GOVT. OF INDIA, MINISTRY OF DEFENCE
OFFICE OF THE CONTROLLER OF DEFENCE ACCOUNTS -

No.1, STAFF ROAD, SEGUNDERABAD-500009 e
. . R
IHTU/TELE:040-27843385 therel/FAX:040- 2781049 %
&< Ush HIH 22 & I8 / Har Ek Kaam Desh Ke Naam
No. AN/I1I/1045/Gen Dated: 16.12.2021.
CIRCULAR
(Through CDA_Sec-bad Website)

To,

[ The Controller, " The Jt CDA iic The ACDA I/c The RAO (MES)
IT & SDC Office - PAO (ORs) EME PAQ (ORs) AOC : Trimulgherry,
Secunderabad - Secunderabad Secunderabad-15 | Secunderabad -15
The ACDAlc | TheACDAle [ ThealllLADs =

- IFA 43/44, ED Area Accounts Office (Army) ~ Secunderabad &

Secunderabad-15 | CE{Navy) Compound, Hyderabad
Statiop_ﬁgg;{,_ Vizag- 530 004 i

Sub: SOP for use of Prepaid Debit Card for Permanent Imprest and Contingency

Advance in DAD offices.

SOP for use of Prepaid Debit Card for Permanent Impaest and Contingent
Advance in the offices of DAD based on the guidelines issued by the Ministry of
Finance, Department of Expenditure, Controller General of Accounts OM No.
R/20001/1/2020-GBA-CGA/548-658 dated 14.07.2021 received vide HQrs Office letter
No. ANAII/7327/Prmt Adv/2021-22, dated 09.12.2021 is attached herewith for your

further necessary action please.

(G. Gang"&&hara Kumar)
Sr. Accounts Officer (AN-III)

Copy to:
The AQ

IT Section (local}. - For uploading in web site.

"_'x"*l _
(G. Gangadhara Kumar)
Sr. Accounts Officer (AN-IIl}
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NoCANNVHZI 2T Permt Adv/ 202122 Dated: - 09122021,

To

AP Controllers! Caontrollers/PIFAs/ T Ax

(FThrough CGIDA website)

Subject: - SOP Tor use of Prepaid Debit Card for Permanent tmprest and Contingeney

Advance in DAD offices.

SOP for use of Prepaid Debit Card tor Permanent Imprest and Contingent

Advance m the offices of DAD based on the guidefines issued by the Ministry of Finanee,

Department of Fxpenditure. Controller General of Accounts OM No.o R 20001/17,2020-GBA-
COA/SA8-058 duted 14.07.2021 s attached herewith for your further necessary action please.
This would help to reduce cash payments for ineurring expenditire through permanent unprest

held by Head of Offices/DDOs and payments through Contingent advances sunctioned 1o

designated officers,

e 1
i Sushi R’Fﬁ’wr}

Sro Accounts Officer (Lsit)

Copy to -

Lo JT&ES Wing Admin General (Local), for uplouding on CGDA Website
20 Bstt. - General Management.
3. CENTRAD - Barar Square } For necessary action.

ool
{Sushil Kumar)
Sr. Accounts Officer (Fstr,)
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Advance.

Prepaid Debit Card {POC) shall be used for Incurring petty expenditure currentiy done
through cash withdrawn for imprest and in Leu of Cash payment currently being patd for incurring
expenditure through Cortingency Advance. POC 1ssuad by accredited bank of the Department can
be charged as per requirement for meeting day to day contingent and emiergert expenditure. The
Official defined under Rule 322 and 323 of the GFR 2017 shall use this POC at any Portal/Shop/POS
for maiing digital payment by following the procedures laid down i Rule 31 and 99 of the Receipt
and Paymeants Rules 1983 (as amended from time to tima). All transactions being made through
Cash for petly expenditure shall now be made digitatly through POC. The procedure for its

mtroduction, usage. security and accounting is as follows:

I Introduction and Usage of PDC for Permanent Advance and Contingent

Advance.

1. POC preferably a chip based RuPay card, as required by any office shall be got issued from
Accredited Bank of the Department after abtaining permission from the Head of
Oepartment.

2. The POC shall have to be obtained in the name of the Official to whom Permanent Imprest
hes been sanctioned. These types of cards shall be called as POC (imprest). The PDC
(Imprest) will be surrendered on account of transfer/retirerment of the card holder.

3. The PGC {Imprest) shall have a predefined limit which has to be sanctianed by the Head of

the Department for the Permanent Imprest under Rule 322 of GFR 2017
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10.

The balance to te lcaded in the PGT {mprest) shall be dmited to the Imprest ameunt
sanctioned to the Cffizial,

Tne FOC can be used at the Puint of Sale (POS; terminals orline payment gateways in
general and cash payments thraugh withdrawals from ATM for payment to vendors, who do
not have facility fer accepting payments through digital means, Withdrawal of cash shall be
restricted to the issuing bank's ATM anly as withdrawing cash fram sther banks ATM may
attract service charges.

