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No.F.90/IGDTUW/ Acctts./General Corsp./ So5S Dated:27-3-)H
CIRCULAR
Sub : Guidelines for incurring expenditure from imprest Money/Permanent Advance.
While conveying the sanction of competent authority for payment of imprest

Money/Permanent Advance to H.0.Ds/In-charge of branch concerned, certain conditions were
communicated for observance of the same during the incurring the expenditure from Imprest Money.
Due to passage of time or due to change of Incharge of some branches from time to time, the same may
fot be available with them. it s therefore, the terms and conditions which are to be observed while
incurring the expenditure from Imprast Money/Permanent Advance, being enciosed here with once
again for ready raference and compliance tharzon.

Thisissues with the prior approval of Ragistrar, IGDTUW,

Encl: As above. 0/’/

DFO,IGDTUW
No.F. 30/IGDTUW/Acctts./General Corsp./ SoSS Dated: 2 7-02-% i

Copy to the following for information:-

1. AllH.0.Ds./Branch in charges of IGDTUW for wide circulation in their respective
departments.

Assistant Registrar (Pers./GA/Purchase) o
P.S. to V.C, IGDTUW.

P.A. to Registrar, 1IGDTUW.
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DFO, IGDTUW
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The withdrawal/Pavment of imprest money/permanent advance will be subject to observance of the
following conditions:-

The advance shall be utilized by the H.O.D'Branch I/C concerned for meeting out day to day
cmergent  contingent  expenditure/urgent  requirements  like  repair of  appliances &
equipment’s, sparcs, spiral binding, stationery purposes which is necessary and unavoidable
tfor functional requirement and requisite facility is not available with the office with proper

Jjustification of the occasion of expenditure.

The Concerned H.O.D/Branch [/C shall maintain “Register of Permanent Advances™/
“imprest Mouey™ in Form prescribed. A note of each item of Permanent Advance Tmprest
Money given to these Officers of IGDTUW shall be kept in the “Register of Permanent
Advance’s™.

The sdvance shall be recouped at least twice in a month by the concerned H.O.D Branch
[/C,s0 that the amount sanctioned does not exceed half the amount of the average manthly
contingent expenditure.

The accountability for the advance and its utilization on bona fide Government IGDTUW
Account in accordance with rules & regulations shall rest wholly on holder of the advance &
Officer In-charge concerned. IGDTUW.

Uopies of sanctions along with monthls statements of expenditure showing the amount of
contingent bills cashed with classified details of items of expenditure shall be furished o the
Dy Orin-charge. Accounts Branch, IGDTUN in the tollowing month.

The amount of advance outstanding as on 317 of March cuch year shall be entered i the
moniey columnn of the subsequent vear.

Fle advance’imprest money shall not be used for his own office. on honoraritum, hospi

comvevance. hiring of vehicle and TA but will be used for meeting urgent and cimcrgeni
C\'pcndirure as mentionzd in 81 No. (i above

The H.OD concernad shall workout the cuistanding amount of advance Trom the “Register af
Permanem Advances™ on 317 March and tally it with the bafance register and sent areport in
the first week of April 10 the DFO/In-charge. Accounts Branch, IGDTUW for perusal of
Registrar & V.CL IGDTUW,
The procedure prescribed in para 10.12. of the Civil Accounts Manual, Volume-1 for

maintaining the imprest/permanent amount shali be followed strictly.

While incurring expenditure out of imprest, the procedure prescribed for incurring
expenditure and completing codal formalities under GFR-2005 and other Rules/Instructions
of the Government/IGDTUW in this regard shal! be followed strictly.

The Officers/In-charge concerned, IGDTUW shall ensure correct utilization of imprest
money as per rule.

After issue of sanction for payment of Permanent Advance/lmprest Money. the Officer
Concerned, IGDTUW shall request for release/payment of Imprest money in preseribed form.
In the event of transfer or leaving service from 1GDTUW or relieving from the responsibility
of HOD/Branch 1/C. proper accourt with complete record of this imprest money may be
handed over to Accounts Branch (IGDTUW) or to the Suvccessor/Officer In-charge
concerned. as the case may be, under intimation to DFO/ZIn-charge, Accounts/Accounts
Branch, IGDTUW so that the permanent advance/imprest money could be transterred 1o his

successor after obtaining his proper signatures by cashier.



