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C I R C IJ L AB

All the Deans of the Faculties / Directors / Freads of ail Departments / centers / lnstit'tions / tlnits /

South. Nor-th &z*uracampus / officers are requested to direct the concemed officials to ensure the

prefening verified expenditure lrills / Claims to Accounts section for release ofpayment by or before

?Oth of March 2021 positivqlv as the Financial year 2020-21 is near to end ' After expiry of

stipurated date no claim(s) shall be entertained. For speedy disposal of the business, following

points nes<l, to be observed:-

' Bill must be signed bY the Head

designation seal;

of the l)epartmentlf)irector/O l'fi cer concerned with

may be intimated in relevant c<llumn of
. Budget llead to whictr''fht.u1gu1t is to be debited

'wnl Utt format with available balance;

.AllcertificatesrecordsdonthebacksicleofthewDCbillneedtclbefilledup;

. wDC bills nee<ls to be signed by the members of th,, f)epartmontai purchase c.mmittee

where ever Prescribed;

. proper stock entry from the Department/centre/office as well as Estates Section needs tcl bo

recorded on the vouchers wherever necessary;

. Bill^/oucher must be pre-receipted aftixing proper revenue stamp wofihRs'2r-

.copyofsupplyorderplacecllothosupplier/Dealernee<lstobeattacheclwiththeclairnii;'r
,.lii.nr" *Jtnt* by the Accounts section;

. Voucher/bill be always in GST bili forma!

.Copyofanex.penclitureapprovaloftheCompetetttAuthorityneedstobeattachedwith
claim, as per the prescribed financial competence;

. Mode of payment, ma<le to any supprier/crealer .ut of clepartmental f'unds neecls to be

mentioned;

Noexponclitureshouldexceedtotheapproveclbudgetallocatiorls.

A check list copy already circulatecl shoulcl be appen<led with each claim duly tillcd in

and signed bY concernecl officer'

. Technical verification report rvherever necessary'

.Approveclratelistcopyshouldbeannexedwiththeclaimsdulyhighligh
purchased items.
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