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Checklist for Payment Release 
 

 

• If the purchase initiated in department level (outside GeM portal-Below Rs.1,00,000/-) 

SL No Particulars √ 

1.  Application for release payment  

2.  

Original Invoice with necessary certification* and stock entry from the dept 

  

*“I ......... am personally satisfied that these goods purchased are of the 

requisite quality and specification and have been purchased from a reliable 

supplier at a reasonable price “ 

 

3.  Goods receipt and installation report/ work completion report  

4.  HoD permission letter for the procurement of the item  

5.  GeM non availability (Annexure III & GeM generated certificate)  

6.  Copy of Administrative and Financial Sanction (Office Order)  

7.  Copy of Funding Agency’s Sanction Order   

8.  Latest Bank Statement of project account (if applicable)  

 

• If the purchase initiated in the R&C Office (GeM Order/Supply Order) 

SL No Particulars √ 

1.  Application for release payment  

2.  Original Invoice with necessary certification* and stock entry from dept   

3.  Goods receipt and installation report/ work completion report  

4.  Copy of Supply Order/ GeM Contract  

5.  
Warranty/ Guarantee certificate/ Form of contract/ Security Deposit from the 

supplier (if available) 

 

 


