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Volunteer
Reimbursement Form

Volunteer reimbursement form has to be
submitted as per the GIEEE format, along with
proper supporting documents.

Section Chair /
Treasurer Approvals

Volunteers must get the approval from the
Section Chair/Treasurer.

Payment Process

Upon review of the statement, GIEEE staff will
initiate the payment post email approval from
the Section Chair/Treasurer. 
Upon payment initiation, Section
Chair/Treasurer can authorize the payment in
the bank portal.



IMPORTANT ASPECTS
Every reimbursement line item must be supported by
a valid document.
Supporting documents must be in the name of the
submitter only.
Third-party payments are not allowed. Payment will
be processed only to the submitter’s bank account.
Volunteer travel reimbursements has to be
submitted within 15 days from last date of the travel.
Vendor payments, honorarium payments,
scholarships and prize money WILL NOT BE
processed through reimbursement claims.
Payment will be processed upon Section Chair or
Treasurer’s approval.
Non-travel reimbursements related to section
expenses must be submitted cummulatively by the
final day of the month.
When utilizing personal vehicles for Section-related
purposes, mileage reimbursement rates are INR
24/km for four-wheeler and INR 12/km for two-
wheelers as per the guidelines under of 7th Pay
Commission of Govt of India.

SCAN ME

PS: Mileage reimbursement acts as an annexure
to the Volunteer reimbursement statement.
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VENDOR
EMPANELMENT
DOCUMENTS

Duly filled Vendor Information
Form 
Conflict of Interest Form 
MSME Declaration (if not MSME
registered)
MSME Registration Certificate (if
registered)
Copy of GSTIN Certificate
GST URD declaration (if not
registered under GST)
Copy of PAN Card
Bank Details (Cancelled cheque or
account statement)

Formal contracts are required for
hotel venues and recurring
vendor services, determined on a
case-by-case basis. 

Vendor KYC (Know Your
Customer) collection is mandatory
for private companies in India,
driven by the obligations set forth
under the Prevention of Money
Laundering Act (PMLA), 2002, and
strengthened by the RBI's Master
Directions on KYC in 2026.

Empanelment for even a
one-time service is often
mandatory due to a
combination of statutory
tax laws and internal
audit controls that require
a "Vendor Master" entry
before any payment
can be legally processed.

PS: Vendor Onboarding is a
one time process.
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