
PURCHASE DIVISION
Advice for approval for credit to supplier

Date: rL{\\ \r t Prepared by D"oPq Serial no a5soB
Supplier name

E$M) HO inward no.

Firm/Company
r'\? Q 1

Project Ht)l HO received date

e lslrt PO/WO No. 2o2(o.!otolo Scan ID.

Bill no. Bill date Bill amount Original attached

I j- q0c\q r lt lrt q,t 661-- 1p{es o No

2 nYes o No

3 oYes a No

4 oYes tr No

Amount A - Bills total (Excluding Transpon & Hamali Charges):

Proofofdelivery by way o s,/bill o Stee report o RMC pour report o Solid bl k port I nstal lat reportoc re tr Ion

MRN
nos.: a o2a o1b1Ol')

Proof ofdelivery
matches MRN

(-.afes o No

Amount B -Other Credits : Transportation charges

Amount C -Other Debits :

Amount D (D=A+B-C) - Amount to be credited to the supplier: \,\6Llr
AmountE-PO/WOvalue: q,\661r
Amount F - Difference (A - E)

Quantity received as per PO /WO ,daes o Excess received o Short received o Part received

Close PO / WO
( ,/Yes o No - wait for balance material n Other

Pa)T nent - due date LO t/J
Remarks fr"J u,rl

Approved by Purchase Officer Purchase

Manager
MD Accountant Accounts

Manager
Name: c>p?t
Sign g
Date qb\z
Approval limit Upto 20k Above 20k Above l00k Upto 20k Above 20k

Notes: l.ln case amount to be credited to supplier and the bills total does not match, accountanls to prepare JV for debit or credit
2. This set should only have 5 documents i.e., advice to credit to supplier, original bill, proofofdelivery, original purchase order
with barcode, original requisition. 3. Do not attach additional documents like weighment slips, RMC batch reports, duplicate
documents, Eway bills, test reports, etc.4. ln Amount A, exclude tansport, Hamali charges, etc., and instead include in Amount
B. 5. This report must reach HO within one working day ofapproval by purchase oflicer/purchase manager.

PO/WO date

Sl no.

4,\b6lt
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