
N
a
m

e
 

Prepared by 

From
 period 

S
L

N
o 

D
ebit 

1 2 3 4 

6 10. 

11 

Sign: 

H
V

R
D

 

Date: 

H
V

R
D

 

H
V

R
D

 
H

V
R

D
 

H
V

R
D

 

H
V

R
D

 

A
m

o
u

n
t 

cred
ited

 by 

A
pproved by: 

T
o

tal to
 

S
o

b
h

an
 B

ab
u

 

S
o

b
h

an
 B

ab
u

 

21.03.2025 

D
e
b

it 

p
ro

ject 
H

V
R

D
 

H
V

R
D

 

H
V

R
D

 

H
V

R
D

 
H

V
R

D
 

H
V

R
D

 

W
eekly -Petty cash /expense card statem

ent. 

to 
D

escription of expense 

Statem
ent 

date 
03-04-2025 

Sign 

T
o period 

T
ow

ards Site phone safety cover&
 glass purpose 

Div. M
anager 

Tow
ards D

rinking w
ater person charges 

purpose. 
T

ow
ards m

otor starter purpose 

0
3

.0
4

.2
0

2
5

 

T
ow

ards E
xcavation person cash handover H

O
,Petrol purpose 

T
o

w
ard

s m
iscellan

eo
u

s 

A
c
c
o

u
n

ta
n

t 

A
m

o
u

n
t 

A
ccounts M

anager 

3
0

0
/ 

350/ 

240/-( 
220/ 

150/ 

1
,2

6
0

/ 

B
ill 

e
n

c
lo

se
d

 

M
D

 

DY 
N

 

UY 
N

 

Y
 

Y
 N

 

Y
 

N
 

IY
 

UY 

be 
D

 Transfer to H
aapay card, D

 Transfer to expense card, 
C

ash reim
bursem

ent, O
 Transfer to personal a/c. 

D
 Other: 

UY 

N
 

IY 

N
 

N
 

N
 N
 

U
Y

 
N

 

G
S

T
 b

ill 

Y
 

Y
 

N
 

N
 

Y
 

N
 

Y
 

N
 

U
Y

 
N

 

Y
 Y

 
N

 

N
 

U
Y

 
N

 

IY
 

N
 

U
Y

 
N

 

Notes: I Scanned copy of this statem
ent to be subm

1tted before every Friday 2pm
 2 O

riginal vouchers to be attached to this staternent and send to respective accountant by 
M

onday. 3. A
ccountants to m

ake paym
ent 

on receipted of scanned statem
ent on Saturday 

4. If 
original statem

ent w
ith vouchers of last w

eek is not received w
ithhold further paym

ent and salary 
5. Em

ployee m
ust m

aintain photocopy of all bills/vouchers for 3 
m

onths 6 D
ivIsion m

anager and accounts m
anager approval requured for expenses of over 2,000/-

per w
eek. M

33 s approval is required for expenses of over l0,000/-
per w

eek 



Com
pany /Firm

 
Project 
V

o
u

ch
er no. 

A
c
c
o

u
n

t h
e
a
d

 
C

re
d

it 
to

 

Tow
ards/description 

o
f w

o
rk

 
L

o
catio

n
 o

f w
o

rk
 

P
e
rio

d
 

A
m

o
u

n
t in

 R
s. 

A
m

o
u

n
t in

 w
o

rd
s 

M
ode o

f paym
ent 

Prepared by 

D
T

P
L

 

H
V

R
D

 

D
ept 

P
etty

 cash
 

D
E

B
IT

 V
O

U
C

H
E

R
 

T
ow

ards D
rinking w

ater person charges purpose. 

F
ro

m
: 

2
1

.0
3

.2
0

2
5

 

3
5

0
/ 

T
hree hundred fifty only. 

C
heque/trf no. 

A
pproved by 

D
ate 

R
eceiv

ers n
am

e T
o: 

0
3

.0
4

.2
0

2
5

 

B
an

k
 

R
eceivers signature 

N
otes: 1. P

rint fu
ll sheet. 2. T

o be used for 
all m

inor m
ain

ten
an

ce w
orks. 3. D

etails of labour, 

hire charges , 
m

aterial m
ay be printed/w

ritten overleaf. 4. Project m
ay differ from

 location of 

w
o

rk
. 



Company F
im

 
Project 
V

oucher no. 
A

c
c
o

u
n

t h
e
a
d

 

C
red

it to
 

T
ow

ards/description 
o

f w
o

rk
 

L
ocation o

f w
o

rk
 

P
erio

d
 

A
m

o
u

n
t in

 R
s. 

A
m

o
u

n
t in

 w
o

rd
s 

M
ode of paym

ent 

Prepared by 

D
T

P
L

 
H

V
R

D
 

D
ept 

P
etty cash 

T
ow

ards Site phone safety cover&
 glass purpose 

D
E

B
IT

 V
O

U
C

H
E

R
 

F
ro

m
: 

2
1

.0
3

.2
0

2
5

 

3
0

0
/ 

T
hree hundred only. 

