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INDIAN COUNCIL OF AGRICULTURAL RESEARCH
KRISHI BHAVAN: NEW DELHI

F.No.FIN/22/1//2016-CDN (A& A)-Vol.-I Dated: 2"! August, 2021

ENDORSEMENT

Sub: Guidelines for the use of Prepaid Debit Card for Permanent Imprest
and Contingent Advance.

Ministry of Finance, Department of Expenditure, New Delhi has issued an O.M. No.
F.No.R/20001/1/2020-GBA-CGA/548-658 dated 14.07.2021 on the subject mentioned
above.

As approved by the Competent Authority, this O.M. No. F.No.R/20001/1/2020-
GBA-CGA/548-658 dated 14.07.2021 has been posted on the ICAR Web-Site

www.icar,org.in for information, guidance and compliance.

(Amitabh Singh)
Enclosed as above Finance & Account Officer

Distribution

1. Directors/Project Directors of all [CAR Institutes/N ational Research
Centres /Project Directorates/Bureaux
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PSO to DG. ICAR/PPS to Secretary, ICAR/PPS to FA. DARE & ICAR
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OM on the Guidelines for use of Prepaid Debit Card for Permanent Imprest and
Contingency Advance in GOI offices

From : GBA Section, O/o CGA, M/o Finance <sao-rbd@nic.in> Thu, Jul 15, 2021 02:11 PM

Subject : OM on the Guidelines for use of Prepaid Debit Card for 221 attachment
Permanent Imprest and Contingency Advance in GOIL
offices

To : VINIT Kumar JAYASWAL <Cpwd_dgw@nic.in>, Shri
Prakash <jsadmin@mbha.gov.in>, Sanjay Agarwal <secy-
agri@gov.in>, RAJESH KOTECHA <Secy-ayush@nic.in>,
Shri Pankaj Kumar <Secy-mowr@nic.in>,
chairman@isro.gov.in, Deepak Khandekar
<Secy_mop@nic.in>, Ajay Sawhney
<secretary@meity.gov.in>, chairman@dae.gov.in, Mr
Pradeep Kharola <Secy.moca@nic.in>, Anil Kumar Jain

E <Secy.moc@nic.in>, Secretary MCA <Secy.mca@nic.in>,
=} Raghvendra Singh <Secy-culture@nic.in>, Dr(Mr) Inderjit
\\’1 -, Singh <secydoner@nic.in>, Secretary MoES
*’3 "\\ <secretary@moes.gov.in>, Shri R P Gupta <Secy-
T moef@nic.in>, Secretary MoFPI <Secy.mofpi@nic.in>, Mr
~ C“i Rajesh Bhushan <secyhfw@nic.in>, Mr DURGA MISHRA
2 <secyurban@nic.in>, Amit Khare <Secy.inb@nic.in>,
§' g Secy Labour Employment <Secy-labour@nic.in>, Shri
Q

Anoop Kumar Menditratta <Secylaw-dla@nic.in>, Alok
Tandon <Secy-mines@nic.in>, Secretary(Minority Affairs)
<Secy-mma@nic.in>, Mr. Indu Shekhar Chaturvedi
<Secy-mnre@nic.in>, Mr Sunil Kumar <Secy-

5 & &

Secretary Power <Secy-power@nic.in>, SECRETARY
MORT&H <Secy-road@nic.in>, Office of Secretary Ports

.E‘ Shipping and Waterways <secyship@nic.in>, Secretary

LR MSDE <Secy-msde@nic.in>, Dr(Mr) G P Samanta / )

f-' ' ’ﬁ <secretary@mospi.gov.in>, P.K. Tripathi <Secy-

=% steel@nic.in>, Secretary Textiles <Secy-textiles@nic.in>,
1 Secretary Tourism <sectour@nic.in>, Secretary Tribal

\ 1 Affairs <Secy-tribal@nic.in>, Mr Indevar Pandey

“ 3<Secy.wcd@nic.in>, Secretary Youth Affairs <Secy-

. 4 »ya@nic.in>, Bidyut Behari Swain <Secretary-
msme@nic.in>, Tarun Kapoor <Sec.png@nic.in>,
Trilochan Mohapatra <dg.icar@nic.in>, Mr Atul
Chaturvedi <Secyahd@nic.in>, Secretary DBT

= we Lok

<secy@dbt.nic.in>, Sanjeeva Kumar <secybm@nic.in>,

/‘ Office of Secretary (C&PC) <Sec.cpc@nic.in>, Commerce % ,}ﬁ'y}
Secretary Office <csoffice@nic.in>, Leena Nandan <Secy- ,7J
ca@nic.in>, DEFENCE SECRETARY <defsecy@nic.in>, ]‘ﬂ

