
 
 

Ref. No: ___________________________________      Date: __________________ 
 

ADVANCE SETTLEMENT FORM 
 

 

Name:   

 

Designation: _______________________________Deptt./Office: _________________________________________________ 

 

Amount of Advance     (in words) ________________________________________________________ 

 
  Advance taken on: ______________________________Vide Department Bill No. & Date: _____________________________ 

  Advance Book (AB) No.: _________________ Dated___________ Diary Voucher No. with date: ________________________ 

Amount Utilized  (in words) _________________________________________________________ 

 

Balance returned/payable: _______________________  (in words) _______________________________________________ 

 

1) Certified that the articles mentioned in the Summary of Expenditure have been correctly received and entered in the stock 
Book as stated on each voucher and the rates charged are proper. 

2) Certified that the expenditure has been actually incurred and amounts have been paid. All the attached vouchers are original. 
3) The sanction of the Registrar/Dean/Director on the order for the articles, covered by this bill was obtained vide order no.  

 
____________________________________ Dated______________________ for Rs. ______________________________                                            

 
Checked and found within the limits 
 
 
 
HoD/Unit/P.I./Coordinator          Signature of Employee 

(For Office Use Only) 

 
 
Advance paid vide Voucher No. _____________________ Dated:                     Advance Settled on                
 

Amount of Advance (in Rs.)____________________ Amount Utilized (in Rs.)___________________________ 

 
Balance Payable (in Rs.) ______________________  Balance Returned (in Rs.) _______________________ 

 

Bills have been examined and found in order and as per the approval given by  the competent Authority. 
 
 
  

 
Dealing Assistant (A/c) Superintendent (A/c) Assistant Registrar (A/c)  
 
 
 
HoD/Associate Dean  Dean/Registrar 

 
DIRECTOR 



 
 

Summary of Expenditure 
 

 

Subject: Settlement of the advance taken for   
 

 

The details of expenses made are as follows: 
 

Sl. No. Particulars Bill No. Date Amount (`) 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

Total (in words)  

 

 
 
 

Signature of Employee 
 
 
 

 

Signature of HOD/Section Head/Coordinator 


