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Important Instructions:
Read this before going further

1. As per latest guidelines of CRIS, the creation/updation of party has been made
multi-level.

2. As per latest guidelines of CRIS, the creation/updation of sanction master has been
made multi-level

3. The executive officer should be having IPAS user ID for sanction of newly
created/updated party and newly created/updated sanction master. If the imprest
holder does not have user ID or have user ID but does not have access to sanction
master, she/he may contact Devendra Kumar Verma, Sr. Engineer/IT, Accounts
department, Moradabad. Please provide user ID of executive for granting access to
sanction master and/or employee number, mobile number of executive officer for
creation of new user ID, if not available.

4. The selection of department in sanction master should be the same as available in
bio-data of imprest holder in IPAS.

5. As per Railway Board’s RBA number 59/2018, PAN of card holder is required for
imprest purpose (Letter attached at Annexure — V)
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Chapter 1
Closing of Old existing / Lost Imprest Cards

Very Important Note:

Please close the existing imprest card sanction, if new sanction is to be created
for replacement cards.

1. Logln to AIMS webS|te (https://www.aims. |nd|anra|Iways gov. |n/IPAS)

te Lok Yew lavontes  ools  |lela

AIMS

Accounting Information I

n to AIMS

Usen Nama: |
password = |

28 Accoanting Information Management Syamem -

U ity s otk e el b

[
g
e

n

AIMS

Accounting Intormation Management System

Login to AAMES

e mmm: s | MROTSAC2042

Pasiwurd 2 | wewees =

Internct Swplorer 7 o sbeous is recommended
Runnina In 15 10
OTP Alerts throwgh SmMs€3F

=20y -ight 2012, Azzounting infarmaticn Managerment Systam. & rights reserved
Dcignad & Diwvelooed by CRIS

3. Provide OTP

AIMS

Accounting Tnrormatinn Managemeant System

Tu enhance seourily ard salely, we have Lhe ©TP. To ley inlu ATME Application you

would nesd W enter an audilivnal password e, your One Thime Password (OTF).

Ome lirne Password (O3 1P) RMN 3 /7605500690

One lime Passward G103 sseses ]
1 2 3 a3
Sccure tooin [l Cogout]
Cliede boeir Lo Bessemed DR €310% arn PR 5 =] 7 8

£k boeres ter Sennd C00E o pegistenodd il versley s gnrsil_ooen

o Bksp

FACs Tin Orie Lirrie: Passwornd (0 112)

To ATMS capsplicss o Fear dnresasonl secarily sl ssilely . This pin
S e

i 2020, ~ (one tma actvity for each registerad mokila)

1iow to generate and resend the One Time Password (OTP)2

e lime Dasswor A [€311) i= genararad sitamatically by antaring your Usar 113 and Bassword and can ba resand by dicking on Rasand
rha fina lime Bacsword (0110] link abowe.
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4. Go to Executive Bills>Master Codes - Modify Imprest Data. The following window
will appear. Click on search button against the sanction code. A new window will

appear as shown in next step.

Note: Ouly Executives of same Department ars allowed to Modifr

Sanction Master »

| Sanction Code | | a |
L
Party Code ] @ [ |
Department | -Select- ~ | Employee belongs to: | Same Accounting Unit ~
Empliys Mos T —— B I
Bill Type Bill Sub Type [~select- ~]
From Date | To Date  E—
Card Number ,—| Reference Number |:|
g 1 Status
Mobile Number !—| Other Department Allowed
Remarks [ |
Last ’—|
coesDate
CLEAR

5. Type your old/existing card number in the card no field and click on search button.
The list of cards will be displayed below. Click on your old sanction number. The
current window will be closed and system will take you to the previous window with

sanction number as shown in next step.
o Sl

% | smsindianraiways.govan/IPASICF oy PopupSanchonCedesplpartycode s & partyname
Party Code

Sanciion Cods Description

Card Mo A2 1GHINE003TITAT Card REF

SANCTION CODE LIST ¥

|SANCTION CODE PARTYCODE | Ll ME [RMOUNT Card Mo
pIOTIP0ELT GOINFO0I6S GRS DP S FRA M sy e Bt
RIARTI0QCRT DOIOTO0096 DEITRACK MORADABAD

A0 7 L0000 OIMBOISHGS DAR GROVE DNFRESTACCOOUNT AT 104850l | 12000

G307 2Z004D COIOTHOIDL |GEN DuF S5E LAY BIO 2

DADFRAI00A] GO3IOTO0I91 |GEN BUP S48 FLAY BIO G0

EtdsanctionCoden &

Card Aal

ttDesca LN = A2 1687030052

SUB TYPE FROM DATE TO DATE
CEDE 53
LoD
AT e |
CEDE o
CEDE

[E=RTR R T

6. Click on GO button, the data for the existing card will be displayed. Select STATUS

as closed and click on PROCEED button.
1 E\?equ .C;u.iy"Eu-:ulll:..i-: M‘umr‘l}unlm-ul are ;Iie:n -ud: ;:!: h‘-c‘tjl':--

Sanction Code

0307150113

Party Code GOI0T00265 [, [cEn 1P sTM PiAY MB
Department _U‘.} = EN_G]NEE_RW_‘G v Employes belongs to:
Employee No. 50346534374 [y [HemRas om0

Bill Type [Imprast « | Bill Sub Type

From Date 18/11/2019 To Date

Card Number 4216870400329247 Reference Number
cHion 10000 Status

Mobile Number S760534258 Other Department Allowed
Remarks NEW CARD 1SSUED

Lt G
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7. Select accounts officer user ID in the “FORWARD TO” menu. Then click on forward
button.

Hobe Culy Executives of tame Departmeni are allawed oo Madify

Sanction Master »

Sanction Code 0307190113

Party Code GO30700263

Department ENGINEERING Employes belongs to:  1-Same Accounting Unit
Employee Mo. 50346534374 HEMRAJ 50ONI
Bill Type P Bill Sub Type GENIMP
From Date 19/11/2019 Ta Date 22/7/2024
Card Number 4216870400329247 Reference Number 100013228492
i:‘:&"""“ 10000 Status CLOSE
Other Department
Mabile Number 9760534258 Alloweed N
Remarks NEW CARD ISSUED
[ view /upload Attachments |
Forward To  [NROTACCT1003-———"ADFM VIPIN KUMAR SHUKLA v FORVARD

[(BACK TO PREVIOUS PAGE |

8. After successfully forwarded to accounts officer, a message will appear as “Sanction
code update successfully:0307xxxx3”. Get the sanction master confirmed from the
accounts officer ID.

