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Information and Human R

ights Regearch Center (IHRC)

Advance Request Form

Project Name:..ccceerieininnncecncncecacacncen DAtE: ooverensnnssirersxsesansnes
| RS —— Advance Required date: .......cccceeiuiennncccanenes
=reby request for the advance amounting to NRs ................ (I WOLHS): v s 5« s smstmnes s susmmas 4 wesmsas
=or the Purpose:
. . . Amount Budget
5. No. Details break down Quantity Rate (NRs.) Code
Total
~==er information (if any):
\ : :
S=guested by Checked by Approved by
Caze Date Date
:B o ; ‘ NN ;
WY~
Q NS — r'\




ADVANCE SETTLEMENT FORM

Fizcs Name:

g

Date:

e

Advance taken date;

-
o

Description

Bill No.

Amount

Budget
Code

Remarks

TOTAL

Less: Advance taken

Salance Amount [Excess or (Deficit)]

Tl 2alance Amount in words:

W oy Checked by

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

oooooooo

Approved by

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

ooooo




TR
Information and Human Rights Research Center (IHRC)

DECLARATION OF CASH PAYMENT

\ #roject Name: Date:

Employee Name:

s=clare that the following cash payments were made for which no receipts were issued.

y (in figures)
WOTAL

(in words) i

Tared by Checked by Approved by

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




4
ST =¥

Information and Human Rights Research Center
(IHRC)

EXPENSES CLAIM FORM

#eaject Name: : ‘ Date:
Wame:
Budget
Date Description Bill No. | AmountCode Remarks
.. TOTAL
| Ts= Claim Amount in words:
— : a
%Mws’.ed by Checked by Approved by
Date Date




i

<%/3 Information and Human Rights Research Center"

pe® (IHRC)

TRAVEL REQUEST FORM

Travel Order No.:

“roject Name: Date:

vamer

“esignation:

“rzvel Days: From: ‘ To:

“uspose of Travel:

Zudget Code:

2rief Travel Itinerary:

—e=parture (Including place and date Arrival (Including place and date)

TRAVEL ADVANCE REQUEST FORM

Breakdown of Advance Required Amount
Transportation (include details)
~ccommodation (include days)
“zr diem (include days & rate)
Dther, if any
Total

==y request for the travel advance amounting to NRs

(In words):

Wez_=sted by Checked by

Approved by
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Information and Human Rights Research Center
(IHRC)

TRIP REPORT

FROM:
PROJECT:
REPORT DATE:

. TRAVEL LOCATION:

TRAVEL DATES:

PURPOSE:

ACTIVITIES AND ACCOMPLISHMENTS:

RECOMMENDATION AND NEXT STEPS, IF ANY:

. e

Signature Date

#repared by:




:Aq paroaddy
:Aq papayd
:Aq paJec




fieceived By: Paid By:

Mizme:- Name:-
Enature:- Signature:-

Approved By:
Name:-
Signature:-

|

Z4

7

-




&

INFORMATION AND HUMAN RIGHT RESEARCH CENTER (IHRC)
Nepalgunj, Banke
MUTUAL ACCOUNTABILITY: LOCAL INITATIVES IN BANKE AND BARDIYA DISTRICTS

~ JOURNAL VOUCHER . G.V.NO:
DATE :

7y

TOTAL - -
AMOUNT NRS. : RECEIVER CHEQUENO:0
Name of Bank :

DATE :
STAMP/SIGN : AMOUNT Nrs: -
Reviewd By : Approved By :
Designation : Designation :
Date : Date :

< T JoTTe AT R003 (W T 300Y) AT T A AfFR agEea @ (IHRC), Fores |
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Q)
Ao
L 3 mation and Human Rights Research Center (IHRC)
et ivil Society & Mutual Accountability Project

LEAVE REQUEST FORM

Date:

| hereby request for the leave as per the details given below:

Name of the employee:........cocviiiiiiiiiiiiniieeenn Designation: ........ceceveveeens

Start Date & TimMe: cescecesecssescssases Ending Date& Time: ......c.ocveuninnnnn

Total Work Day(s)/hours:

Types of Leave:
Annual Leave [¥] Sick Leave [T] Other Leave [ ] Unpaid Leave []

Staff standing —in during Leave period:

Requested by Checked by Approved by

........................................................

