ChapterV)

I, Name of Department.

t

'

Year under report.

Total No. of posts filled in.

Gazetted Subordinate

District recruitment Through RPS.C. Direct recruitment
Scheduled Scheduled |Others | Scheduled | Others
Castes Other |[Castes Castes

| 2 3 4 5 6

Subordinate Ministrial Class IV
Through R.P.S.C. '
Secheduled |others | Scheduled | Others | Scheduled
Castes Castes Castes Others

7 8 9 10 11 12
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FORM NO. 18
(Under para 158 (2) of Chapter V)

Dcsignation of Drawing/Disbursing Officer

........................

Details of voucher under objection
S. | No. & date of
No.| A. G's letter Head of No. & | Amount| Reason
raising Objs. account date
1 2 3 4 ) 6
Interim action No. & date of | No. and date of Remarks
taken if any by Final reply sent | advice of clearance
Disbursing Officer | to A G. by Dra- | received from A.G.
or Collector wing Officer
7 8 9 10
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FORM NO. 19

(l.,’ndcr para 158 (5) of Chapter V)
Register for pending audit objection.

statement for Pending Audit Objections

FORM NO. 20
(Under para 158 (8) of Chapter V)

o ). oo -~ ~ M
bylA Particulars of the bill placed  [No. & date | Details of Voucher
No. under objection of Account-
No & JAmountiName of the jtant generalsilcad of Noo &
date d‘:'d“'mil «& letter ratsing | Account date
disbursinglobjection
Officer )
12 3 4 S 6 7
under objection |Interimaction | No. & date|[ No. & date |Ramarks
if any taken by | of final of advice of
. D?awmg & Reply sent| clearance
Amount{Reason | Disbursing to A.G. recd. from
Officer A.G.
8 9 10 11 12 13
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SI. No. | Designation | Previous Received {Total | Finally dis-
Drawing & | balance | duringthe post off
disbursing month during the
Officer month

1 2 3 4 S 6
Month
Balance Details of the blance Remarks
Year No. Amount | Reason
7 8 9 10 11 12
301




CHAPTER VI
DISTRICT REVENUE ACCOUNTANT




CHAPTER VI
DISTRICT REVENUE ACCOUNTANT

There will be a District Revenue Accountant at the District
head-quarters to deal with the revenue accounts of the District.

He will be independent of the General Account Section of the

District and will devote his attention to the preparation and
maintenance of the revenue accounts only. The District Reveniue
Accountant is primarily resonsible for the correct and upto date
maintenace of accounts of revenue collections in the various Tehsils
in the Distt. and submission of periodical statements.

2.

The following subjects will be deait with in the Section

under the charge of the District Revenue Account :-

1.

to

W)

10.
11.
12.
13.

3.

Preparation of budget estimates relating to various head of
receipt.

contiol over receipts.
Reconciliation of receipts.

Audit reports, audit objections and audit inspection reports
relating to receipts.

Loans and advances to cultivators.

Recovery of loans and Advances to Jagirdars from the
compensation claims. '

Recovery of Govt. dues under the Rajasthan Land
Renenue and Rajasthan P.D.R. Acts.

Recovery of irrigation cess, levy etc.

Assessment, demand, collection, remission and suspension
of land revenue including arrears of land revenue.

Mtters relating to relief viz. Famine, Flood & fire.
Matters relating to refund and write off of land revenue.
Remuneration to Patels and Lumbardars etc.

Inspection of Tehsil revenue Accounts.

The most important function of the Ditstrict Revenue Ac-

countant will be to fix revenue demand (fixed, fluctuating and mis-
cellaneous), of the District and to keep a close watch on the
collections thereof.

!
|
-
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I Inspections By D.R.A.

4. The District Rev ! '
R : enue Accountant will be responsible to
:vuopuLIS :Xsc th? v;/]o_rk done by the Tehsil Revenue Accmﬁ)nmntsl:and
wol gub;s[ﬁq} eir work twice in a year after each collection season
and sy \zllnléz\r/i;rxi}r]ts }_oltlhe Collector. "I;he inspection report of the
D.R.A. will ¢ ollowing general points i

spectfic points, if there by any :g-g points, besided any other

(1) Maintenance of (1)  Whether all the Regi-

Registers sters of the Revenue
Accounts prescribed
under the rules are
maintained.

(i) Give particulars of the
Registers which are
maintained and give
reason for the registers
which have not yet
been started.

