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Indian Institute of Information Technology, Nagpur

Standard Operating Procedure
for
Settlement of Advances & Reimbursement
of Expense including TA & DA Claim.
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STANDARD OPERATING PROCEDURE FOR SETTLEMENT OF ADVANCE / REIMBURSEMENT OF EXPENSES.

Prior Approval of Expenditure to be incurred should be taken from Competent Authority with expected
Expenditure Amount. Also at the time of submission of Advance settlement or reimbursement of Expenses if
Expense incurred is more than approved amount an additional approval should be taken.

While settlement of Advance, fill advance settlement proforma, enclosed herewith as an Annexure A.
While reimbursement of Expenses, fill reimbursement of expenses proforma, enclosed herewith as an
Annexure B.

Make a note sheet with the summary of all original bills and the bills should be in proper sequence with self
attested. It should have payment proof, original approval, report of seminar / workshop / event undergone or
conducted.

It is advised to avoid payment in Cash. In case of Cash payment, signature of receiver of cash is required to
take on the Cash receipt format, enclosed herewith as an Annexure C.

In case of computerized bills like Bus / Metro Tickets, Food Bills and etc, kindly take photocopy of all small
original bills and original bills should be paste beside its photocopy in A4 page collectively.

In direct purchase, Intender should declared that goods have been received in good condition/ services have
been rendered satisfactorily in satisfactory report, enclosed herewith as an Annexure D. Stock entry
certificate is endorsed on the bills. In case of assets, the necessary entries have been made in Fixed Assets
Registers.

In case of advance settlement or reimbursement of Expenses for the Travelling Allowance & Daily
Allowance (TA & DA) bills, kindly note the following:

a) Air Tickets & Train Tickets should be booked from Balmer Lawrie & Company portal, Ashok Travels

portal & Tours and Indian Railways Catering and Tourism Corporation (IRCTC) portal only.

b) Boarding pass need to be attached while travelling by Air.

c) Cab/Bus/ Auto tickets or online payment proof should be attached for local travel.

d) Bills of foods should be attached or online payment proof should be attached.

e) The TD & DA bills should be submitted with proform of TA & DA Claim, enclosed herewith as an

Annexure E.

Goods and Service Tax (GST) Invoices should be in the name of The Director, IIIT Nagpur. Institute GST
No. 27AAAAI9958C1ZH should be quoted in GST Invoice.

Tax deducted at Source under Income Tax (TDS) & Tax deducted at Source under GST (TDS on
GST) should be deducted while doing the payment from invoice amount if the collective invoice amount is
more than Rs. 30,000/- or regular Institute Vendor. (For Rates of Deduction Contact Accounts Department).

Advance should be settled within the 30 days from the date of event occurred, in case of delay settlement

Interest of 7.10% is required to transfer at Institute Account for delay periods or Competent Authority
approval is needed for its process.

It is advised to keep one photocopy of the entire set of bills and approval with you or your department.

Advance settlement proforma and bills should be submitted at Registrar Office for approval and further
process.




Annexure A
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Indian Institute of Information Technology, Nagpur
“An Institution of National Importance by an Act of Parliament”

Survey No. 140,141/1, Behind Br. Sheshrao Wankhede Shetkari Soot Girni, Village :
Waranga, Po: Dongargaon (Butibori), Tahsil : Nagpur (Rural), District : Nagpur -
441108

Website: wwwi.iiitn.ac.in Email: director@iiitn.ac.in, registrar@iiitn.ac.in
Phone: 9405215010

f&eTeh / Date:-
aYgell Qg AAHA S s CUGIG] %?! UFYT / Format For Settlement of Recoverable Advance
TH / Name : -
& dTH / Designation :- fa8ITeT / Dept.

31TIA Ediepd fRIT 31T /Advance sanctioned on
d1.31R FaR & ATEIH ¥/ Vide Vr. No.

¥4 / For Rs. ( el / Only)
o@r Y A/c Head

37733 A / Amount of Advance o./Rs.

31T T 37 TFA /Amount Utilized T./Rs.

AW T efler & ?J'Ié /Balance Returned 2./Rs.

oy T &b Fore 313ia IR Teepel &1 9120 o, e apre) & FRre 3773 Ry e ) v &/

The amount of Advance has been spent for which it was sanctioned.

