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be adjusted immediate after the incurred the expenditure or within a month which ever is earlier after the receipt of

advance.
Date:
GIRIRCE HHAR] §HER
Employee Signature
SRIRId/Recommended by fqumTIege]/ HoS/HOD 3{IHIfGd/Approved by

1 IR0 § 1Y Sfard S RT HRAT SHad g |

It is mandatory to fill all the requisite information in the format.
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Purchase Committee must be formed if purchases of Goods/ Services is more than Rupees 25000.00
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Advance must be adjusted within one month from the date of sanction otherwise Accounts section is
free to recover from Salary
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If any alteration needed in the format must be brought to the notice of DR/AR Finance and Accounts

for necessary action.