—

secydrdo@hgr.drdo.in, Mr Pankaj Kumar

https:/iwebmail.nic.in/h/printmessage?id=443859&tz=Asia/Kolkata&xim=1

pr e

mopr@nic.in>, Gyanesh Kumar <secympa@nic.in>, —
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7/15/2021 Email

<secydws@nic.in>, Ms. Anjali Bhawra <Secretaryda-
msje@nic.in>, Shri B. Anand <secyesw@nic.in>,
Secretary DoF <fertsec@nic.in>, Mr Jatindra Swain
<Secy-fisheries@nic.in>, Mr Sudhanshu Pandey <Secy-
food@nic.in>, Secretary DHR <secy-dg@icmr.gov.in>,
Arun Goel <shioff@nic.in>, Shri Amit Khare
<Secy.dhe@nic.in>, Ajay Kumar Bhalla <hshso@nic.in>,
Barun Mitra <Secy-jus@gov.in>, Mr Ajay Tirkey <Secy-
dolr@nic.in>, Secy-01@nic.in, Ms S. Aparna <Secy-
pharma@nic.in>, secretary-posts@indiapost.gov.in, secy-
ipp <secy-ipp@nic.in>, Shri Ali R. Rizvi <Secy-
dpe@nic.in>, Mr Nagendra Nath Sinha <secyrd@nic.in>,
Prof Ashutosh Sharma <dstsec@nic.in>, Director General
CSIR <dgcsir@csir.res.in>, Mr R Subrahmanyam
<secywel@nic.in>, Anshu Prakash <secy-dot@nic.in>,
RIVA DAS <secyeast@mea.gov.in>, RAHUL CHHABRA
<secyer@mea.gov.in>, HARSH VARDHAN SHRINGLA
<psfs@mea.gov.in>, Narayana Raju <Gn.raju@nic.in>,
Reenat Sandhu <secywest@mea.gov.in>, Sanjiv MITTAL
<Fads1l-mod@gov.in>, Secretary Iscs <Secy-iscs@nic.in>

Sir/Madam

Please find attached herewith an OM forwarding the Guidelines for use of Prepaid Debit Card
for Permanent Imprest and Contingency Advance in GOI offices for your kind information and

necessary action please.

Rgds

Sr. Accounts Officer / aitE oRar 3ifeepRY

GBA Section / TR®BR! ST STGRITT ST

O/o Controller General of Accounts / @I HglfAdae Hrafay
Ministry of Finance / fad #=ieig

E-Block, GPO Complex, INA / §-&iies, SiIUT3 ufwR, STAT
New Delhi-110023/ 713 faeft 110023

Tel: 011-24665382, 383, 384

Telefax: 011-24649365

-- OM No. 548-658 dated 14-07-2021.PDF
1 MB

hitps:/fwebmail.nic.in/h/printmessage ?id=443859&tz=Asia/Kolkata&xim=1
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By e-mail/Web Site

e-File no R/20001/1/2020-GBA-CGA| SYL- (&
Government of India
Ministry of Finance Department of Expenditure
Controller General of Accounts
Mahalekha Niyantrak Bhawan
E-Block, GPO Complex. INA, New Delhi-110023
Telefax - 011-246489365 E-mail  sao-rba@nic In

-

Dated 14 07 2021

OFFICE MEMORANDUM

Subject:- Guidelines for the use of Prepaid Debit Card for Permanent
Imprest and Contingent Advance.

Guidelines for use of Prepaid Debit Card for Permanent Imprest and
Contingent Advance in the Ministries/Departments of Government of India are’
attached herewith This would help Ministries/Departments to reduce cash
payments for incurring expenditure through permanent imprest held by Head
of Offices/DDO’'s and payments through Contingent advances sanctioned to
designated officers

These guidelines may be brought to the notice of all the Head of
Departments/Head of Offices in your Ministries/Departments for necessary
action at their end.

(Ashish Kumar Singh)
Dy. Controller General of Accounts(GBA)

All Secretaries to Government of India

The Controller General of Defence Accounts. M/c Defence. New Delhi

The Financial Commissioner. Railway Board M/o Railways. New Delhi

The Member (Finance). D/o Posts. New Delhi

The Member (Finance), D/o Telecommunications, New Delhi

Al the PrCCAS/CCAs/ICAs (with independent charge) of all
Ministries/Departments (Civil) of Government of India

The Finance Secretary of U T 's of Dadra and Nagar Haveli & Daman and
Diu. Chandigarh Andaman and Nicobar Islands and Lakshadweep

Sr Accounts Officer. GIFMIS, O/o CGA with the request to upload this OM on
CGA's website (www dot cga dot nic dot in).



