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( Long Pending Advance ] pee - /ey

Concern person must\
be send budget for .
abvanco DAG o |- Conoam dept 0D s
with purpose through pp g
the mail
~
A/C dept should verify If the budget was
whether the budget ‘against to policy, A/C dept
should coverunder [~""7"7""77 should not process the
policy. budget
J

Advance payment entry
must be enter by A/C dept

A

Acknowledgement must be (" When exceed due date, )
submitted to accounts reasonable explanation will be
depariment within 15days  |------- accepted through the mail with
from payment process by acknowledgement submiited
concerned person date )
\.. J
. 4 ' \
Expenses must booked If breached thg due date by
by A/C dept after concerned person,
I corresponding amt.-will be
verification of deducted from their salary by
acknowledgement A/C dept )
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