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ºÉÆnù¦ÉÇ& Eèòx]õÒxÉ/+xªÉ 
Ref: Canteen/Misc. 

ÊnùxÉÉÆEò 
Date 

¯ÖÏ´ÖÖ×�ÖŸÖ ×�úµÖÖ •ÖÖŸÖÖ Æîü ×�ú SÉÉªÉ/EòÉ¡òÒ/`Æöbä÷ {ÉäªÉ, +ÉÊnù Eäò JÉ®úÒnù Eäò Ê±ÉB Ê´É¦ÉÉMÉÒªÉ |É¨ÉÖJÉ uùÉ®úÉ ÊnùB MÉB nèùxÉÊnùxÉÒ {ÉÌSÉªÉÉå EòÒ ÊxÉ¨xÉ ºÉÚSÉxÉÉ `öÒEò ½èþ* 
´ÉÉºiÉÊ´ÉEò {ÉÌSÉªÉÉÄ ºÉÆ±ÉMxÉ ½éþ* 
Certified that the information given below is correct as per daily slips by Head of the department for 
procurement of tea/coffee/cold drinks, etc.  Slips are enclosed in original. 
Ê´É¦ÉÉMÉ/+xÉÖ¦ÉÉMÉ 
Dept./Section 

Eäò ¨ÉÉ½þ Eäò Ê±ÉB 
For the month of 

SÉÉªÉ 
Tea 

EòÉ¡òÒ 
Coffee 

`Æöbä÷ {ÉäªÉ 
Cold drinks 

+xªÉ ´ÉºiÉÖBÄ 
Other items 

Ê´É¦ÉÉMÉÒªÉ |É¨ÉÖJÉ 
Departmental Head 

†−Öã. †×¬Ö�úÖ¸üß 
Section Officer 

Eèòx]õÒxÉ ¨Éå ={ÉªÉÉäMÉ ½äþiÉÖ/For use in Canteen 
|É¨ÉÉÊhÉiÉ ½èþ ÊEò =CiÉ ºÉÚSÉxÉÉ `öÒEò ½èþ +Éè®ú {É®úÉäºÉä MÉB ´ÉºiÉÖ+Éå {É®ú EÖò±É ´ªÉªÉ ÊxÉ¨xÉ |ÉEòÉ®ú ºÉä ½èþ& 
Certified that the above information is correct and the total expenditure for the items served is as under: 
Gò¨É ºÉÆ. 
Sl. No. 

´ÉºiÉÖ+Éå EòÉ Ê´É´É®úhÉ 
Description of Items 

¨ÉÉjÉÉ 
Quantity 

®äú]õ 
Rate 

EÖò±É ¨ÉÚ±ªÉ 
Total cost 

1. SÉÉªÉ/Tea    
2. EòÉ¡òÒ/Coffee    
3. `Æöbä÷ {ÉäªÉ/Cold drinks    
4. EòÉä<Ç +xªÉ ´ÉºiÉÖBÄ/Any other items 

 
 
 

   

5. EÖò±É ´ªÉªÉ/Total expenditure    
EÞò{ÉªÉÉ =CiÉ ´ªÉªÉ EòÒ ¦ÉÖMÉiÉÉxÉ ½äþiÉÖ |ÉÉºÉäºÉ ÊEòªÉÉ VÉÉB* 
Above expenditure may be processed for payment please. 
ÊnùxÉÉÆEò 
Date 

Eèòx]õÒxÉ |É¤ÉxvÉEò 
Canteen Manager 

±ÉäJÉÉ ¨Éå ={ÉªÉÉäMÉ ½äþiÉÖ/For use in Accounts 
‡xÉnäù„ÉEò (±ÉäJÉÉ) 
Director (Accounts) 

Ê]õ{{ÉÊhÉªÉÉÆ 
Notings 

†−Öã. †×¬Ö�úÖ¸üß  
Section Officer 

 




