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Standard Operating procedure for bill processing 

 
Part I:   PRINT MEDIA 

 
Guidelines/SOP for vendors 
 

A)  Compliance 
 

i. Submission of compliance within 24 hrs of publication of hardcopy/physical copy of the 
newspaper. Vendor(s) shall ensure that both full page (where advertisement is published) and 
close up of the compliance is submitted within 24 hrs of publication of hardcopy/physical copy of 
the newspaper.  

ii. Vendor(s) shall ensure that date of publication, title of the newspaper, page number, place of 
publication, edition of the newspaper, display key number (RO code) of the advertisement is 
clearly visible in submitted compliance. 

iii. Vendors(s) shall submit only scanned copy (natural colour)/clear photograph of the 
hardcopy/physical copy of the newspaper as compliance. e-Paper/ PDF /soft copy/ xerox of 
hardcopy or physical copy of the newspaper shall not be accepted as compliance in any case by 
CBC. 
 

B) Invoice 
i. Vendor(s) shall submit scanned copy of the physical tax invoice duly signed and stamped against 

the respective release order (RO) within 30 days from the publication of hardcopy/physical copy 
of the newspaper or on or before the date mentioned in the release order (RO) through their 
respective login ID on the vendor login page on CBC website only 
(https://cbcindia.gov.in/cbc/vendor-login).  
 

i. No physical invoice, compliance document, or other applicable document shall be accepted by 
CBC, except in the following cases: 
 
 
(a) where the Release Order (RO)/Work Order (WO) has been issued in physical form without e-
Work Order Number; or 

  (b) where online processing cannot be carried out, or cannot be carried out in reasonable time, for 
reasons to be recorded in writing, with the approval of DG/PrDG, CBC.  

 



 
ii. While submitting tax invoice and filling details in the invoice summary vendor(s) ensure 

correctness of invoice number, invoice date, publication date, PAN no, display key no, bank 
account details, GST number and claim amount (as per RO remarks instructions) and any other 
details as required. Claim amount in case of premium RO must be in accordance with the advisory 
issued vide no. ADM/19/2026-Admin VI (e-221187) dated 31.07.2026 till any further directions. 
 

iii. If any discrepancy is found in the invoice or compliance documents submitted by the vendor, 
CBC shall return the bill/compliance documents for correction through the ERP portal. The 
vendor shall get three (3) opportunities to correct the discrepancies and resubmit the 
bill/compliance documents. Each opportunity shall be of fifteen (15) calendar days, counted 
from the date the bill is returned through the ERP portal. If the vendor does not resubmit the bill 
within the fifteen (15) days, that opportunity shall be treated as used, and the bill shall be returned 
again for the next opportunity. If the bill is still found deficient, or has not been resubmitted, after 
all three (3) opportunities, it shall be categorized either as non-payable or CBC shall make 
payment after necessary deductions as per extant provisions.  
  
 
Guidelines/SOP for accounts wing CBC 
 

i.  AOs/AAOs shall check for the compliance as per the criteria mentioned above. 
ii.  AOs/AAOs shall verify other details in the invoice and compliance as per extant CBC policy and 

government of India rules before proceeding for expenditure sanction proposal. 
iii. All possible efforts shall be made to adhere to timelines as prescribed at Table 1, subject to the 

availability of funds and fulfilment of all prescribed requirements. 

 

 

Part II: Outdoor Media & personal publicity 

 
Guidelines/SOP for vendors 
 
  

B) Compliance 
Vendor(s) shall upload the compliance documents for each Release Order (RO) on the CBC ERP 
portal immediately after the roll-out of the campaign, and in any case not later than seven (7) days 
from the date of roll-out. 
 

