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Subject Chapter Name of the Chapter Sub-Head Paras

Civil Manual II Institution of Suit 7 to 26

27 to 28

III Appearance of Defendants Issue of Service of Summons to defendant 29 to 42
Criminal Manual IV

81

82 to 87

LECTURE-2- Court Fees, Oaths and Affidavits, etc.
Civil Manual XVII ­­­­­ 286 to 290

XVIII ­­­­­ 291 to 293

XXII Court Fees and process fees ­­­­­ 439 to 451

XXIII Oaths and Affidavits ­­­­­ 452 to 461

Criminal Manual XXIII Court Fees ­­­ 404 to 406

LECTURE-3-Process.
Civil Manual VII Process 62 to 63

Fees to Charted Accountant 64

Expenses of Public Officer  65 to 77

Government Expert Witnesses 78 to 82

Production of Official Documents 84 to 86

Production of Court Records 87 to 89

Process 92 to 108

Criminal Manual III ­­­ 41 to 48

Summonses 49 to 73

Civil Manual II Arrest and Investigation 27

Verification of Solvency of Sureties 28 to 31

Criminal Manual VI Oaths, Affirmation & Affidavits.

Arrangement of Record in files 156

Exhibiting of documents 161

205 to 207

SYLLABUS OF THE TRAINING PROGRAMME FOR THE STAFF MEMBERS OF 
SUBORDINATE COURT IN COURT MANAGEMENT AND ADMINISTRATION

LECTURE-1-Institution of Suit, Rozanama, etc.
Presentation, Examination & Registration 
etc. of plaint
Rozanama of proceedings

Enquiry and trial by Magistrates Roznama 76 to 80 & 
116 to 118

Supply of Copies of Documents to the 
Accused
Commital Proceedings

Miscellaneous Proceeding 
requiring judicial inquiry
Misc. proceedings not required 
judicial inquiry

Examination of Witness about to leave 
jurisdiction

Process  and  attendence  of 
prisoners and witnesses

LECTURE-4- Surities,General Inquiries, Dormant file, etc.
Practising Lawyers shall not be accepted as 
sureties

General  Rules  as  to  Inquiries 
and trial in Courts

143,236 to 
249

Details in Warrant of committing convict to 
Jail



2 208 to 210

Dormant File 211

Subject Chapter Name of the Chapter Sub-Head Paras

LECTURE-5-Records and copies.
Civil Manual XXIV Records Classification of Records 462

Arrangement of Records in Files 463,464

Preparation of records 465 to 467

Documents 468 to 475

476 to 479

Custody of records 480 to 484

485 to 489

Preservation and Destruction of Records 490

XXVI Copies and Copying Fees ­­­­­ 504 to 505

Criminal Manual XXI ­­­ 347 to 349

XXII Copies and Translation Certified Copies 377 to 390

LECTURE-6- Execution of Decree and High Court writs.
Civil Manual XIX Execution of Decree General 294 to 295

296 to 308,

309 to 328

XXI ­­­­­ 428 to 438

Criminal Manual XVII Returns to High Court Writs 320 to 326

LECTURE-7-Establishment, Correspondence, etc.
Civil Manual XXVIII Establishment Leave and Transfer 534,535

536 to 550

Duties of  Bailiffs and supervision over them 551 to 568
XXIX Lawyer's Fees 585 to 593

XXX Post and Correspondence ­­­­­ 594 to 623

LECTURE-8- Accounts.
Civil Manual XXXV Accounts ­­­­­ 667 to 686

Return  or  disposal  of  Bhatta,Acounts  or 
Muddamal

Transmission of records to the District 
Record Room.

Arrangement of Records in the Record 
Room

Records,  Custody  and  Return 
of Records

Application for execution of decrees and 
order
General Instructions for the conduct of 
business in execution proceedings

Institution of lower Courts 
regarding appeal in the High 
Court
Appeals  to  the  High  Court  and 
Superintendence  and  revision 
and  transfer  of  cases  by  the 
High Court

Duties on the Establishment and Distribution 
of Work.