For Contingent Advance a separate PDC shall be issued in the name of 000 for
purchase of goods or services or any other special purpose needed for the
tday to day functions of the Department subject to the provisions of Rule
323 (1) of GFR 2017. These types of PDC's shall be called PDC (Others).

With the introduction of PDC (Qthers) for Contingent advance, issue of
Category 'B' Cheques in the name of DDO for payment of Contingent Advance in
cash to Officials must be discantinued.

The PDC for contingent advarce can be kept alive maximum 11 31st March or {ast werking

day of the firancial year. On this day. balance in the PGC far contingent advanrce must be

made Zero by depositing remaining amaount back to Government Account through a-MR0.

Similarly amount towards closing of Imprest account or reducing of Imprest amount also

be back ta government account through e-MRO.

In case of PDCs for Contingent advance, as per rule 323 {2} of GFR 2017, the adjustment bill
along with balance, if any, shall be submitted by the government servant within fifteen
deys of the drawal of advance, failing which the advance or halance shall be recovered
from his next satary (ies).

Regarding KYC documents, PAN of the applicant shall be insisted upon by card Issuing hank

only for identification purpose and not to linking the same with Account for further linking

with Income Tax Department. The production of Official 1D issued by the Department office

may aiso be considered for the purpose of KYC, subject to security instructions of the

Department.




Security of the PDC

l.
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6.

9.

All safeguards Do's and Don'ts for the card Ralder, 2 advisas by tre issuiny-bark shail

be strictly foliowed for aperation and safekeeping of the PIC,

. The POC should he treated as cash. Hence, the same safeguard es applicable for cash

shall be followed. It should be kept i cash chest or as appropriate while leaving the
office far the day.

In case of loss of PDC, the FOC holder shatl report tmmed:atewy tc the bank. All hefshe
needs to do is call up concerned Bank's Phone Banking centre and quate the POC

reference number mentoned on the card mailer. The card will he deactivated

immediately by the hank te prevent misuse.

To claim unutilized talences (lost/stolen/expired card) the originat Card Holder needs to
visit the branch and fill cut a form for a rew card or for a refund of the remaining
batance.

in case of misuse of lost POC, FiR with Police needs to be ladaed and pursued by the
holder of PBC.

In case the POC 15 lost or damaged the POC holder will he held responsible znd
unutilized portion of the amount should be refunded by him immediately and reguest
for condoning loss of government money witl not be entertained under any
circumstances.

The POC kit containing PIN nuniber should not be opened by officials other than the card

holder,

On recerpt of the POC, the card holder has to setisfy himseltf that the cover containing

the PIN is not opened/ tampered with.

If there are muttiple prepaid cards then PIN for each of them shouid be different,

Accounting and Reporting

f.

As mentioned in Rule 31 and 99 of the Central Government Accounts {Receipt and

Payment) Rules 1983, the Official to whom the POC has been issued shall render

accounts with bills/invoices for recoupment of balances gn the card whenever the
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balance 1s near to zero rupees. it wil be manuatory for the card heider to recoup the
halance on the card on or after 1 Anril.

The clam tor reccupment of Imprest shail strictly be as per the codal provisions,
Receipts of payment made through POC for purchase etc. are to be provided as proof of
payment supported by vouchers as per codal provisions.

Cash Book maintained by the Imprest holder Cashier should specify Hard Cash and
money held in prepaid card separately

All Accounting entries on account of recoupment and expenditure from the PDC should
be recorded in the Cash Boak mamtained for Petty Expenses in the office,

Registers as given in Annexure-1 and Annexure-ll shatl be maintained by DGO for
issue/ Surrender and time to time recoupment of POC respectively. 000 shall take
acknowledgement of the official in the register while issuing/ surrendering the card
The Registers mentioned in Annexure | and |l sre mandatery and will be avaiiahie to
the PAD of the Bepartment to check at the end of every quarter.

Register fer handing over and teking over of the Cashier's charge shall have all
necessary particulars of imprest Card balances,

The provisicns of Para il {2) to (i} {6) must be fallowed alongwith Rule 27 of Financial

Regulations Part-] {Volume — ) and Para 88 of OM. Part - ||,

Responsibility and Duties of Head of Dffice.

i

i,

The Head of Gffice shall be responsible for ensuring that the expenditure incurred out
of this POC is in conformity with the General Financial Rules 2017 and Delegation of
Financial Power Rules 1978 (as amended) from time to time and also other instructions
Issued by Ministry of Finance and Controtler General of Accounts, Dfo expenditure
including amendment of these rules.