C) Invoice 
 

i. Vendor(s) shall submit scanned copy of the physical tax invoice duly signed and stamped against 
the respective release order (RO) along with the Inspection Report (IR) within 30 days from the 
date of completion of the campaign through their respective login ID on the vendor login page 
on CBC website only (https://cbcindia.gov.in/cbc/vendor-login). 



  
ii. For the purpose of clause (i), the date of completion of the campaign shall be reckoned as the day 

immediately following the expiry of 15 days from the last day of the display period. 
iii. No physical invoice, compliance document, or other applicable document shall be accepted by 

CBC, except in the following cases: 
 
 
(a) where the Release Order (RO)/Work Order (WO) has been issued in physical form without e-
Work Order Number; or 

  (b) where online processing cannot be carried out, or cannot be carried out in reasonable time, for 
reasons to be recorded in writing, with the approval of DG/PrDG, CBC.   

iv. While submitting tax invoice and filling details in the invoice summary vendor(s) must ensure 
correctness of invoice number, invoice date, RO details, PAN no, GST no., claim amount and 
other requisite details. 
 

v. If any discrepancy is found in the invoice or compliance documents submitted by the vendor, 
CBC shall return the bill/compliance documents for correction through the ERP portal. The 
vendor shall get three (3) opportunities to correct the discrepancies and resubmit the 
bill/compliance documents. Each opportunity shall be of fifteen (15) calendar days, counted 
from the date the bill is returned through the ERP portal. If the vendor does not resubmit the bill 
within the fifteen (15) days, that opportunity shall be treated as used, and the bill shall be returned 
again for the next opportunity. If the bill is still found deficient, or has not been resubmitted, after 
all three (3) opportunities, it shall be categorized either as non-payable or CBC shall make 
payment after necessary deductions as per extant provisions.  
 

Guidelines/SOP for accounts wing CBC 

 
i.  AOs/AAOs shall check for the compliance as per the criteria mentioned above. 

ii.  AOs/AAOs shall verify other details in the invoice and compliance as per extant CBC policy and 
government of India rules before proceeding for expenditure sanction proposal. 

iii. In case of category C media like (audio announcements, LED/LCD screens) bills to be processed 
only on the basis of logs submitted by the vendor. 

iv. All possible efforts shall be made to adhere to timelines as prescribed at Table 1, subject to the 
availability of funds and fulfilment of all prescribed requirements. 
 

  

Guidelines/SOP for Outdoor wing CBC 
 

i. Alter RO (request for alternative site) shall be approved within 90 days from the date of campaign 
completion as per OG RO (The first RO against which alter RO is being released). 

 



 

Part III: New Media 

Guidelines/SOP for vendors 

 

A) Compliance 
 
        Vendor(s) shall submit the following documents, as the case may be as compliance. 
 

Empaneled Media 
category 

Document to be submitted as work compliance 

Internet websites 
(including apps, OTT 
platforms and digital 

audio platforms) 

1. Impression/ server report in case of impression-based 
RO or as mentioned in RO 

2. Summary dashboard report from third party in all 
other cases including fixed banner advertisements or as 

mentioned in RO. 
Social media (X, insta, 

FB) 
Impression/ server report/views report or as mentioned in RO 

Google/YouTube Impression/ server report/views report or as mentioned in RO 
Digital Cinema Server log reports/ Prime Screen Time (PST) declaration 

certificate or as mentioned in RO 
Bulk SMS Log verification report and Delivery report or as mentioned in 

RO 
Digital Content Creator Certificate of Completion/ URL of the posts 

 
Compliance shall be submitted by the vendor(s) within 30 days from the date of completion of 
the campaign 
 

B) Invoice 
 

i. Vendor(s) shall submit scanned copy of the physical tax invoice duly signed and stamped against 
the respective release order (RO) within 30 days from the date of completion of the campaign or 
on or before the date mentioned in the release order (RO) through their respective login ID on the 
vendor login page on CBC website only (https://cbcindia.gov.in/cbc/vendor-login). 
 

ii. No physical invoice, compliance document, or other applicable document shall be accepted by 
CBC, except in the following cases: 
 
 
(a) where the Release Order (RO)/Work Order (WO) has been issued in physical form without e-
Work Order Number; or 

  (b) where online processing cannot be carried out, or cannot be carried out in reasonable time, for 
reasons to be recorded in writing, with the approval of DG/PrDG, CBC.  



 iii. While submitting tax invoice and filling details in the invoice summary, vendor(s) must ensure 
correctness of invoice number, invoice date, RO details, PAN no, GST no., claim amount and 
other requisite details. 

iv. If any discrepancy is found in the invoice or compliance documents submitted by the vendor, 
CBC shall return the bill/compliance documents for correction through the ERP portal. The 
vendor shall get three (3) opportunities to correct the discrepancies and resubmit the 
bill/compliance documents. Each opportunity shall be of fifteen (15) calendar days, counted 
from the date the bill is returned through the ERP portal. If the vendor does not resubmit the bill 
within the fifteen (15) days, that opportunity shall be treated as used, and the bill shall be returned 
again for the next opportunity. If the bill is still found deficient, or has not been resubmitted, after 
all three (3) opportunities, it shall be categorized either as non-payable or CBC shall make 
payment after necessary deductions as per extant provisions.  

