
.· GST Circular No. 2 
PRASAR BHARA TI \) f...~ ~ N 'I 

(India's Public Service Broadcaster) 
Prasar Bharati Secretariat 

6th Floor, Prasar Bharati House, Tower-C, Mandi House Complex, 
Copernicus Marg, New Delhl-110 001 

F.NO. PB-7(14)(1)/2016-Fin/GST/7 lS-l- CJ Dated 12.07.2017 

Sub: Instructions for all the Drawing & Disbursing Officers (DDOs) of AIR 
& Doordarshan for implementation of GST 

After implementation of GST, it is very important that all the DDOs must be 
aware with their duties and responsibilities for smooth functioning and to avoid any 
penalty for non-complying the GST rules and regulations. 

The detailed duties and responsibilities of DDOs along with the following 
documents are required to be circulated amongst all the DDOs and concerned field 
units: 

1. Procurement of Goods and Services (Annexure-A & B): 

Each ODO/Field unit of AIR/DD must submit the information pertaining to 
procurement of Goods in Annexure-A and for procurement of Services in 
Annexure-B. Information must be submitted to the concerned Nodal Officer of 
the State by all DDOs and Reid units invariably as per following schedule: 

a) All procurement of Goods/ services from 1st of the month to 15th of the month 
must be sent to the concerned Nodal officer by 18th of the month; 

b) All procurement of Goods/ services from 16th of the month to last date of the 
month must be sent to the concerned Nodal officer by 03th of the next month. 

2. Issue of Invoices for Goods & Services during the month: 

Each ODO/Field unit of AIR/DD must submit a copy of all the invoices issued for 
supply of goods or Services or both as per schedule given below: 

a) A copy of all Invoices issued for Goods/ services from 1st of the month to 15th 
of the month must be sent to the concerned Nodal officer by 18th of the 
month; 

b) A copy of all Invoices issued for Goods/ services from 16th of the month to 
last date of the month must be sent to the concerned Nodal officer by 03th of 
the next month. 

3. Due to implementation of the GST, it is very important that proper tax Invoices 
must be issued, hence significant features regarding Invoice are highlighted in 
Annexure-C, which must be considered for validity of a Tax Invoice under GST 
regime. 



. -
4. It is also brought to the notice that for GST implementation, vendor registration 

for all the vendors are also required to be maintained by all the DDOs/Field units 

of AIR and Doordarshan. A vendor Registration Foim (Annexure-D) may also be 
sent with the advice to collect the information from all the vendors and a copy of 

the same must be sent to the concerned nodal officer of the State. 

It is requested that the above instructions and other documents must be 

circulated to all DDOs/ Field units and State Nodal Officers and feedback must be 
called on fortnightly basis from all the Nodal Officers and consolidated report must 

be submitted to Prasar Bharati Secretariat by 10th of the following month positively. 

Both the directorates may also ensure that State nodal Officers are provided 

with adequate staff, facilities and infrastructure to enable them to fulfil their duties 

and responsibilities as per requirement. 

1. ADG(Fin), Doordarshan 

2. ADG(Fin) AIR 

Copy to: 

1. PPS to Member(Fin) 

2. DG: Doordarshan 

3. DG: AIR 

41- . J>' y (!·) VJ: }t.. 

(C K.Jain) 
Dy. Director General (Fin) 



DUTIES & RESPONSIBILITIES OF DDO's FOR GST 

All the payments are to be released by the DDO's after receiving the Sanctions and verification of the 
invoices considering the following factors: 

1 The tax payments with respect to Goods and/ or Services received in the period prior to 
implementation of GST regime i.e., before July 01, 2017 shall be made in terms with the law 
applicable at that point in time [which is hereinafter referred to as Old Indirect Tax Regime] . In 
this regard, it is important to note here that, if the date issue of ~n invoice is upto 30.06.2017 
but received on or after July 01, 2017, the tax with respect to same has to be paid under Old 
Indirect Tax Regime. Invoice issued on or after 01.07.2017 is to be regulated under GST regime. 

2. Further, the taxes with respect to the Goods and/ or Services received on or after the date, the 
same shall be taxed under the New Indirect Tax Regime which is by charging Central Goods and 
Service Tax (CGST) and State Goods and Service Tax (SGST) or Integrated Goods and Service Tax 
(JGST) as applicable on the transaction. The levy under GST is in the following manner: 

~ Dual GST Regime - CGST and SGST to be levied on Intra-State supplies (supplies within the 
same state) 

~ IGST to be levied on Inter-State supplies {supplies in different state) 

In this regard, please note that CGST and SGST to be levied on common base. The DDO's should 

demand for the GST Tax Invoice and shouid also check the veracity of the details mentioned 

therein. The DDO's should ensure that the GST Tax Invoice must have the GSTIN number of both 

buyer as well as seller and date of invoice must be after July 01, 2017 mentioned on the invoice 

before sanctioning and making the payments. 