(i) Are the entries in the
reigsters complete and
upto date, if not give
reasons along with the

details and particulars.
(iv) Any other remarks.
5
(2) D.C.B. Statements () What isthe position of

Ehe D.C.B. statements

(i) What was the demand
of the Tehsils durin
the period o%
Inspection ?

(iii) Whether the demands
have been fixed
correctly and in time?

(iv) What are the reasons
for the Decrease/
Increase of the De-
mands ?

(v) What are the Araears
and how much amount
is recovered against
them ?

(vi) Are the Collections
being made properly
and timely deposited
in the Sub-Treasury. It
interest being charged
on arrears?

(vii) Whether timely recov-
eries under P.D R. Act
Land Revenue Act are
being made or not ?
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3.

4

Receipts Books C(P.333).

Araz-Irsals.
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(viii) Whether the interestis

()
)

()

(oati)

properly calculated
and demanded on
arrears of land revenuc,
from the date it is to be
levied. Specific in-
stances of the cases be
guoted in which the

ates were extended
by the Collzctor.

If the coliections are
poor, why so ?

What spets have been
taken to collect the
Revenue Deinand and
Arrears to the maxi-
mum possible imit ?

Whether monthly col-
lections are verified by
the T.R.A. with the
Siyah of the Patwaries
of the Tehsils.

Whether recovery of
irrigation dues is made
properly? A detailed
meation as_to why
recovery of irrigation
dues_was not found
satisfactory should be
made.

(xiii) The circumstances und-

er which the work fell
in arreas and what
steps are being taken
by the district authori-
ties.

(xiv) (\iNhether the arrear and

(xv)
®

@

@

emand statements are
compared with the
Khatooni etc.

Any other Remarks.

Is the account of Re-
ceipt Books main-
tained according to
the Rules. -

Are the Receipts
Books kept villagewise
se;l){arate according
to Rule No. 117 of the
Land Revenue (land
Records) Rules, 1957.

Are the Araz Irsal files
kert in the chronologi-
cal order, accordm%ltlo
Rule No. 117 of the
Land Revenue (Land
Records) Rules, 19572

Any other remarks.




- ‘
{3V Taccavi Acco :
counts. ceoAde e Taccavy Reg-
1sters complete and
uptodate ? Are they
maintained scparately
for each kind of loan
yvear wise ?
(i) Arc the collections
made properly ?
(i) What are the
demands?
(iv) What are the arrears”?

(v) How much arrears
have been collected?

(vi) What further stepts
have been taken to
collect the Taccavi
dues to effect the
maximum possibble
recoveries.

(vii) Is the interest calcu-
lated according to the
Rules ?

(viii) Are the receipts is-
sued according to the
Rules?

(ix) Are the amounts re-
covered and depos-
ited into the Treasury
according to the
Rules?

(x) Isitcertified in all the
cases that the amount
of the Tapcal\/i loan
1s appropriately used
& is it verified that the
money has been spent
on the purpose for
which the loan was

granted?
(xi) Are the Taccavi Rules
followed properly ?

' (xii) Any other remarks.
II' Review on Collections and Recovery of Arrears
5. On the basis of the info i i :
rmation received from the Tehsil
EgiC.B. 'statements)., the D.R.A. should draw Tehsil-wise quar-
Yy reviews showing the progress of recoveries effected both

a
gainst the current demand and the arrears. This review will be

submitted to the Collector who will .
o will inco
the following points. rporate his comments on
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(1) How much remairis to be recovered both against the
arrcars as well as against current demand ?

(2) Whether some serious efforts were made by the
S.D.O. and the Tehsildars to effect the recoveries as
envisaged under Government Order No. F. 5 (18) Rev./
B/58, dated 12-4-58, No. F. 34 (134) Rev./C/58, dated
5-6-58. and No. F. 34 (134) Rev./C/58, dated 14-6-58.
This should be supported by giving full details about
colicctions and arrears etc. in respect of the Tehsil
selected by the S.D.O. for intensive collection of Land
Revenue and Taccavi.

(3) How far the S.D.O. and the Tehsildar have made ef-
forts to see that the amounts, which were under stay,
suspension or to be remitted were finally settled ?

6. A copy of the review with the comments of the Collector .
will be forwarded to all the S.D.Os and the Tehsildars

for further necessary action.
111 Revenue Demands

(a) Fixed Revenue Demand.

