FOR MALE EMPLOYEES

  The Dy General Manager (HR)                                                    Date:………………         

   IFFCO, PARADEEP 

Sub: 
Reimbursement of the cost of three pairs of Summer Uniform clothing 
and stitching charges for the block period 01.01.2013 to 31.12.2013  
  Dear Sir,

Reference your circular No: PDP/Admn/Livery/2013 on the above subject.                          have purchased cloth for Summer Uniform for the block period 01.01.2013 to     31.12.2013 as detailed below:
	S.No
	Description of cloth purchased
	Name of dealers / shops

	Cash memo/receipt no. & date
	Amount

	1
	Shirting cloth 6.75 meters
	
	
	

	2
	Suiting cloth 3.90 meters
	
	
	

	3
	Stitching charges for 03 shirts & 03 pants
	
	
	

	Total
	


The cash memos/receipts are enclosed herewith in original.          

It is request that the reimbursement may kindly be made towards the cost of cloth purchased by me for shirting & suiting for Summer Uniform and stitching charges thereof as mentioned above for the block period 01.01.2013 to 31.12.2013.
    Thanking you,  

                                                                                                              Yours faithfully,
Signature

: ………………….                
Name of employee
: ………………….            

Designation 

: ………………….                       

Pers.No  

: ………………….                 
Section/Deptt 
: ………………….                                                                             I OB S.BA/c  NO
: ………………….       

FOR FEMALE EMPLOYEES

The Dy General Manager (HR)                                                       Date:………………         

IFFCO, PARADEEP 

Sub: 
Reimbursement of the cost of three pairs of Summer Uniform clothing 
and stitching charges for the block period 01.01.2013 to 31.12.2013  
Dear Sir,

Reference your circular No: PDP/Admn/Livery/2013 on the above subject.                          have purchased cloth for Summer Uniform for the block period 01.01.2013 to     31.12.2013 as detailed below:

	S.No
	Description of cloth purchased
	Name of dealers / shops


	Cash memo/receipt no. & date
	Amount

	1
	Sarees – 03 Nos each of 5.50 meters
	
	
	

	2
	Cloth for blouse -2.70 meters
	
	
	

	3
	Stitching charges for 03 nos of blouse
	
	
	

	Total
	


The cash memos/receipts are enclosed herewith in original.          

It is request that the reimbursement may kindly be made towards the cost of 03 Sarees  and cloth for 03 blouse for Summer Uniform and stitching charges thereof as mentioned above for the block period 01.01.2013 to 31.12.2013.
Thanking you,  

Yours faithfully,
Signature

: ………………….                
Name of employee
: ………………….            

Designation 

: ………………….                       

Pers.No  

: ………………….                 
Section/Deptt 
: ………………….                                                                             IOB S.BA/c  NO
: ………………….     
