i, 88 By e-Mail/ post

i

Govt. of India,
Ministry of Finance
O/0 Pr. Chief Controller of Accounts
Central Board of Indirect Taxes and Customs
(Coordination, Expenditure Section)
DGACI;B;;Iﬂding, I P Estate, New Delhi-110002
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CIRCULAR

Please find enclésed herewi
with O/0 CGA’s OM No. F/Fo.TA-2-17002(01)/17/2020-
TA/(e-4426)/ 154 dated 12-04-2023. (

I;l\v:xew of f‘t?°ve, all Zonal Heads of CBIC are requested to direct respective PAOs
.deg administrative control for strict compliance of the instructions contained in
aid O.M. for smooth pr ocessing of e-claim and e-bill through e-bill module of PFMS

This issues with the approval of the Cémpetem Authority.

Oan b R~
Dy. Controller Lf Eccopnts
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Encl:-As above,

To

Dy. CA, O/0 CA(W Z), CBIC, Mumbai
ACA, O/o DCA(EZ), CBIC, Kolkata

Dy. CA, O/0 DCA(SZ), CBIC, Chennai

Sr. AQ(Admn), O/o Pr.CCA, CBIC

. All PAOs of North Zone

y to:-

Sr. PS to Pr. CCA, CBIC

PS to CCA, CBIC

PA to DCA(HQ), O/o Pr CCA, CBIC

PA to DCA(North Zone), O/o Pr. CCA, CBIC
Sr. AO (IT D) O/o Pr, CCA CBIC with request to upload on the ARPIT portal.
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FNo TA-2- 11002 (01) | 1 2020 - TA- 1B-4496) /154
Ministry of Finance :
Department of Expenditure
Office of Controller General of Accounts
(TA-If Section)

New Delhi, Dated 12.4.2023
QFFICE MEMORANDUM
Subject: General instructions for processing End-to-End e-claim and e-bill through e-bill module
of PFMS ~reg.

The e-hill system for processing claim, sanction and bill in electronic mode through PFMS was
introduced in selected PAOs on pilot basls in the last year, A comprehensive Standard Operating
Procedure {SOP) of e-bill module was, also issued by this Office vide this Office OM dated 1.2,2022
to the selected Ministries.

2. Now, e-bill system has been implemented by GIFMIS{PFMS) across various PAOs in Civil
Ministrics/Departments and system has been constantly updated incorporating supgestions and
requirements of various stakeholders during implementation. Therefore, the Comprehensive
Standard Operating Procedure(SOP) of e-bill module, has been duly revised and a copy of S0P
(version 2.0) is enclosed for information of stakeholders {Annexure). The major points
incorporated in the SOP {version 2.0) are indicated below for ready reference:-

(i) Itis emphasized that DDOs and PADS will have close watch on the entire process of the e-bill
module and it should be ensured that the same claim shall not be processed through both modules
i.e. ‘Normal bill' and ‘e-bill module’. The GIFMIS(PFMS) has informed that two radio buttons
naming “Narmal bilt” & “e-bill” are being provided in the existing two reports available in PFMS
under ‘CAM Reports’ viz. "Pay-02: Sanction E-payment Status details” and “MiS-01: Bill status
details” to facilitate users to filter and verify the details of bill separately.

(i) The following four {4) new reports are made available by GIFMIS(PFMS) under menu ‘CAM
Reports’ in PFMS -

a. Claim Tracking Report: For checking the status of e-claim.
CAM Reports-MiS-MiS-08 Claim Tracking Report

b. Bill Register :
CAM Reports-Precheck-PC-05 Bill Register,

¢. Sanction Vendor Payment details: For c}iecking details of last payment to
claimants

CAM Reports-Payment-PAY-07-Sanction Vendor Payment details
d. Sanctioning Authority Code details: For viewing the details of sanctioning

authority code generated by the system.
CAM Reports-Master-MST-04-Sanctloning Authority Code details
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() Two functionalitios developed in e-hill module in PEMS to
a. teflect e-Chaim Reference Number (CRN) based on supporting document by the Sy«tem
itsell at the time of creation of e-clalm and
b. facilitate Sanction Maker (SnM) to upload the supporting document comaming the
approval note at the time of creation of e Sanction,

