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GENERAL FINANCIAL RULES 2017

Ministry of Finance
Department of Expenditure

MISCELLANEOUS SUBJECTS

ESTABLISHMENT

(1) Proposal for additions to
Establishment.

All proposals for additions to

establishment shall be submitted to
sanctioning authority in accordance with
the instructions contained in Rule 11 of the
Delegation of Financial Powers Rules and
other such instructions which may be
prescribed in this regard.

(2) All proposals for creation of new posts
or a revision in an existing establishment
should contain, inter alia:-

(i) the present cost of the establishment
in existence;

cost implications of the change
proposed giving details of pay and
allowances of post(s) proposed;

expenditure in respect of claim to
pension or gratuity or other retirement
benefits that may arise in
consequence of the proposals;

details on how the expenditure is
proposed to be met including
proposed re-appropriations.

(3) Continuation of an existing post
beyond the specified duration will be with
explicit approval of Ministry of Finance,
based on functional justification.

(4) All proposals for increase in
emoluments for an existing post(s) shall be
referred to the Ministry of Finance for
approval.

All service matters from entry to exit,
including leave, transfer, promotion,
performance appraisal should be
maintained in a digitised format.

(1) Transfer of Charge. A report of
transfer of a Gazetted Government
servant duly made in Form GFR 16 and
signed both by the relieved and relieving
Government servants, shall be sent on the
same day to the Head of the Department
or other Controlling Officers concerned
except in the following types of cases in
respect of which report of transfer of
charge need not be signed both by the
relieving and relieved Government
servants simultaneously and may be sent
independently:-

() Where a Gazetted Government
servant assumes charge of a newly
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created or vacant post or relinquishes
charge of a post which has been

abolished.

(i) Where o Gazetted government
servant vacates a post for a short
period and no formal appointment or
officiating arrangement is made in his
place.

(i) Where due to administrative
exigencies a government servant is
required to move to another post
relinquishing his post against local
arrangement.

(2) In cases in which the transfer of charge

involves assumption of responsibility for

cash, stores, etc., the following instructions
should be observed :-

() The Cash Book or imprest account
should be closed on the date of
transfer and a note recorded in it over
the signatures of both the relieved and
the relieving Government servants,
showing the cash and imprest
balances and the number of unused
cheques/receipt books, if any, made
over and received by them
respectively.

The relieving Government servant
should bring to notice anything
irregular or objectionable in the
conduct of business that may have
come officially to his notice to the
incoming officer.

(iii) In the case of any sudden casualty
occurring or any emergent necessity
arising for a Government servant to
relinquish his charge, the next senior
officer of the department present shall
take charge. When the person who
takes charge is not a Gazetted
Government servant, he must at once
report the circumstances to his nearest
departmental superior and obtain
orders as to the cash in hand, if any.

(3) The additional procedure to be
followed by an Audit Officer or Accounts
Officer, etc., in making over charge of his
functions in connection with the Charitable
Endowments and other Trust Accounts is
laid down in Appendix—8.

Date of Birth. Every person newly
appointed to a service or a post under
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L. AH Chief Commissioners of Customs

2. All Chief Commissioggrs_gf Central Excise '
3. Al Chief Commissioners of Customs & Centra] Excise
4. All Directors General

S. Al Directorates / CDR
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pertaining 10 vigiiahce matters, pending in\;estigations etc. should be personally handed
over to the successor. A copy of the Handing Over Note should be e_ndbrscd to the
immediate superior officer. In case, any ofticer fails to give a proper Handing Over Note.
to the successor; the successor should bri;lg it to the notice of his superior-who will take

appropriate action against the erring officer.

'The Commissioners who have recently been promoted as Chief
Commissioner or the Chief Commissioners who have recently been transferred

must send a handing over note to their respective successors, if not a]ready done before

handmg over /relinquishing charge, latest by 3-10-2011 under intimation to Chalrman,

CBEC, who is personally monitoring this matter.

4. These instructions may be brought to the -notice of all concerned Tor strict

compliance.

5  Please acknowleagc receipt of this letter, and send the report by-3-10-2011.

Yours faithfully,

—(Surendra Singh)

Under Secretary to the Govt. of India
; ~ Tel: 23092413

Copy for information-1o:-

PSs o Chan:man and all Members in the Board
All Joint Secretaries/ Commissioners
.- All Directors/ Deputy Secretaries
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