Government of India (Bharat Sarkar)
Ministry of Railways (Rail Mantralaya)
Rail'way Board. - .

No.99o/1G-viziis - . New - Delhif$.49-2000.

The General Managers,
Il Zon: lwa

. Commercigl Cﬁreular No. 5"1 of 2000,

.. Subi- Remi_ttam;;:c of cash collected by TYEs .and its cbrr_ect accpuhtal

-+ It hag come to the notice of Board that the procedure prescribed i Commercial
Manual, Traffic Accounts Code Part I & instructions ‘circulated vide~Board’s letter No,
88/AC-1/45/7 dated 5.9-1988 for preparation of EFTs, remittance submission of

- returns & check of the returns afe not being strictly followed by the e\h:); fned staff, Some of
. the often repeated irregularities are as under:. RS Lo

e () ¥ Nom use of double sided carbon papers while prepw(ﬂs. S

ot o
TE oL .

o (@ Overwriting, erasing or making illegible entries in
e (il Delay in submission of returng by TTEs {s

)+ Non intimation to. the serigl number of boeks Yssued to TTEs by CTIs to Traffic
Accounts Office. ' _ o S
(v) Non monitoring of timely submission/ 0t completed books from; the TTEs by
RS EIEE CT\IS.” s . . ’ S ’ . . . g :
(i) “Issue of more than two books to '@& one time,
~ (vi) Non remittance of cash in time 5 : ot
. (viii} Non compliance of the pro Of remittance of government cash by, TTEs
©...4x),  Non use of three foiled %ﬂe}x receipt by the Booking Clerks collecting cash from
oo TTES. . ) ' ) RN o
(x)  Non awareness of sa\adout the nominated stations for depositing the cash,_ Often
' Shme at their convenience . - .. oo - .

they are ds»z}:umv.itilx&i&Ii | .
. () -Non stamping o €y receipts and EFT books by Stations:. -

D) - Non use of doshisSsided carban by Booking Clerks for issuing money receipts
(i) Nonavail ff

of requisite stationery to Ticket Checking staff.

e C -
_— o

”fo chsﬁfe prompt & correct accountal of EFTs and remittance of cash, the procedure

prescribed in the following paragraph should be fm"l'.!b’vved‘stﬁctly:-



e
Acti TTE
(a) I-Ie/She w111 draw EFT books onl Vi fmm the nommated CTL

(t) HelShe will, at the time of drawing an EFT bcmk check the numbering of the book
« « - duly stamped on each foil and certnfy the correctness thereof on the cover of the EFT
book.
(¢).  He/She will prepare legible EFTs, usmg double sided carbon. No overwriting w1li be
permitted on EFTs. Instead, such EFT should be cancelled and fresh one should be
issued.

(d) . He/She will remit cash only at his nominated HQ station unless permntted o depostt 1t
- at otie more nommated statlon '

acknowledgement, to the Booking clerk indicating the specific nu EFTs used,

. amount and total thereof. Booking Clerk will paste this memo k of record
foil of the money receipt issued. The TTE will paste. the mg ey receipt and memo at
the back of the last foil of the EFT uﬁed where MR is issu plicate.

(e) TTEs will give Ca.sh Reﬂnﬁanee Memo (Annexure A) in 3%:& under

However wherg two fmle;d MR 18 xssued the Boo%%l&rk will mentlon the details
of money receipt and the amount deposited at the back @ ast record foil of EFT and put -

clear & leglble Statlon Stamp with lns signatures in ful fe. .
(f)' _The TTE wﬂl not keep more théin one b d one fmeign-EFT book at a time.
. He/She may however draw the third m@o ly if 5 or more blank foils are left in the
previous book. ' o R

(8)  He/She will obtain money reg 1p§:. Hom the booking clerk in duplicate and will also
. . obtain an endorsement on +BFT issued, showing the amount deposited, Money
~ receipt no. and Statu?n s - | |

(b) He/ She wﬁi su onthiy returne in duplicate latest by 7"‘ of the following
month, {0 th&% pﬂsmg of the following statements:-
(i) Acco pws of the EFYs,
G) . Acch copies of the Money Receipts.
(i)  Summbry of EFTs i.e. Excess fare tickst return.
vy Summary of money receipt.