 
Guidelines/SOP for accounts wing CBC 
 

i.  AOs/AAOs shall check for compliance as per the criteria mentioned above. 
ii.  AOs/AAOs shall verify other details in the invoice and compliance as per extant CBC policy and 

government of India rules before proceeding for expenditure sanction proposal. 
iii. In the case of impression-based Release Orders (ROs), whether on websites, mobile applications, 

OTT platforms, digital audio platforms, social media platforms (such as Facebook and Instagram), 
Google Display Network, YouTube, or any other digital platform or medium that is, or may in 
future be, empanelled by CBC, payment shall be made on the basis of the total impressions 
specified in the RO ("requisite impressions") delivered during the campaign period, not on day-
wise delivery. If the “requisite impressions” are achieved earlier than the campaign end date (for 
example, in 3 days of a 7-day campaign), full payment shall be made. 

iv. All possible efforts shall be made to adhere to timelines as prescribed at Table 1, subject to the 
availability of funds and fulfilment of all prescribed requirements. 

 

Part IV: Audio-Visual (AV) 

 

Guidelines/SOP for vendors 

 
A) Compliance 

 
 Vendor(s) shall submit the following documents, as the case may be as compliance within 30 
days from the date of completion of campaign. 
 

Media Document to be submitted as work compliance 
TV Channels Broadcast/Telecast certificate with RO number, correct 

caption as mentioned in RO, TC/BC Code and name of 
the broadcast station. 

Private FM Channels Self- certified Broadcast certificate 



Community Radio Self- certified Broadcast certificate 
AIR Broadcast certificate certified by authorized official 

Doordarshan Broadcast certificate certified by authorized official 
 

B) Invoice 
i. Vendor(s) shall submit scanned copy of the physical tax invoice duly signed and stamped against 

the respective release order (RO) within 30 days from the date of completion of the campaign or 
on or before the date mentioned in the release order (RO) through their respective login ID on the 
vendor login page on CBC website only (https://cbcindia.gov.in/cbc/vendor-login). 
 

ii. No physical invoice, compliance document, or other applicable document shall be accepted by 
CBC, except in the following cases: 
 
 
(a) where the Release Order (RO)/Work Order (WO) has been issued in physical form without e-
Work Order Number; or 

  (b) where online processing cannot be carried out, or cannot be carried out in reasonable time, for 
reasons to be recorded in writing, with the approval of DG/PrDG, CBC.  

 iii. While submitting tax invoice and filling details in the invoice summary, vendor(s) must ensure 
correctness of invoice number, invoice date, RO details, PAN no, GST no., claim amount and 
other requisite details.  

iv. If any discrepancy is found in the invoice or compliance documents submitted by the vendor, 
CBC shall return the bill/compliance documents for correction through the ERP portal. The 
vendor shall get three (3) opportunities to correct the discrepancies and resubmit the 
bill/compliance documents. Each opportunity shall be of fifteen (15) calendar days, counted 
from the date the bill is returned through the ERP portal. If the vendor does not resubmit the bill 
within the fifteen (15) days, that opportunity shall be treated as used, and the bill shall be returned 
again for the next opportunity. If the bill is still found deficient, or has not been resubmitted, after 
all three (3) opportunities, it shall be categorized either as non-payable or CBC shall make 
payment after necessary deductions as per extant provisions. 

Guidelines/SOP for accounts wing CBC 

 
i.  AOs/AAOs shall check for the compliance as per the criteria mentioned above. 

ii. AOs/AAOs shall check for TAM data in case of TV, self certified Broadcast certificate in case 
of Private FM and community radio 

iii. AOs/AAOs shall verify other details in the invoice and compliance as per extant CBC policy and 
government of India rules before proceeding for expenditure sanction proposal. 

iv. All possible efforts shall be made to adhere to timelines as prescribed at Table 1, subject to the 
availability of funds and fulfilment of all prescribed requirements. 