*Leave Balance (to be filled up by the person responsible for leave update before getting
approval) - excluding current requested leave:

Annual Leave: day(s) Sick Leave: day(s)  Other Leave: day(s)

Signature

Name:
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Name of Project:
Title of the event:
Date:

Organizer:
Venue:
Objectives:

Types of participants:

Information and Human Rights Resear¢h Center

(IHRC)

Event Report

S.N. | Type of participants

Total Number

Male Female

Organization

Agenda of Meeting:

Activities:

Outcomes:

Prepared by

A7n N . e L AT
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Name of Project |

EQUIPMENT/ASSETS CUSTODY SLIP

ime of Project: CS: MAP

— Date:
—T

&T Name; _ Designation:

k following equipment’s are belonging to CS: MAP that have been issued under your custody. Hence, requestor
¥ hereby agrees to take due care of these assets and responsible for safekeeping,
Permanent

£uired Time period: Temporary, up to (date) :

tzuested by:
ame: Pratap Singh Tharu

cerned Staff (Received )
2

Checked by:
Name: Rita Diwan

................................

Approved by:
Name: Rakesh Kumar Mishra

.................................

=
-

RETURN OF EQUIPMENT/ASSETS CUSTODY

me & Designation of Staff:

e of Equipment Return:

arks, if any:

t:cerned Staff
laze:

Checked by:
Name:

Date:

Approved by:

Date:

T
3

<L
G




:Aq paroxddy Ag paredar

LAAHS 50T 4SN A IDIHAA ATIVA

-*ON 9PIYdA
| dVIA:SD

\;\“I. .ﬂi' SEesSEmARTE T S8 SRF-SE LS M‘c.wﬂlt EESses s aEsl 8 ETSESST A ESSEABRSES SN ScapEES




Sjuelnsuo) yuosiad 82inosa. BuLly 10f PaLINdUl S8sUadXT

uosiad 82inosey Auelnsuoy -

9j8 doysxuop ‘sueuwss ‘buures buunp paunoul Sasusdxe IV 0£09 sesuadx3y Bulules) -
sesuadX3 Tid/|LY| 0co sasuadx3 id/ILY -

ONINIVYL ‘FHNLIANIdXT

SJS00 Jlo pue [sseip ‘josjed) 0106 ICUE B

ONINNNY ITOIHIA :FANLIANIdXT

Sa.gj snq ‘seouemojfe Jybiluano pue [eaw ‘Weip 4o (0] 72074 aousjsisqns 9 [aARI] -

BOURINSU [BJUBPIDY (%EE 8L)-d SHeuaq abul ‘saueles SSoio) 0SOot sjysusq @ seleeg A
Sesuadxe MaIAIBJU ‘S}S00 BUISISADE JUBLYINIOSY] 0Z0# juswynosy

TaNNOSY3d ‘FHNLIANIdX3

ebieyo jewsjul 9 sjunodoe suoydsia | 060¢] suoedUNWWOD -

suiedal 9aiyo ‘Juswidinba Jo swiey jews ‘buroinies 080¢] sjemaual g sieday -

SalIN pue saueINSUl ‘Jual 8210 G90 Saljijn @ soueINSUl Yuay -

[esodsip sjuswinooq pjO ‘sesinoo Bujuresy buisiape 'Syelfes| ‘si9js04 090 sasuadxa s|gesodsiq /Aogqng -
S9/qewnsuog Jsidosojoyd pue ao1yo ‘abejsod| G50 fisuonels g ebejsoq -

