H.O.1599






ORIGINAL/DUPLICATE









MONTH: 

STATE BANK OF HYDERABAD

INSPECTION DEPARTMENT, HEAD OFFICE

NAME:



         DESIGNATION: 
BASIC: Rs.



          PURPOSE OF JOURNEY: INTERNAL AUDIT

AUTHORITY: DEPUTY GENERAL MANAGER, INSPECTION DEPT., HEAD OFFICE

PARTICULARS OF JOURNEY

	FROM
	TO
	STARTING
	REACHING

	
	
	DATE
	TIME
	DATE
	TIME

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Advance taken at ________________ Branch on ____________ of Rs.__________

Amount claimed (particulars as per the enclosure) 

    Rs.___________

I hereby certify that the particulars furnished by me in this bill are correct to the best of my knowledge.

Date:

        





        SIGNATURE

Date:






       FORWARDED FOR SANCTION








       HEAD OF THE DEPARTMENT
	PARTICULARS
	AMOUNT CLAIMED
	AMOUNT SANCTI-ONED
	AMOUNT DIS-ALLOWED
	REASONS FOR DISALLOWING

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


FOR THE USE IN THE SANCTIONING OFFICE
SANCTIONED

         SANCTIONED/RECOMMENDED FOR SANCTION

GENERAL MANAGER
         SANCTIONING OFFICER



         DESIGNATION:

NOTE:

1. The bills should be submitted in duplicate.

2. Item of luggage charges should be supported by relative R.R. and or money receipts.

3. When halting allowance is claimed dates should be mentioned with number of days.

4. Payment of Rs.500/- and above should be supported by stamped receipts.

5. Necessary and or Authority should be quoted if the journey is performed by Air, Taxi, Steemer etc.

To

The Deputy General Manager

Inspection Department,

HEAD OFFICE,

HYDERABAD.
T.A. BILL FORWARDING LETTER FOR THE MONTH OF _____________ 2006

	PARTICULARS
	FROM DATE
	TO DATE

	1. JOURNEY DETAILS:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	2. BRANCHES AUDITED:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3. DETAILS OF PERMISSION TO STAY, IF ANY, AT THE PLACE OTHER THAN AUDIT:

4. LEAVE DETAILS:

5. OTHERS:

NAME: 
CAMP:





   (________________________)

DATE :  







       INSPECTION (MOBILE)

T.A. BILL OF ________________________________ INSPECTION (M)
FOR THE MONTH OF ______________ 2006
	DATE
	PARTICULARS
	AMOUNT in Rs.



	AUDIT OF __________________________________ BRANCH:



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	AUDIT OF __________________________________ BRANCH:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL
	


CAMP:





        (__________________________)

DATE : 




                         INSPECTION (MOBILE) 











               H.O.1622









P.F. Index  No. 









SB Account No. 









Current A/c No.

STATE BANK OF HYDERABAD
INSPECTION DEPARTMENT :: HEAD OFFICE

CLAIM FOR REIMBURSEMENT OF CONVEYANCE CHARGES / NEWS PAPER / CLEANING MATERIAL / ENTERTAINMENT EXPENSES AND CASUAL LABOUR WAGES FOR THE MONTH OF ____________________2006
1. NAME OF THE OFFICIAL

: 

2. DESIGNATION



: 

3. GRADE / SCALE



: 

4. SUBSTANTIVE PAY


: Rs.

5. REIMBURSEMENT FOR
:


         


 AMOUNT

   AMOUNT

CLAIMED     
SANCTIONED

   Petrol Charges _________ Ltrs.


Rs.


Rs.

   / Monetary Amount




Rs.


Rs.

6. a) NEWS PAPER
(i) Hindu____

}


Rs.


Rs.
(ii) Business Line
}


Rs.


Rs.
(iii) Eenadu           
}


Rs.


Rs.
    b) MAGAZINES
    (i)  Business India

}


Rs.


Rs.

    (ii) Business Today  
}


Rs.


Rs.

7. CLEANING MATERIAL



Rs.


Rs.

8. ENTERTAINMENT EXPENSES


Rs.


Rs.

9. CASUAL LOBOUR CHARGES / SERVENT

    CHARGES – TO SMGS-IV AND ABOVE
Rs.


Rs.







   -----------------------         -----------------------






TOTAL:
Rs.


Rs.







   -----------------------          ----------------------

I may please be reimbursed with a sum of Rs._______ (Rupees ______________________________________________only) being the amount spent on conveyance / Newspaper / Cleaning material / Entertainment expenses and casual labour wages, during the month of ________________ 2006.

CERTIFIED THAT:
a. I am maintaining Car / Scooter / Moped / Motor Cycle bearing No._______________ which is in my name.

b. Leave availed from ____________ to ___________ (days) ____________ if any 

c. The relative petrol bills / paper / magazine bills receipt bills receipt for entertainment expenditure are enclosed.

d. Cleaning material purchased for the use at my residence for the maintenance of furniture supplied by the Bank / Leased accommodation provided by the Bank.

e. I have engaged casual labourer to maintain the furniture/fixtures etc., provided by the Bank at my residence.

f. The above expenditure was incurred by me during the month of __________ 2006
g. The amount spent on conveyance was in discharging my official duties.

h. Certified that an amount of Rs.________(Rupees _____________________________ only) has actually been spent by me during the month of ____________ 2006 towards entertainment expenses which did not exceed Rs._______________ on any single occasion.

Further, certified that the expenses have been incurred only in entertaining the Bank’s valued clientele, prospective customers and other officials in furtherance of the Bank’s business.

Dept. : Inspection
Camp: 

Date  : 






       SIGNATURE OF THE OFFICIAL









(__________________________)










INSP. (MOBILE)

FOR OFFICE USE

The bill has been passed for payment of Rs.___________ (Rupees ______________________ only)

Entry passed on: ______________




(Date)










Sanctioning Authority
STATE BANK OF HYDERABAD
APPLICATION FOR TEMPORARY ADVANCE
NAME OF THE OFFICIAL

: 

DESIGNATION


: 

EXPENDITURE TO BE INCURRED / INCURRED FROM: 

AIR FARE



: Rs.

DA & CONVEYANCE

: Rs.

LODGING



: Rs.






  --------------------






  Rs.






  --------------------

ADVANCE REQUIRED

  Rs.






  --------------------

Camp: 

Date  :








(SIGNATURE)

FOR DEPARTMENT USE:

AIR FARE



: Rs.

DA & CONVEYANCE

: Rs.

LODGING



: Rs.






  --------------------






  Rs.






  --------------------

ADVANCE RECOMMENDED
  Rs.






  --------------------

Advance of Rs.___________ (Rupees ________________________________________) may be sanctioned.

FORWARDED TO OAD

DEPUTY GENERAL MANGER

INSPECTION DEPARTMENT

STATE BANK OF HYDERABAD

INSPECTION DEPARTMENT

HEAD OFFICE : HYDERABAD

INCENTIVE FOR THE YEAR _____

NAME OF THE OFFICIAL



: 


DESIGNATION




: 


P.F. NUMBER




: 


DATE OF REPORTING AT DEPARTMENT
: 

INCENTIVE CLAIMED



: Rs.

ITEMS PURCHASED



: 

BILL NUMBER & DATE



: No.

PURCHASED FROM



: 

Camp: 

Date  : 







(_______________________)

Encl: Bill