 

 



 

Part V: AV production 

 

Guidelines/SOP for AV production agencies, multimedia agencies, selfie booth panel 
agencies, mobile perform vans, mobile theatre vans, medium and small mobile performing 
vans or any other agency empanelled with AV production wing of CBC. 

 

Guidelines/SOP for vendors 

 
 

A)  Compliance  
i. Duly certified (signed and stamped by the issuing authority) work completion certificate clearly 

mentioning the details of the work order and approved amount. 
ii. Submission of AV/Creative Assets by Vendors to the AV Production Wing of CBC, as applicable. 

 
B) Invoice 
i. Vendor(s) shall submit scanned copy of the physical tax invoice duly signed and stamped against 

the respective work order (WO) within 30 days from the date of issue of work completion 
certificate or on or before the date (if any) mentioned in the work order (WO), through their 
respective login ID on the vendor login page on CBC website only 
(https://cbcindia.gov.in/cbc/vendor-login). 
 

ii. No physical invoice, compliance document, or other applicable document shall be accepted by 
CBC, except in the following cases: 
 
 
(a) where the Release Order (RO)/Work Order (WO) has been issued in physical form without e-
Work Order Number; or 
(b) where online processing cannot be carried out, or cannot be carried out in reasonable time, for 
reasons to be recorded in writing, with the approval of DG/PrDG, CBC. 
 

iii. While submitting tax invoice and filling details in the invoice summary, vendor(s) must ensure 
correctness of invoice number, invoice date, RO details, PAN no, GST no., claim amount and 
other requisite details.  
 

iv. Any other document as applicable. 
 

v. If any discrepancy is found in the invoice or compliance documents submitted by the vendor, 
CBC shall return the bill/compliance documents for correction through the ERP portal. The 
vendor shall get three (3) opportunities to correct the discrepancies and resubmit the 
bill/compliance documents. Each opportunity shall be of fifteen (15) calendar days, counted 
from the date the bill is returned through the ERP portal. If the vendor does not resubmit the bill 



within the fifteen (15) days, that opportunity shall be treated as used, and the bill shall be returned 
again for the next opportunity. If the bill is still found deficient, or has not been resubmitted, after 
all three (3) opportunities, it shall be categorized either as non-payable or CBC shall make 
payment after necessary deductions as per extant provisions.  
 
 
Guidelines/SOP for accounts wing CBC 
 

i. AOs/AAOs shall follow the SOP issued vide circular AD(AV-P)/E-billing/CBC/25-26 dated 
03.11.2025. 

ii. AOs/AAOs shall check for the duly certified (signed and stamped by the issuing authority) work 
completion certificate against the issued work order. 

iii. AOs/AAOs shall verify other details in the invoice and compliance as per extant CBC policy and 
government of India rules before proceeding for expenditure sanction proposal. 

iv. All possible efforts shall be made to adhere to timelines as prescribed at Table 1, subject to the 
availability of funds and fulfilment of all prescribed requirements. 

 

Part VI: Printed Publicity/Exhibition/Mass mailing 

Guidelines/SOP for vendors 

 

A) Invoice submission  
i. Vendor(s) shall submit scanned copy of the physical tax invoice duly signed and stamped against 

the respective work order/Job order within 30 days from the date of issue of work completion 
certificate/bulk supply inspection report by CBC/certification of service delivery from 
concerned wing of CBC or on or before the date (if any) mentioned in the work order/ job order 
(WO), through their respective login ID on the vendor login page on CBC website only 
(https://cbcindia.gov.in/cbc/vendor-login). 
 

i. No physical invoice, compliance document, or other applicable document shall be accepted by 
CBC, except in the following cases: 
 
 
(a) where the Release Order (RO)/Work Order (WO) has been issued in physical form without e-
Work Order Number; or 

  (b) where online processing cannot be carried out, or cannot be carried out in reasonable time, for 
reasons to be recorded in writing, with the approval of DG/PrDG, CBC.  