7. Towards the close of September each year the Tehsildar
would send in duplicate a copy of Kistbandi or Demand Statement
(FormNo. 1) of the fixed revenue of the Tehsil and would show
therein increases or decreases supportted by orders for such
increases or decreases. It would be the responsibility of the D.R.A.
to scrutinise such statements and to ensure the correctness of the
demand statement. Every case for increase or decrease would be
referred to the Collector who in his turn after a close examination
thereof communicate provisional approval of the demand fixed to
the Tehsildar and refer such cases to the Board of Revenue.
Theformal sanction, when received would be conveyed to the Tehsil
in original and a copy of the same would be kept in the District
Office. The Tehsil would make collections according to the
Kistbandi sanctions etc.

(b) Fluctuating Revenue Demands.

8. Fluctuating land revenue consists partly of items which
are permanently exculded from the fixed land revenue roli and
partly of items which should be brought to it, at the earliest
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opportunity. An example of the first class is the fluctuating
assessment by crop rates. The second class embraces zall cases n
which the demand of the year is increased from any cause after
the fixed land revenue roll has been sanctioned.

Fluctuating land revenue is classified under the following heads:-
A. Tcmporariiy excluded from the fixed land revenue roll.

(i) Rents from waste lands granted, sold or leased. till in-
cluded in the fixed land revenue roll.

(ii) Other items.

B. Permanently excluded from the fixed land revenue roll.
(1) Fluctuating assessment of canal irrigated lands.

(it} Fluctuaiting assessment of other lands.

During inspection, the D.R.A. will check from record whether
proper assessment was done or not.

9. Sanction for recovery of such demand will be accorded
by:-

(1) Tehsildar. Upto Rs. 300/-

(i) Sub-Divisional Officer. Upto Rs. 500/-
(i11) Collector Upto Rs. 5000/-

Provided the amount is not less than the average amount of last
three years. In case the amount of bid is less than the average of
the past three year, the Collector may sanction the revenue yield-
ing contract if the reduction in the amount be 25% on thc cases for
which the Tehsildars and the S.D.Os. are competent. Similarly for
cases which are to be Sanctioned by the Collector, a reduction in
the amount upto 25% may be sanctioned by the Board of Rev-
enue. All other cases beyond these powers may be referred to
Government in the Revenue Department. While recommending
the case, the Officer concerned will have to furnish detailed rea-
sons as to why the bids have been less than those of the past three
years and whether there is any possibility of getting higher bids if it
is re-auctioned. »

The demand statements duly sanctioned shall be made avail-
able to the Tehsil before the date fixed for the recovery.

(c) Miscellaneous Revenue Demand.

10. The dues of various kinds which may not be of a permanent
nature and which cannot be ascertained at the begining of the
agricultural year would be Miscellaneous Revenue Demanfl. For
each village where is a possibility (for instance Sawai chak
Lands) of miscellaneous income from natural produce etc.,
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recuiar tiles would be opened at the beginning of the vear in the
‘Tehsils and after getting reporis from the Revenue staff about the
possibility of any income out of sale of the grass or natural produce
ete.. from the Sawai chak lands and auctioning them, the Tehsildar

4 would intimate the figures to the Collector which wil! be taken as
{i - -
i miscellancous Revenue Demand of that tehsil.

IV Collections.

11, After having ascertained the demand of the districts. it will
be for the District Reveune Accountant to see that the collections
ot revenue of rent are inade within the prescribed time and thus
chieck over the collections would be possibie by him since every
Tehsil would send a statement sowing collections of demand and
balances remaining to be realised. The district Revenue Accountant
would compare the amount of demand shown in the statement with
the demand shown in the Patwar circle-wise and month-wise village

. register of various revenue (incomes)for each particular Tchsil giving
' details of the demand due from each particular village.

12. The procedure regarding the preparation of the demand
| collection statements of the Taccavi loans has been prescribed in
. the revised Taccavi loan Rules.

13. He will compile in the register (Form No. 2) figures of

| demand, collection and balance in respect of land revenue for the

disrtict Similarly he will compile the figures of demand realisation

- and balance of interest accrued on the demand in the register (Form
No. 3)

14. At the erd of the period prescribed for collection of land
revenue or rent, the Tehsildar will send a village-wise statement of
balances due to be realised and it is here that the District Revenue
Accountant is to exercise proper care and necessary control to see
that any large amount does not remain outstanding in a particulars.
Village. In cases of slackness on the part of the revenue officers in
realisation of revenue demand, the Collector will take necessary
action against the delinquents and may ask them to send weekly or
fortnightly progress report of the collections made of all the
outstanding dues against each village.