Note Oaly Execveves of same Department are allowed to Modify

Sanction Code a GO

Parly Cude ﬁ |Q|
lepartment [=elant v|  rmplayes helnngsto: [ Same Aznaaniing Lnk v|
Erployee o 1 &l
Bill Type Bill Sub Type [ colect -
Frum Dale [ 1] To Dale 1M
Uard Numher ] Reference Numher S|
Samcton —— Steus
Mobile Number ,:l Other Department Allowed ’ND—Vl
Remarks |
cosoate ]
CO6Date
Sancliun Code Updoled Successlully:03071901135
CLEAR

Once the Accounts officer confirms the sanction master, the old/existing sanction
master will be closed on IPAS.
Go to next chapter to create new sanction of New/Replacement/Lost Cards.
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Chapter 2

Creation of new party for Imprest Cards

1. Login to AIMS website (https:/www.aims. |nd|anra|Iways gov.in/IPAS)

e Lok Yew lavontes  lools el

AIMS

Accounting Information Management System

in to AIMS

Usar Name s | B
pagamard @ |
Submit
e —
‘54 Ancoanting Information Manag=mert Sysmem - arnet Coslars- —-"5 [E=ala |
. et AR D i &

AIMS

Accountlng Ink

Login to ALMS

tnternet Suplarzr T or sbeua is recommended
Rumnlna in IF1Q
QTR Alarts throwgh SMSEH

caoyHight 2013, Az=ounting (nFarmation Managament systam. &l rights reservad
Desgrad & Develosed by CRIS

3. Provide OTP (if applicable)

AIMS

Accournting Tntormatinn Management System

“"Welcome to ATMS

Tu enbunce scourily and

sulely, wa have Lhe OTP. Tu ley inlu AIME Applicativn you
would niesd Lo enler an addilivnal password i, your One Time Password (OTF)

One Time Password (O 1TR) RMN 3 7605501690

One lime Password (O} ssssasl |

1 2 3 4
Secarctopny [ Cogatt]
[ 7 a8
lew soapepsEl oo

9 o EBksp

ATMS Gapn
srenl willh
Huww Lo regisler lu receive OTP Alerls?

SEND SMS : SMS-~space=START to 05500022020, ™ {Cne tima acﬂvkty for each reglstered motlle)
1low to generate and resend the One Thme Possword

e lime Pessward ((11P] is ganarated zutomatically by enfaring your Lisar (1) and Dassward and can ha resand hy dicking on Rasand
the Ona lime Bassword (1103 fink 2l

sl srenrily el saalely . Thiv pin

4. Go to Bill Passing—>Master Codes - Party creation. Click on the + sign.
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Party Creation »

Serial NoIl‘nrt'r Code'l’artv Name Addressl [Address2|City |PAN Number qu:eﬁll

+

5. Fill in Party name (name of the imprest as printed on imprest card)
Select party type as “Executive”
Fill in address
Fill in city
Fill in PAN Number (AAAGM0289C).
Select MSME supplier as “NO”
Select SEZ Supplier as “NO”
Select Registered under GSTIN as “YES”
Click on “Save & Proceed” button.

Party Creationk
Hote: Do not create parties for employess (serving of relived) and their benefiiasies using this soreen, excepld in Cases where o eligible pensioner has survived and arfears nesd Lo be pasd.

Slﬁll’m mmmmumm

6. A message will appear as

- General
Party Nama™ ETH MG BEE B MR R Check Euinding Parfy
Pariy Type® Emecukive hd
Address MORAADABAD
ity LORADARAD Ktate WTTAR PRADE v
I PAX Mo
Ml PAN Hunsber | A0TSR0
Mabike No Telephome No
TIN Ka VAT Na
HMenstary Limit Service Tax Ma
HMEME Supplie [Thd SEZ Suppler  |Ho w
Registered Under GETIN Yes ¥

‘Data saved successfully” and party code will be

generated. Note down the party code and click on bank details tab.

Faty Cneakhni

el bn casws whers 1o sliuible pensicner has survived and sressrs mesd ko be patd.

Party Kame* ST 1 858 Fi 18 ALY [[eneck Feisting Farty.
rary Trpet
Audrens
=% P RAABA L Flate ATTAA, FRADE ¥ |

™
e [N Mumber RGNS
Hobile Ka Telephone Ho
vvvvv
Manetary Limi E— Service Tax Na
MEHE Supplic W v SEZ Supyplier T v
Hegietened lnder TR | fes % E“:;I 5 w
Acceunts Vesbying Cifiecs  JE50 1D Desizraban eme
Forward To ISR Desizaber Name: -

Wine/ U phoad Allsndureits
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7. The following window will appear. Click on the search button against the bank code.
A new window will appear.

Party Creationk

Kote: Do nat create parties for employees (serving or retired) and their beneficiaries using this screen, e wcept in cases where no eligible pensioner has survived and arrears need to be paid.

Data Saved Successfully
— | Genera 1| Bank Detalls || GST Details || Turnover Details
Bank Detailsk

Bank Code [ e}

Bank Name*® !

1FSC Code [

Party Category e

{For LET) Selgit; X, Legal Entity Identifier

Account Type ~Select- ¥ Account Number

Payment Mode ~-Select-- v Ry TP

|

[Savi | Drcere | wroms 1o waa weo

8. Enter IFSC code as “SBINORPCARD” in the IFSC Code field and click on search

button. The details of IFSC code will appear. Click on IFSC code. The current
window will be closed.

@ foni
=5 aimsindianraibvaysgovin/IPAS/ICForma/bankPopug jip
0 BANK MASTER
Bank Code| Jshort Dasel_ HFSC Code [SERORPCARD _MICR Coda| NETT
Bank Bank Bank
Bl Code Name ranch Address M3CH Cade WEBCEode pensianer has s
SRENOR PCARD SHIBANK  RUPAY EHPREST BRANCH SB1 RUPAY IMPREST RRANCH CHP = SRINQRPCARD

-Salectes ¥

9. Select party category as “Government Department’, Account type as “Curr A/c’,
payment mode as “CORE-STEPS” and treasury as “SBI, MB”. In the account
number field, enter the reference number provided to you at the time of collection of
imprest card from accounts department.

