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Ref. Processing of all successful delivered/CRAC Generated item’s Bill on
Gem Portal before depositing for payment to Finance Section-Reg.

It has been observed that GeM Bill are ‘being forwarded for payment
without completing the required necessary steps after the receipt of the
Goods/Services procured through GeM portal. To ensure smooth and timely
processing of payments, all concerned department(s) /Section(s) are hereby
requested to strictly follow the steps mentioned below before submitting bills for
process the payment after CRAC generation.

i.  Update the payment detail and Process Bill(s) on GeM Portal.

ii. - Buyer needs to create a “draft Bill” for all delivered orders.

iii. Draft Bill shall be sent to Finance Section through GeM portal.

iv.  The PAO shall finalize it by processing the same on GeM portal using the
payment details.

v. Then the payment will be completed and the Bill payment process will be
closed on GeM Portal.

vi.  Ensure all supporting documents are properly attached.

Failure to comply with the above instructions may lead to rejection or delay
in payment. All department(s)/Section(s) are requested to treat this matter
seriously and act accordingly.

For any clarification, please contact the Finance Section.

This issues with the approval of the Competent Authority of the College.
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Copy for information to: -

1. All HOD/Section In-charge/Faculty In-charges
2. The Deputy Registrar, UCMS
3. The Assistant Registrar (PO), UCMS
4. Notice Board :
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6. Office Copy

T.A.(Store)