15. He will submit a statement to the Board of Revenue at the
end of each agricultural year showing the amount of arrears out-
standing against each particular village and will also report whether
it was recoverable or irrecoverable.
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16. While checking the Tehsil Revenue Accounts, the District
Revenue Accountant would corpare demand entries of the patwari
Circle-wise and month-wise and village register of varoius revenue
(income)with the Khatabandi statement showing fixed demand of
each village. He would also see that the batances worked out in the
previous year's Khatoni at the end of the the Agricuitural year has
been correctly brought forward in the Khatoni of the current vear.
He will at the same time check at least 50% of the entries relating
to the recoveries shown in the Khatoni withArz-Irsal and Arz-Irsal
Challan register. The Collector while inspecting the tehsil account
would also check a few entries of the demand entered in the Khatoni
with Kistbandi as also the miscellancous demand register. Simi-
larly, he must check a good number of Dakhilas with Arzirsal brought
by the Lambardar to check that the amount brought by the
Lambardar or Patel has been duly deposited in the Sub-Treasury
and he has been given a proper reciept for the same.

V. Budget and other miscellaneous Accounts work.

17. The District Revenue Accountant will prepare and submit
estimates for the income side of the budget to be sent to the
Government While preparing estimates or income, he will take into
account the demand for the previous year and any probable increase
or decrease expected during the course of the next-year.

18. District Revenue Accountant will keep a close watch over
the [X-land Revenue Receipts and will keep the Collector informed
from time to time apprising him of the trend of the Revenue
Collections/cases of delay in realisation of Land Revenue or in case
where the Revenue Collection are falling short of the estimated
revenue, he will submit a report to the Collector for investinaging
the cause of short fall in the Revenue. '

19. The Tehsildar will inform the Collector of the collections
made on account of Taccavi loans each month by means of state-
ments showing demand collections and balances.

20. He will ensure that the Tehsildars submit timely
compliance report on Inspection Reports relating to Revenue
Accounts and in case of neglect. he will submit a report to
the Collector for taking suitable action. At the time of next
inspection he will examine whether the compliance of the previous
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Inspection Report has been properly made and irregulanities have
been rectitied.

Vi Remission or Suspension of Rent in Agricultural

Culamities.

2i. Agricultural calamities are of two Kinds (a) wide spread
and (2) Local, Famine and Draught are considered widespread,
while frost, rust, hail, locusts and flood are generafly local effecting
a himited area. On the occurrence of an agricultural calamity, relief
is given cither by suspension or remission of rent. The detail proce-
dure for giving relief in the form of suspension or remission is
contained in Chapter VI of the Rajasthan Tenancy (Govt.) Rules.

22. The following authorities, are empowered to sanction re-
mission of land revenue to the extent noted against them:-
Board of Collector
Revenue
(1) Tosanciion remission Upto Rs. 1000/-  up to Rs. 5C0/-
of land revenue due in each case. in each case/-
to causes other than
inclemencies of wheather.
(2) Tosanction immediate Upto Rs. 100.00/- Upto Rs. 5000/-
Remission of land re- in each case. in each case.
venue due to the locust
or hail or any other natural
calamities such as cold-blast.
VI Reduction and Write off of land Revenue

23. Cases for reduction of rent demand or write off of losses
of revenue or irrecoverable loans and advances, received in the
district office shall be disposed of by the following authorities to the
extent of powers noted against them :-

To sanction write off of Collector Upto Rs. 1000
lossses of Revenue or in each case.
irrecoverable loans and

Advances.

Board of Rev. Up to Rs. 2.00

in each case.

To sanction reduction of
rent demand from the
rent roll of a particular
piece of land due either
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Tothe land being sub-  Collector
merged in the bed of

reiver or tanks and or

upto Rs. 100/-1n
each case.

due to construction of
Road or due to land
being acquired for a

Sub-Divisional Of- Upto Rs. 25/~ in

ficers. cach case.
public purpose ora
Khatedar dying heirless
as a result of which the
land remains uncuiti-
vated or where revenue
yeilding land was de-
marcated and reserved
as grazing ground un-
der orders of the Collector
of the District.

