[Company Logo]   [Company Name]
EXPENSE / ADVANCE SETTLEMENT STATEMENT
	Company:
	[Company Name]

	Settlement No.:
	[Reference Number]

	Date:
	[Date]



Employee and Advance
	Employee Name
	 

	Employee ID
	 

	Department
	 

	Advance No.
	 

	Advance Date
	 

	Advance Purpose: Event / Project / Site Imprest / Other
	 

	Advance Amount (₹)
	 



Actual Expenses
	Expense Head
	No. of Bills
	Amount (₹)

	[Venue / Material]
	[Number]
	[Amount]

	[Food and Refreshments]
	[Number]
	[Amount]

	[Local Transport]
	[Number]
	[Amount]

	[Miscellaneous]
	[Number]
	[Amount]

	Total Actuals
	 
	[Amount]



Settlement Calculation
	Particulars
	Amount (₹)

	Advance Received (A)
	[Amount]

	Admissible Actual Expenses (B)
	[Amount]

	Refund Due from Employee (A - B, if positive)
	[Amount]

	Shortfall Payable to Employee (B - A, if positive)
	[Amount]



Mode of Settlement
1. Refund by bank transfer, UTR No. [Reference Number]
1. Recovery from salary of [Month], as per my consent below
1. Shortfall to be paid through payroll / bank transfer
Declaration and Consent
I certify that the bills attached are genuine and relate to the purpose for which the advance was given. I authorise [Company Name] to recover any refund due from my salary, or from my full and final settlement if I leave before it is recovered.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Verified by
[Reporting Manager]
Date: [Date]
	______________________________
Finance
[Name]
Advance Closed on: [Date]
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