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OF FICE ORDER

IMPREST TO HoDs

To facilitate timely available of urgently required items, an imprest had been
authorize to the HoDs. It has been decided to increase it to Rs. 10,000/- from
Rs. 5,000/- per month with immediate effect.

The imprest is to be drawn by HoDs from the Accounts Section and utilized
for urgent required laboratory consumables and other minor items. As far as
possible efforts should be made to raise timely demands / requirements

for purchase by the procurement section. The following points have to be
noted :

1. The imprest is to be used only in case of emergent requirements and
for items not available in store.

2. Care should be taken to purchase items of good quality from
authorized stores and proper bills obtained.

3. A separate record is to be maintained of items purchased from the
imprest.

4.  The imprest is to be settled / renewed with accounts section in the first
week of every month. In case of early utilization, the imprest may be
settled and money redrawn at an earlier time also.
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