VIII Recoveries Under the P.D.R. Act, 1952 and the Rajasthan

Land Revenue Act, 1956.

24. Most of the Govt. dues are recorverable under section
256 of the Rajasthan Land Revenud Act, 1956 as per Rajasthan
Land Revenue and Public Demands (Amendment) Act, 1960 (Act
No. 42 of 1960).

_25. Requisitions are sent by the various Departments in
Rajasthan to the Collector, Additional Collector, or Sub-Divisional
Officer concerned who are empowered to take action for the re-
covery of the amcunt under the said Act., A certificate is required
to be filed by the officer who receives the requisition filling this
certificate. This certificate is issued to the Collecting agency
Tehsildar.

26. The recoveries are effected as arrears of land revenue
and such the Tehsildar should proceed with the certificate according
to the provisions contained in the Land Revenue Act. When the
amount is collected it should be remitted to the Departments through
theTreasury Challan.

27. Recoveries in regard to Income-Tax are to be effected in
accordance with the procedure under the Income Tax Act, 1961
(Act No 43 of 1961). )

28. The following register will be maintained by the District
Rf?fyenue Accountant if cases are being dealt with in the destrict
office :-

() Institution Register (Form No 4)

Tehsildars. Upto Rs. 10/-

each case.
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(1) Certificate Register (Form No. 5)

(iii) Register showing particulars of the amount due and the
recoveries effected in individual cases (Form No 6)

29. In order to watch the progress of recovery, a quarterly
statement will be obtained from aﬁ the S.D.Os Form No. 7 and
after incorporating the information in respect of the cases dealt
with in the District Office, a consolidated statement will be sent to
the Finace Department.

IX PERIODICAL RETURNS

30. The following periodical returns will be compiled by the
D.R.A. and fumished to the quarters concerned, through the Col-
lector in the prescribed forms according to the rules & instructions
issued on the subject from time to time-

1. Statement of Receipt under head
"IX-Land Revenue Ordinary Revenue"

2. Statement of Receipt under head-

"X VII-Administration of Justice"

Statement of Receipt under head-

"X XI-Miscellaneous Deptts."”

4. Statement of Receipt under head-
"LII-Miscellaneous”

5. Demand Collection and Balance
Statement of IX-Land Revenue

6. Total disbursement and recovery
of Taccavi Loans of all kinds in
Form X-Quarterly statement of

7. Statement of Receipts ender head-
"LX-Extraordinary Receipts (a)
Sale of Land etc.”

8. Statement of Fees received under
the Indian Explosive Act, 1884,
the Petroleum Act, 1954, Carbide
of Calcium Rules, 1937, Cinema-
tograph Films Rules, 1948 &
Indian Arms Act, Collected by the
State Government on behalf of the
Central Government.

9. Statement showing recovery under
the Rajasthan Public Demand
Recovery Act.

Monthly

Monthly

(9]

Monthly
Monthly

Monthly

Quarterly.

Monthly

Quarterly.

Quarterly.
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0. Statement of progress of recovery ' ‘ FORM NO. 1
of arrear of income tax in pursuance (Under para 7 Chapter VI)
of certificates issued under Scc. (Kistbandi Demand Statements of Fixed Land Revenue)
46 (2) of the Income Tax Act. Quarterly,
1. Recovery of arrears S i : . N Sambat/Year
of resumed Jagirs. ali-yea
31. He will b . ) & ) Hali-yearly. Demand fixed demand of the last
heads r"e 'll ¢ responsible for getting the receipts under these , S. Name of the by the Settlement year/Sambat.
e conciled with It}?e Treasury figures before submitting the ‘ No. the village Department
i,]e f{:)mnt t:)t‘the al;]thormes concerned. He will further be responsi- Kharif Rabi Total Kharif Rabi Total
I getting the variations or mis-classifications recti
. K ct
immediately. ified | 1 2 3 4 5 6 7 3

Demand of the
current year/ .
} : Sambat Variation beween
| Cols. Cols. Cols. Reasons for
8&11 8&S5 5&11 variations.

Kharif Rabi Total
9 10 11 12 13 i4 15

314 315
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FORM NO. 2
(Under para 13 of Chapter VI)
pilation of 9-Land Revenue demand Collection and Balance

3 (c) Miscellaneous, Total 1, so on.