Head of Office to ensure that all the checks and balances as defined in Civil Accounts
Manuat para 1012 for maintenance of Permanent Cash Imprest Account (being enforced
in the present system) are enforced.

Head of Office shall ensure that once POCs are issued all future recoupment of Imprest

will be made by top up of the POC only.
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e PLC shoaid be surrendered by the carg holder due to refirement, transfer ete. (¢
the tead of Office along with the "0l account of e money spent out of o HSD vl
record the ressen for the same i the control register and the card will be submitied to
bark for cancellation after ensuring the settiorment of imprest ecccunt in all respect by
HOJ.

The card surrendered should rot be reissued and should be surrendered 1o 1S5UIMg
venk and balance, if any, transferred to government account. In case of retirement/
transfer of imprest holder, fresh card will be issued to the new incumbent in Ly of
surrendered card on the basis of written reguest.

The PFMS Reports to be developed will help the Hol to contral the limits set for the
Oezarment as a whole and for each Authority in the Card and the expenditure incurred
and the tutal number of cards issued and total amounts against all the cards originally
Issued and the amount spent at any point of time and the recoupment reguiremenis

ete

Responsibilities of the Pay and Accounts Office and DDO.

I

The DDC shsi! be responsible for maintaining the detaited accounts of the POTs The
checks and halances (being enforce in the present system) should be enforced and al!
the provisicns relating te maintenance of accounts records of the Imprest are strictly
adhiersd to hitherto fore.

The DDU's who are using PFMS fer processing of therr payments and accounting may
enter the data using the vender type Imprest Recoupment and Contingency Advance in
the relevant Section of the PFMS.

As and when the balance of POC is exhausted. the same will be recouped from the Pay
and Accounts Officer/COD0 with a claim supported by the Statement of Expenditure
from Gfficer to whom the card has been issued along with bills/ inveices for individua!
items of expenditure incurred.

The bitl for recoupment of Imprest will be cleared and payment made electronically

(where the DDO is an PFMS) by the pay and Accounts Officer/CDG0 to the Oebit Card

account in the Bank after following usual checks for such payments etc. The Payment




cf bank for topping up the cerd can ziss be mide by issuing chegue where the 000 is
net on boarded in PEMS,

3. The PAD/CEOO has to ensure that rayment advice in respect of PLC is sent 1o the bank
well within working hours and BOC js topped up on the same day by the bank,

6. PAO/DDO must ensure that no charges witl be levied Dy the accredited bank for issue
and top up of POC <o the Department and alsg for top ups of these POCs,

7. PAD/DOD must ensure that no new steount is opened for the purpose of I55UiNg and
topping up of the PDC.

8. PAG/CDDO shall ensure that €-payment procedure being followed 1n PFMS s adupted
for topping up of the POC, where the e-payment instructions are issued to the bank with
the equivalent amount through PFMS Partal,

9. PAC, Internal Audit of the respective offices shall alsc check the gperation of the
Prepaid Card system as a standard paramn their reports.

10, D00 shall maintain the bank statement cencerned to POC as on 31st March generated in
the month of Agril in support of the Galance apgpedring tn the cash baogk for the purpese
of audit. D00 shall generate such statements frequently to verify the halance appearing
1N the cas book,

V. Responsibility of the Card Holder

1. The Card Holder will be lable for PCC's security, its safe Keepmg and the secrecy
cf PIN.

2. The Card and its PIN (in physical form) should not be kept at the same place (Almirah or
Safe) when not in use.

3. The Personal Identification Number (PIN) associated with POC should be kept
confidential and kept secret by the officer, who is responsible for transacting through
the card on behalf of the Head of office

4. At the time of applying for POC, necessary KYC documents of the officer (ldentity and

Address Proof) in whose name the card will be issued have tg be furnished to the card

Issuing bank as per the Bank's requirement,




o

jea]

A Mohile number, sssociates with Haad of cifioe/ Heald cf the

Lepattment/Trazion/ND0, may be furnished o the Duwsing Eank at the time of
applying for the card.
This mobile number shatl cnly be used to receive 0P reizting to trapsaction dons
thraugh PCC.
Unce the card is issued. itis not transferable. Hence it is nat Fessible tossue muitiple
cards in the name of s single person for security and transparency reascns,

ard 1=suing bank’s instructisns on security end operation of the card may be adhered
to by the PCC helder
Card holder 1s required to share the Account Stztement of the Prepaid Debit Cord with

the office &t the time of submission of recoupment il as a supporting document,

“Auakd

(Sushil Kumar)
Sr. Accounts Officer {(Estt)




ANNEXURE |

Register for [ssue and rety rnssurrender of PDC for Permanent Adva nee and Contingent Advance
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Regigter
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for reconpment of funds in PDC for Permanent Advance.

SENoof s on
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