3. The DDO's should ensure that the Station/Unit - In-charge has duly informed GSTIN number of 
Prasar Bharati to all their vendors i.e. Telephone agency, Internet Agency, Manpower Agency 
etc. The same should be as per the vendor registration form to be received from all vendors 
(Annexure-D). ODO has to collect the vendor details as per vendor Registration Form and a copy 
of the same must be sent to the Nodal officer of the state 

4. The DDO's should also ensure that the GSTIN number of all agencies/ other service recipients 
have been duly collected by the Station In-charge. 

5. Each ODO must ensure that all purchases of goods/services must be made through a registered 
dealer of GST as far as feasible, necessary instruction in this regards must be given to the 
officials dealing with purchases. In case purchase of any taxable item is made from a non
registered dealers in that case concerned unit of AIR/DD has to deposit GST at the applicable 
rate of GST under Reverse Charge Mechanism (RCM) by issuing an Invoice on itself and have to 
deposit the applicable GST. 

6. The DDO's should also ensure that the Station lncharge person has duly checked that all 
requisites of an essential invoice are mentioned on the invoice Further, the purchase invoice 
must have the word 'ORIGINAL FOR RECIPIENT' mentioned on it. 

7. Each ODO/Field unit of AIR/DD must submit a copy of all the invoices issued for supply of goods 
or Services or both to the State nodal officer on fortnightly basis as per schedule given in the 
table under para 8. The list of requisites of an essential ;nvoice is attached vide Annexure-C. 



.... It is recommended to all Prasar Bharati/ AIR/ DD Offices to prepare details in the Excel format 
(Annexure-A for goods procured & Annexure-B for Service provided) for all the payment for 
goods/ service received from the registered and Unregistered GST dealers and send the same to 
State Nodal Officer for the period shown in the table given below strictly as per schedule fixed: 

Schedule of supply of Information for purchase of Goods or Services or both and Issue of 

Invoices during the month for supply of goods or Services or both 

S. No. Period Information Date of Remarks 
required submission to 

Nodal Officer 
1 1st of the Month to 15th of Annexure -A & B By 181

" of the 
the month month 

2 16111 of the Month to last Annexure -A & B By 031h of the 
date of the month month 

9. The DDO's should share the list of payments to be made for the goods/ services invoices 
received with the State Nodal Officer for their confirmation on the same and further process the 
same accordingly. 

10. In case where purchase of Goods or service or both are received from unregistered suppliers 
and the total purchase during the day is not exceeding Rs. 5,000/-. A date wise details for the 
same must be submitted to the State nodal Officer by 3"' of the following month. 



Annexure-1 

Timeline to be followed by all concerned for filing of GST Returns 

Return 
Information to be provided 

Schedule to be followed scrupulously 
No. Detail of information to be provided for the 

Subsequent months 
month For the mto July 2017 

Oetai Is of First fortnight Oetall1 of full month By To 

For generation of self Invoices: ODO State Nodal Officer 08-08-2017 1 a•h of the month. 2"" of the following month after making 
Details of all inward supplies from unregistered correction in the data of first fortnight, if 
persons. services under RCM and import any 

Generation of self invoices wherever 3rd of the following month 
necessarv bv State Nodal Officer 
1 Details of invoices issued for outward ODO State Nodal Officer 08-08-2017 1 a•h of the month 3rd of the following month after making 
supplies. (SNO) correction in the data of first fortnight, if 
2 Details of Debit I Credit notes/ refunds any. 
issued against outward supplies. 
3 Stock transfer between one registration to State Nodal Officer CA Firm under intimation 10-08-2017 after 20•h of the month after compiling 1. 4th of the following month after 

~ another to Zonal Nodal Officer compiling data received data received from all field urits making correction in the data of first a:: 4 Details of Scrap sale. (ZNO) from all field units under under his registration fortnight. if any. I-
CJ) 5. Details of Assets disposed permanently. his registration. 2. 6th of the following month in case (.!) 

6 Details of Advances received from any correction is suggested by the CA 
customers against outward supplies. Fim1. 
7 Details of all self generated invoices against 
inward supplies by the unit for supplies from 
unregistered persons. services under RCM and 
import 
8 Information regarding any other source of 
revenue generation. if any. 

Filing of GSTR-1 return at GSTN portal by CA For July 2017 - 05-09-2017 
Firm For Aug 2017 - 20-09-2017 

From Sept. 2017 onwards, stipulated date i.e. 10th of the following month. 

