
Guru Gobind Singh College for Women 
 

Sector 26, Chandigarh 
 

Adjustment of Advance/Reimbursement/Further Payment 
 

Name ______________________________ Designation ______________________________ 

 

Amount of Advance/Imprest Rs. _________________________ Date ____________________ 

 

Unspent Advance for Rs. ____________ deposited vide R. No. __________ dated 

_________ (Photocopy/Original) 

 

S.No. Cash Memo Date Name of Particulars Amount Stock 

 No.  Supplier   Register 

      Folio 

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

 

 

Certified that:- 

 

a. Claim has been submitted for the first time and nothing has been claimed against the bills earlier.  
b. Approval for the expenditure incurred has been taken from the competent authority and is 

enclosed herewith.  
c. All purchases have been made at the lowest rates available in the market after proper market survey.  
d. The material has been entered in the relevant stock register and page numbers mentioned on the bills.  
e. The cash has been paid by me for the purchases out of the above advance. 

 

Dated: Signature 
 
 

 

Recommendations of the Section Head  
Expenses to be approved for adjustment/reimbursement  
______________________________________________________________ Signature Checked and 

passed for Rs. __________________ (Rs. __________________________________) for adjustment 

of imprest/reimbursement/further payment. 

 
 

 

In-charge (Accounts) Supdt. Bursar Principal 



Guru Gobind Singh College for Women 
 

Sector 26, Chandigarh 
 

Application for Temporary Advance 
 

Name ______________________ Designation _______________________ Department 

_________________ Advance Required Rs. ____________________ 

 
Purpose ___________________________________________________________________ 

 

__________________________________________________________________________ 
 

Advance outstanding as per ledger Rs. _______ Signature of Ledger Keeper _____________ 
 

Advance last drawn Rs. _________________________ Dated ______________________ 
 

Bill submitted for adjustment Rs. _________________ Date of submission ______________ 
 

Bill in hand, if any Rs. _________________________ 
 

Reason for non submission of the bills 

____________________________________________ 
 

___________________________________________________________________________ 
 

Balance advance in hand, if any Rs. _______________ 
 

 Signature of the official 
  

Recommendation of the Branch In-charge Sanctioned for Rs. _________________ 

Advance for Rs. __________ may please be  

sanctioned.  

Signature Principal 

Section In-charge  
  

 

 

RECEIPT 
 

Received Rs. ____________ (Rs. _______________________________________________) 

as advance. 

 

Signature of the official 
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