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PURCHASE REQUISITION SLIP
S.N.









Date: ……………………………
Name: ………………………………………………………………

Designation: ……………………………………………………

Activities: ………………………………………………………….

	S.N.
	Description
	Required Quantity
	Issued Quantity
	Remarks

	
	
	
	
	


Submitted by


Certifies/Approved by


Received by

Issued by

ADVANCE REQUEST FORM
1. Name of Activities:  ……………………………………………………………………………………………………….
2. Purpose of Advance: ……………………………………………………………………………………………………..

3. Date of Implementation: ………………………………………………………………………………………………

4. Venue: ………………………………………………………………………………………………………………………….
5. Budget Estimation: 

	S.N.
	Description
	Rate
	Person/Qty
	Amount (Rs.)
	Remarks

	i.
	Accommodation
	
	
	
	

	ii.
	Fooding/tea & snacks
	
	
	
	

	iii.
	Stationary
	
	
	
	

	iv.
	Transportation
	
	
	
	

	v.
	Food item
	
	
	
	

	Vi
	Cloths
	
	
	
	

	vii.
	Other
	
	
	
	

	Total Advanced needed (Rs.)
	
	


 In words …………………………………………………………………………………………………………………………. only.

Request by:



Checked by:



Approved by:

Signature: ……………………………..

Signature: …………………………

Signature: ……………………….
Name: ………………………………….

Name: ……………………………… 

Name: …………………………….
Designation: …………………………

Designation: ………………………

Designation: ……………………

Date: ……………………………………

Date: …………………………………

Date: …………………………………
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