 
 

ii. While submitting tax invoice and filling details in the invoice summary vendor(s) shall ensure 
correctness of invoice number, GST number (if not in exemption category otherwise submit GST 
exemption certificate), claim amount and any other details as required. 
 



iii. If any discrepancy is found in the invoice or compliance documents submitted by the vendor, 
CBC shall return the bill/compliance documents for correction through the ERP portal. The 
vendor shall get three (3) opportunities to correct the discrepancies and resubmit the 
bill/compliance documents. Each opportunity shall be of fifteen (15) calendar days, counted 
from the date the bill is returned through the ERP portal. If the vendor does not resubmit the bill 
within the fifteen (15) days, that opportunity shall be treated as used, and the bill shall be returned 
again for the next opportunity. If the bill is still found deficient, or has not been resubmitted, after 
all three (3) opportunities, it shall be categorized either as non-payable or CBC shall make 
payment after necessary deductions as per extant provisions.  
 
Guidelines/SOP for accounts wing CBC 
 

i. AOs/AAOs shall check for the duly certified (signed and stamped by the issuing authority) work 
completion certificate/bulk inspection report/ certification of service delivery from concerned 
wing of CBC against the issued work order/job order. 

ii. AOs/AAOs shall verify other details in the invoice, work completion certificate/bulk inspection 
report/ certification of service delivery as per extant CBC policy and government of India rules 
before proceeding for expenditure sanction proposal.  

iii. All possible efforts shall be made to adhere to timelines as prescribed at Table 1, subject to the 
availability of funds and fulfilment of all prescribed requirements. 
 
 
 
 

Table1 
 
 
 

Timelines For Accounts Wing 
1. Scrutiny of bills i.e. put them in approved category 

  within 10 working days from the date of submission in 
respect of Print media. 

 Within 5 working days for all other media wings. 

 No sanction, whether before or after DG approval, should 
remain pending in the login for more than 36 hours 

 Bills returned by PAO must be reprocessed within 2 days 
after necessary corrections 

 
 

  



No. ADM/19/2O26-Admin Vl (e-221.187)
Government of lndia

Ministry of lnformation and Broadcasting
Central Bureau of Communication

*****
New Delhi, Date: 31.O7.2O26

ADVISORY

Subject:Clarification to the CBC Guidelines/SoP for Premium
Rates on Newspaper advertisements for specific campaigns
dated 26.]-2.2025.

ln continuation of the SOP titled "CBC Guidelines/SOP for
Premium Rates on Newspaper Advertisements for Specific
Campaigns," dated 26.12.2025, issued in pursuance of
Ministry of l&B O.M. No. M24Ol3l43l2O2l-MUC-l (Vol. lll)
dated 17th November 2025, the following
clarifications/additions are hereby issued for
information/compliance by all concerned:

r. First jacket, as defined at para 2.\ of the SoP dated
26.12.2025, shall be construed to include first jacket or
any other jacket, until further guidelines are issued in
this regard.

z. The percentage of premium to be charged shall remain
the same as mentioned at para 3.2 & 3.3 of the SoP
dated 26.12.2025.

:. ln pursuance of para 6.2 of the SoP dated 26.12.2025, tf
the positioning of the advertisement is not as mandated
in the positioning field of the Release Order (RO), base
amount only, i.e., without any premium shall be
payable until further guidelines are issued in this regard.

2. This issues with the approval of DG, CBC. y^flI
Jairaj Kishore

Dy. Director(Accounts & Admin Vl)
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CBCGuidelines oPforPremiu Rates J er Adv€rtisem {or specitic

qampe!f,!!

26.t2.202'

r. ln trod uction

Tlre Central Bureau of communlcation (CBC) issues these gtrirJelines/SoP io establish a

formal and transparent mechanism for the application of premium rates on print

advertisements released for publication in newspapers as per L4inistry of l&B oM ttlo M-

24013/43/202 t-t\4 UC-l (Vol. tll) dated tzth Nov 2025.

2. Definitions

2.1 Premium Rate: An additional percentaBe charged over the base rate for

advenisements published on the First Jacket/Top Page or Third/Last page of a

newspaper, as specified in Ministry of l&B OM No M- 24013143/202 
-r- ivlU C-l

(Vol. lll) dated 17th Nov 2025.

2.2 First Jacket:This shall be typically the page appended to the newspaper over

and above the top page which generally carries the masthead'

2.3 Top Page: The front page of a ne\/spaper, typically the frrst page rrthere the

masthead of the newspaper is published.