Special care should be given while filling this page as the details are critical and
wrong details might cause the payment to be rejected or transferred to other imprest

cards. Once the payment is done, it cannot be reverted back to the original card.
Click on GST Details tab.

Party Creations
Fiede: e nok create parties for employees [serving or relised ) and Ehair beselioisnies wsing this screen, excepl in cases where no ehigible peesioner bas survived and arrears need to be pakd.
sl Saved Suooeselully
rrrrr ral | Bamk Geisibs || G5 Owlails || Tursover Detasds
Rank Detaiisk

Bank Cade C T R o

Bank Nama® (501 Bk

1F5C Code PO

:r;:*; :';;m" wrmmerk Department v Legal Entity [destifiar

Account Type Curr A/¢ W Accaunt Hember LOODI4 6T
Fayment Hods CORL-GTLFS Treasury LMD v

I O O
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10. Select state and enter GSTIN number as provided below
For Uttar Pradesh — 09AAAGM0289C1ZH
For Uttrakhand — 05AAAGM0289C1ZP
Select “Verified from GST Portal?” as “YES”.

Party Creationk

Note: Do not create parties for employees (serving or retired) and their beneficiaries using this screen, except in cases where no eligible pensioner has survived and arrears need to be paid.

Data Saved Successfully
- | General || Bank Dotails || GST Details || Turnover Details
- GST Details ¥~ = =

Under Composition Scheme : | No ¥

GST-TDS Exempted :| No v

Verified
Serial No State GSTIN 'é;';‘
Portal?
1 UP-UTTAR PRADESH bt 0OAAAGMOZESCIZH Yes v
2 --Select-- e Ho v |
3 =:Select:- hd |[No v
4 --Select-- v | Ho v |
5 --Select-- v |ho v

[ sAvE | DELETE | RETURN TO MAIN MENU |
Click on Save Button.

11.The details will be saved and message will appear as “Data Saved Successfully”.
Click on “Veiw/Upload Attachments” button. A new window will appear.

Party Creationk
Make: Do nat cecate partics fae smplayers (seedng nr eetieed) and et beaefiriasies nsing His seeeen, meeept in mses wheer ae olgible penslones hns sumieed and arecars need s be pakd.

Aty Hamed CUM MR LW LAY | =hexk Feisting oty

ity BoEazaED | state shiek e v |
PN | 1A% Mo
Hail PAN Mumber AR A MIIED |
M le ™ F A lelephone Mo
TIM K ] WAT Nu
Murmlary Linnl Servive Tax No
SEZ Supplier |
P A —)

ping CEEi <ol SFR Ta omem oo oo T T e ———|

Farwasd T L3RR T2 am - -

| e fiplnad attachments

SAVE & FORWARD | DOLETC | RETURN TO MAIN MENU

12.Select File type as “Mandate along with cancelled Cheque”
Click on Choose file button and upload the copy of imprest card in PDF format after
clicking on upload button.
Then select file type as “Sanction Order”
Click on Choose file button and upload the copy of sanctioned file from DRM during
the creation/modification of imprest.
After successful upload, the uploaded files will appear as shown below.
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Then close the window.
@ TC Attechments List - Google Chrome — (| b

%o aims.indianrailways.gov.in/IPAS/Party_FileUpload Download

File Uploaded Successfully !!!

I Party Code S030703546
Party Name

File Ty pe --Select-—- ~
Remarks/File Ref.

Choose the file To .
Tplond: Choose file | Mo file chosen

Please upload files Preferably as .pdf
Declaration regarding aggregate turnover for 20 Crore is mandatory for GST invoices
submitted by supplier having invoice w.e.f 01/04/2022

| | S— | E—— | ——|

Attachments
= = . Remarks.
S No. File Icd File Twvpe||File Name z |IDrelete
[File Ref.
1 S03070354560101||MANDATE [[IMPREST.pdf =3
S0307035460102||SANCCOPY||[IMPREST. pdf <)

13.In the Accounts Verifying Officer, select the USER ID of SSO in Accounts who
passes the imprest bill.
In the forward to menu, select the user ID of your Officer/COS/SSE.
Click on “Save & Forward” button.

1'arty Creationk

Mote: Lo not create parties for employees [senang or retired) 2nd their beneficianes using this screen, except in cases wiere na ehaible pensionsr hes survived and arrears need to be paid.

Dals Saved Succwesslull
ceneral | Fank Deratls | [ 25T neriks| [Timnver neratls
Generzl Intormationk

Parly Cude S030703516
s T |[ererwamgrany]
varry type” T
Address [MEReCasan |
| |
Cily [herrcren Slale | LTTAR PRADE
i | | FAX Nn [
(RLLY] [ FAN fnmber aiAMnTEAT |
Hobile Ma | lelephane Na |
TIM Hu | | VAT He |
Honezary Limit 1 Sarvice Tax Mo [ ]
HMSHF Supplics [ra~] 77 Suppline Lo v
Heqistered Under G1IN [ves v | et e w]
Avcwunls Verilying Oliuer] LA0FAZCT200 - —-—"51, 30 Aul, TED PAL SIHGH ¥
Furward Tu | KADTRBLLO8 1o e eee BN 1ANE AAL STREH ~

S | swve o romwne | beccre | acrume o namn s |

14.0nce successfully forwarded, message will appear as “Data Forwarded
Successfully”.
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Farty Creations
Netr: N nast rovnbe parkies bar crmphopees |

serwing ar rebined ) and thris hemediciariea iting His sereen, exceph ic sawes whroe no efigihie prosinees b
atully

s sursiurd and acrears fasd tn be prid
2| 657 Detalls || Turmoves Setatls |

i Enil
oy [rcRaznar | Statn &I MADE

PN Fa

| eanoum her baranRee

Hobile 1 e howe T

™ T

TN [es ] v
Fying ufiesd] 5.0 =1
T

15.In the user ID of Executive Officer/COS/SSE, click on Executive Bills > Master

Codes —> Party Creation. The previously forwarded party will appear as shown
below.

