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PER'ONAL ATTENTION OF COMMANDANT

No MISC/71 39/ Checklrst
Oio The CDA

No 1 Staff Road
Secunderabad

Dated tLr/0412019
I

The Commandant

Sub: Check List for submission of claims regarding

During the audit of bills received for the previous financial year , the followrng short falls
have been noticed and some claims returned to the unrt for compliance of the audit requirements
pointed out in the Re.lection Memo But returned claims were submitted without furnishrng full
justrfrcatron/ proper reply /enclosing audrt requirements Resubmission of claims without furnishing
reasons to observations pointed out in the Relectron memo results in delay in clearance of claims
and unnecessary correspondence . Hence , the check list is enclosed for submission of claims to
the office for avoiding unnecessary correspondence and delay in clearance of claims The short
falls/audit requirements pointed out in check Iist may please be disseminated to the concerned
officers/staff for strict compliance

1) Unitcode may please be mentioned invariably in the Contingent Billto ensure payment
to the respective unit only as there are many units are functioning with similar name
under the audit jurisdiction of CDA Secunderabad

2) Contingent bill/contractor brll duly countersrgned Alteratrons if any made in the sard Bills
should be attested by the authority concerned

3) Callfor quotations duly indrcating the last date by which quotations should be received with
terms and conditions and without brand name/make name

4) Quotations in ongrnal (to be signed by all members) along with CST and envelopes, in whtch
tenders were sent , should be furnished

5) CST in original to be signed by all members of the board not found submitted and not approved
by component authority

6) Placenrent of supply order with all relevant conditions for supply (r e date of delivery terms of
payment liqurdated damages, return of damaged goods, warranty period clause in case of
equipment/ machinery procurement etc. )should be incorporated

7) Supply order not found in serially numbered Advance copy of supply order should be forwarded
immediately for audit verification

8) Amendment to supply order in case of extension of delivery with or without LD charges and if

lFAconcurrence obtained for amendment, the same should be intrmated (it ts applicable tn

cases where supply order is placed with concurrence of IFA). ln cases, where IFA concurrence
is not required copy of amendment may be enclosed rf any amendments are made to the
supply order

9) lnvoices (third party claims) issued on or after lst July 2017 for taxable supply of goods /

services, should be as per GST ACT 2017,ie such lnvoices should contain GSTIN No GST
Rate, bifurcatron of SGST CGST,IGST etc lf the vendor is unregistered under GST, the GST
hasto bepaidbythereceiverofthegoods/services ie theUnitwhoreceived thegoodsi
services under Reverse Charge Mechanism A person who is required to pay tax under reverse

charge has to compulsorily register under CST. However. if such goods / services are exempted
from levy of GST, a Certificate in this regard along wrth a copy of authority whrch stipulates that
the goods / services are exempted from levy of GST should be enclosed ln thrs context, it is
requested to refer to GST Act 2017 while purchasing the goods / receiving services from
unregrstered vendors / service providers
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70)SanctionnotfoundaccordedbycFAwithrequisitetnformattonsanctionshouldindicatecode
head to which the expenditure is to be r"i ,i,iy1lrity underwhich sanction is accorded ie 

'

schedule No and item no of the delegation of financlal powers issued lf lFAconcurrence is

obtained , same may please be enclosed with sanctron Date of sanction should be prior to the

dateofissueofsupplyorder,AdvanceCopyofsanctionmaypleaseforwardedimmediatelyfor

,,,,r 3[tl'L"l"l't?J'i!,r,.". of offrciatrns cFA/counte,..:s_n,lg i*l::,.',v 
in case resurar commandant is

on leave . specimen signatures of all officrals who are signing ihe docu'ent of the claims may

pfur.u forwarded to this office immediately

12) CRV rn duplrcate =;;;i; oe turnisneo foirierification ' whether items rndicated in supply order

have been supplred and taken on charge of the store ledger duly rndrcatrng ledger No page No

CRV shoutd be indicated along with .j.t" 
"i 

irt" ino io *itith rt should be scheduled

13) procurements *rJ" ioi o"tow-Rs 25000/- without calling quotations should be submitted along

with certificate rn terms of rule 154 0l orR anO for below Rs 250000/- in terms of 155 0f GFR

,,-, 'r'Jo,":?5y.:,: iilX"',.f Jil". certrrication or the soods suppried are in good conditron shourd

,,u) ffiJ,[:'rtJ:?X,ot touno froated for repair work and pAN Xerox copv should be furnished (PAN No

details ( nppricaJteloitn" first trme Firm / vendor and not applicable for the existing

FrrmsA/endors)
16)Supplyorderrepeatedlyplacedwithsamevendorwhrchisinviolationofprocurement

procedure ,_!^^r ^{ ^^^aiaricr tr rlrzed items is
17)PlacingorderongeneralsupplyorderinsteadofspecralrstforprocurementSpecla

18) ^ril'iT"if:;dare Form of the vendor supprying for the firsttime is required Address mentioned

in the lnvoice and Neft Mandate sirourd 6e tailied eacn other Revenue stamp should be affixed

for payment i. 
"r"""olng 

Rs 5000/- NiFT authentrcation by Unrt and Bank ts required

1g) Copy of the perfor*un"6 bank guarantee bond should be enclosed with the clarm for audtt

' 
verificatron in case of warranty clause

20) Brand /make name indicate in nrp agarnst DPM provision and Brand / make name not found

indicated on tax invoice, supply orOeiLnO inspeciion note' samewill result rn diffrculty in

assessing the price of the item in audit

21) NAC from the Depot supplred items made under LP not found submitted from the concerned

Depot
22) Largequantity less price and less quantity more price is oblectionable

23) Nomenctature of items procured is not furnished with correct names

24) Allpayments ,uo" on account of procurement of items should be authorized to thrrd party and

request to.. puy,.nlnt to PF A/C shouldnot be made as the same is against CVC gutdeltnes

