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(Bill Processing Checklist) 
Checklist of documents required for generation of CRAC and Stock Entry Verification: 

Sr. 
No. 

Documents Details Copy 
attached  
(Yes/No) 

1 Date of Receipt 
(Goods/Service) 

Kindly enter the date of receipt/delivery 
(if received in the concerned 
department/section).* 

 
---/---/----- 

2 Final Acceptance Date after duly 
completed inspection with the 
Installation/Delivery/Satisfactory 
Report 

Kindly enter the date of Acceptance.** 
(Attach the Successful 
delivery/installation/satisfactory  
completion report) 

 
---/---/----- 

3 Contingent Bill Format Completely filled with all the required 
details. 

 

4 Invoice (GeM/Seller) Check whether all the relevant Stock 
Entry* have been made. 

 

5 E-way Bill Details match with the Invoice  
6 Copy of Purchase Order GeM Contract & Sanction Order  
7 Administrative Approval Copy of Note approved by the 

Competent Authority 
 

8 Financial & Expenditure Sanction Copy of MoP and Indent Slip  
9 Warranty Certificate Copy of Warranty Certificate  

10 ePBG (Bank Guarantee)  Copy of ePBG (Original will be returned 
by the dept./indentor after the expiry of 
warranty period) 

 

11 Original File For verification  
                 

               Dealing of the Dept./Section    

Head of Department/Section 

Sr. No. Documents Details  
1 Stock Entry Details Details entered in CRAC Verified 
2 CRAC Generated and 

Bill Created 
PRC is date of Delivery. 
Indent details entered 

Generated & 
Date:-------------------- 

 

      

  Assistant Registrar  
(Stores & Purchase)  

Accounts Section/Internal Audit Division 

 