2. This register should be maintained agriculture yearwise.

S.No. Minor Heads.
1. A. Khalsa
Ordinary Revenue
(a) Fixed
(b) Fluctuating
(c) Miscellaneous

D.

1.

Non-Khalsa

Land Revenue from Jagir

lands.
Tributa

Matmi and Hukamnama
Bashikhana jagirs.

Miscellaneous

Total B

Khalsa.........oooerroroooo
Ordinary Revenue
(a) Fixed......ooo
wd of Account Name of Tehsils Remarks
l 2 3
l.  Demand I Arrear . Kharif
, 2. Current 2. Rabi
w 3. Total 3. Total of
» _ (Arrear & Current) Kharif & Rabi
2. Collection upto . Arrear : 1. arif
previous month 2. Current 2. Rabi
3. Total 3. Totalof
) (Arrear & Current) Kharif & Rabi
3. Collection during . Arear . Kharif
the month 2. Current 2. Rabi
3. Totalof 3. Totalof
Arrear & Curmet Kharif & Rabi
4. Total Collections I Arrear . Kharif
2. Current 2. Rabi
3. Total of 3. Totalof
Arrear & Curren: Kharif & Rabj
5. Balance . Arrear L Kharif
2. Current 2. Rabi
B ) o . -
3. Total of _
3. Arrear & Current | Il%hh:; :lf& Rabi
6. Percentage of Collections 1. Arrear 2" Rabi
2. Current :
3. Totalof 3. Totalof
Arrear & Current Kharif & Rabi
Recoverable
Irrecoverable
Reasons of Irrecoverable
arrears
REMARKS
\ : ilati 2 (a) fixed revenue (b) fluctuating
w  Noted :1 For each sub-head a separate page should be used in compilations, such (a)



2. Sale of Govt. Istates C. Income from Resumed Jagirs.

3. Sale proceeds of waste lands and (a) Fixed
resuption of land tax. (b) Fluctuating
4. Rates and Cesses on land ' (c) Miscellancot
5. Recoveries of over payment R
6. Collections of payments for service
rendered
(a) Resumed Jagirs in former TOTAL C
Rajasthan GRAND TOTAL
- (b) Others
= 7. Misecellaneous
TOTAL A
y e =t -
FORM NO. 3
(Under para 13 of Chapter VI)
Register of Realisation of Interest onLand Revenue Arrear Demands
Name of Head of Amount of Amountof Amountof Amountof Reasons for Monthly  Remarks
the Tehsil Accountto  arrear interest interest interest non- Certificate
which interest demand  accrued realised recovered  recovery of T.O.
relates as on as on verifying
the déposits
1 2 3 4 ' > b 7 3 9
Note- 1. Separate pages be used for each sub-head of account.
w 2. This register should be maintained agriculture year-wise.
© FORM NO. 4
(Under para 28 of Chapter VI)
Register of Cases under Public Demand Recovery Act.
S.No. Date of Institu-  Name of the Particulars of Date of final Abstracts of Remarks
tion office orcourt  case disposal the order
to which the

case pertains.
{ 2 3 4 > 6 7




1z¢

0Z¢

FORMNQO.5
(Under para 28 (ii) of Chapter V1)

Registerfor the Certificate
S.No. No.of Name and add- Name and add- Amount of pub- Further parti- Rernarks
Certificate ress of authority ress of defaulter lic demand culars of the
sending requisition. including interest public demand
if any for which for which this
certificate is certificate is
signed and period signed
for which such
demand is due
1 2 3 4 5 6 7
FORMNO. 6.
(Under para 28 (iii) of Chapter V1)
Register Showing Particulars of the Amount due and the Recoveries Effected in Individual Cascs,
S.No. Name and Deptt. Name & address of

Total amount

Fiic no. with date
to be recovered

sending requisition defaulter cf Institution

including interest
] 2 3 4 5
Date of issue of notice and Recoveries effected with dates
certificates Amount with Amount with Amount with Total  Remarks
date date date
6 7 8 Q 10 11
1
-4
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CHAPTER VII
CRIMIANAL ADMINISTRATION.




CHAPTER VI
CRIMIANAL ADMINISTRATION.
(i) Introductory.