Lawyers, Lawyer's Fees, 
Lawyer's Clerks



3Criminal Manual XXVII Accounts ­­­ 433 to 437

LECTURE-9-Returns, Reports and Registers.
Civil Manual XXXIII Returns ­­­­­ 636 to 649

XXXVII Annual Administration Report ­­­­­ 688

Subject Chapter Name of the Chapter Sub-Head Paras
Criminal Manual XXIX Registers ­­­ 444 to 445

XXX Returns A­Returns 450 to 452

B­Magisterial Returns 453 to 460

Returns of Arrears 461 to 464

Civil Manual XXXII Libraries ­­­­­ 630 to 635

Criminal Manual VII ­­­ 216 to 235

XXVI Libraries ­­­ 427 to 432

II Treasury Working 3 to 8

9

3. Sub­Treasuries 10

4. Other collecting and disbursing officers 11

5. Inter Government Transactions 12 to 13

14

15 to 16

8. Treasury Accounts 17

18

10.Notices 19 to 21

11.Miscellaneous 22 to 24

III 25 to 28

2. Receipt of Coins, Notes etc. 29

30 to 33 

4. Grant of receipt to the payer 34

LECTURE-10-Library and Muddamal.

Muddamal Property

LECTURE-11-Treasury working, Receipts, Payment and 
Custody of money.

Gujarat Treasury 
Rules­2000

1. Location of money standing in the 
Government Account
2. General system of control over District 
Treasuries.

6. Receipt and Disbursements of the 
Government in other Countries

Gujarat Treasury 
Rules­2000

7. General Organisation of Treasuries

9. Deposit of cash and valuables of other 
Department.

Receipt of Government Money 
and Payment of such moneys 
into Government Account.

1. Payment of revenues of Gujarat State in 
to the Government Account.

3.  Cheques Tendered in payment of 
Government dues.



4 5. Form and custody of receipt books 35 to 36

6.  Issue of duplicates or copies of receipts. 37

38 to 40

Payment of Money. 41 to 42

43 to 44

Checks to be Applied at the Treasury. 45

Subject Chapter Name of the Chapter Sub-Head Paras

Examination Fees 46

47

Certificate of Credit. 48

IV 1. Cash Balances in Treasuries. 49

2.  Security of Strong Room 50 to 51

52 to 53

4.  Storing of Treasure. 54

55

6.  Cash Balances Report 56 to 59

60 to 62

LECTURE-12-Withdrawal from Government Account.
V 1.  General 63 to 76

2.  Presentation of claims 77 to 83

84

4.  Signature and Countersignature on Bills 85 to 88

5.  Stamps for Receipts. 89

90 to 101

102 to 104

105

9.  Specimen signature and other safeguards 106 to 108

109 to 117

Procedure for paying moneys into the 
Government Account.

Memorandum or Chalan.

Remittances of Departmental Officers Bank 
Treasury

Custody of money relating to or 
standing in Government 
Account.

3.  Custody of Padlocks and keys of Strong 
Rooms

5.  Verification of Cash Balances general 
Procedure

7. Balances in small coin Depots Custody 
and Verification

Gujarat Treasury 
Rules­2000

Withdrawal from the 
Government Accountant 
General Principles.

3.  General instruction regarding the 
preparation and Form of Bills.

6.  Cheques 

7.  Letters of Credit, Assignments and other 
orders for payment.
8.  Endorsements on Cheques, Bills etc.

10. Checks to be applied at the Treasury on 
the claims presented.
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119 to 120

121 to 125

14. Payment by postal Money order. 126

15. Payment at Sub­Treasuries. 127

16. Cash orders on Sub­Treasuries. 128 to 131

17. Responsibility for moneys withdrawn 132 to 138

18. Overcharges 139

19. Audit objections and Recoveries 140 to 142

143 to144

Subject Chapter Name of the Chapter Sub-Head Paras

VI General Rules & Deduction from Bills

1.   Funds deductions 145

2.   Deductions of taxes on income 146 to 147

3.   House Rent Deductions 148 to 150

151 to 154

5.   First payment of pay, allowances etc. 155 to 156

6.   Payment on quitting the service. 157 to 158

7.   Place of payment­pay and allowances 159 to 160

8.   Leave salary 161

9.   Pay and allowances. 163

10.  Leave salary 164

11. Bond of Indemnity. 165 to166

VII 1.  Forms of Bills, Pay, fixed allowances etc. 167 to 168

169 to 171

3.  Cast of Medical treatment 172

4.  Alterations of pay etc. Advances 173 to174

11. Special precautions to be taken by the 
Treasury Officer.
12. Payment to persons not in Government 
Employment.
13. Cheques and letters of Credit.

