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GUIDELINES FOR IMPREST
The imprest is .sanctioned to meet out the urgent requirement of petty items/consumable
nature as per need of Department/Section for smooth functioning. The norms of utilization
are as follows: •
A. Heads of Utilization:

Ceiling, if any

Recurring Expenses
Consumables, Printing & Stationery, Telephone
(i)
Expenses, Repair & Maintenanceof Office/Lab
Equipments

1.

(ii)

Hospitality

(iii)

Other MiscellaneousExpenses

••

,

\

••••

Upto approved ceiling
"

\ 2.

0"

........

Upto Rs. 5000/-only)

Non-recurring Expenses
of competent
(Above Rs. 5000/- with the approval
authority)
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B. Norms of Re-coupment:
1. Imprest will be recouped on utilization of at least 50% of sanctioned amount
2. The expenditure should not exceed the sanctioned imprest.
3. Stock entry of consumables/ non-consumables/ stationery items/ other goods should
be done in departmental/ central store register.
4. Hospitality/ Telephone expenditure etc. bills should be entered in the relevant register
of concerned department! section.
5. Necessary certificate as per GFR-2017 and cash payment certificate should be
recorded on the body of bill.

6. Imprest account may be submitted for final adjustment alongwith deposit of unspent
amount of imprest, if any, on or before closing of the Financial Year.
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Copy to:1. Director for kind information please.
2. All Deans/HODs/Section In-charges - for necessary action please.
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