1 Details of all inward supplies of goods and ODO State Nodal Officer 09-08-2017 20th of the month 07th of the following month after making 
services procured/ provisioned from all sources correction in the data of first fortnight, if 
1.e. from registered person or from unregistered any. 
person, through import or intra-state or inter-
state etc State Nodal Officer CA Firm under intimation 11-08-2017 after 22"" of the month ,ifter 09th of the following month after making 
2 All stock transfers received from another unit to Zonal Nodal Officer compiling data received compiling data received from all corroction 1n the data of first fortnight, if 
of Prasar Bharall under other registration from all field units under field units under his registration. any. 
3. Details of Debit/ Credit notes and refunds his registration. 
issued in respect of inward supplies. 
4. Advances paid to supplier for inward 

CA Firm State Nodal Officers 16-08-2017 25th of the month for m<~king 11th supplies. of the following month with 
under intimation to Zonal any correction and/ or suggestions I correction required to be 
Nodal Officer suggestions, if any carried out before filing of GSTR 2 by N 

a:: State ~!odal Officer. 



Return Schedule to be followed scrupulously 
No. Detail of information to be provided for the Information to be provided 

Subsequent months month ,___. For the m/o July 2017 
By To Details of First fortnight Details of full month 

~ State Nodal Officer DDOs 18-08-2017 26'" of the month for verification 12'" of the month for verification and 
(!) 

and making correction with removing mismatches with active liaison 
active liaison with vendors, if with vendors, if required. 
required 

~··-
DDOs State Nodal Officer 25-08-2017 13'" of the following month after all 

rectifications 
Filing of GSTR-2 on GSTN portal by State 10-09-2017 For August 2017 - 25-09-2017 
Nodal Officer From Sept 2017 onwards - Stipulated date 1 e 15th of the following 

month. 
Details of GSTR-2 filed on GSTN portal State IJodal Officer CA Firm 11-09-2017 For August 2017 - 26-09-2017 

From Sept. 2017 onwards - 15th of the following month after filing GSTR· 
2 return. 

I 

It is an auto-populated return available on State Modal Officers DDOs under intimation 06-09-2017 For Aug. 2017 - 21-09-2017. 
GSTN from 111

" of the following month 1n toZNO For Sept. 2017 onwards - 11th of the following month. 
~ respect of inward supplies. (To be downloaded 
' 

0:: by State Nodal Officers) -rJDOs State Nodal Officer 08-09-201 7 For Aug. 2017 - 23-09-2017 I- For verification and removing mismatches, IJ) For Sept 2017 onwards - 13th of the following month (!) If any, with active Ila/son with vendors a'ld 
suppliers. 

Calculation of Tax liability, generation of CAFiw DG:AIR - CRD 16-08-2017 17'" of the following month 
Challans, compilation of Directorate-wise, State DG DD· DCS 
wise tax liability on monthly basis 

(") Payment of monthly GST tax l iability on behalf DG:AIR CRD CA Firm 18-08-2017 101
" of the Following month 

' of all registrations under the concernedJDG:DD DCS a: 
I- directorate and sharing of information w ith CA, IJ) 
(!) Firm 

Filing of GSTR-3 on GSTN portal by CA firm 1n CA Firrr State Nodal Officers 20-08-2017 For Aug 2017 • 20-09-2017 (GSTR- 39) 
respect of all registrations of Prasar 9harat1 and (GSTR-391 For Sept 2017 onwards - 20th of the following month (GSTR - 3) 
intimation to State Nodal Officers I 



Annexure 3 (i) 
Prasar Bharti, Broadcast1n1 Coreoratlon of India 

Sales details - Business to Business 

Name of the. Provider: ~ .. 
Address of the Provider: .t·. 

GSTIN of the Provider: 
Month/ Period ending on: 

invoice 
Name of date Place of Reverse Unit 

Name of GSTIN/ UIN Receiver & Invoice (OD-MM- Supply Charge Invoice Taxable Quantity 

S.No. the ODO of Recipient Address Number YYYY) (State) (Yes/No) Value Value Code Quantity 

Note: 

Gross amount includes ill types of taxes and incidential charges (i.e.freight, insurance, Packing & other charges etc. 

AU amounts shall be mentioned in actual whole rupees. It shall not be rounded off to nearest hundreds/ thousands/ lakhs or any other unit. 
The dates wherever required to be reported shall be in '00-MM-YYYY' format only. 

4 Rate of taxes shall be mentioned in percentage only. 

5 It shall be ensured that invoice number for outward supply shall be unique in a financial year. 

The ODO shall mention GSTIN of State Nodal Officer (SNO) under which his unit foils. 