2.4 Third/Last Page: The thirdlback page of a newspaper'

2.5 OMR (Online Media Request): The formal request document submitted

online by clients indicating preferences and requirements for acivertisement

pla cement.

2.6 Release order: lt is a formal instruction to a publication detailing when arrd

where an advertisement must appear, including its size and placement' lt

authorizes the advertisement and ensures all specified guidelines are

accuratelY followed.

l. Prenrium Rate AoPllca bilitY

Premium rates will be applicable under the following conditions:

3.1 premium rotes shall be applicoble only for specilic comPaigns, as cleorly

mentioned by the CBC in the Releose Order'

3'2PremiUmratesWillbeapplicableforgrificcampaignsforadvertisementsplacedonthe
frrst.jacket/ top page or third/last page of newspapers only'

,r'.€

File No. AOM/r9l2O?6-Admin vl (compute. No. ?21137)
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3.3 The percentage of premium to be charged shall be as under:

a) 75% premium in case of First lacket or Top Pag€

b) 25% premium in case ofThird/Last Page

3.4 Newspapers that carry advertisement on first jacket/top page or third
pagellast pa8e on their own, shall not be considered under premium rates and
the premium rates shall not be applicable in such instance.

4. Determination of CampaiBn for preferential positioning

The campaigns for which premium rates shall be applicable shall be determined by CBC on
specific request of the client Departments/Ministries considering factors such as

communication priorities, availability of budget, and nature of the campaign.

5. Cli€nt Res pon sibilities

5.l Clients {ministrres, departments, autonomous bodies, PSUs and other bodies

under Government of lndia etc,) must clearly indicate their preferences
for premium advertisement positions in the Online Media Request (OMR).

5.2 Clients should recommend the desired locations (cities) for placement of
premium advertisements, keeping in v;ew these guidelines on eligibility and

applicability.

6. i!on publication

5.1 ln accordance with Print Media Advertisement Policy, 2020 clause 17, the
publication is liable to be suspended/disqu alified/pen a lized "lf the
publication refuses to accept and carry an advertisement issued by CBC on

behalf of the M inistries/Depa rtments of Government of lndia, and

autonomous bodies on more than three occasions".

6.2 Non publication on the page for which advertisement has been released

for RO under premium rates may be construed as deficiency in service and

may lead to appropriate reduction in payment and/or reduction in
subsequent release of advertisement.

7. Effective Date and Compliance

These guidelines shall come into effect from the date as notified by CBC

File No, AOM/r9l2026-Adoin Vl (Computer No. 22t1sz)
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8. Revicw 'rd Anrelldn]onl of Guid,:iines

These guidelines may be periodically reviev"red by CBC to ensure alignment uJith

government policY, industry practices, and evolving communication needs'

Amendnrents, i{ any, shall be notified formallY and shalltake effect from the date specifred

in the notification. Competent authority to amend those guidelines shall be

Principal Director General/Director General, Central Bureatt of Cornmunication

(cBc).

9. lnterpretaticn errd Clarrf rcations

Any interpretation or clarification regarding the provjsions of these Suidelines shall rest with

the Principal Director General or Director General, CBC, whose decislon shall be final and

binding.

This issues with the approval of competent authoritY.

4.:ffi
(Director')

rfFq lgi / Gaurav Khare

li'irro 7 Director

4

flle No. AoM/rrl2026-Adrnin Vl (CornpLrter No. 221137)

G€ner.tld from €offi.e by abhish€* xumar, Ax/solADMN-vt. sEcrol{ oFFlcER cENlRAl BUR€A|J oF coMli,tuNlcaIloN on tt/or/2o26 o1:os prn
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Thjs issrrcs rvitlr the approral ofthe cornpelcnt authority.

