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This is to inform all concerned that the serial number and page number of the stock register must
be recorded on the GeM portal, as per requirements. Therefore, all Teachers-in-
Charge/Coordinators/Section Heads of the respective departments are requested to provide the
necessary information along with the bill(s) to the Accounts Section within the stipulated period.
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All concerned are requested to have the bills verified by the office of the Section Officer i
(Accounts) before submitting them to the Caretaker for the creation of T&P/Accession Register
and Fixed Assets Numbers. The bills containing the T&P/Accession Register and Fixed Assets
Numbers should then be submitted to the Accounts Section for further necessary action.

It is important to clearly mention the nature of items (i.e., fixed items or consumable items) at
the top of each bill. Needless to mention here that the fixed items and consumables items shall
be procured in accordance with GFR to avoid the audit objections at a later date.

Please note that no bills will be processed in the absence of this information. Any deficiencies
or pending bills must be reported to the Vendor by Smt. Roma Tiwari, Junior Assistant
(Accounts), through mail and phone calls, on a priority basis, with intimation to the college
authorities.

Active cooperation of one and all shall highly be appreciated.
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Copy forwarded for information and necessary action to the Vice-Principal/Bursar/Convener-Purchase
Committee, Teacher-in-Charge/Coordinators of the respective departments, Section Officers
(Accounts & Administration), Dealing Assistants/Hands (Accounts, Administration & Establishment),

Principal's Office, College Website; and File.
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