Sjesse paxiy Jo uoleroaidsp Jo JSoD 0S0 uoneaidsg -

Auowoisy Aueaf o1y ‘sesusdxe oy ‘Sjuswiysalay| SH0 ‘Alquisssy |eisusoy sBujesw pieog -
seoueleq Jo uo pabieyo jsalejul ‘Sos) 80INIBS 00 sabieyo yueg

sesuadxe Aouejunoooe Jayjo ‘sagy jipny/ Geo Aouejunoooepipny -

NOILV¥LSININGY FRANLIANIdXT

"UO 0s 48YJo pue 10}o8f0id J0f S55-] 0€0 $90IN0S JBYI0 -

'Seg/ diysisquusyy G20 so9) diysiaquispy -

SUOlBUOP SNOBUE|[8ISIW ‘SaljiAoR Bulsies-pun-| 020 Buisiel-puny 9 suojeuoq -

SJUN022E Xueq UO paaiddal JSalsjuf S10 Jsass| ueg -

© 7TIVH3ENEO :JWOONI

Jouop siy} woly pansoal spueib 1o 0L0 daNn -

J0UOp Siij} wolf peniedal sjueib 1o 100 dVIN'SO-09€IH4/AIvSN -

ERIR TS FETE B 1V Y PSSy N7

JUNO2JY J0O J3)IRYD)




‘asn ainjny|
10J pue Jo 8SBT.10 8SNOH /PUE] BuISEYIN

LO jusy /pue jo esea] -
SUET 2] apo)H uonduosaq
*3s0D) 323foad
sueaf aunjny Ul asn Joj pajeubissp Spun-| 0£50 SoABSeY -
juads 3o/ Jou pue 1eaf siyj 1oj panedal Spuny Jouop pajeubissd| 0250 aoueApe U] Sjuels) -
) :SIILMIGVIT
Sjeusjew mel Jo S}20jS 0920 SHoolS -
SJouop wWolj sesh sy} Joj enp sjuels) 0520 9|gqeAlBoal sjuelS) -
seoueApe Bupuom pue sueol 4ejS S20 S90uUBADY A
jeoy jsaiduwif yseo Apad sy 0} sjuswsnipe 1o 0£20 ysep Aed -
‘S13SSV INJHHNO
doys>piom ajiqow ‘sied) 0S10 SS[OIYaA -
Jusuwidinbe bujures pue sjoo} abie 0ZL0 juawdinbg yoslold -
018 ‘SHRYD ‘SMsap ‘stojunid ‘sromndiios 0110 wisivchinboy &




q,04,000 2f@

T, 4,90,000| TH |
fer | SId@R 9T | 5Y,000) 3fE
foeR /AR /9eF | T | 2,0,000| T |
REAET
NS FAHH GAE | TBOY 99 | BY,000| G

T 50,000| TH |
FAHH GASEH/AGT | TR 9F | §0,000| 2fG
T[T IYMET GASTH TR | \90,000| TH |
FRAHH/AET/ FRIHAT FTAE | 40,000 g
YNEA/FouR AfqRA | T& 9T TRBT | 4Y4,000| ¥ |

|
WS Afaasa ATqaE TE 30,000 3fg

U1 TR | ¥0 000| ¥H |
QT i, 9R FET TG | 4,000 2@
Qe Frahar TR 5,000 FH |
W AAF &7 5 (G | 30,000| 3@

90 FETEF | Y,000| T |

S|
[CprEed FRIAT 0 9¥,000] 3fg

HET T 95,000] ¥ |

TR |
FAT@T &AM, AT, | FeT & Mg | 94,000 g
T e, TEAr 90 HET T | 30,000| FH |

qrg TRl




WWWQE#

AT T A AR AT e, e wmEr dedrard, afddn. qur wiHea staer qfghreor
TRATTAT FEHTT  HTAFHHD] FEANTAT FEferd WUHl Uil BrAsh A /ATTHAT IS ST
FETNEwdT AT P faeru @R @9 WUHA 91 a9d g ARl IHH avhifas a7 ARare TR
feue |

g9 faar

SHT IHH (HFHHT)

