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Circular

SUBJECT: Guidelines regarding Prior Approval, Procurement through GeM/GFR 2017, and Timely
Settlement of Bills and Advances - Reg,

To streamline administrative procedures and ensure compliance, Teachers-in-Charge, and Conveners
are requested to strictly adhere to the following instructions while organizing programs, workshops,
activities, events etc.:-

1. Prior Administrative Approval & Expenditure Sanction:

No expenditure shall be incurred or advance drawn without prior Administrative

Approval and Expenditure Sanction from the undersigned, along with a detailed itemized budget.
2. Procurement Guidelines (GeM & GFR 2017):

Use of GeM Portal: In accordance with Government of India directives, procurement of goods
and services shall be done through the Government e-Marketplace (GeM). In case of non-

availability of goods or services/ time-constraint, the following rules may be followed.

Direct Purchase (Rule 154 of GFR 2017): Purchases up to Rs 50,000/- may be made directly
without quotations, provided the purchaser records the prescribed certificate under Rule 154.
Purchase through Local Purchase Committee (Rule 155 of GFR 2017): Purchases above
Rs. 50,000/~ and up to Rs. 5,00,000/- shall be made on the recommendations of a duly
constituted committee after furnishing the joint certificate under Rule 155.

3. Mode of Payment & Accounts Checklist:

As per the orders of the Ministry of Finance (Department of Expenditure), payments shall be
made through e-payment (directly to vendor).

All original bills must be valid GST Tax Invoices bearing the supplier's GSTIN and date.
Cash memos maybe permissible only for petty expenses.

4. Timelines for Submission of Bills & Advance Settlement:

All original GST tax invoices and advance adjustments must be submitted to the Office

within 15 days of event/work completion (or advance withdrawal), with any unspent balance

refunded immediately to the College bank account.
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