). He/She will in case of loss of an EFT bogk, iodge a report w1th the nearest GRP
post mmultaneousiy repora:mg it to ("I‘I quoting FIR number.

Gy He/She will return the EFT books to CT1 as & when it is consizmed. - He/She should

also return the used/unused EFT books in case of transfer, suspension, proceedmg on
leave for a period of more than 15 days,



em"aw

© &_Action by Booking Clerk
’ (8)  The Booking Clerk will maintain a list of TTEs authorised to- deposit cash at his
a static‘m..g‘ ' ' . ‘ : ' -

He/She will prepare mosey recsipt in triplicate, handing over two copies to the TTE.
However where MRs have only two foils, it will be prepared in duplicate and one
_ #0opy will be handed over to the TTE, till the three foiied’MR are supplied, :

®

{9 The Booking Clerk will acknowledge one copy of Cash Remittarios Memmo given by
e ‘TTE and paste the other one at the back of record foil of MR issued.

| (d) He;/She wﬂl .endorse on the last page of the EFT book pertajniﬁg to the remittance
" showing the amount collected and Money Receipt No. and put clear and legible
Station stamp with hig signatures in full & date. w

(8) . He/She will keep proper accountal of blank EFT books received %51 keep them in safe
- custody, : .

(b} - “Heé/She will maintain TTE-wise register showing s 'aﬁr'rgmber of EFT book issued
5 o . andteceived back with dates thereof’ | eQJ -

under safe custody.

©  He/She will keep the EFT books returned % @55, for 3 years serially arranged

@ If aity debii is out-standing against T cerning any EFF book, the partioular EFT
, book shall be kept under safe cust&d& nd 3 years, till the debit iscleared. 7

JE8, and the Booking Clerk have taken action, maintain
d statements prescribed under 1 & 2 above, . ‘

| N returns contain all the four 1tems of 1 (h) above have been
ailing to which he will not issue a fresh EFT book and will not

0 He willcheck
.. ubmitted by

;< thetotal shown'in the summary of the EFTs and in case of discrepancy will get it
+ - reconciled before forwarding the returns 1o Accounts, T

) ., He will;com are the total amount shown in the sumﬂiaxy.af the money receipts with

@ He will after exercising the checks as per itemns (b) & (c) above, forward dne oopy of

@ " He will enquire info cass of loss of EFT book if any, reported by TTE and submit his

mq‘;’m



- ma’.,gw -

- (® . He will issue one local and one foreign EFT book at a time to TTE & will not issue a
~ third book unless the previous one is returned. However a third book may be issued if
3 or more blank foils are left in the previous book, -

(a) He will prepare a monthly statement in triplicate showing the names of TTEs who
have not submitted returns in time or who have not deposited the used EFT books
during the last month. Cne copy will be sent to Sr.DCM and the second to Accounts.

{b) . He will prepare a rﬁomﬁly statement in tﬁplic;ats of the EFT books received from th‘e‘
R printing press or received on loan in unavoidable circumstances. One copy will be

sent to Sr.DCM and second to Accounts. @J |
(c} He will prepare monthly statement in triplicate showing the name{ﬁ" TEs having
- outstanding. One copy will be sent to $r.DCM and the second c@ Accounts and
one copy will be retained as record ¢opy. ' _

the. names of TTEs
new place of posting or
wisional Office, one to the

(@ He will prepare monthly statement in triplicate .s
joined/relieved in the last month at his HO indicati
from where they have joined sending cne copy &
nominated station collecting cash and one to é 8

p

(¢) ~ He will prepare a quarterly statement i icate of TTEs working under him
retaining one copy as record and f_Oi_War@ other to Accounts. 2

6._Action by DRM Office.