Copy for information to

1 The Additional Secretary (Pers) Department of Expenditure Ministry of
Finance. New Delhi

2 The Director (Administration). Department of Expenditure Mimstry of
Finance, North Block New Delhi-110001

Copy to

PPS to CGA

PS to Addl CGA(SS)

PS to Addl CGA(DP)

PS to Addl CGA(A&FR)

PPS to Jt GA(GBA)

PS to Jt CGA (GIFMIS)

DA to Jt. CGA (Administration)

~I M B k) =

Dy. Controller General of Accounts (GBA)



Oftice of Controller General of Accounts
Ministry of Finance. Department ol Expenditure

Guidelines for use of Prepaid Debit Card (PDC) for Permanent Imprest and
Contingent Advance in Ministries/Departments of Central Government.

Prepaid Debit Card (PDC) can be used for incurring petty expenditure currently
done through cash withdrawn for imprest and in lieu of Cash payment currently being
paid for incurring expenditure through Contingency Advance. PDC issued by
aceredited bank of the Ministry/Department can be charged as per requirement lor
meeting day to day contingent and emergent expenditure. The Official defined under
Rule 322 and 323 of the GFR 2017 can use this PDC at any Portal Shop POS for
making digital payment by following the procedures laid down in Rule 31 and 99 ol
the Receipt and Payvments Rules. 1983 (as amended from time o tme). Al
transactions being made through Cash for petty expenditure can now be made digitatly
through PDC. The procedure for its introduction. usage. security and accounting I8 as
follows:

I.  Introduction and Usage of PDC for Permanent Advance and Contingent
Advance.

| PDC. preferably a chip based RuPay card. as required by any office may be got
issued from Accredited Bank of the Ministry‘Department after obtaiming
permission trom the Head of Department of Accounting ¢ rganisation

2 The PDC will have o be obtained in the name of the Official to whom

Permanent Imprest has been sanctioned. These types of cards may be called as

PDC (Imprest). The PDC (Imprest) will be surrendered on account ol

transfer retirement of the card holder.

Lhe PDC (Imprest) will have a predefined limit which has to be sanctioned by

the Head of the Department for the Permanent Imprest under Rule 522 of GER

AT
2017. ,

4 The balance to be loaded in the PDC (Imprest) should be limited to the mprest
amount sanctioned to the Official,

5 The PDC can be used at the Point of Sale (POS) terminals ‘onhine payment

ateways in general and cash payments through withdrawals from ATM for
pavment to vendors who do not have faciliny for aceepting payments through
digital means. Withdrawal of cash may be restricted to the issuing bank’s ATM
only as withdrawing cash from other banks™ ATM may attract sen e charges.

Page 1 of 8
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For Contingent Advance a separate PDC may be issued. in the name of DDO.
tor purchase of goods or services or any other spectal purpose needed tor the
day o day functions of the Government. subject to the provisions o Rule
32301 of GER. 2017 These tvpes of PDC's may be called PDC (Others).

With the introduction of PDC(Othersy tor Contingent Advance. Issue ol
Category "B cheques in the name ot DDO for payment of Contingent Adyance
in cash to Officials must be discontinued.

[he PDC for contingent advance can be kept alive maximum till 317 March or
lust working day of the financial year. On this day. balance i the PDC tor
contingent advance must be made Zero by depositing remaining amount back
(o government account following existing procedure or through Nono Lax
Receipt Portal (www bharatkosh.govan). Deposit of unuthsed amount through
NIRP requires a DDO 1o map 13 digit heads ot the functional heads through
PAO concerned in the case ol advances tor departmental purposes. Suntlarly.
deposit of amount wowards closing ol Imprest account or reducing ol Imprest
amount also requires mapping ol Major Head 8672,

In case of PDCs tor Contingent advance. As per rule 323 (2) of GER 20717 the
adjustment bill along with balance 11 any. shall be  subnutted by the
government servant within fifteen day s of the drawal of advance. taithing which
the advance or balance shall be recovered from his next salarv(ies)

Regarding KYC documents. PAN of the apphicant may be insisted upon by
card 1ssuing bank only for identification purpose and not for linking the same
with Account for turther hinking with Income Lax Department. The production
ol Ofticial 11 issued by the Department Office may also be considered tor the
purpose  of  KYC. subject o security instructions  of  the  respedtive
Ministries Departments.