L E X
THISAH! TR
EIE| CIE R
e T
e el
T T i WM T fAfa:
JHE A, U o,
AT AT :
UGIEE G I
RIS A ( Project Name )
Tfafadier AW (Activity Name)

Tataer Fre: (Activity Code)
UGGl wa‘wqa?r HH(Activity location)
Me NS (Palika) . are .(Ward No.).
Tfatadmiveer ffa(Date) :3€i(from) : JqE(To) :

FTTIRTFT TSI FURT TIT ATYE [T9A8E 7w

N



S S ,_
N eN
: awieN : aweN

; : aleN
:Aq panoiddy *Ag papewag ﬁ *Aq paAoiddy

. syleway nun fAuenp si[enonued usg syleway nun fApuenp sijenaiued
‘ON

wio4
: ‘Bay
| EATNS :
, wiiog uonisinbay [elajey z @ 3 U0 4 uonisinbay [enajen MA
| \ N4 . ¢ i ;
| ayueq .c—ﬁ.—::m_szs.z . " & e . BMUEL ‘0 STTETR




<
b

J1032311(J IANIIXF U0 BUSISI 10)BUIpI00)) Wead01 :uoneudisaq g VAV :uonevugisaq
BIYSIIA] YSN B :dmeN BAIBYOY YIBN YOI dWEN uBMI( eI dWeN

:Agq pasroaddy 1&g paady) . Ag _.o..«%\m\&\:
/|
. [

, . i
8 uaxyey 1z 1z 1z .

_iaium Ruerey A9 [EIOL. 1z-dog Snv 1z-Ing | rz-ung | yz-Aep ady | -repg 12-G24 | 1T-Uer [0T-93A [0T-AON | 0Z-120 [24837] [eJO[ | 2AeY] | e jmor [uoneudisoq ¢ oumeN ‘N'S

PI023Y 9ABYT IS
10foag ANpIqEIUN0IIY [BININ PUE £JP10S [IALD
aueq ‘fun3jedon

AU YIRS SIYINN URWNEY PUR WORWULIO Uy




LAY

Information and Human Rights Research Center

(IHRC)
REQUISITION FORM
Project
Name: Requisition No:
Person(s) requiring
goods/services: Date submitted:
For the Purpose: Date required:

Estimated Qty Total

N f the It * Specificati ;
ame of the em(szi pecification Unit Price Rt

Budget
Code

Total NRs.

* Please specify the brand ’ndme, model, color, size, etc. as far as possible.

Requested by Checked by / pproved by
Date: ¢

Received by
Date:

e A\ A N
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Information and Human Rights Research Center (IHRC)

Purchase order

No.
1 of Project: PO Date:
IDOR/Supplier: ] DELIVER TO:
|
1
very Method Delivery Terms Delivery Date |
i IName of Item Specification Unit Price Total Price Remarks
Subtotal
Discount 3
Total ;
VAT 13% )
Net Total Nrs ¢ !
d by: . Checked by Approved by:
Date Date
ived by:

F (Name and Signature): o A\\\W O™
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9 %é,\ Information and Human Rights Research Center.
;‘ B R0t j
*%"w-aii&* (IHRC)
GOODS/Service RECEIPT NOTE
Date: GRN No:-
Supplier:: PO No:-

Invoice Number and Date

S. No. Details of Item(s) Unit Qty. Qty

% Remarks
Ordered Received

Further information:

Goods received by Reviewed By:

..............
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AT 3
Information and Human Rights Research Center

(IHRC)
GOODS RETURN NOTE

Date:

Description Unit Qty Return Remarks

Returned by ’ Checked by Received By

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