The General Rules (Criminal), 1952, framed bythe High Court
of Judicature for Rajasthan lays down the practice and procedure
of subordinate Criminal Courts in all matters and proceedings be-
fore them. Every Magistrate must have a copy of these Rules in his
Office Library. The Reader to the Court shall be made responsible
for keeping the Rules upto-date and certificate should be recorded
by the Presiding Officer that all the amendments made during the
year have been incorporated in the Rules.

(i) Separation of the Judiciary from the Executive

2. The following instructions should be followed where sepa-
ration scheme has been brought into force :-

(1) Relationship bettween the District Magistrates and
Courts of Munsif Magistrates and Special Judicial (Railways)
magistrates :

(a) The courts of Munsif Magistrates and Special Judicial (Rlys)
Magistrates will be under the administrative control of the
high Court through the District and Sessions Judges

. concerned. The District Magistrate will not inspect such
courts.

(b) No cases will be transferred bythe District magistrate from
and to the file of any Munsif Magistrate under Section 192
or 528 of the Code.

(c) Periodical returns of criminal case work will be sent by the
Munsif Magistrate to the District Magistrates. :

(d) No. Tehsildar or Naib Tehsildar Magistrate exercising 2nd
or 3rd Class Magisterial powers will try criminal cases under
the I.P.C.

(e) Judicial and-Executive Magistrates will act indepedently of
each other in in their respective sphere of work. Neither
will interfere with the discharge of work by the other.

(f) Sub - Divisional Magistrates ( including City
Magistrates ) and other Executive Magistrates will
not try cases relating to offences under I. P.C.
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and the indian Railway Act. and such cases will be tried
exclusively by the Munsif Magistrates or by the Special
Judicial (Rlys) Magisirates.

(g) Trial of offences under the remaining Special Acts ¢.g.
Excise Act, Municipal Act etc., shall continue ;9
hithertofore in the courts of Sub-Divisional Mgistrates or
other Executive Magistrates, if any.

(h) Whell the Sub-Divisional Magistrate or the District Mag-
istrate needs the service of a Magistrate for emergencies
and no Magistrate other than a Munsif Magistrate is avail-
able, the latters' services can be used with the permission
of the Districts Judge which should be taken either in ad-
vance or where this is not possible, post facto, when a
Munsif Magistrate is so employed, a report thereof should
be made to the Government in the Judicial Department.

(2) Allocation of functions under Criminal P.C. between
the judicial & Executive Magistrates.

Chapter VII Section 100 These powers will be exercised by
both the categories of Magistrates.

Chapter VIII Section 106 Powers wiii be exercised by both
the categories of Magistrates.

Sectf'on 107 to 126 A- The powers under these sections shall
be e)sercxsed by Executive Magistrates in areas for which Judicial
Magistrates have been appointed.

C-hapterA IX to XII -The power under these Chapter will be
exercised by Executive Magistrate.

. Chapter XIII- Section 153 (2) The powers under this section
will be exercised by the Executive Magistrates.

Chapter XIV - In 1. P.C. cases, the police will deal with
the Judicial Magistrates. The first information report will be
sent to both the categories of Magistrates. The list of the
properties seized or recovered if there be any, will be sent to
the Judicial or Executive Magistrate, as the cases may be who
will try the case. The final report, whether it is a charge-sheet or
otherwise, in cases under the Indian penal Code and the
Railway Act, will be sent to the Judicial Magistrate for orders
or trial, as the case may be, and in cases under other
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other Acts, such report will be sent to the S.D.M. or other Executive
Magistrate concerned.

The Fxecutive Magistrate may also direct the Police to make
further enquiries whenever he considers it necessary.

Sectinn 155 (2)- Powers under this section will be exercised
by both the categories of Magistrates.

Section 164- Powers under this section as also the power to
hold ideniifications will be exercised concurrently by both catego-
ries of Magistrates.

Section 167- Powers under this section will be exercised con-
currently by both the categories of Magistrates.

Section 174 and 176 - The report of the police regarding

‘enquiry into cases of suicides or accidental deaths under Section

174 will be received by the Executive Magistrats, who will exercise
the powers under Section 176.

Chapters XV to XXII- Cognizance of offences under section
190 of the Code relating to I.P.C. cases will be taken by ihe Judicial
magistrates. Trial of all such cases will be by the Judicial Magistrates.
All inquiries into cases under the Indian Penal Code triable by a
court of Session or High Court will also be made by the Judicial
Magistrates.

