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CIRCULAR 

Subject: Review of status of pending bills by Administrative Secretaries/ Heads of Departments. 

It h;!f. come to the notice ofFinance department that, in certain cases, there is inordinate delay in clearance 

of bills submiti;ed by contractors/vendors who execute works on behalf of a department and render 

service(s) as per contract\.lal agreement. The delay could be either in the administrative depa.1ttnents or in 

Finance/Planning department or Pay and accounts Office. Thus it iiAecessary to: M. n 
(a) Ascertain status of b~lls, 	 rn..uC9'\j\-.. ~ 0 \ \\'lV- ~ .:i> , ~ 
(b) Identify the reasons for delay, and If 'o\(j ~ ~ .J '\-r l::,.

1
(e) J~egular monitoring of pending bills to ensure tim~y ~l~posa . ~ 

2. One major reason long delays in the clearance of bills could be lack of adherence to prescri 

- ............., 
v.,.._,,.._ 

d 

procedures and/or codal fonnalities, lack of proper documentations and/or lack of comn1unication 

bet.,vcen the depart1nents. T 1) pre-en1pt delay on this account. whenever goods or services are procured or 

There·is also a case for effective com1nunication/consultation between the administrative d~partments and 

Finance/Planning departtnents. This would enable sanctioning/concurring authorities to accord requisite 

sanction/concurrence expeditiously. 

3. lnstructions are being issued to Pay and Accounts Officers for expeditious clearance of bills 

presented by the departments. Deficiencies, if any, shall have to be communicated to the administrative 

department comprehensively and within 10 days of receipt of bills. Adtninistrative departments are 

requested to bring specific cases of unwarranted delay to the notice of Finance department for appropriate 

action. 1 

4. Accordingly, all the Administrative Secretaries /Heads of Departments are reqJested to review all 

pending bills, identify the reasons for delay, and monitor the status of clearance of pending bills on a 

monthly basis. Departments may also prescribe the follo·wing schedule for examination and processing of 

bills: 

(i) 7 working days from receipt of bills to the competent authority for sanction/concurrence. 

(ii) Is~e of sanction within 3 working days of receipt of approval of the competent authority. 
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ENDORSEMENT 

Copy of the 81J<)ve letter Is forwarded for Information & necessary action to:· 

.~· N.S.1.T./D.T:U./OIPSAR/C.O.A./S.U.S.A.IG.B.P. Eng. CollegeFGovt. Eng. College 
~ffarpur/Ambedkar Institute of Technology/III, Owarka. 

·2. The Principals of Polytechnlcs/ITls IBPIBS/CSl/BTC. ; 

3. The Registrar, Board of Technical Education. Delhi. 	 ' 

4. The Dy. App. Advisor, Office of the Dy. App. Advisor, Delhi. 

·5. All Branch lnchargea, OTTE (HQ). . 

· 6. 	 P.S. to Pr. Secretary, Spl.Secretary, TTE. 
"7. ODO, OTTE(HQ) , . 
8. Programmer, OTTE (HQ) for uploading on the website under the llnk circulars. 
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(iii) Presc;ptation of bill · to the office of the Pay and Accounts officer concen1ed within 2 • 


working days of issue ofsanction. 

A status report may be submitted to Finance Department for information by 7th of every month. ,. 
5. This issues with approval of the Hon• Finance Minister/Chief Minister. 

~,-c.1711'). 
(D.M. Spolia) 

Pr. Secr~tary (Finance) 
.... 

To 

All Adn1inistrative Secretaries /Heads of Departments. 
\I , I 

Copy tv: 

1. Pr. Secretary to C.M. 
2. Staff Officer to C.S. 
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