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5 :22.04.2025
File No. DTU/GA/109/2024-25/1509 [ O\ (38 Dated: 22
CIRCULAR

Subject: Submission of Monthly Basic Facilities Reimbursement Hospitality Bills - regarding

[ has been observed that reimbursement claims for monthly Basic Fa.qllltlesf Hospltallty b[zrﬂlm
bemg submitted with multiple bills without mentioning the mont.hs, c!alm pgno.d, bill num ,l ate,
and wtal amount. This practice has led to delays and administrative dlfﬁcu!tncs in processing claims
cliiciently. as well as the risk of bills being misplaced. To streamline the reimbursement process and
visure proper documentation, it has been decided to introduce a .Standardiud Rd-b-mnc.itl
Corm All cligible officers shall submit their claims in the prescribed format, duly filled with a

necessary details including:

« Period’ Month of the claim
« Bill Number

« Bill Date

*  Amount

« Total claim for the month

Ihie cligible officers must ensure that all monthly reiml
Liospitality bills are submitted by the 10th of the followin

I e specimen Monthly Basic Facilities Reimbursement |

Copy to:-

1. PA to VC, DTU . For kind inform:
please.

- All Dean.

° AIlHODs/ Branch Incharge with
Members.

.

Head, CC with the request tq
on the DTU Website
Circular File,

(¥2]
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. DELHI TECHNOLOGICAL UNIVERSITY
\*\) General Administration

e REIMBURSEMENT FORM

(Basic Facility-Hospitality)

Name of the Officer

Department/Branch

Designation with Deptt. :

Isf."T Month / period | Bill No. / Date | Bill Amount
NO.
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