2

£ nimuianesiway g in PASOTRAIC c

AIMS

ACCOUNTING INFORMATION MANACGEMENT SYSTEM

Cndre  Poy Rl | Execotive Bills  Help
| emmectron maty PArTY Ureation »
0 Gngistration
11 Master Codes
—Henoms

Pouuoi Party Cunte I Bty M
1 Rupurts
Lo Jes f

=

Click on the proceed button.

16.A new window will be shown as shown below:
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Party Creationt

Note: Parly must not be created for Employses{Serving/Retired} and their beneficiaries using this scresn.

General Informationk

Party Code 5030703546
Party Name* [5TM 1MP S5E PW ME RUPAY |[ check Existing Party
Party Type® [Executve
Address [morapaBAD |

[ |
city State [uTTAR PRADESH |
PIN ] FAX No | |
EMail [ PAN Number

Mobile No 1 Telephone No [ I
TIN No 1 VAT Na [ I
Monetary Limit 1 Service Tax No [ I
MSME Supplier SEZ Supplier [me |

Registered Under GSTIN[Ves | ?ggﬁ*f::;: e il

View Attachments

Bank Detailsh
Bank Code
Bank Name* [EELEARK
1rsc code
Party Categary Legal Entity Identifier 1
Account Type Aceount Number
Payment Mode Treasury

GST Details b

Under Composition Scheme :
GET-TDS Exempted :

5:""';" State GSTIN Verified from GST Partal?
1 |uTTar sRADESH ] [poasncmozEsCIZH | [ves
Financial Year Wise Turnoverk
g Financial Year Turnover
(YYYY-YYYY) {In Crores)
1 2017-2018 0
2 2018-2019 0
2 2019-2020 q
4 2020-2021 0]
5 2021-2022 q
] 2022-2023 E
Accounts Verifying Officer NROFACCT2004-5r, SO Acct/MS/NR ]

|:| I eanfirm that I have verified the data with all uploaded decuments including cancelled cheque/mandate and all details are correct.

Check the box below the screen after which “Forward to Accounts button” will
appear.

17.Click on forward to accounts button.
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Party Creation»

Note: Party must not be created for Employees{Serving/Retired ) and their beneficiaries using this screen.

General Informationk

Party Code 5030703546
Party Name* STM IMP SSE PW MB RUPAY || chee Existing Party
Party Type® Executive
Address [morADsBAD |

[ ]
City State [UTTaR PRADESH ]
e EE—— FAX No [ |
EMail [ PAN Number
Mabile No [ Telephone No [ ]
TIN Ne VAT Mo [ |
Monetary Limit Service Tax No [ |
MSME Supplier SEZ Supplier [na |

Registered Under GSTIN|

Aggregate Turnover
{PAN Level) for e-Invoic

Wiew Attachments

Bank Detailsh
Bank Code
Bank Name* [581 Bank
1FSC Code
Party Category Legal Entity Identifier
Account Type Account Number
Payment Mode [CORE-STE®S Treasury
GST Details b
Under Composition Scheme :

GST-TDS Exempted |

100014265751
SBLMB

3:";"‘1 State GSTIN Verified from GST Portal?
1 [uTTaR PaADESH | DIAAAGMOZESCIZH Yis
Financial Year Wise Turnaverlk -

HEaL Mo T’????'TYW i [;: Fineady

i 3017-2018 0

2 2018-2018 q

3 2019-2020 0

a [2020-z02% | 0

5 2021-2022 0

& 2022-2023 0

7 [2023-3024 | 0

Accounts Verifying Officer

NROTACCT2004-5r. S0 AcclfMESNR

I confirm that I have verified the data with all

cheque/ and all details are correct.

FORWARD TO ACCOUNTS | REVERT BACK FOR CORRECTION | RETURN TO MAIN MENU

18.Message will appear as “Data forwarded Successfully”.
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Party Creationk

Note: Party must not he resated far Fmployess{Sarving/Retired) and their henpfirlaries nsing this srreen.

Data Morwarded Successfully
Sp

Party Code SD30703546
Party Name® [ETH TP S5E PW ME RUPaY | [ Check Existing Party |
Party Type*® Execubive
Address | MuRALAEAL |

| |
city [MorsDaEan State [oTTeR PreDESR ]
o [ [ |
Fhail [ [Pan Fuamber [azammnzrer
Mubile Nu 1 Telephone N [ ]
TIN No ] VAT No [ ]
Manetary Limit I:l Service Tax No [ ]
MSME Supplicr e SEZ Supolicr [Ha ]
Regintered Boler GRTTN e | Aggregate Turnover |

(AN Level) for

Eank Detailsk

Bank Code SEINORPCLRD

Fank Mamat SRT RA 1

Once file is forwarded to accounts, get the party confirmed from SSO/Accounts as
selected in accounts verifying officer field.

After SSO/Accounts confirms the party, the party will appear in the concerned accounts
officers’ user ID. Get the party confirmed form the Accounts Officers’ user ID.

After this go to next chapter for creation of new sanction code.
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Chapter 3
Creation of New Sanction Code for Imprest Cards

Logln to AIMS website (https://www.aims. |nd|anra|Iwa s.gov.in/IPAS

r@wmma-- = e W - - Soue

il Lot Yiew |avontes ools  |lela

AIMS

Accounting Information Management System

Usar Name: |

Hassward =

e

= = |

‘4 Acceanting [nformaticn Management Syssem - ermet Gialare-

=]

e by gerean A0S ik g

AIMS
Accountlag Information Management System
T Welcome Lo ATHS

Lo Bz | MROTIXE204

Passwure | seveewes

Internet Suplorar T or sbova is recommended.
Running in 1510
QTP Alerts thramgh Sms@is

c2op-ight 2012, Assoumting informaticn Managsment system. & rights reserved
Designed & Develosed by CRIS

3. Provide OTP (if applicable)

AIMS

MAocountlng Tnformatinn Managemeant System

Welcome to ATMS

To enbunce scourily ard salely, woe have Lhe OTPR. To loy inlu AIMS Applicalion you

would nesd Lo ernler an addilivnal password i.e. your One Tirme Password (OTP).

e lirme Poasswwond (C31TR) RMN 3 /7605500690

One lime Password (000 smsnmal

2 3 &

Sccurce Loglin

L LT e

5 6 7 8

9 ] BEksp

FAC)s Tem Cinier litme Password (03 1P)

wWhat is One lime Password (O I1P)7
Cirne Tin wearel (OTR) 1w
wsm brer e el omline: weill |
How Lo regisler Lo receive OTP Alerls?