20. Recoveries ordered by the Accountant 
General. 

Withdrawal from Government 
Account Personal Claims of 
Government Servants.

4.   Attachment of pay and allowances etc. 
for debt.

Payment of pay, leave salary, etc. 
Through agents 

Withdrawal from Government 
Account­Bills of Gazetted 
Government Servants.

2.  Travelling Allowance

LECTURE-13-Withdrawal and Contigent charges.



6VIII 1.  Monthly Bills 175

2.  Form and Preparations. 176 to 180

3.  Increment Certificate 181 to 183

4.  Over time Allowance 184

5.  Arrears Bills 185

186 to 188

7.  Cost of Medical treatment 189

Disbursement of pay and allowances 

 8.  Acquittance Rolls. 190

IX 1.  Introductory 191

General Rules:

2.  Permanent Advances 192

Subject Chapter Name of the Chapter Sub-Head Paras

3.  General Limitations 193 to 197

4.  Responsibility of Drawing Officers 198

5.  Responsibility of Controlling Authority 199

200

Record of contingent expenditure 

7.  contingent Register 201 to 204

Bills for contingent charges:

8.   General 205 to 207

9.  Fully vouched contingent charges. 208

209

Countersigned contingencies:

11.   Abstract bill 210 to 212

12.  Countersignature 213

214 to 215

14.  Inspecting officer's bill 216

15.  Payment for purchase of stores 217 to 225

226

17.  Service postage stamps. 227

Gujarat Treasury 
Rules­2000

Withdrawal from Governemt 
Account Bills of Non­Gazetted 
Government Servants.

6.  Travelling allowance bills

Withdrawal from Government 
Accounts Contingent Charges.

6.  Cancellation and Destruction of Sub­
vouchers

10.  Charges regulated by scales and 
special contingencies

13.  Disallowances

16.  Miscellaneous Rules: Inter Departmental 
transfers



7X 1.  Pension Payments 228 to 229

2.  Place of payment 230

231 to 238

4.  Payment at sub­Treasury. 239 to 240

5.  Register of pension payment orders 241 to 243

Manner of payment:

 6.  Due date 244 & 245

7.   Payment of claims 246 to 251

252 to 256

257 to 259

10.  Record payment. 260

11.  Payment of commutation money 266

12.  Gratuities. 267

13.  General 268

Subject Chapter Name of the Chapter Sub-Head Paras

14.  Death of pensioners 269

15.  Reports to the Accountant General 270 to 271

272 to 273

Finance Rules, 1971 I Introductory Sections 1.  Introductory 1

2.  Definitions 2

3.  Removal of doubts 3

II I­ Receipt of money

1.  General 4­5

6

II­ Receipt of Non­Government Money 7

III­Expenditure and Payment of Money
8­9

IV­ Duties as regards Accounts­

Maintenance of accounts 10­11

Demand for information by Audit. 12­14

Withdrawal from Government 
Account­Pension Payment.

3.  Authority for payment, pension payment 
order

8.   Forms of pension bills and connected 
certificates
9.   Checks to be applied by the Treasury 
Officer.

Undrawn pension and arrears 

16.  Periodical Indentification of pensioners

LECTURE-14- General System, Revenue and Receipt, 
etsablishment, etc.

General system of Financial 
Management and Control

2.  Assessment, Collection and Check of 
revenues

Essential conditions governing expenditure 
from public funds..



