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Please address all correspondence by

designation & not by name

SAVE TREES. SAVE ENVIRONMENT.

Pl furnish ggy / nic mail id of the Unit
for faster correspondence through
mail.
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dEf
/Sub : Audii requiremenls for odmitting of LP / other bills in oudit

orders issued from time to time by MoD / MoF, Gol.

Kindly refer this office letter of No GeM/0001/Gen Corr dt. A110512020 under which it wos

requested to procure the stores / services through GeM only. Following further guidelines ore

issued for slrict compiionce pleose.

Procurement of Stores / Services is lo be mode mqndotorily ihrouqh GeM only, where

stores / services ore ovoiloble in GeM in ierms of Rule 
,l49 

of GFR 20.l7. No bill outside
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02. ln terms of Rule 68 of FR Pt-l Vol-I, cil Sonctions to expenditure occorded bv
Compelent Finonciot Authority in r/o expenditure incurred from public funds moy be
foworded io CDA immediotely on issue, in seriotum, to enoble this office to link the
scme while possing the bills.

03. All St-rpply Orders issued during ihe finonciol yeor 2O2A-21 moy be forworded, in

seriotum, in originol eilher by post or by moil (sconned copy) from officjol gov / nic
moil id of the Unit / Formotion to moil id of Store section ot secd-stsn-cdo@nic.in or

moil id of Misc section secd-miscsn-cdo@nic.in os ihe cose moy be.
04. Details of Supply orders ploced during the yeor 2Al9-20 by your Unii /

Formotion ond possed by this office moy pleose be furnished in the enclosed
proformo for linring ond further improvement of service in 'ihe curreni yeor,

Bilis in r/o slores I services which ore not ovciloble in GeM, ond procured from outside
GeM duly odhering to oll oudii requirements of Non-GeM bilis, moy be submitted complying
with following requiremenis tll3010612020. wef OllO72a2U procedure os enumeroted in our
Lr No. GeMl000l/Gen Corr dt. 0l /OSl2O2A (copy enclosed for reody reference) moy be
cdhered to strictly for procurement of stores / services noi ovoiioble in GeM portol.

While procuring goods / services, provisions of GFR 2Ol7 I DpM 2009 ond other
relevonl orders on the subject, os omended from iime to time, must be followed in
ieifer ond spirit.

02. A check list showing the documents to be oltoched olong with the bill is shown rn the
Annx enciosed with this letter. Ihe some moy pleose be complied stric|y, foiling
which bills will be returned un-octtoned.

03. while submitting bills pleose ensure ihot oll requireci documents, duly completed in oll
respects, ore enclosed with the bill to ensure speedy process ond ovoid reiurn for
wcni of the some.

The obove instructions moy kindly be possed

complionce.
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Check List of documents to be enclosed with vorious tvpes of bills / cloims while submitling to

CDA for oudit ond povment. (oll documents to be in oliginol)

l-P Bills

c. Contingent Bill in originolduly compleied in oll respects (in duplicote)

b. Fund Avoilobility Certificote

c RFP / Tender notice

d. Quototions in originol indicoiing roies quoted by vendors with GST or without

GSI cleorly.

e. CST in originol duly countersigned by the competent outhority

f. Supply Order

g Amendments, if ony, to Supply Oroer

h" CRVs in duplicote

i. Sonction from CFA, indicoting following deioils. Pl olso refer poro 5.5.2 of DPM

for sonction proformo.

i. Aliolment of FY from which omount is spent,

ii. lf Sonction issued with the concurrence of lFA, ouihoriiy letter / File No

of lF,\ under which Fin concurrence wos obioined to be mentioned

cleorly.

Detoils of goods / services procured

Code heod detoils like Mojor Heod / Minor Heod I detoiled heod

(CDA code heod) under which funds ollotted

v. Nome of Vendor from whom goods / services procured

vi, Authoriiy under which sonciioning powers exercised

vii. Gront from which expenditure is proposed to be mode

viii. Sonction Lr io be doted duly showing the nome, designotion of the

outhority sonctioning the expenditure.

j. Copy of PBG, where ever necessory

k. GST compliont invoice showlng PAN NoIGST Nol Sl No of ihe invoice/dt of

involce etc,,

l. Copy of Worronfy certificote, duly countersigned by Cfficer-in-chorge of the

Dept/Bronch/Wing etc., where ever required.

m. ln cose of AMC / JWO, sotisfoctory job completlon certificote.

1il.

iv"



il.

n. NEtT mondte form in proper f ormot, in cose of new vendors, duly

couniersigned by the Unit OC I CC / Bonk ouihorilies.

o. Supporling documenis in poymet of toxes, if ony

p. Any other document required while releosing poyment os per condiiions of

Supply order / coniroct ogreement.

AMC biils (Medicol)

c. Copy of SO in dupllcote
D. CB in orrginol showing the lost chorge (ie. detoils of lost purchose) under

wnich some medicines were procured eorlier in duplicote
c" Sonctlon from CFA duly indicoting the detoils ot (i) of Pre-oudit bills shown

obove.
d. Celtificoie for extension of dote of delivery os per DPM poro 7.9.5, where ever

required
e. CRVs in duplicote
f. Copy of RC / PA

g. Recerpi committee inspection certiflcote
h. Controctor bill

i. Worrontycertificcte
j. Delivery chollon showing octuol doie of receipt of itmes in ihe Uni1.

k. PnC Certificote, in cose of PAC items

i. Copy of IFA Concurrence, where ever required

m. NEFT Mondole Form duly ouihenticoted by bonk ond counlersigned by CC

Uni'i in cose of new vendor.
n. Certificote showing the CB of item/s (medicines) in the ledger oi the lime of

piocing order ond MMF of the ilem olong with Pg No of Ledger

ASC Bills

o. Contingeni BiLl

b. Controctor's blll

c. IAFS-1520

d. Other requisite documents, if ony

Cuisourcinq bills.

c. Copy of con'ircct ogreement
b. Altendoce sheet duly countersigned oy CC, Unit

c. Nominol Roll of personnel

d. Sonction from CFA

e. Oiher requisite documents, if ony

lv.
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posT AUDIT BILLS - All stotements to be rendered quorterly io this office olong wilh following

documenis

01. Stotement of expenditure showing detoils like Rt omount (lefi Cr side of stott), SlNo, PV

No & dt, nome of vendor, nome of item procured, totol omount, chq No & dt ,

remorks etc..
02, All documents like SO, CRVs, Receipts etc in originol'

03, Other requisite documents, if ony.

AAC (S)

Accts Officer I CC

Si

NC

SCNo&dt Amt (Rs) Nome of
Vendor

Items of
purchose

Possed

vlde DV

No&
month

Gront
from
which
item
procured

Remorks

0l 02 03 04 05 06 07 OB

List showinq the detoils of bills submitted to the cDA during 2019-20