SEMD 5MS : SMS-:space~START to 08500C22020. ™ {One tima actlvity for each reglstered moklle)

ilow to generate and resend the One Tlme Password [ i Eg

L3e lime Passwaord {018} is genaratad sutomatically by entaring your Usar 113 and Passwaord and can ba resend by dicking on Resend
tha (ina lima Password (0110 link ahowe

o ATMS applicasiion for incresasod soecorily aned ssalely. This pin
desreul will ATMS.

icalion rooiiead Lo lag
Ty Tex Mashailes Munubaes 1
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4. Go to Bill Passing—>Master Codes - Imprest Master Creation. Click on the + sign.

AIMS WeIEImE HMIRA! SUMNE 5SS (FNAY
ACCCUNTING INFORMATION MANAGEMENT SYSTEM 23002034, 13:22 16

Bill Passing | Ewcouthee Bills  Help

Tmipwrest Sanction Creaticn »

mnlm[m.u.lr-n L.....I T | | T | Tos | T T

+

5. A new form will be opened as shown below. Click on the search button against party
code. A new window will open as shown in next step.

Sanction Creation»

Party Code* @
Party Name* | |
Department® | Select Department: + [Employee belongs to | Same Accounting Unit hd
Other
Department |[NO Vv Employee No. | @
Allowed
Bill Type !I_mprest ~ Bill Sub Type | —————— Select Bill Sub Type------- -
From Date [ |E To Date | H
Card Number | | Reference Number | |
Sanction Amt. | | Mobile No. [
Remark |
| save | Reser | RETURN TO MAIN MENU

6. In the party code field, provide the party code as generated in previous chapter.
Click on the search button. The details will be populated below. Click on the party
code.
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= aimsandianraiways.govan/IPASAL_partyidaster

FanT Code[S030703545 | Parmy ame| :
Accto:| |
Nhnc| |
mrpelall v I
[EF [ bt || Farty Name [FarnTape | BllTopr |  3ukCadc | BaakDead || TEC [ Acooumi®s | Fodlede |
1| [Sru e s v M wi £av | v EERICEETT (B0 | e || |

7. The party code and party name will be populated by itself.
Select department of imprest holder from the drop down menu.
In the employee belongs to field, select Same accounting unit.
In the other department allowed field, select NO.
Click on the search button against employee number field, a new window will
appear.

I QY aires. ndianraitnays.gerin/ IMGSS CF drmis/Sanckion . O |

| I3 amsincanrailways.govan/IPAS/IC omms SarciionMastersm. .

Emp No|sL33e5 34372

Emp Namel | Saarch |

£ i
| DUZa65283r3 HEMHAJSON.  SENLUK H=U1LON ENGINEER{EWAY)

eey |

* |[Empleycc belongsto | S

Employae No.

Bill Type [mprest % Bill Sub Typc B
FromData ][4 To Date I
card Mumbar | Reference Number | |
San linn Aml. Mokile Ne | |
Remark

ES | HEsuRR 19 lxin Ny |

Enter the employee number of the imprest holder and click on search button. The
details of the employee will be populated. Click on the employee number. The
window will be closed and data will be shown in previous window.

8. Fill in bill type as Imprest
Bill sub type as General Imprest
From date as the date on which the card is issued.
To data as the date till which the card is valid. (The date is printed on the card)
Fill in the imprest card number printed on the imprest card
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Fill in reference number as provided by accounts, the same is written on the

envelope of the card.

Fill in the Sanction amount

Fill in the mobile number of the imprest holder.
Fill in Remarks, if any

Click on SAVE button.

The data will be shown as in next step.

Sanction Creationk

Party Code® |S0J070054C Fiot

Parly Name~ |STW [M3 S5E PiV VE RUPAF |

Department® | CNGINCCRING ~ |[Emplovee belonasta [ Same Accounting Unit v
Othar ;

Department [NO v | Employee No. |zozsezzazms |
Allowad v

Bill Typc [I_rnE'c:t q Bill Sub Type | Cencral Imprest

From Dete A gl To Date T
Card ber |a17414043011325L | Reference Number | Losoiazesrse
Sanction Amt. [10000 ] Mabile Mo. [o7c05342¢00
Remark [
Ea RETURN TO MAIN MENU

9. Note down the reference ID, shown in red for future use. Click on PROCEED button.

Tmprest Sanctlnn Creation v

Data Ret, Id is (10307340036

Serial ba|  Ref. Id. oy Party Name } | . |

i 1 1 i

T

!
d
1 | e e e | 10000 | WEWCARD

+

|n-:n-en| Frncned |
1}
|

10.The following window will appear. In the forward to drop down list, select the

accounts officer user ID and click on forward button.
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11. After successful forward, “Data forwarded successfully” will be displayed.

Sanclion Creslione

Relerence ID 10307240036

P
S030702513
(EEEEEER |

Parly Cude®

Parby Neme™ [STW 2P S2E pu MB FLDAY

Department” [CHEINCCRING ¥ [Cmplayee belongs o
Other

Deparbment  |[HO v | Enphuyess No.
Allawicd

el pype Imnprest il Saih 1 ype

Fram Date To Date

tard Number [A774130£7017 750
tanchan Amt. [16077

itefrrenne Mimhee

Mobale Na.

[AeraEnanen |

emark [wwrcanny

rorward 1o [HRUAATCITOC:

FRUHM LIS AUMAIL SHUKLA

w

Sanction Creationt

Data Forwarded Successfully

Referance ID 10307240036

SU3U /03046 &

Party Code*

Party Name*® ST IMD SSE MW ME RUDAY

Department* ENGINEEIING

Other

Department NO v

Allowed -

Bill Type Imprest ¥
FromDate  23,07/2024 |

Card Number 51741404001.325L

b4 |Employee belongs to
Employee No.