{ivd DDOs shall continue 1o maintain a Bil Register in terms of the Rule 57(5) of GFR, 2017 and
note all bills including e-bills presented for payment to- PAQ in the Bill Register. DDOs shall
veconcile the Bill register and other registers being maintained by them relating to budget and

expenditure control with the details contained In the PEMS reports made available under menu
"‘CAM Reports’,

{(vi The procedure for monthly reconciliation as specified in the Rule 57(5) of GFR should strictly
be complied with and PAOs shall insist DDOs to furnish a certificate of agreement of the figures as

per his books with those indicated by the PAQs by the last day of the month foilowing the month
of accounts,

(vi) PAOs shall continue to maintain various ledgers and registers as prescribed in CAM. Existing
PFMS reports made available under menu ‘CAM Reports’ may facilitate the same. Any

discrepancies, if noticed, in the CAM reports may be taken up promptly with GIFMIS(PFiMS) for its
rectification.

(vii) FIFQ logic has also been implemented at Sanction Checker(SnC) and DDO level.

3. Iiis also re-iterated that there is no change in the payment, accounting and reconciliation
procedures in respect of the bill processed through e-bill module except that these would be done
on the basis of electronic records made available with e-claim, digital supporting documents of e-
claim, e-sanction and e-bill without the requirement of physical papers.

4. Pr.CCAS/CCAs/CAs(i/c) of Ministrias/Departments are also requested to bring the above
information to the notice of the DDOs and PAOs under their payment control. it is also requested
to advise them to identify and suggest modifications, if any in the existing PFMS reports and also
to inform gaps in the PFMS report which are not in conformity with the codal provisions of CAM.

This issues with the apptoval of the Controller General of Accounts.

::";\ - h}
i '\,‘:
Encl: As above. \@y ’f\,
{Parul Gupta)
Dy, Controller General of Accounts(TA)
To

Pr.CCAS/CCAs/CAs{ic) of all Ministries/Departments.

Copy for kind information to:
1. PPS to CGA
2 PPS to all Addl, CGAs
3. PSto Al . CGAs
4, St AO (ITD) with the request to upload the OM in CGA website. 0
L
W \W
\h‘}? " 3 \{\
Dy. Controller General of Accuunts(TM
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Annexure
Version 2.0 dated 12" April 2023

£.NO.TA-2-17002(01)/17/2020-TA !l/(¢- 4426)
Ministry of Finance
Department of Lxpenditure
Office of Controller General of Accounts
MahalekhaNiyantrakBhawan
GPO Complex, E-Block, INA New Delhi-110023

Subject: Standard Operating Procedure(SOP) for processing claim (e-claim) and Bifl {e-bill)
electronically ; for payment and accounting by PAOs/CDDOs of Central
Ministries/Departments through e-bilt system in PFM5 -reg

As per the conventional system, the DDO prefers bills in original to PAO/CDDO in the
prescribed format along with claims, sanctions and supporting documents, if any for
payment. PAQ/CODO keeps the documents duly cancelled and retain for the purpose of

post check and audit.

2 The ‘e-bill system’ module in PEMS will enable to pracess e-claim, e-sanction and e-
bill for payment and accounting by PAOs in Central Ministries/Department. The claims,
sanctions and bills shall be preferred electronically in the prescribed format and supporting
documents, if any, attached for payment. In short, the System will be work flow based
without any physical movement of documents. There is no change in the payment,
accounting and reconciliation procedures except that these would be done on the basis of
electronic records as will be made available with e-claim and e-bill and with attached

supporting documents and with the reports of PFMS.

3, The cdaims along with sanctions and bill documents will be digitized, digitally
signed/e-signed and would electronically flow across various levels. These efectronic
documents (e-bill, invoice, sanction order, supporting vouchers etc.) will be kept in PFMS
‘with an access to PAQ in digital form for the purpose of post check and audit.

