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Advance Request Form

{ beby reqqest for the adyance amounting to NRs .. (ln words): .......

Forthe Purpose:

i,,e:lested by Checked by Approved by

( r{s-[
r(rHRc) 

/"'lnformation and Human

?rr{ect Namei.....

llame:......

Date:

Advance Required date:

. \ w'A./tun ffi-

tri:\
k ,.\

H?)
>--/



formation and Human Rights Research center (luiic;
ADVANCE SETTLEMENT FORM

Advance taken date:

Checked by

Date: Date:

\fV {\=V 1a

Less: Advance taken

3a.lance Amount [Excess or (Deficit)]

3"a ;-- ce Amount in words:

k,e- lf.,lame:

qrffiix-t:"

Description

timLryl-::.: : r



fu*N r./v lp,>/ -<- / -

/*d--
.(i!

try

lnformation and Human Rights Research center (IHRC)

DECLARATION OF CASH PAYMENT

: "oject Name:

l-eployee Name:

:::lare that the following cash payments were made for which no receipts were issued'

Checked by

w{gfi-r

-- -:," 
"y

Approved by



o@r wY/ / srTgt:Y
Information and Human Rights Research Cehter

(rHRc)

EXPENSES CLATM FORM

Date:

3 arm Amount in words:

Checked by

tr*: ect Name:

\ L-iei

TOTAL

lrrqr-s51a3 5,

- NV(.Nx='b



-ravel Order No.:

lnformation and Human Rights Research center'
(tHRc)

TRAVEL REQUEST FORM

\ \koiect Name: Date:

' 
' 
-:.ng:

i 
=:gnation:

--:.,,e1 Days: _From:
: 

- -:ose of Travel:

i " ::et Code:

i " ef Travel ltinerary:

Arrival (!ncluding place and date)

TRAVEL ADVANCE REOUEST FORM

Breakdown of Advance Required

(include details)

(include days)

(include days & rate)

.equest for the travel advance amounting to NRs (ln words):

ry

To:

cr*rei, if any

TGI

'iile: -€fied by
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Gw, N/
lnformation and Human Rights Re Center

(rHRc)
TRIP REPORT

TO:

CC:

FROM:

PROJECT:

REPORT DATE: '(

TNAVTI LOCATION:

TRAVEL DATES:

PURPOSE:

RECOMMENDATION AND NEXT STEPS, IF ANY:

Signature Date

-.-sN/

',@

ACTIVITIES AND ACCOMPLISHMENTS:
a

B-epared by:
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ryas%
lnformation and Human Rights Research Center (IHRC)

Cash Payment

to

Account of

By: Paid By:

Name:-

Signature:-

Approved By:

Name:-

Signature:-ture:-

ff
Gre{r-\D/

i:
I
I
I

lNRs'



ry
INr0&MATI(}Nfi.NDIIUMANEIqHTRESEA&GHCENTER0UBa)

Nepalguni, Banke

MUTUAL AOCoUNTAEIUTY: LoCAL rxrr*rrVuS IN BANKE A'ND B&&DM* ntst&tCrS

Name of Bank :

AMOUNT Nrs:

RECEIVER

DATE:

Reviewd By:
Designation :

Date :

,-j.a rqr qflrgk+ FT?rqrq-fr 1os1 1qt6qt {der4 Ro\eY) q{{r r qr-{a qfir+.R q'-{sfrn4 +=t (IHRC), iqrqriq t

JOURNAL VOUCHER G.V. NO :

DATE :

@
-'-j/')f
/-r--

(,u

V



SY./,^
jbTr ah

nation and Human Rights Research Cen r (lHRc)

ivil Society & Mutual Accountability Project

Designation: .....................

Date:

I hereby request for the leave as Per the details given below:

Name of the employee:.............
,i

Start Date & Time: Ending Date& Time: .......

Total Work Day(s)/hours:

Tvoes of Leave:

Annual Leave fi Sick Leave ! Other Leave f] Unpaid Leave I

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)

,4, @
[//

qtqH rt

Signature '

Date:
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^LK
Name of Project:

Title of the event:

Date:

Organizer:

Venue:

Objectives: 
.

Types of participants:

Agenda of Meeting:

Activities:

Prepared by

lnformation and Human Rights
(lHRCy

Event Report

s.N. Type of participants Total Number

Male Female Organization

*'\, n frlN^ N.\\ Al - N

/

ss7 ,/1
r-.--- -> / /

€r\-\_u/,-g*.r 
V#I

Outcomes:
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\)/

uman Right
Name of Project

EOU I PM ENTJASSETS CUSTODY SLI P

he of Proiecc CS: lrtAP
r Date:

Designation:

6W\
lnformation and H

eE(k rr
Center (IHRC)

I following equipment's are belonging to CS: MAP that have been issued under your custody. Hence, reguestor
r- hereby agrees to take due care of these assets and responsible for safekeeping.

trired Time period: Permanent Temporary, up to (date) :

ftrested by:

!re: Pratap Singh Tharu

L"". Stafr(Received )

.1'le

of Equipment Return:

taffz

]ncerned Staff
h"t

if any:

by:
Name:

Date:

Approved by:
Name:

Date:

Nr r--sv\ r\*/\\-ry ,

\Y,Md\ r

M"

46

Checked by:
Name: Rita Diwan Name: Rakesh Kumar Mishra
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?Tl'rT ( Project Name ).
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WE]=qyz ,k
lnformation and Human Rights

(lHRc)

REOUISITION FORM

u1gfu ir
.esearch enter

Requisition No:

Date submitted:

Date required:

Project
Name:

Person(s) requiring
goods/services:

For the Purpose:

W

Qty. Amount
Name of the ltem(s)*

Total NRs.

C\N\\ ,,, ^\t afi

il;;"""""'
Received by
Date:
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Purchase order

Approved by:

TO:

^ *t9/ tn

Net Total Nrs

Checked by

D.

I of Project:

ped by:
l

pived by:

I 
f.f.r" and Signature):

PO Date:



lnform
(tHRc)

GOODS/Service RECEIPT NOTE

Date: GRN No:-

PO No:-Supptier:

lnvoice Number and Date

Further information-:

:::::.::.:'ived 
bv

Date:
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