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Notes: 1. Scanned copy of this statement to be subm
itted before every Friday 2pm. 2. Original vouchers to be attached to this statem

ent and send to respective accountant by M
onday. 3. Accountants to make payment 

on receipted of scanned statement on Saturday. 4. If original statem
ent with vouchers of last week is not received withhold further payment and salary. 5. Employee must maintain photocopy of all bils/vouchers for 3 

months. 6. Division manager and accounts manager approval required for cxpenses of over 2,000/-per weck. M
33 s approval is required for expenses of over 10,000-per week 



C
o

m
p

a
n

y
/F

im
 

Proiect 
V

oucher no. 
A

cco
u

n
t h

ead
 

Paid to 
T

ow
ards/description 

o
f w

o
rk

 

L
ocation o

f w
o

rk
 

A
m

o
u

n
t in

 R
s. 

A
m

o
u

n
t in

 w
o

rd
s 

M
oçe 

of paym
ent 

Prepared by 

D
IPL 

H
vrd 

P
erson 

T
ow

ards D
riniking w

ater person charges purpose 

800/ 

D
E

B
IT

 V
O

U
C

H
E

R
 

Eight H
undreed rupees only. 

C
heque/trf no. 

C
ash 

A
pproved by 

D
ate 

2
8

-0
6

-2
0

2
5

 

R
eceivers nam

e 

B
ank 

R
eceivers signature 



C
om

pany/Firm
 

Project 
V

oucher no. 
A

ccount head 

P
aid to 

Towards/description 
o

f w
ork 

L
ocation o

f w
ork 

A
m

ount in R
s. 

A
m

ount in w
ords 

M
ode of paym

ent 

Prepared by 

D
T

P
L

 

Hvrd 

Person 
T

ow
ards T

ea &
 m

iscellaneous 

500/ 

D
E

B
IT

 V
O

U
C

H
ER

 

Five H
undreed rupees only. 

C
heque/trf no. 

C
ash 

Approved by 

D
ate 

28-06-2025 
R

eceivers nam
e 

B
ank 

Receivers signati 



Company/Fim 
Project 
Voucher no. 
Account head 
Paid to 

Towards/description 
of work 
Location of work 
Period 
Amount in Rs. 
Amount in words 

Mode of payment 
Prepared by 
Sobhan babu 

GTPL 
HVRD 

Petty cash 

Towards Cleaning of HVRD Site Office&Bathroom cleaning work 
purpose 
Nacharam 

DEBIT VOUCHER 

From: 01.06.25 
2,000/ 
Two Thousand Rupees only 
Cheque/trf no. 
Approved by 

Date 

Receivers name 

31.6.2025 

Bank 

246los 

Receivers signature 

Notes:1. Print full sheet. 2. To be used for all minor maintenance works. 3. Details of labour., hire charges , material may be printed/written overleaf. 4. Project may differ from location of work. 
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