(iovernment of lttdia
llinir(rY of lnfi,rnlati0rl ltn(l Ilroidcnsting

Ccntrsl llllrcau of Co,Ilm unicalion
Soochn lihxtiun, l,odhi Ro:rd. Cl(iO Conrplcr. Ncu l)elhi

D rcd: l7.l 1.2()15

A t)\/ lsoliY

Subjcct: ttttisio! of ll:rtcs for Governmcnt Arlvcrtisemcnts in l'rinl i\letlia l)rsed on /\cccpttlnce

ol (hc 9lh ll,ltc S(ru!:(ur( Cotlulrittcc Rccomnrcndations

lltis ir trr rcl.:r (o th\i rllnchc(i Olllcc i\lcnrtrrrnclunr No. i\4-2401:i/ llA0? l-\ltl(-'-l (Vtrl. lll) dtrtcd

il Nrrr crn hcr' ?01-i. is:;ucd i:y thc N{inistr;- ol lnl0lr]lali0n:rnrt Ilnratlcaslirr;i. at r\nllc:iurc-1. rcglrding lhc

rerision ol r,ll(r li)r (i1).,'rrirnrrnt o(llc(isulcnls in I'rint Mcrlia irs rccolTlnlfndcd b,r tllc 9tlr l'latt

Strit;lurc ('rrntnrittr,:. lhc approvcct rcvisions shlll I'e intpletncn(crl irt ruct:rJatrqu wilh L-lrL,i,J 7 a'l the

i'rint \1cJia,\drt-rtiscnrcnt ['olicr'. ]010.

l,r vit\\ ol ill.'r.lt.rn,.c,: in rllts lrrd lcilltJ;ltxl cond;liorrs. lh! rc!isc(l l(tlc AgreumJt)l lhr;rll ptrhlic;rfionr

frritrnnr'll.d \ ilh (-tJ(l ls ,rn I 7,I l.ltt25 is hcreby bcing issucd.

;\ll pui.lications lrrc requcslcd k] visit theit login area L14ig{[cirr.li:r.t,,rr..irrie hc,vcrr,llr'-l,,.rirt lrrLl log in
rviih thcir crtJr:ntirrls L'egirrrring i9.1 L2025.

Only those publications thlt subnril lheir acceptance of the nerv Rale Agrcsment on or belbre 30.I I .202i
shall rcrn3ill on the CBC panel. s the rates approved prcviously by lhc 8th Rate Stnrcture Conmitlce
stand nullificd. Pl!'ase notr that the curcnt rsle conlract will bccome invalid.

i'ublirhers rna) also note lhat tlrc contract shall be considered valid only alier the aulhorized signatury
signs and uplords the Agreement. The publication is required to takc a printoul ofthe Advenisentenl Rrtc
Col]tric( Agrecnleot, aflix the signature and s€al of lhe authorizcd signarory of the Publishcr at the

deiiglaled placc and on each page, and upload thc scairfied copy lhrough lhe vendor logitr urca. onl1,.

(C:rurur Kharc)
Dirccaor

flle No Aoia/r9l2o26-Adhin Vt (Cohpure. No. AtIsT)

I
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GOVERNMENT OF INDIA
(MINISTRY OF INFORMATION & BROADCASTING}

CENTRAL BUREAU OF COMMUNICATION
Outdoor & Personal Media wing

File No.: No. 2l / 22 | Accounts (Misc.)/242SlOp Date': 19.2.2025

ADVISORY

fu[ Guidelines for the inspection of Outdoor display

In accordance with the standard procedure of inspection and verification for outdoor
and Personal Media the following guidelines for inspection shall be followed by all
concerned without fail:

The inspection of outdoor media displays must be conducted during the display
period. However, in cases where the display report is provided by the sole rights
authority of the concerned media or an officer of the Ministry of Information &
Broadcasting, it may be accepted even after the display period has ended.

2. The inspection report (lR) for static or Digital medium should preferably be
provided district-wise by the agency through a gazetted. officer. If district-wise
reporting is not feasible, a state-wise or district cluster IR in the attached format
be submitted, provided it is certified by the Gazetted ofhcer stationed at the
organization's headquarters.

For specialized media as listed below, only the following Inspection Reports shall
be accepted. The IR shall be from only the Authorised official (Gazetted/Non-
Gazetted) from the Sole rights authority:

i. The verification report of dlsplay on Bus panels, Bus stand hoardings, and
Audio announcements in bus stands can only be issued by the concerned
State Transport Corporation/ sole rights authority.

ii. The verification report, of display(static/ Digital) in Railway stations, inside
or outside trains, audio announcement in Railway stations, can only be
issued by the concerned Railway Authority.

iii. The verification report, of display in and around airport(static/ Digital), can
only be issued by the concerned Airport Authority of India or Bureau of
Civil Aviation security or CISF.