8 V­ Defalcations and Losses­

Report of Losses 20­24

Responsibility for Losses 25

VI­Responsibility for overcharge 26

VII­Departmental Regulations 27

III Revenue and Receipts I­General

28­33

     C­Fines 43

     D­Miscellaneous Demands 44

IV Establishment I­Revision of Establishment 49­51

II­Payment of Bills 52

III­Adjustment of appointments 53

IV­Transfer of office 54

V­Arrears claim 55­59

V Miscellaneous Charges I ­Refund of Revenue 60­63

64

65

Subject Chapter Name of the Chapter Sub-Head Paras

IV­Acquisition of land by private negotiations 66

67­68

LECTURE-15- Loan and Advances.
Finance Rules­1971 VI Loans and Advances I­  General­

Power of sanction 69

Instructions for sanctioning loans 70

71

Rate of interest 72

Calculation of interest 73

74

Defaults in payments 75

Irrecoverable loans and advances 76

Accounts and Control 77

Annual Returns 78­79

II­Special Rules for particular classes of 
Receipts­

II­Charges in connection with anti­rabic 
treatment
III­Concessions to Government servants 
suffering from tuberculosis

V­Claims against Government by persons 
not in Government service

General conditions governing the sanction to 
loans

Repayment of principal and payment of 
interest



9 II­ Advances to Government servants

General 80­82

83

84

85

Certificate of availability of Funds 86

Meaning of the word "pay" 87

Detailed Accounts of Individual Advances 88

89

Interest 90
Repayment of an advance from the pay. 91

Power of sanction 92
Condition of Eligibility 93

94

95

Amount of Advance 96
Disbursement and Security 97­99

Repayment of Advance 100

Subject Chapter Name of the Chapter Sub-Head Paras

101

102

Power of sanction 103

104

Amount of Advance 105

Recovery of Advance 106

Recovery of interest 107

Sale of transfer 108

Surety Bond to be furnished by a 
Government servant without a substantive 
appointment
Grants of an advance to a Government 
servant who is due to retire etc.
Instalments of Repayments

Date of drawal of an Advance

III­ Special conditions for grant of 
Advance for Building houses, etc. 

Purposes for which Advances can be 
granted
Conditions governing the grant of an 
Advance

Admissibility of Advance for construction of a 
house/flat on land owned by a co­operative 
Housing Society.
Procedure for submission of and dealing with 
applications
IV­ Special conditions for the grant of 
Advances for the purchase of Motor Cars, 
Motor Boats and Motor Cycles including 
Scooter and Auto­cycles.

Admissibility of Advance to Government 
servant transferred to foreign service



10 109

Agreement and Mortgage Bond 110

Insurance 111

Power of sanction 112

General conditions for the grant of Advance 113
Amount of Advance 114

Recovery of Advance 116

Recovery of interest 117

118

Power of sanction 119

Amount of Advance 120

Recovery of Advance 121

Recovery of interest 122

Surety Bond and other Residuary Provisions 123

Power of sanction 124

Conditions of Eligibility 125

Amount of Advance 126

Disbursement and Advance 127

Subject Chapter Name of the Chapter Sub-Head Paras

Recovery of Advance 128

Surety Bond  129

Accounts of Advance 130

­­­

Powers of sanction 131

Amount of Advance 132

Adjustment of Advance 133

Refund of Advance if the car is not 
purchased within one month

V­ Special conditions for the grant of 
Advances for the purchase of other 
conveyance including bicycles.

Surety Bond  and other Residuary Provisions 

VI­ Special conditions governing the 
grant of Advances for the purchase of 
National Savings Certificate­

VII­Special conditions governing the 
grant of Advance in connection with 
Festivals­

Annexure

VIII­ Special conditions governing the 
grant of Advances in lieu of leave salary­
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Powers of sanction 134

Amount of Advance 135

136

Adjustment of Advance 137

Powers of sanction 138

Amount of Advance 139

Adjustment of Advance 140

Power of sanction 141

Amount of Advance 142

Recovery of Advance 143

Powers of sanction 144

Conditions of Eligibility for second Advance 145
Amount of Advance 146

147

Subject Chapter Name of the Chapter Sub-Head Paras

Powers of sanction 148

Amount of Advance 149

Adjustment of Advance 150

Other Special Advances 151

LECTURE-16- Powers of Sanction, etc.
Finance Rules­1971 VIII Powers of Sanction 158