Bill Sub Type
To Date

Relerence Number

Same Accounting Unit v
50346534374 @

| General Imprest

w

L
100014265731

Sanction Amt. 10000 Mobile No. [760534260
Remark NEW CARD
Furward Tu ---USER 1D Designalion Hanr -

"Save | ForwaRD | Reser | RETURNTO HAIN HED |

Approach the concerned accounts officer, to whom the data has been forwarded, with
relevant documents and get the data confirmed from her/him.
Once data will be confirmed, card can be used in IPAS to generate imprest bills.
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Chapter 4
Updation of Data in existing Sanction Code for Imprest Cards

Logln to AIMS website (https://www.aims. |nd|anra|Iwa s.gov.in/IPAS

r@wmma-- = e W - - Soue

il Lot Yiew |avontes ools  |lela

AIMS

Accounting Information Management System

Usar Name: |

Hassward =

e

= = |

‘4 Acceanting [nformaticn Management Syssem - ermet Gialare-

=]

e by gerean A0S ik g

AIMS
Accountlag Information Management System
T Welcome Lo ATHS

Lo Bz | MROTIXE204

Passwure | seveewes

Internet Suplorar T or sbova is recommended.
Running in 1510
QTP Alerts thramgh Sms@is

c2op-ight 2012, Assoumting informaticn Managsment system. & rights reserved
Designed & Develosed by CRIS

3. Provide OTP (if applicable)

AIMS

MAocountlng Tnformatinn Managemeant System

Welcome to ATMS

To enbunce scourily ard salely, woe have Lhe OTPR. To loy inlu AIMS Applicalion you

would nesd Lo ernler an addilivnal password i.e. your One Tirme Password (OTP).

e lirme Poasswwond (C31TR) RMN 3 /7605500690

One lime Password (000 smsnmal

2 3 &

Sccurce Loglin

L LT e

5 6 7 8

9 ] BEksp

FAC)s Tem Cinier litme Password (03 1P)

wWhat is One lime Password (O I1P)7
Cirne Tin wearel (OTR) 1w
wsm brer e el omline: weill |
How Lo regisler Lo receive OTP Alerls?

SEMD 5MS : SMS-:space~START to 08500C22020. ™ {One tima actlvity for each reglstered moklle)

ilow to generate and resend the One Tlme Password [ i Eg

L3e lime Passwaord {018} is genaratad sutomatically by entaring your Usar 113 and Passwaord and can ba resend by dicking on Resend
tha (ina lima Password (0110 link ahowe

o ATMS applicasiion for incresasod soecorily aned ssalely. This pin
desreul will ATMS.

icalion rooiiead Lo lag
Ty Tex Mashailes Munubaes 1
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4. Go to Bill Passing->Master Codes - Modify Imprest data. The following window will

open. Click on the search button against the sanction code. A new window will be
opened as shown in next step.

Exccmve Bills
 Raglstration
I Master Codas

L
Py Fur
Henorts

El faports

5. Enter your existing imprest card number in the card no field and click on search
button. A selective list will be displayed. Click on the sanction code for your card.

A ancticn Cae 2

.
2z ainsindis S/ICFormm/FopupianctionCode jspipartyoode dpaymare iatanctionCode StweDesc @tat™N0 A21G0T0100300I7I00...
| rasty Cadr | il |

| |sanction code | | cescription | |
|tard rio. [sz1eusaniaeuag | card s 1]

e o
i :SANCTIO\I CODE LIST ¥ B
T —— =

| [03071L0010  [T0F0T0004L TMRREFEMATRIN 0 |IW00 RTSRTHIGREGTS OTIIMAITE SRR WY [ e
ol 030700095 Ll

| nan 30000

30700291
lanzzsoaar  leeznzonan) o

o ——

6. The details for the card will be populated as shown below. The following field may be
changed/updated against the imprest cards.

Employee details, Card number, reference number, Sanction amount, status, mobile
number, remarks.
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AIMS

ACCOUNTING INFORMATION MANAGEMENT SYSTCM

Rill Passing | Faerutive Rills  Help

Exccutive Bills T
E Hegistration
1 Mambier Codes

o
M Revurls

Change the details, whichever is required and click on proceed button.

7. Upload the relevant documents like sanction order, by clicking on the “View/Upload
Attachments” button. In the “Forward to” drop down menu, select the user ID of the
accounts officer and click on forward button.

- o g e e

AIMS

ACCOUNTING INFORMATION MANAGEMENT SYSTEM
—

Lascutive Dills Enta:
H Kegistration Sa
1 Mester Codas

Sanction Code

Roport L
EEL Farty Code 1030700041
Department  ENGINEERING Emuploves bebomys tos  1-Seme Acceunting Unit
Ermployee Mo, SO30552995] RAVINDRA PRATAF SINGH
Eill Type HF Ell Sub Type GENIMP
Frusm Crals 05/7/ 2001 Tu Dale
Cord Mumber  $21637400386378 Falurwny Hurmlur 100013865270
Saachion =000 Status OFEN
| = Other Degartment
Hablle Number 576053 4285 i u
Remarks
Wiew flLiplaad Atachments |
|rarvemed 1a  [NATFACCTIO0A_~ATIFM VIFIN Z1IMAR SHITKTA |
BACK ¥0 PREVIOUS PAGE

8. The data will be forwarded to the concerned accounts officer.
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8-
£ aimsindaaraibss goein AR, Pan? hangs SR Arialer
ACCOUNTING INFURMALION MANMAGERENT SYSIEM

Bill Pessing  Exocutive Bills  Halp

Esecuiive Blls ~ em [
™ Reyistrativi 53" 4

=l Master Codes

Lo}
— Heports.
s Farty Cud
Departmant Seluci- Emplovea delongs e | Sama Accounting it -
playee Mo ¥
I 1 Tnpra ) Fall Sk 1y [aeiea- —— L
Frum Dalu T Daku
Card Wumber | Fbarsr ow Nusnbar
Sanerion =
. 5 [GPEN
Mabilz Musber otnes et Allowed [Ha =
Remark:
st
cosnate
Sancrion Cade Undated =1 Tt

Approach the concerned accounts officer, with relevant documents, and get the data
confirmed from her/him.
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Chapter 5
Generation of PIN for SBI Imprest card

1. Open google.com and type prepaid sbi in search box. Click on link
https://prepaid.sbi.

T Gl K| M b - vemedeTdBaal X @ Acouning Infsniaticen Mo 0 | @) 7] Frcabusrc k|
<~ @ 0o0ak.comissarctiig - prepaid st st - AW Lde i INm | WENESE VA A Puha TR /U T Srsoarcs - hpdken - 2 2]
Gosé il
DA W News Ve Db O Shoowr §Muw Tous
Abear

Frepaid. s
® Ipsprecaidoa 3
Custemer Portal
Frid =

Srate Bank Faraign Traval Card
iy

Stahe Bk Foreign Travel Cad iz aard in forsgn cumency ihal

TradRraaly, G haw betn glven in B Tarm o7 cash o7 Kind. The

Cuslomes Forgol Password
All RS A MARAIAT [AT SHIMBGT —piss CAMma

3. A customer login window will appear. Click on Register Now.

* Emas

gy |« LuDERZ0OBe +E@% “ O piin
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4. Enter your 16 digit imprest card number, printed on card. Enter captcha value and
click on proceed button.