The stakeholders involved in the process are
{i) Claimant {Government Servants or Suppliers for goods and services)

(i)  HoD authorised user

2. Sanction Maker user (authorised user in the Head of Office for establishment
related claims or in Head of Division in case of a scheme concerned).
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b. Sanction Checker user (Authorised user in PEMS for approval of sanction
prepared by Sanction Maker. He/She shall be the authorised user in the Head of
Office or in Head of Division to convey the sanction of the competent authority)

(i) DDO who prefers bill to PAO or CODO,

{iv)  PAQ users

a. Bl Distributor  (authorised — official — in - PAQ), anew role  for

assignment/i eassignment of bills with pull back teature for enforcerment of
HFO logic in PAQ,

b. Dealing Hand(Pre-check), AAQ and PAO (Pre-check/Signatory)

4. The procedure for various stakeholders and their roles in the e-bill system are
explained as under : -

4.1 Procedure for submission of e-claims by Claimant (Govt. employees or Suppliers)

i Claimants (Government employees and Suppliers) shall be provided secure login
credentlals on PFMS. Claimants shall be able to prepare e-claim in the prescribed format
through the e-claim module in PFMS and upload related supporting documents,

ii. Key elements of an invoice or supporting documents from the claimant such as
invoice number, date, purchase order number, etc. in the case of supply of goods or services
and travel ticket number, PNR number, number available in sub-vouchers, date 'etc. in the
case of personal claims shall be captured in e-claim.

ii Claimant shall scan the original invoice and related supporting documents and upload
these documents in PFMS and submit e-claim to the designated authority electronically for
further processing.

iv.  If the claimant is not registered in PFMS, the authorised Sanction Maker user in PFMS
shall prepare e-claim. He/She shall prepare the e-claim on receipt of physical cfaim from the
claimant along with supporting documents. If the claim is prepared by Sanction Maker user,
then he/she shall scan and upload the original documents {receipts, vouchers, original ink
signed claims etc). Sanction Maker user shall digitally sign the uploaded documents and
generate e-claim.

v, No original supporting Invoices/payment sub-vouchers without bearing any Serial

Number, Date and Signature of the 1ssuing Authority shall be scanned and uploaded into the
System.

vi.  No cutting on the invoices/payment sub-vouchers shall be accepted with the e- claim
without being duly attested therein before scanring and uploading into the System.
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3.2 Procedure for generation of e-sanction by Sanctioning authority :-

i Authorized signatory of Sanction Maker(SnM} users in PFMS will be éblé 10 receiﬁe e-
claim and shall scrutinise the claims thoraughly. ShM users will ensure that the unique e-
Claim Reference Number as shown by PFMS in the e-claim tallies with the Claim Reference
ijdumber in the uploaded supporting documents. On receipt of e-claim from the claimant, it
should be ensured that the <aid e-claim have not been earlier processed for payment

tting or overwriting the numbers in the supporting documents or

i. in case of cu
supporting documents with the details mentioned in the e-claim,

inconsistency of details of
the e-claim should be returned to the claimant.

page30f8



i, The Sanction Maker (SnM) in PEMS will generate e-Sanction in prms after obtaini

necessary financial sanction of the competent authority. At the time of :rtu'obtmnmg
Sanction, SaM can upload two documents viz, Budget Overriding Assurance (ziazt;o: ':f %
any, and a scanned copy of approval note of the financial sanction(Size 4 '1;43 B 2MB) .If
also provide SnM an aption to attach ' )-.PEMS wil

a copy of the terms and conditlons(size 2 MB) |
" it §i7 n case
of sanction of grants-in-aid/loans ete.e-Sanction will be generated
formatwith editing tacility for the use

authorized afficer ta convey the sane
(HoO) shall be the authorised

as per the uniform
. The Sanction Checker(SnC) user in PEMS who i the
tion of the Head of Department(HoD) of Head of Office