Security of the PDC

Vi sateguards. Do’s and Don'ts Tor the card holder. as advised by the issuime bank
may be stricthy followed for operation and satekeeping of the PDC.

Fhe PDC should be treated as cash. Henee. the same saleguard as applicable for
cash should be tollowed. Tt should be Kept in cash chest or as appropriate while
feav ing the office for the day.

In case ol foss of PDC. the PDC holder may report immediately to the bank Al
he she needs to do is call up concerned Bank's Phone Banking eentre and guote
the PDC reference number mentioned on the card mailer. The card will be
deactivated immediately by the bank o prevent misuse,

Page 201 8
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o claim unutilised balances (lost stolen expired card). the original Card Holder
needs to visit the branch and fill out a form for a new card or tor a refund of the
remaining balance.

[n case of misuse of lost PDC. FIR with Police needs to be lodged and pursucd by
the holder of PDC.

In case the PDC is lost or damaged the PDC holder will be held responsible and
unutilized portion of the amount should be refunded by him immediately and
request Tor condoning loss of government money will not be entertained under any
clreumstances.

I'he PDC kit containing PIN number should not be opened by officials other than
the card holder.

On receipt of the PDC. the card holder has to satisfy himsclt” that the cover
containing the PIN is not opened  tampered with.

It there are multiple prepaid cards then PIN for cach of them should be ditferent.

Accounting and Reporting.

As mentioned in Rule 31 and 99 of the Central Government Accounts (Reeeipt
and Payment) Rules 1983, the Official to whom the PDC has been issued should
render accounts with bills/invoices tor recoupment of balance on the card
whenever the balance is near 1o zero rupees. It will be mandatory for the card
holder to recoup the balance on the card by 317 March.

Lhe claim for recoupment of imprest shall strictly be as per the codal provisions
Receipts of payment made through PDC for purchase ete. are to be proy ided as
proof ol payment supported by vouchers as per codal provision.

Cash Book mainained by the Imprest Holder/Cashier should specify Hard Cash
and money held in prepaid card separately .

All Accounting entries on account of recoupment and expenditure from the PDC
should be recorded in the Cash Book maintained for Petty I'xpenses in the office.
Registers as given in Annexure-1 and Annexure-11 shall be maintained by DDO.
for Issue’ Surrender and time to time recoupment of PDC respectively. DDO shall
take acknowledgement of the official in the register while issuing’ surrendering
the card. The Registers mentioned in Annexure | and I are mandatory and will be
available o the PAO of the Ministry Department to cheek at the end ol every
quarter.

Register for handing over and taking over of the Cashier’s charge should have all
necessary particulars of lmiprest Card balances.

Page 30f 8
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Responsibility and Duties of Head of Office/ Division.

Lhe Head of Office Division will be responsible tor ensuring that the
expenditure incurred out of this PDC is in conformity with the General
Financial Rules 2017 and Delegation ol Financial Power Rules 197X (as
amended) from tme to time and also other instructions issued by Minmisiry
ol Finance and Controller General of Accounts. Do Expenditure including
amendment of these rules.

Head of Office 1o ensure that all the cheeks and balances as defined o Ol
Accounts Manual para 10.12 for maintenance of Permanent Cash Imprest
Account (being entorced in the present system) are entoreed.

HoO shall ensure that once PDCs are issued all tuture recoupment ol
imprest will be made by top up of the PDC only.

Ihe PDC should be surrendered by the card holder due to retirement.
transter ¢te. to the Head of Office along with the tull account of the money
spent out of it HOO will record the reason tor the same in the control
register and the card will be submitted 1o bank tor cancellation afier
ensuring the settlement of imprest account in all respect by HOO),

I he card surrendered should not be reissued and should be surrendered 1o
issuing bank and balance 7 any transterred to government account. In case
ol retirement’ transter of imprest holder tresh card will be issued to the new
incumbent in lieu ol surrendered card on the basis of written request.

Lhe PEMS Reports to be developed will help the HoO to control the T imuits
set tor the Ministry as a whole and for cach Authority in the Card and the
expenditure incurred and the total number of cards issued and total amounts
agatnst all the cards originally issued and the amount spent at any pomt ol
time and the recoupment requirements. ¢1e.

Responsibilities of the Pay and Accounts Office and DDO

I he DDO will be responsible for maintaining the detailed accounts of the PDC S

lhe checks and balances (being enforced i the present systemy should be

enforeed and all the provisions relating to maintenance ol accounts. records ol the

Imprest are stricthy adhered to hitherto tore.

[he DDO s who are using PEMS for processing ol their pay ments and accounting

may enter the data using the vendor type Imprest Resoupment and Contingeney
Advance in the relevant Section of the PEMS.