OSBI

5. Please provide details viz. date of birth, mother’'s maiden name and mobile number
in the next screen as shown below. The details should be the same as provided at
the time of submitting form for card generation. In mother’'s maiden name field, if the
mother name was “Tulsi Devi”, please type “TULSI” in all caps. Click on proceed
button.

=3

pth EOMET FoOD&T

6. An OTP will be sent to the registered mobile number. Type the OTP and click on
submit button.

7. A new window will appear asking for New User ID and New password. Create your
own user ID and password. Keep them safe as they are going to be used for login to
the website. Click on submit button.
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U Cotails

8. After successful creation of user id and password, message will appear on top as “Id
created successfully, click on login button to LOGIN”.

9. Click on Login button as described in point 2 above. Provide user ID and password
created in step 8 above. Enter the captcha value and click on submit button.

1 Uzer 1D iz ne lenger valid. Kindly gensrate User ID of your choice by using 'Regisier now facility 1o avail cnline Prepaid Card zervices

[iear Customers, Please note that e at SO Prepaid Card never Jogin as
ask for Carel CWY. FIN, OTP ¢ Internet Password. [Kinely do nat
shire siwch informatinn with aryone

Customer

Cnline Virtual Kevboard

Userid
grnimpssetainhvw

Fassword

Castzha
AUNE?

JUNS G| S

’_] Friahle Virtual Seybnar First Tirie User e Register Mow
% [ Forget Your User id er Password
Why use Virtual Keypad Login? !i
v = Click an the below [k to ladee complaints
Note Ticket Notor Fiburs ratarance
CLSTORER CORMPLAINTE

ad with its dyramic keys
waplhiring keaystrodops. |
Ie convenience of online banking with compiete I any issue ahserved during Login Frocess,

plesse clear browsing data, Conkies and

10.An OTP will be sent to your registered mobile ﬁurﬁbe.r.”En.te.r.the OTP and click on
SUBMIT button to login.
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arfier card-number based
Dear Cusbermere. Pleaze nole
L M, OTP ¢

o with anyane,

Card CW

ich infar

Online Virtual Kevboard

(] Enable ¥irtual Keyboard

Why use Virtual Keypad Login?

Firnd Tirme Liser O Rt M

F Pas

ot Vows User

the beiomw link Lo bod)

Mexte Tlr

If amy bssue observed during Login Process,
11.The following page will be displayed after successfully login.
2 oo | e bas T oreederTERgeE. & | @ Acmeeteqwetmeer varss & (1) Faroase KW e x| B st A O e

e ———
Cunslumer Dulails

State Bank
feniprond Camd
i s -
e i

At Pasigat hurras

§ BL7URKKRXKNKLADE

|

Dl 08 Bath

Mhabils Mharris ¢

oA

Frea hektien
Py Cand Mamier | LM
Pensgpant birieut

e CLOCR®=0Pe + 6 @& 0

12.Keep (do not click) the mouse cursor on My Task menu then My Task Flow Menu
will appear below. Click on My Task Flow Menu.
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B prepaid.ski/SOHCM Sizust/czo demil’c 1ems

< <}
0 s B I Wiziune JA] BAHATU

My Profile = %y Tesk =

Bank Fuoreign Travel Cand (SBFTC) can muw be reluaded Unough Personzl bileroel baking sile 352 hilps:/ fonliesbi.com using vevigalivie== Lugio o mel banking sile and go lu
y lask1low

Customer Details

Lusiomer Uetails

Customer Name JAI5AHATLD Custarer Emall
Dale O Bitlh Q20271903 Mobile Numbe HHIHKAZTC
TAother's Maiden Name AN aadhaarfFassport Number

show 5w entries Search:
™ FATARRERERARNR TRl K T EET PRET) RO Arther Frmasy

Shawing 1t 1'nf 1 entring

13.Some new menu items will be displayed on the left side of window as shown below.
Click on “Forgot/Set New PIN”.

My Profile ™ My lask ™

My Task | My Task Flow

My Task

" Wini Slalenent
" Detail Statement

+ Card Susoension - Temporary

' Card | lotlist - Permanent

+ Forgot/Sot Now PN

+ SMS and E-Mail Alerts

+ Wobile Number Update

o KYC Card Activation

+ E-mailin update

" card | imit

+" ENAELE [ CISABLE Transackion Types

14.Click on round button against your card number. Then click on Forgot/Set New PIN
button.
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A w
Aa0®:

SBI — ®a

[ BT L OC®E_O0OPRe +6 @4 R

15.Enter your new pin (4 digits) in NEW PIN and RE ENTER NEW PIN boxes. An OTP
will be sent to the registered mobile number. Enter the OTP and click on SUBMIT

______ S A L AT 10 || i T Mt | A1 Pk % | W pemnt e ar % | 8 Wi Y — ul x| - - & X
L & pepsieshiSARL e 1115 £ b iz s 0%

O SBI DI ® @

i Moy ks

B oo srnoeg=0Bae +€ &4 T

16. After successful generation of ATM pin, message will appear as “Pin Generated
Successfullly.”
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My Profile ¥ My Task ™

My Task | My Task Flow

My Task

Pin Generated SuccessFully

«' Mini Statement

+ Uetall Statement

«’ Card Suspension - Temporary
' Card Hotlist - Permanent

+ Forgot/Set New PIN

" SM5 and E-Mail Alerts

+' Moabile Number Update

17.The other options available in your SBI imprest card login are as under:
a. Mini Statement

we 5 | # bz veeadeTaagal m @ bearteg inomsson g & N 1) Fausec ® W e n| B wncup A @ M =+ o=

OB ks SBCME s 1O 1 Uil e » 05

Ay By lzsk Aow i steemert

Mine Statement

R

s - te OCEd - O0ORBa %€ g - o
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ALIPTIENT 11 S1a62 2k G Pl Hghs hesonved.