4. In case of Personal Media like Access cards, Rail Neer Bottles, Head Rest
covers(Trains /Aircrafts), Air Baggage Tags, Advts on Disposables(Napkins/
sandwich Boxes/water Bottles) Inspections reports onry from the authorized
signatory of sole-rights authority is acceptable.

5. For the media like Autohood wraps, the IR shall include the numbers of the
vehicles along with the photographs of the display etc., along with the verification
of the display on Monitoring dashboard by the outdoor Accounts wing of the cBC.

6. For the media in Pvt/commercial establishments(category-c) like Audio
Announcements in shopping malls, LED/LCD Screens in shopping malls,LED
screens in Residential societies logs of the campaign executed shall be part of the
Inspection report.The logs shall be verified by the Accounts wing of the cBC along
with the physical inspection by the Outdoor wing, wherever feasible.

7. During the inspection, if the work performed by agency is not satisfactory, CBC
can cancel the empanelment of the agency and will not be considered for future
campaigns; The said agency(ies) may also blacklisted by CBC.

8. The inspection of outdoor display may be undertaken by the officer of Bureau in
regular course. The officer may be gazetted or Group B non_gazetted. However,
where the officers of this Bureau are not ava able for inspection, any gazetted
officer of central government/ state government may do the inspection.

9. The verification report issued by sole rights authority, after the display period,
shall be accepted without prejudice in all the cases.

10. The modified IR format is enclosed with this communication. Date of Inspection
may be mentioned against each location of display.

This issues with the approval of DG, CBC

(Ponn n Sel M)

(oM)

ffiffi793y'*t"""n



1 Release Order Number: 

2. Subject of the Campaign: 

3. Period of campaign displayed: 

4. Agency Name: M/s 

5. Media/ Property: 

6. Quantity: 

7. Place/location: 

8. State: 

CBC Outdoor Media Inspection Report 

Location 

10. Date/s of Inspection: 

9. No. of spots per day in case of Audio/Video Spots: 

Date: 

Media 

11. Total Number of Satisfactory Displays: 

Copy to: M/s 

12. Total Number of Displays NOT Satisfactory: 

Qty 

to 

Date of 

inspection 
Satisfactory/ 

Non 
satisfactory 

(Signature with Seal) 
Name of Inspecting Officer: 
Designation: 
Department/Organisation: 
Office Address & Tel No: 
Mobile No: 
Official Email id: 
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A D (AV- P)/E- B i I I i n g/C BC t 25-26
MINISTRY OF INFORMATION & BROADCASTING

CENTRAL BUREAU OF COMMUNIATION
(AV PRODUCTTON WtNG)

Soochna Bhawan, CGO Complex,
NewDelhi -110003

03 11 .2025

gBqULAB

Please find enclosed as Annexure - I therstandard Operating Procedure (SOP) to be
followed for processing of AV Production' invoices. AV Production Wing shall make
available the documents specified in the SOP.

2. lT tVlodernisation Wing is requested to ensure relevant fields are made available on
the portal,

3. Account Wing & AV Production are requested to adhere to the SOP enclosed

'tr

This issues with the approval of the Competent Authority

To

Copy to

1. DD(IT) e

2. AD (Av-Production Billing)
3. DDO

4. AO (AV)

ADG (Accounts) - For kind i onp lease. I

Director (Accounts) For kind information please.
Director (AV) - For kind information please. 

-4 ' 6u'11

q-
(K. Anurag

Deputy

$

-u2\r\2S
Kumar)
Director
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ANNEXURE - I

n SOP for AV Bitl Processing issued vide
AD(AV-P)tE-Bitl.ing tCBCt2S-26 dated 3'd Nov 2025

1 r.rr.':::r.r::.]i...i: -'.:r'i r1 ."' ,. , :":.."." .'"'," . .'.

:i::iiiiaii:ni! ':I rli.. "1.r':.: j:': 
i .'::. j:ii r.'r'

:rll!. ..1.:i!.. 1- r": ,'ri1 .'.. i .'..1. 'i':i' . ' ..

Notet No AdditionaI Documentation shaLl. be requisitioned by Accounts Wing. ln the event any
such request is made the same may be accompanied by giving justification, rute and relevance.