Chapter XXTV:- Section 337:- The powers under this Section
will be exercised by the Executive Magistrate except when the
case is under inquiry or trail in the court of a Judicial Magistrae in
which case the Judicial Magistrate may exercise the power.

(iti) Relationship between Magistrate and Police

3. Magistracy and police - Under Section 12 (1) of Cr, P.C.
ecah Executive Magistrate should be allotted by the District Mag-
istrate a number of police stations. In regard to area assigned to
them. they should receive all police challans and private complaints
Direct. Police challans should invariably be into the Court along
with witnesses on dates which have been allotted by the Magistrate.
dates being previously fixed by the Magistrate with their Station
House Officers.

‘4. The District Magistrate should call at least quarterly meet-
ings of all magistrates at which the Superintendent of Police, Pros-
ecuting Inspector and the Station House Officers be asked to be
present. Difficulties experienced by magistrates or police and reasons
for delay in the disposal of cases should be thrashed out
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atsuch mectings. Special attention will be pard in such meetings to
investigaie causes of delav in cases under trial and over a vear
cases.

5. The District Magistrate is the Head of Criminal Adminis-
tration of the Districts and in that capacity is Incharge of Law and
Order. Thus he controls and dirzcts the action of the Police in his
district. However, he should be careful in excrcising his coatrol so
as not 1o prejudice. the authority of the District Superintendent of
Police. The District magistrate and the Superintendent of Police
are expected to have cordial relations. On this depends the efficient
administration of the district.

6. The Superintendent of Police before making any transfer
amongst S.H.Os should obtain the approval of the District Magis-
trate. If the District Magistrate and the Superintendent of Police
are unable to agree in regard to the transfer of any such officer,
the matter may be referred to the Deputy Inspector General of the
Range for decision.

7. The superintendent of Police and D.M. should meet each
other frequently and discuss matters personally. The S.P. should
inform the District magistrate as early as possible of any occur-
rence of serious crime and events of importance.

8. The Superintendent of police should send to the District
Magistrate a fortnightly review of crimes in the District.

9. Copies of letters addreseed by the S.P. to the L.G. or the
D.1.G. shall also be endorsed to the D.M. However. the annual
administration Report shall be routed through the D.M. who will
add his comments to it.

10. The power of the Police for licensing and regulating pro-
cessions must be exercised subject to control of Sub-Divisional
Magistrate ar.d in imortant cases of the District Magistrate.

11. Criminal charges against Police Officers should ordinarily
be tried by the District Magistrate himself. If for any special reason
the District Magistrate himself is unable to try a criminal case
against a Police Offier, he should transfer it to one of the senior
Magistrates in the district.

(iv) Inspection of Criminal Courts.

12. The District Magistrate should inspect the Courts of
each Executive Magistrate in his district once a year and should
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prepare and inspection note covering points in form. No. 1. He
may also go through the judgement of some of the decided cases
to sec that thay have been properly written. The District Magistrate
should also find out why cases older than six months have taken so
leng for decision. He should not only point out the mistake commit-
ted in the file to the Magistrate, but should also make a note of
mistakes of general nature and issue necessary circular in the mat-
ter for the guidance of all Magistrates in his district.

13. The sub-Divisional Magistrate should also inspect the courts
of Subordinate Executive Magistrates in his judisdiction at least
once a year and submit his inspection reports to the District Mag-
istrate for orders etc.

14. The S.D. Ms. and other first class Magistrates shall in-
spect their own courts according to the following scale :-

1. SD. Ms e, Half yearly.
2. First Class Magistrate ................................. Once in a
quarter.

They shall record inspection notes and shall endorse copies of such
inspection notes to the District Magistrate of their district.

15. The District Magistrates will endorse copies of their in-
spection notes to the Secretary to Government in the Home De-
partment.

16. At the end of each quarter the District Magistrate in their
monthly reviews on the disposal of criminal case work by the first
Class Magistrate will mentionn the number of First Class
Magistrares who have failed to inspect their courts during preced-
ing quarter.

17. At the end of the calendar year, the District Magistrates
will send to the Government a chart of such inspections including
inspections carrried out by them. These should read the Govern-
ment by the First week of February every year.

(v) Magisterial Inspection of thanas

18. The District magistrate / Additional District magistrate
and the Sub - Divisional magistrate shall inspect by rotation
50% of the Police stations, so that during a year a Police
Station is not inspected both by Sub-Divisionai Magistrate
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