
/ 

N
am
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Prepared by 

From
 period 

SLN
o D

ebit 

1. 2. 3. 4. 

5. 

6. 7. 

9 10. 

Sign: 

H
V

R
D

 

D
ate: 

H
V

R
D

 

11. 
T

otal 

A
m

ount 
to 

credited by 
Approved by: 

Sobhan B
abu 

H
V

R
D

 

Sobhan B
abu 

18.04.2025 

H
V

R
D

 
H

V
R

D
 

H
V

R
D

 
H

V
R

D
 

D
ebit 

to 
Description of expense 

project 
H

V
R

D
 

H
V

R
D

 

H
V

R
D

 

O
 Other: 

W
eekly -Petty cash /expense card statement. 

Statem
ent date 

22-05-2025 

Sign 

Div. M
anager 

To period 

Towards D
rinking water person charge's purpose. 

T
ow

ards T
ea &

m
iscellaneous 

224spos 

15.05.2025 

Towards Excavation person cash handover HO) Petrol purpose (a
a
)
2

0
0

/ 

A
ccountant 

A
m

ount 

800/ 

Accounts M
anager 

400/ 

1,400/ 

b
eO

 Transfer to Haapay card, 
Transfer to expense card, D

 Cash reimbursement, D
 Transfer to personal a/c. 

B
ill 

enclosed 

OY 
N

 

OY 
N

 
Y

 N
 

O
Y

 
N

Y
 

N
 

M
D

 

G
ST

 bill 

Y
 

N
 

OY 
N

 
Y

 N
 

OY 
N

Y
 N

 
O

Y
 
N

Y
 

N
 

D
Y

 
N

Y
 

N
 

IY
 

N
 

Y
 N

 

OY 
N

Y
 N

 

OY 
N

C
Y

 N
 

Notes: I. Scanned copy of this statement to be submitted before every Fnday 2pm. 2. Original vouchers to be attached to this statement and send to espective accountant by Monday. 3. Accountants to make payment on 
receipted of scanned statement on Saturday. 4. If original statement with vouchers of last week is not received withhold further payment and salary. 5. Employee must maintain photocoy of all billsvouchers for 3 
months. 6. Division manager and accounts manager approval required for expenses of over 2,000/-per week. M33 s approval is required for expenses of over 10,000/-per week 



C
om

pany/Firm
 

Project 
V

oucher no. 
A

ccount head 

C
redit to 

o
f w

ork 
L

ocation o
f w

ork 

Period 

Tow
ards/description 

Tow
ards 

Drinking water person charge's purpose. 

A
m

ount in R
s. 

A
m

ount in w
ords 

M
ode of paym

ent 

D
T

PL
 

Prepared by 

H
V

R
D

 

Dept 

D
E

B
IT

 V
O

U
C

H
E

R
 

From
: 

18.04.2025 

800/ 
Eight hundred only. 

C
heque/trf no. 

Approved by 

D
ate 

R
eceivers nam

e 

To: 
15.05.2025 

B
ank 

R
eceivers signature 

Notes:1. Print full sheet. 2. To be used for all m
inor m

aintenance 
works. 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

ork. 
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om

pany/Firm
 

Project 

V
oucher no. 

A
ccount head 

C
redit to 

o
f w

ork 
L

ocation o
f w

ork 

P
eriod 

Tow
ards/description 

Towards Tea &
 miscellaneous 

A
m

ount in R
s. 

A
m

ount in w
ords 

M
ode of paym

ent 

D
T

P
L

 

Prepared by 

H
V

R
D

 

D
ept 

From
: 

18.04.2025 

400/ 

D
E

B
IT

 V
O

U
C

H
E

R
 

Four hundred only. 
C

heque/trf no. 

Approved by 

D
ate 

R
eceivers nam

e 

To: 
15.05.2025 

|B
ank 

R
eceivers signature 

N
otes:1. Print full sheet. 2. To be used for all m

inor m
aintenance 

works. 3. D
etails 

of labour, 
hire charges , m

aterial m
ay be printed/w

ritten overleaf. 4. Project m
ay differ from

 location of 
work. 



C
om

pany/Firm
 

Project 
V

oucher no. 
A

ccount head 
C

redit to 

L
ocation o

f w
ork 

P
eriod 

A
m

ount in Rs. 

Tow
ards/description 

Tow
ards Excavation person cash handover HO, Petrol purpose 

o
f w

ork 

A
m

ount in w
ords 

M
ode of paym

ent 

D
T

PL
 

Prepared by 

H
V

R
D

 

D
ept 

From
: 

200/ 

D
E

B
IT

 V
O

U
C

H
E

R
 

18.04.2025 

Two hundred only. 

C
heque/trf no. 

Approved by 

D
ate 

R
eceivers nam

e 

To: 
15.05.2025 

B
ank 

Receivers signature 

Notes:1. Print full 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

ork. 
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