signatory in terms of Delegation of Financial Power
Rules{DFPR). e-Sanction will be Issund with the Sanction Checker(SnC)'s digital signature,
iv. Multiple e-claims of same nature/sub category can only be

attached to a sanction to
generate e-sanction to generate e-Sanction,

43 Procedure for generation of e-bitl by DDO:

I, After approval of e-sanction with DSC by SnC user, e-claim and supporting
attachments and digitally signed e-Sanction will be on auto receive mode at DDO user
concerned for generation of e-Bill after making statutory deductions including TOS as
applicable. DDO shall digitally sign the system generated e-Bill pdf after verifying

correctness of the e-bill with respect to the tields mentioned in the e-claim and e-sanction
and submit to PAQ/CDDO for payment.

il DDO shall verify the total admissible amount against every original supporting sub-
vouchersattached to the &-claim before submitting to PAO/CDDO.A settlement form in the
case of TAand Medical reimburserent have been provided at SnM level to enter the item-
wise admissible amount against the claimed amount. SnM will forward this settlement form
to SnC user. The settlement form will be approved/returned with DSC and a pdf of
settlement form will be sent back to SaM user for receiving. This settlement pdf will be
available to all users for view through hyperlink. Further SnM/SnC will create/approve e-

sanction which will be available to DDO. information about passed amount may be made
available in e-Sanction format, :

lik. In order to prevent submission of dupiicate or reuse of sub-vouchers for payments
linked to the e-claims, DDO should ensure that the unigue CRN as shown by PFMS in the e-
claim tailies with the reference number in the uploaded supporting documents.

iv. Once DDO submits the e-bill to PAO in PFMS, it shall be treated that DDO has
authorized the Pass Order in the system.

V. System will imprint a water mark with the image of “paid and cancelled”.
vi. DDO needs to submit contingent sub-vouchers only for Rs.2000 and above along

with e-claim to recoup Imprest.
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vii. - DRO shall certify that (A tick box option will be provided)

A eclaims included In the bill have not been already paid

¢-Claim and e-Sanction have hesn verified by him,

c. Necessary entries are

Made on Service Book or other prescribed registers before
making DSC,

vill, I the supporting documen
date of enralment of the ¢l

claim from the LPC issueq

ts linked to the e-claim pertain to
aimant into the Pay Roll of a DDO, then tha
by the DDO of the Claimant's previous Offie
The entry in the E-Bill Registe
be generated.ODOS shall continye ¢
2017 and note all bills including e-

the date prior to the
t DDO shall verify the

’

X, Fin RPR-9 format shall he made as and when e-bill shall
0 maintain a Bill Register in terms of Rule 57(5) of GFR,
bills presented for payment ta the PAQ in the register.

DOOs shall reconcile the Bill register and other registers being maintained by them relating

to budget and expenditure control with the details contained in the PFIS reports made
available under meny ‘cam Reports’

X, DDO will continye to be res

LTC, TA, Medical reimbursement |

ponsible for maintenance of various registers relating to
aims and watch the settlement of any advances taken by
the Government servant,

xi. Bilf requiring previoys tounter-signature shall be taken by DDO outside this e-bill
process flow, DDO shali glve necessary certificate on the e-bill that the counter- signature
has been obtained separately,

xit. Al e-claims presented in the form of
electronically attached to e-

bills along with de

e-bill must have supparting documents
claims and e-hill. These documents must be referred to in the e

tails of invoice, sanction, claimed amaunt, advance (if any) and
beneficiary. All the supported documents in pdf format uploaded by user and system

generated digitally signed pdf are available in e-document hyperlink which is accessible to
every user in the cycle on a click for viewing. .

4.4 Procedure for conduct of pre-check and make payment by PAO:

i Token generation in PAO in r/a bifl received from DDO will be auto generated in e-bill
system. Further, First in First Out {FIFO) logic will be enforced for processing payments at
every level in PAO in the e-bill system. e-Bill linked with e-Claim and e-Sanction shall be

visible under e-document hyperlinkto users at all levels in PAO for conduct of pre-check and
payments.

Page5of8