C
hequetrf no. 

Approved by 

D
ate 

R
eceiv

ers n
a
m

e
 T

o: 
0

3
.0

4
.2

0
2

5
 

B
a
n

k
 

Receivers signature 

N
otes: 1. Print fu

ll sheet. 2. To be used for all m
inor m

aintenance w
orks. 3. D

etails of labour, 

hire charges , m
aterial m

ay be printed/w
ritten overleaf. 4. Project m

ay differ from
 location of 

w
o

rk
. 



C
om

pany F
irm

 
Propect 
V

oucher no 
A

c
c
o

u
n

t h
e
a
d

 

C
re

d
rt 

to
 

T
ow

ards description 
o

f w
o

rk
 

L
o

c
a
tio

n
 o

f w
o

rk
 

P
e
ro

d
 

A
m

o
u

n
t in

 
Rs. 

A
m

o
u

n
t in

 w
o

rd
s 

M
ode o

f paym
ent 

Prepared by 

DTPL 
H

V
R

D
 

D
ept 

Petty cash 
Tow

ards Excavation person cash handover H
O

,Petrol purpose 

N
ach

aram
 

F
ro

m
: 

220/ 

D
E

B
IT

 V
O

U
C

H
E

R
 

2
1

.0
3

.2
0

2
5

 

T
w

o hundred tw
enty only. 

C
hequetrf no. 

A
pproved by 

D
a
te

 

R
e
c
e
iv

e
rs n

a
m

e
 

T
o

:| 03.04.2025 

B
a
n

k
 

R
eceivers signature 

N
otes ]. P

rint full sheet 
2. T

o be used for all 
m

inor 
m

aintenance w
orks. 3. D

etails 
of labour, 

hire ch
arg

es, m
aterial m

ay be p
rin

ted
/w

ritten
 overleaf. 

4. Project m
ay differ from

 location of 

w
ork 



C
om

panv F
im

 
Project 
V

oucher no. 
A

cco
u

n
t h

ead
 

C
red

it 
to 

Tow
ards description 

o
f w

o
rk

 
L

o
catio

n
 o

f w
o

rk
 

P
erio

d
 

A
m

o
u

n
t in 

Rs. 
A

m
o

u
n

t in
 w

o
rd

s 

M
ode of paym

ent 

Prepared by 

D
T

P
L

 
H

V
R

D
 

D
ept 

P
etty cash 

T
ow

ards m
o

to
r starter p

u
rp

o
se 

N
ach

aram
 

F
ro

m
: 

2
4

0
/ 

D
E

B
IT

 V
O

U
C

H
E

R
 

2
1

.0
3

.2
0

2
5

 

Tw
o hundred fourty only. 

C
heque/trf, no. 

A
pproved by 

D
a
te

 

R
eceivers nam

ne T
o: 

0
3

.0
4

.2
0

2
5

 

B
an

k
 

R
eceivers signature 

N
otes: 1. P

rint full sheet. 2. T
o be used for all m

inor m
aintenance w

orks. 
3. D

etails of labour, 

hire charges , m
aterial m

ay be printed/w
ritten overleaf. 4. Project m

ay differ from
 location of 

w
o

rk
. 



C
om

pany F
im

 
P

ro
ject 

V
o

u
ch

er no 
A

c
c
o

u
n

t h
e
a
d

 

C
red

it 
to

 

T
ow

ards description 
o

f w
o

rk
 

L
o

catio
n

 o
f w

o
rk

 

P
e
rio

d
 

A
m

o
u

n
t in

 R
s. 

A
m

o
u

n
t in

 w
o

rd
s 

M
ode o

f paym
ent 

Prepared by 

D
T

P
L

 
H

V
R

D
 

D
ept 

P
etty cash 

T
o

w
ard

s m
iscellan

eo
u

s 

N
a
c
h

a
ra

m
 

F
ro

m
: 

1
5

0
/ 

21.03.2025 

D
E

B
IT

 V
O

U
C

H
E

R
 

O
ne hundred fifty only. 

C
heque/trf no. 

Approvedb fby 

D
ate 

R
e
c
e
iv

e
rs n

a
m

e
 

To: 0
3

.0
4

.2
0

2
5

 

B
an

k
 

R
eceivers signature 

N
otes: 1. P

rint full sheet. 
2. T

o be used for all m
inor m

ain
ten

an
ce w

orks. 3. D
etails o

f labour, 

hire charges , 
m

aterial m
ay be printed/w

ritten overleaf. 4. P
roject m

ay differ from
 location of 

w
o

rk
. 



{ "type": "Document", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Form", "isBackSide": false }