Further , it is onserved that in majority of the procurements made similar items have been

procured very often without ."r""ti,ig tnu t6tur requ.irement and restored to piecemeal

procurement by splitting the totaf rJquirement and same is attracting the clause of

splitting the sanction in order to ['ring' thL financial power within lower CFA / to avoid

sanction of higher cFA/lFA 1i.e., chairJ,tables , side-tables , office contingencies ' books

and Air conditioners , Refriget"iot" 
', pedestal fans and wailing mounting fans )'

Piecemeal procurement has been made without assessing monthly maintenanc: 191:::^f
required items ind same is denying the chance of procuring the items at lower prtce'

Same is not accePtable in audit'
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25)lt is observed that following rtems have also been procured from l&M grant when the

maintenance of electrical & B/R works are carried out by MES authorities under originalwork

/repair work. The following items procurement is not authorized and procurement will attract

aud it objections/rejections

a) Layrng of electrical cables
b) procurement of motors
cj Procrte.ent of Ceramrc trles(i e . Antr skrd material)

d)(procurement of fans
e) Layrng of vinYl flooring

26)The Performance Bank Guarantee should be obtarned in the form of Banker cheque in favour

of cDA secunderabad instead of Bank surety in favour of unit may please be obtained on

bond paPer, if aPPlicable.

27 lV,larranly Certrficate wherever requrred may be obtalned

28)Specific check list for different type of claims is also furnished below for noting and

compliance of the requirement.

1)TelePhone Bills
A) officiat phone -certrficate to the effect that all calls are made for official bonafide purpose

only and erther telephone brlls in Origrnal or CTC of the telephones are required Do not submit

ouIticate brlls as laie fee detarls not mentioned in duplicate brlls

B) Resrdential phone certificate to the effect that officer to whom reimbursement of telephone

charges sanctioned is not provrded with any officialtelephone connection Eithertelephone bills

in Original or CTC of the telephones are required

2) Out sourcing of GrouP C staff
proposat along with soc pE sanction csT along wrth quotatrons in original and copy of

payment proof should be forwarded in support of quotations for veriftcation in audit Same wtll be

routedtoheadofthedepartmentforrenderingfinancialsanction
3) lnitial living Allowance Claim
a) Sanction of Mrnistry of external affairs Ministry of Defence sanction & Arrrval report in

trrplrcate may please fLrnished foradmrttrng the clatm tn audtt ln case of temporary duty

advance claim along with move part ll order (authorrty letter )may please be enclosed

b) permission letteifrom M/o Civil Aviatron foravailing private airlines may please be obtained

from the Authority concerned if travelled by private airlines

c) Do not submit the lrving allowances clarmi as a bunch Please submit the lrvtng allowance

clarms along with requisite annexures separately for smooth transmission of the same to MEA

4) GRANTS
a) Reqursition for grant should be submitted along wrth utilization certifrcate for grant of advance

without fail Expen"diture statement along with paid vouchers and advance payment receipts in

cases, where Grant already drawn. should be enclosed along wrth cB-

b)As per MoD ietter ruo toot otAttFp-4r242r/2005-D(cs-1)Dt 19/10/2005,the statementof

Accounts (Annexure l) along with statement of Expenditure (Annexure ll) and connected

documents in oiijinat'ie paii vouchers in support of expendrture incurred and sanction of the

competent autfroiity is required to be submitied separately for each grant as per perrodrctty

without fail.
51 Liveries claims:
ai t-ast issue date should be compulsory quoted for audit verification

bj Normal Roll for cloth purchases and stitching charges rs required

O) CCs stipend and allowances payment claims

a) sanction of Government of lndia for allowance payment to tralnees

b) Reporting date of GCs at training institute ( i e starting date of training of GCs new batch )

cj Sanction of Government of lndia for allowance payment to trainees'
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:]t#is;ff,f"":31;T iJi'T,'JyIt'l':?i5"''""o' and statement or compensation pavment

details -^ Au^\^rance , A h^. r-,oan aholiShed or not
ai 

-n4".. 
Maintenance Allowance

,lcnnuoftheAuthorrtyisrequiredsincertisnotclearwhetherMMAhasbeenabolrsh
;f i.Ji irr centrat PaY commisston

,igSO certificate tor iltectricity / water charges recovery

blSanctron to' 'n""''n-g'it'" 
u'ipuno'ture under I & M grant

9)GEM Bilts 
rh.nrrnh GeM i e (Government E-market)sh"l':i?::',"]'n""5rii"to t,e

a)GoodspurchasedthroughGeMie.(GwernmentE-marketlshouldbegivenTopmostprtortty
and be submitted ,t";;;ih connecied oo**".tt stnce the pavment has to be pard 1

ysnfler/firm withrn 1,i ;'r;=l;; ,n" or* oil".?.r,.". "i 
cRAc'in a time bound manner

brlf pAN No r Bank r;l;;,;;,alts not r"x;;;;'i; ir'" c"rvr s"nu"tuo tnvoice etc tn such

cases NEFr r',nunoutl-'LlJl:iff::""3:#'.'fli:ig.'*"::l:[l""l5JX:i;llliilili' "'

;;yi"T";il :"#,:s: J;:::iliiHJffi ni 
"0" 

u *' 
". 

e d f o r ve rif icatio n p u r po s e

Please acknowledge receiPt

Yo" G-/
oz\.^,

Note: ln additton to the above menttoned checks' manuals like DF/

FR.tl etc moy please be ref erred to while submitting the bills' I

SIVA SANK hNot, l D.A.s

Dy Controller

DPP, GFR and FR'l &

Page 4/4


