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No. lITR/Gen/Reimbursement/2025 Dated 19-03-2025
ST JTU=1/OFFICE MEMORANDUM
fawa: snftreihve dn/dftwda/afss o ot wdie ot wfgff & ey )

Subject: Reimbursement of purchase of official bags/briefcases/ladies purse-reg.

HUYSHIEHR TR & BT J0T BT SP-13021/5/2021-S and P-CSIRHQ (E 2537) f&=17a 02-
07-2024, & gR1 99 fayrT, faw warag & uRasr W8 13016/1/2005-GAD f&ie 01-05-2024 @Y ygifded
faran a1 81 o grr snfdieiRas /sftwda/dfes wf a wdie ufagff & deaf & Monetary Ceiling @
Hnfer fova wran &, foraet faawur fAu g -

CSIR Hgrs vide OM No. SP-13021/5/2021-S and P-CSIRHQ (E 2537) dated 02-07-2024 has
endorsed Department of Expenditure, Ministry of Finance circular No. 13016/1/2005-GAD dated 01-05-
2024, by which the Monetary Ceiling with respect to reimbursement of purchase of official
bags/briefcases/ladies purse has been revised, the details of which are as follows :-

B o SiRpTial/@Titi®! o1 u-ada (&R T Sitgadt ufed wo #)
Sr.no. |PAY LEVEL OF OFFICERS/OFFICIALS -| RATES LIMIT INCLUDING OF
GST IN RS)
1. [afa//eRy afe gagecda- 17) 12500
Secretary/Special Secretary equivalent (Level 17)
2. |sifafked afa ar gnge@dd-15-16) 10000
Addl. Secretary or equivalent (Level15-16)
3. [Hgad ufa a1 ageadd-14) 8125
Joint Secretary or equivalent (Level14)
4, [FCR/3Y. Aferd/aits dided a1 9age (cda- 12-13) 6250
Director/Dy. Secretary/ Sr. PPS or equivalent (Level 12-13)
5. |3 Gied/didiey a1 age@dd-11) 5000
Under Secretary/PPS or equivalent (Level 11) )
6. (3TN BRI/ IITH a1 YHged(Erdd- 8-10) 5000
Section Officer/PS or equivalent (Level 8-10)
7. [9BE® SIIHIT SUBRI/AT 1 T (@Idd- 7) 4375
Assistant Section Officer/PA or equivalent (Level- 7)

v Agiey = Py Reva vd wrdfl W G=iME & sififel o sifieie ssfivsy/atss wf # alie 3
ufergfef v fore o= o1 e fran B ;-

The Director has approved the reimbursement for the purchase of official bags/briefcases/ladies purse for
the officials of the institute under the following terms and conditions: -

1. UM il P ag gfawr 3 auf § FHaw ud IR UM B SRR This facility will be provided to the

eligible officials only once in a period of 3 years.
2. UH i@l @ SF Juded U-d4dd & SMUR W Uyl @ smdfieligible officials will get

reimbursement on the basis of their corresponding pay level.
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3. MRPRe J/sweafes wf Tie or oiffe & gri i ufagfd 3g Ruifa wid § SHer
R, 3azy/Aa Gead s ufga, afe g1 ) &t Wie orad diw gxdaiRa & = srgum
T g foban S| R gRI %ad Ceiling Limit 7@ wfagfd @1 SRAT After purchasing official
bag/briefcase/ladies purse, the official will fill the required information in the prescribed form for
reimbursement claim, and submit the invoice/bill (including GST number, if any) with a signature
on the back of the invoice/bill to the General Section. Reimbursement will be made by the
institute only up to the Ceiling Limit.

4, FTEE %g YA Electronic HI¥IH (Online Payment) Y foar ST =gy forIanT reference number
3Nfe ) BiH o Wy T Y Rrar w1 afe e/ yrarE O 2, 6 8 A Suer Wy SR oY deR
P U AR Y giawr T @1, diftfs & ury SiiFarg YA AT o 7 A W ¥ Y
ferar S| For the purchase of official bag payment should be made through electronic means
(Online Payment) and the reference number etc. should be clearly written in the prescribed form.
If the cash payment has been made, a clear reason should be indicated in the form, such as the
vendor not having online payment facilities, or the official not having online payment services etc.

5. Hﬁaamﬂﬂ‘gﬁfmqﬁmw%,asqmﬂ/ﬁaﬁwméwmaﬂ%m If any
discount has been given by the vendor, it should be clearly mentioned in the invoice/bill.

6. Pifie & GRT WRgd fo¢ U Ragary & FR/fnfysfaftaa g7 w® 8 def€a
Gfimm/aﬁ q foa/gagg &t S ®wdrl o ddl %l In case of any
error/discrepancy/irregularity noticed by the office in the bills/invoices submitted by the official, it
may be verified with the concerned authority/shopkeeper/vendor.