Description 

of Supplies HSN Code SAC Code 

Amount 

(INR) Amount 

Rate (In%) Amount Rate (In%) SGST/UTGS Rate (In %) (INR) Rate (In %) Amount (INR) 

CGST (INR)CGST SGST/ UTGST T IGST IGST GSTCess GSTCess 



AnnexurE: 3 {ii} 
-Prasar Bharti Broadcastin11 Corooration of India_ 

Sales details • Business to Customer 

Name of the Provider: .. 
Address of the Provider: 

GSTIN/UIN of the Provider: 

Month/ Period ending on: 

Invoice Amount 

Name Name of date Place of Rate (In %) (INR) Rate (In Amount 

of the Receiver & Invoice (DO-MM· Supply Invoice Type (E or Taxable Unit Quatity Description of HSN/SAC Rate (In %) Amount SGST/ SGST/ %) Amount Rate (In %) (INR) 

S.No. ODO Address Number YYYY) (State) Value OE)* Value Code Quantity Supplies Code CGST (INR) CGST UTGST UTGST IGST (INR) IGST GST Cess GST Cess 

-

. 

• E reprrsc>nts for supply through E commerce and OE represents for other than E-commerce 

Note 

1 Gross amount includes all types of taxes and incidential charges (Le.freight, insurance, Packing & other charges etc. 

2 All amounts shall be mentioned in actual whole rupees. It shall not be rounded off to nearest hundreds/ thousands/ lakhs or any other unit. 

3 The dates wherever required to be reported shall be in 'DD·MM· YYYY' format only. 

4 Rate of t axes shall be mentioned 1n percentage only. 

5 It shall be ensured that invoice number for outward supply shall be unique ma financial year. 

6 The ODO shall mention GSTIN of State Nodal Officer (SNO) under which his unit falls. 



Annexure- 3(iii) 

! ruur lhl.a.L..l.r.aadctnloc Corpocatjon of lndit 
n,.tit~. nf " ......... 1rMi r.-•'4it Not• 

"1me of the Provlder: 
A.ddre-" ol the Provider-
GSllNfU IN of tht Provldtr: 

Month/ Period tndlnt on: 

I 
Orf1lnal lnvofca 
lnvOia <hit/ O.bltNotc 

Numbe r/ Adv•nca Numl:H:r/ 

iGSTIN/ N....,.of Advance ,t<•ipt <Utt Refund 

IUINof Receiver& receipt {DD-MM- vouchor 

S.No. Rtdp4ent Address no. YYYY) numbtf' 

-
~-

--
-- -

-

- -
~~'t.,, l. • • 0 • Otbrt. ~ot~. Cc Cr~1t t.otlf, R • Refund voucher 

!"'Qttl l 
01 \o1iu Re-turn 

02·Po11 '4 • dh.count 
Ol 0.fkN"nf\l .,, 'eorvkit 
04.CorrP\Oon to k11t10i<e 

O:,·Ct••"I• in POS 

0&-f tft<tkt•t iOn of Provi.$ion•l 1t.s.svr--c•nt 

07.0tl\ef\ 

N9ttJ 

Ot:bltNote 

D•tt/ 
Refund 

~oucherct.te Document Pl•ct Of 
{DD-MM Typt {D/C/ Supply Gross 

YYYYJ R)" {Stote) Amount 

-

1 Gross •mount ~nt.IWt:·~ •" l"JPl"S of tno •nd lllCidenti.11 ch1r1u (1 e_ frei,M. inw~nce. PackinC & other chir1es ttt 

Tuable HSN/SAC 

Valut Codt 

-

All .,mount) shall b4t menttarit-d In actu~I wholt rupus It )hlll not be rounded off to nHrHt hundreds./ thousand)/ Lakhs or 1ny ot.,tr unit 

Ttir d.t~f'~ whitrtwr n .. -qu1u:d to h. rtporttd shall be in 'OD MM·YYY'Y' fOfm.t onty 

R.ttf' of t••ts sh i ll be mentk>ned In perctnUlt" onty 

u shill b4' -.,nwred th•t 1n\lo..Ce number fot outwud suppty ih•ll be umque in a financ11I year 

111 .. ODO ~h.tll mention GSTIN of Stilt Nod1I Officer (SNO) under which his unit fills 

Unit 

Oucrlptlon Quotity 

of SuppliH Code Quantity 

Re11onfor , .... ,. 
Amount Ritt {In%) Amount Amount Ritt {In Amount Pre GST do<urMnt 

Ritt {In%) {INR) SGST/ {lllR) Ritt {In") {INR) %) {INR) Supply (reftrlHt In 

CGSl CGST UTGST S1N1GST IGST IGST GSTCess GSTCess {Yes/No) nott 2 below) 

--
-- --

+--
! 
I 
I ·- ! 