Qe L OoOCEd#O0OPBe 60 &P 8 el

5 | @ sccomm: rioran M x| € 1% Pacacocs: SR x| B Wiz % @ e e . v "R

MRk Wy b Dol

Detail stazement

& TR tno@d-0Ba >0 @@ = SO
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3 Sazel A | 1 ks ] eradenSg s x| G Amouring wisewea L% | ) f Pesteo m W b 2 | O wanacp % | @ D fwarart % @ Comtwamamone x g o X

Cuastare S 0 TR
L e | T RN

& [ R e D& O0ONe +6 @& =

c. Card Suspend
e » 0%

€ O 6 preped asyt e L
0SBl st smony @
S —

[ R (S g a——

Card Susaend

& - L DOR=OBe >0 @ e

d. Card Hotlist
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» 0%

osm e — o

B B oo vw DS L 0B -6 @4 G

e. Mobile number update

| P b st il x| @ decourmas wiseraton M = | €F {7 Paeaco: 7 | @ npeiminaen | ® wnemi

0SB " e —

W Rk Wy Tkl Mokl B 2

Mehile Number Upe ste

e [THE: EnDeE-20Be +6&a T e
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Annexure — |

User ID Format for generation of User ID on IPAS

Annexure - |

PROFORMA FOR ISSUING USERID FOR PREPARING IMPREST BILLS

With reference to the letter number 201 7/ mprest BilllIPASMB dated 09.10.2017, issued by the
office of Sr. DFMIMB, generate the user 1D to the following employee for preparing Imprest bills in IPAS:
(Attach a copy of Employee railway ID card)

5. No. Item Details
; Employee PF Mumber
z Employee Designation
- 3 Employee Name
4. Department
5 Employes Mobile Mumber
6. Number of Imprests
Dietails of Imprests with
7 Sanctioned Amount

(attach separate sheet, if
required)

Signature/Stamp of Forwarding Officer

of concerned Department

Signature of Employee

Prepared By:

User ID

For use of Accounts Office Moradabad

lz=ued to

Mote: Password will be the date of birth of employee as registered in IPAS Bio-data, in DDMMYYYY

format.

Mame:

Designation:

Signature of lzsuing Authorty

Date of issue:

Devendra Kumar Verma(Senior Engineer / IT)
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Annexure-ll
Format for New / Replacement / Lost / Data updation in existing Imprest cards.

[ ] ISSUE OF NEW CARD

PURPOSE OF SUBMITTING FORM [ ] ISSUE OF REPLACEMENT CARD

UPDATION OF DETAILS IN CARD

CARD NUMBER
(REPLACEMENT/LOST/UPDATION OF
DETAILS IN CARD)

EMPLOYEE/PF NUMBER

FIRST NAME

MIDDLE NAME

LAST NAME

DESIGNATION

DEPARTMENT

DATE OF BIRTH

GENDER M/F

MOTHER'S MAIDEN NAME

NAME ON CARD

MOBILE NO

EMAIL ID

OFFICE ADDRESS LINE1

OFFICE ADDRESS LINE2

OFFICE CITY

OFFICE DISTRICT

OFFICE STATE

OFFICE PINCODE

PAN CARD NUMBER

Signature of Imprest Holder Signature & Stamp of Officer

Instructions for filling data in above format:

WNSZTATTTQ@ N0 Q00D

Purpose of Submitting form: Please tick whichever is applicable

Card number: Write existing card number for replacement / lost / details updation
Employee/PF Number: Employee/PF number of imprest holder as per IPAS
First, Middle, Last Name : First, Middle & Last Name of Imprest Holder
Designation/Department: Designation & Department of imprest holder

Date of Birth : Date of Birth of Imprest Holder

Gender : Gender of Imprest Holder

Mother’s Maiden Name : Mother’s Sirname

Name on Card : Name to be printed on the card (name of the imprest)

Mobile No : Mobile number of the imprest holder

Email ID : Email ID of the imprest holder

Office Address, city, district, pincode : Office address of the imprest holder
PAN Card Number:PAN card number of the imprest holder.

Attach copy of railway ID card of imprest holder with this form

Attach copy of PAN of imprest holder with this form.

Form to be submitted in two sets duly signed by imprest holder and Gazetted officer.
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Annexure-IlI
Format of letter for transfer of amount from old/closed card to new issued card

Date:
The Manager
State Bank of India
RS Branch
Moradabad

Sub: Transfer of imprest amount from old Imprest Card Number

to new Imprest Card Number

With reference to the subject matter it is stated that the old imprest card number

issued to me has been replaced with new imprest card

number

It is requested to transfer the amount, if any, from old card to new card and block

the old card permanently.

Regards,

Name

Designation

Mobile #
Forwarded by Accounts:
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Annexure-IV
Railway Board’s RBA for using personnel PAN of Imprest Holder

ANT BIFR Government of India
Y FATAT Ministry of Railways

{&q a1E (Railway Board)
Ream No. 5‘1/1019

No. 2017 /AGII/ 1/6 /Vol.Il New Delhi, dated: 9).06.2018

PFA
North Western Railway,
Jaipur,

. Sub: PAN No. of card holders required for Top up of Imprest Card.
=~ 7 Ref Your letter no, HQ/NWR/JP/A/cs /BOOKS/CHEQUES
/MISS dated 29.05.2018

FhE

Please refer to your letter ibid on the above subject seeking
clarification regarding providing details of PAN No. to Bank of Imprest Card
holder/ Railways for Top up of Imprest cards. In this regard, attention is invited
to Board’s letter of even no. dated 19.06.2017 { RBA No.73/2017) wherein it
has been mentioned that Income Tax Department has allotted IT PAN number
AAAGMO0289C which has to be used for the purpose of registration of GST in all
the states /Union Territories.

In this regard , it is mentioned that IT-PAN of Ministry of Railways
bearing no. AAAGMO0289C is specific to GST registration only, Normally for
Imprest purposes , IT PAN of individual imprest holder is required to be given as
Bank Account is opened in the name of designated imprest holder . It is
requested that necessary action may be taken to get the GST related PAN

withdrawn form on all the non GST transactions, ((

.Prakash)
Joint Director/Accounts
Railway Board

PFAs /All Zonal Railways/PUs for information and strict compliance of the
above instructions.
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