Dr B C Roy Engineering College Durgapur 
(An Autonomous Institute affiliated to MAKAUT, W.B.)
Request Number:   ARF/2026-27/_______________
(To be filled by Finance)
Advance Requisition Form (ARF)

	Name of the Employee:
	
	Emp. ID:
	

	College Name:
	
	Date:
	

	Designation:
	
	Dept.:
	



I, _____________________________________________________________ (Name of the Employee) request an advance for an amount of Rs. _________ __/- (Rupees in words: ____________________________________________________________________________________) against _______________________ (Imprest Cash / Travel Advance) for the purpose of College Activity / Students Activity / Event / Program / Training & Development / Career Fare / Any other Project details- ____________________________________________.

[bookmark: _GoBack]Attachment, if any (Document / E-mail approved by the Principal / Vice-Principal / Management Authority and / or Estimated break-up of expenses) ________________________________________________________________________________________.
Expenses to be adjusted (Please specify the budget-head): _________________________________________.
Advance payment should be made in the form of CASH / BANK transfer. Here are the beneficiary bank details:
Beneficiary Name as per Bank: _______________________________________________________________________________________________
Name of Bank: _____________________________ Bank A/c No.: ______________________________________ IFSC: _______________________
· I understand that all advance payments will be made within 3 working days of receipt by Finance.
· I will settle this advance with original receipts / proof of purchase within 5 days of incurring and no later than 28th of each month.
· While on travel for duration beyond 5 days, I will settle the advance with original receipts / proof of purchase within 3 days from the date of return to my base location office.
· I will return the unutilized balance should along with receipt.
· In the absence of settlement of advances, I understand that the Finance Dept. has the right to settle this advance through either: 
1) Payroll deduction to be made from the first pay period immediately following the pay period from which this advance is made;
2) If I terminate employment / contract prior to total repayment of this advance, I authorize the company to deduct any unpaid advance amount from any amounts owed me at the time of termination of employment / contract.

	Employee’s Signature:
	
	Date:
	

	Approved Amount (in Figures and Words):
	 

	Approved by Departmental HOD: 
	
	Date:
	



For Finance use only:  
	Approved by CFO:
	
	Date:
	


      
	Received Date:
	
	Processed Date:
	

	Name:
	
	Signature:
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