
ADMIN-AUDIT / PURCHASE DIVISION
Advice for Credit to Supplier - Manual

Date: A6' .o I .2Y. Prepared by V. Pe/ r
Serial no.

Supplier name
nlqu fo. e ln9rJc.0.r eFlof ,tru HO inward no.

Firm/Company
Q.v e.c Project j,,?1,, HO received date

POAilO date d8'o6.2, POAilO No. 3o23c6l wL? Scan ID

Sl no. Bill no. Bill date Billamount Original attached

N ee/rvoP 2) -zy o\.0).L3 {qet-h Yn Yes n No
)

I
uYes n No

J aYes o No

4 l oYes s No
Amount A - Bills total (Excluding Transport & Hamali Charges). 9(f-ol
Proof of delivery by way Dcs/bill I Steel report o RMC pourreport o Solid block report tr Installation report

MRN
nos.: l, t3olo5og1 Proof of delivery

matches MRN
oYes 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: 4 q e r- h
AmountE-PO/WOvalue ?/q ( g.oo
Amount F - Difference (A - E) n\rL
Quantity received as per fO /WO- ---------\Z o Yes o Excess received o Short received o Part received

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

Payment - due date b1.o9.2-\
I

Remarks:
io _a il|,

Approved by Purchase Officer Purchase
Manager

MD Accountant Accounts

Name: v-Qovl
Sign: 4r
Date tC,ot. \
Approval limit Upto 20k Above 20k Above l00k Upto 20k Above 20k

Notes: l. In case amount to be credited to supplier and the bills total does not match, accountants to prepare IV for debit or credit.
2. This set should only have 5 documents i.e., advice to credit to supplier, original bill, proof of delivery, 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. [n Amount A, exclude transport, Hamali charges, etc., and instead include in Amount
B. 5. This report must reach HO within one working day of approval by purchase officer/purchase manager.

I



Admin-Audit Division
Form for closure of purchase order - ManuallolSo 6-3ro1y

PO no. PO date: l€'.o6.f? Req. no. Advice Scan ID

Barcoded PO available o YMll originalInvoice
available

sY/nN E'Copy available POD available N

Data required from site/engineers:

MRN nos. related to
PO

Xo l3oTotro9?,
o Part material received. Full material received. o Material not received.

n Close PO - Balance material will be re-ordered by new requisition.

n Cancel PO. Material not required. u Cancel PO. Material will be re-ordered by new requisition

a Keep PO open. Material required. n Keep PO open. Work under progress.

Remarks by engineer:

Notes: l. Provide &tails of material received by way of separate attachment. 2. Provide scanned copy of DCs/proof of delivery + PO. 3.
of invoices if amilable. 4. This entire set to be scanned and sent to Ravi.

Provide copies

Prepared by: Jti t V Dart Sign: -fr 4) Date: o9.ol. LY
Data required from accounts:

tr Checked with E&D for receipt of bills.

/n Bills not received against this PO tr Part bill received against this PO. o All bills received against this PO

o Advance paid against this PO Amount paid: Date of payment.

Details of part bill received

Sl. No. Bill no. Bill date Bill amount Cr. given to supplier

I

)

3

4.

Remarks by Accountant*' R;r/ Ne+ ?o r,, i,_)

Notes: I -may

Sign: J,O o 4 r..{
by E&D. Cheok before filling the above.

?) Date.

Prepared by: Sign: Date:

Remarks by Ravi + details of bills to be approved:

Sl. No. Bill no. Bill date Bill amount MRN no.

I htec I lQog lt\-zrr o Y. o >.L! IFq (g -'o d o2_lo h;09q.
2

3

4

5

Remarks. d.l. n-f D,J --1" J |yoce)J.
Prepared by: Ravi Sign: .f1o ql 4wDate

Advice by MD - action to be taken.