&t / Date:- TAH URF & TEATER / Signature of Advance
Holder

TANS) & TEATER / Signature of HOD

(TATST & SUANIT & ToIT &/ For Office Use Only)

dT5aR GE&AT/ Voucher No. 31T Edipd & TGeTeh /Advance Sanctioned on
3 Hardred fopaT 9197 /Advance Settled on
371931 & TFA / Amount of Advance T./Rs

3T T ?J'Ié TfAr / Amount utilised 2./Rs
AW T efler & ?J'Ié /Balance returned 2./Rs
& AW / Balance Payable 2./Rs

el Wﬁlﬂ(ﬁmﬂ) / Asst. Registrar (A/c) W’ﬁﬁ /Registrar
(FdIehd) Approved /(37Edhd) Not Approved

ﬁ-l?{?l?ﬁ / Director



Annexure B
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Indian Institute of Information Technology, Nagpur
“An Institution of National Importance by an Act of Parliament”

Survey No. 140,141/1, Behind Br. Sheshrao Wankhede Shetkari Soot Girni, Village :
Waranga, Po: Dongargaon (Butibori), Tahsil : Nagpur (Rural), District : Nagpur
Maharashtra- 441108

Website: wwwi.iiitn.ac.in Email: director@iiitn.ac.in, registrar@iiitn.ac.in
Phone: 9405215010

g &1 gfayfa & foru el STAT il 1 Uy

Format For submission of bills for Reimbursement of Expenses (without Advance)

ATH / Name : - &t / Date:-
& dTH / Designation :- fITeT / Dept. :-

fohU 9T <JF &I 3527 /Purpose of Expense incurred

&I P el A / Total Amount of Expenses :- Rs.

I Certify that:
1. The above charge has been necessarily incurred in the interest of Institute and expenditure has been incurred for the purpose

for which it was sanctioned.
2. The expenditure has been incurred by following the extant procedures. Direct purchase limit of Rs.50,000/- from single
source has been adhered to. I am personally satisfied that these goods purchased are of requisite quality and specification and
have been purchased from a reliable supplier at reasonable prices.
Copy of Financial approval is enclosed.
4. Goods have been received in good condition/ services have been rendered satisfactorily and stock entry certificate is endorsed
on the bills. In case of assets, the necessary entries have been made in Dead Stock Registers.
You are requested to kindly pay the amount to Beneficiar(y/ies) listed below*.

W

Sr. No | Date Bill No. Vendor Name Amount in Rs | Remark
(Signature of Applicant) (Signature of HoD)
(Signature of AOSD)

(In case of Goods purchased only)
(Signature of Registrar / Asso. Dean)

(T & 3T & AT/ For Office Use Only)

Put up for approval for reimbursement of Rs. .................

HETIP ForAAI (1) / Asst. Registrar (A/c) PordTId /Registrar
(FdIpd) Approved /(3TFpd) Not Approved

ﬁ-l?{?l?ﬁ / Director



Annexure C

T INDIAN INSTITUTE OF INFOMRATION TECHNOLOGY, NAGPUR

“An Institution of National Importance by an Act of Parliament”

Survey No. :140,141/1 Behind Br. Sheshrao Wankhade Shetkari Sahakari Soot Girni, Village: Waranga
PO : Dongargaon(Butibori),District: Nagpur (Maharashtra)-441108

Website: www.iiitn.ac.in Email: director@iiitn.ac.in, registrar@iiitn.ac.in Phone: 9405215010

e THIE /  CASH RECEIPT

f&aT® / Date:-
e, ARA gEenr wkfedhr dEuE, AR & IR § /- A= H @A
) & Uiy FEyE fw 3aIs B
& fore g g3 |

Received an amount of Rs: - /- (Rupees in word

from the Director, IIIT Nagpur towards

required for Institute.

SEAIRY / Signature:-

TH / Name: -



Annexure D
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= Indian Institute of Information Technology, Nagpur
“An Institution of National Importance by an Act of Parliament”
I I I “ Survey No. :140,141/1 Behind Br. Sheshrao Wankhade Shetkari Sahakari Soot Girni, Village:
Waranga PO : Dongargaon(Butibori),District: Nagpur (Maharashtra)-441108

Website: www.iiitn.ac.in Email: director@iiitn.ac.in, registrar@iiitn.ac.in Phone: 9405215010

f&eATeh / Date:- / /2025

HaAlUSIdh YHATUTUT /SATISFACTORY CERTIFICATE

"H, afhald &7 § dJE § fhd
TAG TS A / Far 3aTF: Iurar IR AARAHr § 3R 3w e e
ch[ﬁﬁ‘f a e ardd Hed W GAST T &7/ I am personally satisfied that these

goods / services purchased are of the requisite quality and specification and have been
purchased from a reliable supplier at a reasonable price.” (Against Invoice no:-

TSR /Indenter( )