As and when the balance of PDC is exhausted. the same will be recouped from the
Pav and Accounts Ofticer CDDO with a claim supported by the Statement ol

vt Page 40t 8
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Fxpenditure from Officer to whom the card has been issued. along  with
bills invoices tor individual items of expenditure incurred.

Ihe bill tor recoupment of tmprest will be cleared and payment made
clectronically  (where the DDO is on PEMS) by the Pay and  Accounts
Officer CDDO to the Debit Card account in the Bank after following usual checks
for such payments cte. The Payment of bank for topping up the card can also be
made by issuing cheque where the DDO is not on boarded in PEMS.

[he PAO/CDDO has to ensure that paviment advice in respect of PDC is sent to
the bank well within working hours and PDC is topped up on the same day by the
bank.

PAO/DDO must ensure that no charges will be levied by the acceredited bank tor
issue and top up of PDC o Central Government Mimistries: Departments and also
tor top ups of these PDCs.

PAO DDO must ensure that no new account is opened for the purpose ol issuing
and topping up ol the PDC.

PAOCDDO may ensure that e-payment procedure being followed in PEMS s
adopted for topping up of the PDC. where the e-payment instructions arce issued (o
the bank with the equivalent amount through PEMS Portal

PAO. Internal Audit of the respective Ministry may also check the operation ol the
Prepaid card system as a standard para in their reports.

10 DDO shall maintain the bank statement concerned 1o PDC as on 31 March

vl

1

-

-

oenerated in the month of April in support of the balance appearing i the cash
book for the purpose of audit. DDO shall generate such statements frequently 1o
verify the balance appearing in the cash book.

Responsibility of the Card Holder

L he Card Holder will be liable for PDC s security. its sale keeping and the secreey
of PIN.

Ihe Card and its PIN (in physical torm) should not be kept at the same place
(Almirah or Sate) when not in use.

Ihe Personal Identification Number (PIN) associated with PDC should be kept
confidential and Kept secret by the Officer who is responsible for transacting
through the card on behalf of the Head of Office Division.

At the time of applying for PDC. necessary KYC documents of the Officer
(Identity and Address Prool) in whose name the Card will be issued have 1o be

furnished to the card issuing bank as per the Bank's requirement &A
A i..wf-w—- T
-__‘_w__,---‘""'_ o 4
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A Mobile  number.  associated  with - Head  of  Oftfice Head ol the
Department Diviston'DDO. may be furnished to the Card issuing Bank at the tme
ol applying for the card.

[his mobile number may only be used o receive OTP relating to transaction done
through PDC.

Once the card is issued. it is not transferable. Henee 1t is not possible to issue
muluple cards in the name of a single person lor security and transparceney
TCasons. '

Card ssuing bank’s instructions on sceurity and operation of the card may be
adhered to by the PDC holder.

Card holder is required to share the Account Statement of the prepaid debit card
with the office at the tme of submission of recoupment bill as a supporting
document.

9.“'#'l.t!ifii**###****#**\t*’l-’*‘«.’?‘f’***’?#cﬂs?*s:**

Lt

(Ashish Kumar Singh
Dy Controller General of Accounis

Page 601 8



Register for Issue and return/surrender of PDC for Permanent Advance and Contingent Advance

Sl
N,

Nature [Name
ol of the
Advan |Ofticial
Ice flo
(Perm pwhom
anent feard 1s
(Continfissued

oent)

SI. No ol
fthe Card
(first 4
digits
followed
by XXX
XXXXX
last 4
digits)

On

issued

Date [Balance

on the

Rupees)
at the
time of

I5sUe

Signature
of the

which ICard(in |OfTicial

receiving
the card

Date on
which
card 18
returned

\with
reason

surrendered

Balance at
the time ol
return:
surrender

Official
returning

the card

Signature ol

surrcndering

Signature ot DDO

Signature
of

Head of
IO1Mee.

At the time

card

At the

ol issue of ftime of

return
surrender
ol card

Pape 7018

——_.%



Register for recoupment of funds in PDC for Permanent Advance.

ANNEXURE 1

SEoDate IS No o Eimit on [Balance on [T otal Amount  [Balance on the [Signature of [Signature ol the Signature
No. the Card fthe PDC fthe Card — Jamount frecouped (Card the Cashier Oficial holding the ot

(first 4 (1N of Bills  |(in (in Rupees) card DO

digits Rupees)  frendered [Rupeesy  falter

followed betore by card recoupment

by XXX recoupmentfholder

XXXXX for

last 4 recoup-

digits) ment .
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