IX­ Special conditions governing the 
grant of Advances to provide for 
immediate relief to the families of 
Government servants who die while in 
service­

Payment of Adance

X­  Special conditions governing the 
grant of Advance for meeting tranvelling 
expenses to the families of Government 
servants who die while in service

XI­  Special conditions governing the 
grant of advance on Transfer­

XII­  Special conditions governing the 
grant of Advances in connection with 
tours

XIII­  Special conditions for grant of 
Advance in connection with the Leave 
Travel Concession
XIV­ Special conditions governing the 
grant of Advance for Departmental 
purposes­

I­    Powers of various authorities to 
sanction Expenditure Powers of 
Subordinate authorities
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159

Write off of losses 160

161

III­  Communications of sanctions­

162

163

164

V­   Date of effect of sanction 165

VI­  Retrospective sanction 166

VII­  Ex­post facto sanction 167

VIII­ Lapse of sanction 168

X Miscellaneous Subjects I­  Security Deposits 176­177

Forms of Security and conditions 178­180

Custody of Securities and Security Bond 181­183

Release of Securities 184

186

187

XII Repeals and savings Repeals and Savings 197

Subject Chapter Name of the Chapter Sub-Head Rule

I General 1 to 8

II Definition 9

III General Conditions of Service 10 to 36

Subject Chapter Name of the Chapter Sub-Head Rule

III 10 to 18

II­   Powers in regard to certain special 
matters­
Grants of Land­Assigments of Revenue and 
other concessions etc.

Remission of disallowances by Audit and 
writing off of overpayments made to 
Government servants

Procedure for communication of Financial 
sanctions
Sanctions to Grants of land and alienation of 
Land Revenue
IV­  Indication of the Details of the 
provisions in the relevant Grant or 
Appropriation in sanctions to 
Expenditure.

Transfer of land or Buildings form one 
Department of Government to another
Destruction of Records connected with 
Accounts

LECTURE-17- Condition of Service and Travelling Allowance 
Rules.

Gujarat Civil 
Services(General 
Conditions of 
Service) Rules, 2002

Gujarat Civil 
Services(Travelling 
Allowance)Rules, 
2002

Kind of Travelling allowance 
and Classification of 
Government Employees.



13IV 19 to 29

V Conveyance Allowance 30 to 41

VI Millage Allowance 42 to 65

VII Daily Allowance  66 to 76

VIII Transfer, Travel Allowance 77 to 105

LECTURE-18- Pay and Leave Rules.
III Pay 10 to 44

III General Conditions 10 to 23

IV Grant of Return from Leave 24 to 45

V 46 to 68

VI 69 to 76

VIII Miscellaneous 95 to 100

III Joining Time 10 to 32

III 10 to 31

III Retirement 10 to 18

IV General Conditions 19 to 24

V 25 to 42

VI Pensionable Pay 43

VII 44 to 50

Compassionate Pension 77 to 79

VIII 80 to 85

Permanent Travelling 
Allowance

Gujarat Civil 
Services(Pay) Rules, 
2002

Gujarat Civil 
Service(Leave)Rules
2002

Kind of Leaves Due and 
Admissible
Special kind of leave other than 
Study Leave

LECTURE-19- Joining Time, Residential Accommodation and 
Pension Rules.

Gujarat Service 
(Joining Time, 
Foreign Service, 
Deputation out of 
India, Payment 
during pension, 
dismissal and 
removal)Rules, 2002

Gujarat Civil 
Service(Occupation 
of Residential 
Accommodation)Rul
es, 2002

Gujarat Residential 
Accommodation

Gujarat Civil 
Service(Pension 
Rules), 2002

Quallifying Service

Classes of Pension and 
Conditions for grant of pension

Regulation of amount of 
pension and gratuity
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Subject Chapter Name of the Chapter Sub-Head Rule

IX Family Pension Scheme, 1950 86
X Family Pension Scheme, 1972 87 to 95

LECTURE-20- Civil Service(Conduct) Rules
1 to 29Civil 

Service(Conduct)  
Rules, 1971
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