
ADMIN-AUDIT / PTIRCHA SE DIVI SION
Advice for Credit to Supplier - Manual

Date: ot.o).L) Prepared by V.(ovr Serial no.

Supplier name hvtlqq -Di;l';l,i''r.
HO inward no.

Firm/Company SrL? Project JH LY HO received date

PO/IVO date ol'o3.2t PO/WO No 7* eVy Scan ID

Sl no. Bill no Bill date Bill amount Original attached

I rBt ol , o 1.23 Xo,90q.6t1, y'n Yes o No

2 oYes n No

3 nYes o No

4. I oYes n No

Amount A - Bills total (Excluding Transport & Hamali Charges): Jo,3o 9- 6t;
Proof of delivery by way of: n DCsibill o Steel report tr RMC pour report tr Solid block report tr Installation report

MRN
nos.:

Proof of delivery
matches MRN

nYes n No

Amount B -Other Credits : Transportation charges

Amount C -Other Debits

Amount D (D:A+B-C) - Amount to be credited to the supplier: {o,3u q. 6 }
Amount E -PO /WO value: lrr,3oq-(V
Amount F - Difference (A - E): NIL
Quantity received as per PO AMO o Yes o Excess received n Short received n Part received

Close PO i WO 'o Yes n No - wait for balance material n Other

Payment - due date 0l'03.1Y.
Remarks: --fin,l bill'

Approved by Purchase Officer Purchase
Manager

MD Accountant Accounts
Manager

Name:

Sigr: o\. o , .l+
Date Qv. e ovt )
Approval limit Upto 20k Above 20k Above 100k Upro 2ok Above 20k

Notes: 1. [n case amount to be credited to supplier and the bills total does not match, accountants to prepare W 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. In 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 offrcer/purchase manager.

I



Admin-Audit Division
Fonn for closure ofpurchase order - Ivlanual

P0 no.; L PO date: 0l -=tr3-2023 Req. no.: Advice Scan lD

avaiPO lelab rY originalInvoice
available

available POD available

MRN nos. related to
PO lr B0qi
o Part material received. material received. n Material not received.

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

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

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

R enr a rks b1,. en-e i neer: , ,,

copy of DCVproofofdelivery + PQ- mpies
,)

cnltrt sct hc

\ir{cs l . Pror rdE dr:tarls of
ol' rnroices rf available. 4.

received h1'xay'of
and scnl ttr

Prepared by Sign: Date:
3

requiredData from

n Checked with E&D tbr receipt of bills.

ills not received against lhis PO" o Part bill received against this PO u All bills received against this P0.

: i\dvance paid against this P0 Amount paid Date ol palment:

Dctails of part bill received:

Sl. No. Billno. llitl date Billamount Cr. given to supplier

I

2

-)

1

a

Renrarks by Accountants:

Date: 4g OLPrepared by:

E&D. Check heftrrr filling thc above.worls - nra1, haveNotes: l.lt0V\!Os issried for

Date:Sign:Prepared by:

Remarla by R.avi+ details of bills to be approYed:

MRN no.Bill date BillamountBill no.Sl. No.

lPoqL?o0 6ol'0J.t8I

2

J

4

5

nrd Qu
(IRemlrrks: r.{ 

"--.,

rfo J

.rl'Date:Sign:Prepared by: Ravi

Advice by MD - action to be taken-

il Prepare bill in SSLLP for material supplied.
certified bill from suPPlier (not original)

'l'hereaft cr, prepare advice and send to Soham for Processing.tbr credit to supplier

3Close PO

Aciounts to be reconciled Cet supplier's ledgerwith supplier.

Remarks:
Date

Approved bY: Soham

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

Data site/engineers;

o\fN

accounts:

Keep PO open.

\



Pa9q3) I of I

From Company

Transportatlon

Warranty

Advance Paid

Other Terms

Cornpletion Date

Measurment

Security

rurLttdSE !rruer
27-02-2O2a l7:54:21

Summit Sales LLP
i,' 4 - 1 87/ 3&4, I I nd floor, MG Road, Secunderabad-500003
,.,: S r No . 36ACQF52O44C|Z7

b{ *lql
Otigln{ / Omce Copy I Purcfirse Dtv.Cofry

* tq uqt

Suppller Details

Avrghna Distributors

B 80, Jl Ngar, Defer:ce colony, Neredrnet, Hyderabad,
Mechal-MalkaJgrri- 5 C0094

GSTIN 36F5TPSE r19H1Z5

7{t75 I 53E59 7075 r 53859

Kind Attn : Sal i4ohan

Purchase Orcler for the Sunply of following ltems.

