
PURCHASE DIVISION
Advice for approval for credit to supplier

Date

Supplier name

Firm/Company

Notes I - [n case amount to be cred ited to suPPiier and the bills total does not match. accountants to PrePare JV for debit or credit

2. This set should onlY have 5 documents i.e , adYice to credit to supplier, original bi ll, proofofdel lvery, onglnal purchase order

with barcode, original requis ition. 3. Do not attach additional documents like weighment slips, RMC batch reports, duPlicate

docunlents. Eway bills, test reports, etc. 4. [n Amo unt A, exclude transPo n, Hamali chargei, etc., and instead include in Amount

1355{JSerial no
De"f'qPrepared byqollo,.

HO inward no

HO received date
F]6HProjectHrpup

d1* 'o'2otrtr-r\cPO/WO No
z rlv)'>l.PO/WO date

Original anachedBill amountBill dateBill noSl no

.-dles o No\,'-l D,l-1 1 t-aq\ lr8I

trYes tr No
I

,)

DYes o No

oYes o No
,l

lransport & Hamali Charges)Amount A Bills total (Exc luding t-10tt13
tr Steel report ! RMC Pour rePort tr Solid block report o Installation report

Proof ofdelivery bY waY of: tr Dcs/bill

oYes D NoProofof delivery

matches MRN
MRN
nos.:

Transportation charges

I
Amount C Other Deb its :

I t-l'1

10 I

ited to the supplier:
Amount D (D=A+B-C) - Amount to be cred

AmountE-PO/W O value

Amount F Difference (A - E)

QuanlifY received as Per PO /WO

Amount B -Other Credits

ved o Part received
es o Excess rece ived o Short recei

aterial o Otheres o No wait for balance m
Close PO / WO

Palnnent - due date

Remarks:

AccountsAccountantMDPurchasePurchase OIficerApproved bY

Name:

Sign:

? 3 JAN ?02Date Above 20kupto 20kAbove l00kAbove 20kUpto 20kApproval limit

B. 5. This rePort must reach HO with in one working day ofaPProval bY Purc hase officer/Purc hase manager.
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