7. fifa ufagfd wid & siftfe grRT ve e oz o smom i afg fadl +ff wv ) g urn mn e
uRigff @ # iy T feelt awr @t e SeeRt & Wit g, @ SwE $ gr SR RS
HIATS DI FAM|A declaration will be made by the official in the prescribed reimbursement form
that if it is found at any stage that any information provided in the reimbursement claim has been
misrepresented, appropriate disciplinary action will be taken against the official by the Institute.

8. Pyifa uRyfd wi A @ifife gr1 e auq uw fear smom & eiftfe 3 fea 3 auf & su gliur &
WY P gar 8l fFar 81 A declaration will be made by the official in the prescribed
reimbursement form that the official has not claimed the same benefit in the last 3 years.

Uiyl @l auie 8 M-04 A fFpar s IR e v 2 @Y gl w5 sfieiRe s/sieea/afss
o @) @ B Biftis W P T R IR g-argy/a & Ruifa ufogfd wid & amm sy 3 s fean
Sl el %l The reimbursement will be made from budget head P-04. After purchasing official
bags/briefcases/ladies purses and the invoice/bill issued in their name, with the condition of the above
terms and conditions, officials can submit the prescribed reimbursement form to the General Section.

SCELRY
(TE. T, UTUST7 L.N. Pandey)
ST FIHT/Section Officer
mﬁ/Copy:-
1. wft GafRa #I $gMe R Ga/ All concerned are informed through Intranet
2. ﬁﬁwafﬂﬂﬁﬁﬁﬁﬂﬁla/ PPS to Director :
3. R aifterdt & st 9@/ PS to Administrative Officer
4. fo ud o S1fidRY/Finance and Accounts Officer
5. @rfay ufdy Office Copy
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itrpiie d/diwda/arss uwf # @i ufogft gar o @@ sert & W)y
Purchase of Official Bag/Briefcase/Ladies Purse Reimbursement Claim Form (To be filled in CAPITAL
letters)

1 | T1fH® BT M/ Name of the official

2 | UG Ud faHrI3RHmT/
Designation & Department/Section

3 | Fiftfe Sl Ay
Employee ID No

4 | Uddqy
Pay level

5 | HiaEd el vy, 3R $AW SMSSl-, afd DI 81 /Mobile/Telephone

no., & E-mail 1D, if any

6 | Udd $aIs4/iee @ [4avl/Details of Invoice/Bill submitted
a) fashar &1 9™ Ud Udl / Name & Address of seller
b) g-d3y/fad Ho fai® & WY/ Invoice/Bill no. with date
o fashar 1 siieadl W@/ GST No. of seller, if any
7 | HidE @I [daUl/Details of payment
a) YIAH DI RiPbl/Mode of Transaction
b) Gﬁ?ﬁﬁsﬂ mﬁmomme Transaction/Reference no.
o Tl 3HargT Y el fhar T @ $Hh1 PRUY/

if online payment is not made then reason, thereof
8 | <@ fpu mu Mod ukgid @ @R, dfe @15 8/ Details of last
reimbursement claimed, if any, S=aTgd/fad o f&id & A/ Invoice/Bill
no. with date
9 | ®Iftfe & d& Widl [daR0I/ Bank Account Details of official
Q) AP BT =1, IRAT Ul Uled/

Name of the Bank, Branch with address

(ii) % @I YA/ Bank A/c No
(i) SMEUHTHH BIS/ IFSC code

UNDERTAKING
o UdgdRI g9 &dl § fd/ | hereby undertake that:-

() B oz i asf & Wegendem & fred off S e 7 snffieie Ju/sindsa/ade o o1 wde | fHy e
g B uﬁqjﬁ & foru grar A8l fasdr 8/ 1 have not claimed for reimbursement of expenditure incurred towards purchase
of official bag/briefcase/ladies purse in any CSIR Lab/Instt in the last three years.

iy afe fpelt off wR WX wg umn T b AR SR g ud A U U ae Ru € w1 gu € @ WM & gR1 Sfid
SIHRATATHD PRATS PR Tddl 5/ At any stage, if found | have given or suppress the facts given in my undertaking,
Institute may take suitable disciplinary action.

BHIER/SIgnature. . smmissismiiisms
HIHE BT AT /Name of Official.. ..

U™ /Designation:....
IE:JIW/Date

Ty fHd 91 a1et GRATdW/Documents to be attached
1. oran a7 ulogfd uf & for v fee @, v e/ G, siead e sife & di) /Original bill (with Name, Bill

no. /Inv0tce no., GST No. etc) for the reimbursement amount claimed.

2. Gﬂﬁfﬂ?ﬁ /ﬁfﬁﬂ ECN ﬂﬁ Eb’l'{'(ﬁfﬂ)/ Online Transaction/Reference no. (If any)