Item Name

I 772600 - STAT-S;iationary - Stamp Pad-- - - - Nos

2A74600 - STAT-:iiationary - Calculator-- - - - Nos

3 466300 - STAT'Sletionary - PaperA4-- - - - Bundles

4 730400 - STAT-Sratiorrary - Pen-Blue color-Cello Fine grlp
---Nos
s sprme

5 733600 - Col,lP-Perlpherals - House pads-- - - - Nos

tnw a.,J

a.3

Ooc No 97672 170917

Doc Date

Quote No

Quote Date 25-02-2023

SupplyType Supply

brl"q

01-03-2023

Qty Rate Dlso/o G5T

r8.00

Amount

906.2424.00 32.00 0.00

6 919400 - COMP peripherals - USB drive-- Sandisk - 32GB
- Nos

Rupees ; Twenty Ti ,,,Jsand Three llundred Nine and Paise Sixty Fouf Olly.

Terorend--qo_n i tie, i s _:

Specification I ;.-. per details given in the quotation.

Payrnent Terms A'rcr Delivery & Production of bill

Tax I'j

Delivery Date ['i.'xt Day

Delivery Localion I:.. rtntrt Housrng LLP

(. i, :,rl apally, Behind Kingston PG collega, Hyderabad

[.'i, ;ne 96182{433. HameMra

Penality For Dolay l.;

10.00 155.00 0.00 18.00 1,829.00'

50.00 27o.oo 12.00 15,120.00

200"00 3.00 18.00 708.00

10.00 38.00 18.00 448"40

2.00 550.00 0.00 18.00 1,298.00

Total Order Value . . . 20r309.64

0.00

0.00

0.00

t;,,

t.;,

l'.';: ieserve the right to rejecl ilems not conforming quality anf specifications.Above order for stock repteneshing
F,:. iose.
t\

t\

Ir

Remarhs c'' ;inal invoice + copy of pmof ol deliveryis required to process. invoice for payment. DO NOT send original invoiceli : rte. Onginal invoices must be sent to HO ofrba or purdrase site office. Proof of delivery/DC can Oe dnt Uy eman.,Fut summlt *lcs LLP Accepted the aboye Tcrms And condiuons

Authoilsed signat0ry For Avlghna Oistrtbutot,

tlame l{ame Dale: JJ_
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AV.}G H IT ;u i-} i STRI BUT ORS
House Keeping anrl Office Need Stationary Material

3-80 Defence , .\ el'edrr.l.:t. d, Medchai-Mal T 500094

Narne :

Acicress:

JLdLf,

, Il nd floor. IlC Road, Secunderabad - 500003

364CQFS2044C7Z7

Telangana state code: 36

5-4-1.87 /3&1

SUMMIT SALES LLP Invoice No: 181

Date : 01-03-2023

P0 No:- 97672

Payments Terms :- 25 Days

!4yq.yAdress :- Cherlapally

Taxable Amount

S. No Desciiption ofGoods

rISN

Code Qty Rate So/o 12o/c 19(Yo Amount

Stamp PaC 7726 24 Nos I 32 768
') Calculator ,-,<'ei +tt 10 Nos / tss 1_-:n

J lK Red 44 Pape" ./ - 4663 50 Rintsr, / zzo 1 3S00

SS Prime Bii.re Pens / 3U+ 200 Nos\ 3 600

5
.a'

Mouse Pads \/ 7336 10 Nos " 38 380

6 USB Pendrive (32G8) J tgtg+
2 Nosv 550 1 100

fo,ru\
r&I\r'IAR D HT \a\\

U-L3*pj3};- :,1i-r[r ;; ttSt IYIJ ()) illl
L,lT:: r,,.ii liiil
c: ^-i\i.t_.!l t wq uJ D

H d&g
l--

l-r f,a rtrE f ttt
.-: Lr,i,ii'il I \iflLIJrJ rJ JL -lI \4, r,r

Rupees in words 13500 4398

Twenty Thousand Three Hundered Nine 810 395.82

And Sixty Four Paisa Onty /- 810 395.82

Tolal Amount before Tax

Aclii: CGST

Add; SGST

GRAND TOTAL L5120 51.89.64 203A9.64
Bank Details : Kotak Mahindra Bank
Account No :7945120725

Branch: General Bazar, Sec-Bad

IFSC Code: KKBK0007450

.l..Gt.ror'ls once sold will not
-.aken back or exchangd

2.Subject to Hyderabad,

J u riSI! cti o_n E. &. O. E.

FOT AVIGHNA DISTRIB

.#n1,.,r,
.uthorised

?.loo,,/r, o

1 R

V

hIC RfrTuilild
Ito *){.*t-{."e.ru
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!
!
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