(@) It will maintain CTT-wise register showing the dates of receipt of TTE monthly returns

: with the name of TTEs wh urns have not been received.
_ bV :
()] It will forward the onthly returns as also the TTE wise statement recetved
: from the CTI as a) above, to the Traffic Accounts Office per bearer who will

~ obtain ackno‘x@ nent and seal of the Traffic Accounts Office showing the date of
delivery. S : ' -

€ }’roper action will be taken against defaulting staff who fail to deposit the returns in |
~ ume or delay in submitting the used EFT books. A Headquarter-wise list of

outstanding list of defaulting staff will be prepared for the information of Senior
Officers - ' '

() Tt will initiate DAR/recovery proceedisgs on receipt of CTI’s report on loss of any EFT
book by a TTE and arrange to publish the same in the Gazette. Such recoveries be
completed in shortest possible time. ‘

P

e



@  He will cheok whether the TTEs, CTIs and Booking Clerks have taken action,
- - maintained records and submitted retirns and statements prescribed under point 1 to 5
* above. ) ' ' B '

(®)  He wili check, for the day the check is ewercised, the amounts shown in the record
foils of EFTs with the amount shown in the record copy of summary of EFTs
- submitted with the monthly returns. o
]' () He will check, for the day the check is exercised, the amount Shown in the record foils
! of EFTs with the amount shown iu the money receipts pasted it the EFT books.
(@)  He will check from the CTI register that the completed EFT books b ving been
' received by CTI and are kept under safe custody, '

(a) - It will check the cantiﬁuity of' the serial number of EF 8@?1 the Accounts Foil of the
‘ EFTs received with ‘1"I'Es monthly returns. \Q

b))  Iwill Vcheck 1f the returns have beelai receive m@
(&) It will check the serial number of the EFF éks shown in the T'TEs monthly returns
. with the dispatch sdvise of the Blank K books received from Printing Press. The

4 cheek should also include accounﬂtﬁx mplete supply from Printing Press by the

CTL

e (d) It will check the totals of the gmotmt collected against each EFT book with the totals
o of amounts remitted unde oney Receipts, '

‘ (&) Itwill chmk,T’I‘Ew'ise\r}dttancea it a nionth shown in the TTE monthly returns with
the amount sho e Station Balance sheet - :

® I will cheo \ha?'rs- for selected days for which checks are exercised, cotrectness of
the route, er of passengers and the fare shown therein, '

(8 X will exercise necessary checks as provided for in the Code for the Accounts
Department, ‘

th ® will raise debits aguinst the station for unaccounted EFTs at IT élass fare rates for the

- farthest station on the Railways in case of Local EFT and the farthest junction with
the Railway in case of Foreign EFTs,

Y
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..““ [

CCMs may ensure that strict supervision of TTEs' is camed out & strong punitive
"measure be taken as a detel‘rent whenevcr any lapse is detected. =

FA&CAOS may ensure proper follow-up of TIA’s repozts on deficiency i in the system

and that theré is no arrear in internal check oi’ T’I‘bs returns,

Please acknowledge receipt

Dr. P.K. Goel)-
Executive Directror(Passenger |
- Railway Board

keting)

No. 99lT G—5/21/ 13

New Delhi\dt){ '3 -9-2000.

Copy to:- (1) FA&CAQs/Ail Zonal Railways Y
Y ) ADAI(RaiiWays)?with 140 spares  ~ (7

' 15\ ncnal Commissioner/Railways
Copy toAM(C), AM(F) AM(B) EDTR, EDF( counts—II F m(Comml) & i*E~II

Branches Ranlway Board. Q

-q7



3.

. Total - : %Q)!
Headquarter |

Station Master/Record

No. | | ' Date

The Station Master B Q)Q
Please transmit to the Chief Cashier the sum o%‘g (in words)
tendered herewith at e (time) afler arrival

and through FFT No. “to

Railway dues collected on_____ (date) umie%g\§ T No. to

Amount collected towards:-

' Vs
Yare QA

“Excess Charge e

Unbooked luggage ' -
— Q)

@Dw._n

(Signature of Travelhn
Ticket Examiner/Ticket Collector)

\ (Name of TTE/TC)

— R

No. being ~