.ffiet certified bill from supplier (not original). c Prepare bill in SSLLP for material supplied

r Thereafter, prepare advice for credit to supplier and send to Soham for processing.r Close PO D Keep PO open. Material u.%\
tr Accounts to be reconciled with supplier. Get supplier's ledger

\

Approved by: Soham Sign tLDate:

Form for closure of purchase order dt 09-03-23 vers.docx

prepared by: ?roun, pqV

r

Remarks:



/ . r'
I I{avkar Electdosl EntorPr{ros. Ishop trto.1141lB,5-3-373 to 374
Crpp Arya sama, Mandrr
Cujaratni Schodl Lano' R.P Road
Secunderabsd-5OOOO3
csnNTOlr.r : 36BPc PB 1 I 57 F 1 z7
stato Namo : Totangona. Co!q; 36..
E- r.ri" i i : na 

"ra 
ro tcct t1 cr,la2o I 4 (E}Qtnell' com

; 36AAHCG482D1ZP
: Telangana, Code:38

hrvolcei No'

NEE|l40nn3'24
Dollvory Nola

Rolatottco No' & f)alo'

fluYor'e (ftttar No'

20/23,09too24
Dlrynlclt t)or: l''ltt'

Dlapalchotl through

By Perron
Torma of Dollvory

Tax lnvolce
QRTNAL FOR tll:cfi2tt:Nt )

l)ulqtl
4^lul.2l
Modallarntll ol lraymenl
By Rtgr
()lfuil llalatanrna

Dalatl
4^lul-23
llalivtttY l,ltrlrr l)alo

Daallnallon

ShoP

-e-uyeilBiltio)

G V Roserch Gentsrr Pvt Ltd
il-18713&4,llNd Floor, Soham Manslon, MG Road,

Soc-Bad.
GSTIN/UIN
State Name

750.006,Junction Box
3525 300x250x120

OutputCGST@9%
OutputSGST@9%

807.60
eo7.50

Bd rro) +o*3o?DSoLl?
,.r1

INWAR D

lnynrd

Ter Amount (n words) : INR One Thousand Two Hundred Fifreen OnlY

t7

Company's Bank Details
Banti ttame : HDFC BANK
A/c No.
Bnanch & IFS

pdce ofthe
corecL

- 5629904860?212
Code: Paradisc &

No.

Dt:

Dt:MRN No:
Sigo:Reccived By:

psr

No'e

%
%

1,350.00

9
I

5.00 No'g7308

5.00 No's
o.E

words)

ll{R Seven Thousand Nine Hundred Sixty Five OnlY
lalelax-EtralTax Tolal

Tax AmountAmountRateAmountRate
Taxable
Value

HSN/SAC

1bu/.3u9o/o607.509Vo6,750.00
607.50607.506,750.00

and

CorPuter Generated lrwoice

1

fial [ris]mDie dtors
gm&de!€rbGd eildtHall parliculars
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Navkar Elec'trical EnterPrises
Shop No.1 1411B,5-3-373 to 374

Opp Arya Samaj Mandir
Gujai-athi School Lane, R.P. Road

Secunderabad-500003
GSTINAJIN: 36BPCPBI 957F 1n
State Name : Telangana, Code : 36

E-l,lail : navkarelectricals20l 4@gmail.com

Buyer (Billto)
G V Reserch Centers Pvt Ltd
54-18713&4,11 Nd Floor, Soham Mansion, MG Road,

SeoBad.
GSTIN/UIN :36AAHCG4562D1ZP
State Name :Telangana' Code: 36

I
NEE

,/

Buyer's Order No.

Dispatcft Doc No.

Reference No. & Date.

Terms of Delivery

Dispatched through
Person

Other References

of Paymem

Destination

Note Date

lnvoice No

Delivery Note
NEE/1

Amountper o/"RateHSN/SAC QuantitY
SI

No.

Description of Goods

TAX INVOICE

1 unction Box
3525 300x250x120

Output CGST @9%
Output SGST@ 9%

5.00 No's 1.350.00 lruo'" I

9 o//o

9 o//o

6,750.00

607.50
607.50

Total I
t 7,965.005.00 No's

Amount Chargeable (in words)

INR Seven Thousand Nlne Hundred Sixty Flve Only

E, & O.E

SGST/UTGSTQGST
Amount

Total
Tax AmountRate Amount Rate

Taxable
Value

HSN/SAC

Qo/^ 607 50 1 215.OO6 75n On 90/^ 607.507308
507.50 1 ,2't 5.OO6,750.OO 607.50Total

Amount (in words) : tNR One Thousand Two Hundred Fifteen Only

pedara,ion ,ffRuE coPYt
We dadare that this invnbe shows the actual price of the
goods described and that all partiqrlars are bue and

I

for Navkar

d
rO
rI)
\o

\o
.36r

(/

Company's Bank Details
Bank Name : HDFG BANK
A/c No. : 5020004E602212

Brandr & IFS Code : Paradise &

This is a Computer Glenerated lnvuioe

\


