
QUAL{TY
MANAGEMENT

SYSTEM
TITLE: MONEY RECEIPT

01112112

Cost Centre Codq

Office

Received from: Name & Address

MONEY RECEIPT

QUALITY FORMS

ll

@eceipt

II

Received'.fClSn I/Cheque/PO/DD 
Number"' ""' "'>t t '

Bank: Branch:

This receipt is valid subject to realization of Cheque/PO/DD

Checked bY:
Approved bY:

Prepared bY

Accounts AssistanUJAM
Date:

Asstt. Manager(A/C)/Dy.Manage(A/C)
Date:

Manage(Accounts/Fin)/Head of the Offi ce

Date:

/

,tr/
1/Reviewed bY (GM FIN): ^rrW,



TITLE: GASH PAYMENT VOUCHER
15102t07

Cost Centre Code,

Office
CASH PAYMENT VOUCHER Source Code: GP

Date: ll

GM(F) / Head of the Office

Date:

TK---.------

Paid to: Name & Address

Taka (ln Words)

CREDIT Cash AJC Code Number " ' " " '

Prepared bY:
Checked bY:

Accounts AssistanVJAM

Date:

Asstt. Manager(AJC)/Dy Manage(A/C)

Date:

Revenue StamP

QUALITY FORMS

@xPenditure

Reviewed bY (GM FIN):

sisnatureofRecipienr 
ghr

I

nPProveMY (DF1



TITLE: CASH RECEIPT VOUCHER

cnst Centre Code

Office I I
CASH RECEIPT VOUCHER Source Code: CP

TK-------

Received from:: Name & Address

Date: ll

Credit
Takafficounts/ExpenditureCredit

AJC Code No

Total

Taka (ln Words) :

Debit

Prepared bY:

Accounts AssistanVJAM
Date:

Checked bY:

Asstt. Manage(AJC)/Dy Manage(A/C)

Date:

Revenue StamP

Approved bY:

GM(F) / Head of the Office

Date:

/

k,-
Reviewed bY (GM FIN):

Signature of ReciPient



QUALITY
MANAGEMENT

SYSTEM
ilrle' BANK (cHEauE) PAYMENT voucHER

cosl Centre Code

Office

------- Bank

Branch------
Account No --------------
Cheque No
Advice No=---
TK ---------

Paid to: Name & Address

BANK (CHEQUE) PAYMENT VOUCHER Source Code: BP

Date: tl

Descriptid;i Accounts/Expenditure

cREDIT BankA,/CCode Number "'"'"''f-------l

Checked bY Countersigned bY: Approved bY:

Prepared bY:

Accounts AssistanUJAM/AM
Date:

Dy. Manager/Manager
Date:

DGM/General Manager (Fin)

Date:

Director (Fin)/ Head of the Office

Date:

Revenue Stamp

Signature of ReciPient

/
./

#,:J^by (GM FrN):
OOOr"rW,



fffUft enNK (CHEQUE) REGEIPT VoUCHER

Cost Centre Code,

Office
Source Code: BP

tl

Received from: Name & Address

CREDIT
A/C Code No.

@enditure
Credit
Taka

Total

Taka ( ln words)

DEBIr aanx A'/C Code Number "'

Countersigned bY: Approved bY:

Prepared bY: Checked bY:

BANK (CHEOUE) RECEIPT VOUCHER
Date:

Accounts AssistanUJAM/AM

Date:

Dy. Manager/Manager
Date:

DGM/General Manager (Fin)

Date:

Director (Fin)/ Head of the Office

Date:

Revenue Stamp

Signature of ReciPient

/

/rt/
4!*,"*"oby (GM FrN): ^rrrW



TITLE: JOURNAL VOUCHER

Cost Centre Code,

Office

Narration:

JOURNAL VOUCHER

Year:

Source Code: JV

Date: ll

Prepared bY: Checked bY:

Accounis G,stanUJAM/AM Dy. Manager/Manager
Date:Date:

Countersigned bY: APProved bY:

DGM/GM(F)
Date:

6]Ieaor(rnyHead of the ofiice
Date

ffirz
Approved dY (DF)frL

VReviewed bY (GM FIN):



MANAGEMENT
SYSTEM

TITLE: REGISTER OF MONEY RECEIPT BOOKS

Office:

Register of MoneY ReceiPt Books

Received from: /
lssued to:

Serial Numbers Q'ty of Books
Received/

issued

Balance
MR Books

in hand

Signature
of

Supervisor
with date

Date
From To

^rrmf,



lruet JOURNAL VOUCHER SERIAL REGISTER

Office:

JOURNAL VOUCHER SERIAL REGISTER



rltet REGISTER OF MONEY REGEIPT BOOJ(S

Offlce:

REGISTER OF MONEY RECEIPT BOOKS

Received from: /
lssued to:

Serial Numbers Q'ty of Books
Received/

issued

Balance
MR Books

in hand

Signature
of

Supervisor
with dateDate

From To

/

/ztt f
4!","*"obY (GM FIN): ^rrrmk

.

:i
' : ':.:;:.!:': ;; ':'i

l

-1



TITLE: INPUT DOCUMENT CONTROL REGISTER

.Office:

INPUTDoGUMENTcoNTRoLREGISTER

lnput Document:

Note: Separate page should be used for each type of document

/

*'r
Reviewed bY (GM FIN):

ffiv,
Approved bY OFI
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QUALITY
MANAGEMENT

SYSTEM

POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FQRMS

TITLE: REQUEST FOR ADVANCE
Document No: QF-F|N-12 | Revision No.: | 00 | Effective Date: | 15105107 Paqe:11 lofll

REQUEST FOR ADVANGE
POWER GRID GOMPANY OF BANGLADESH LTD.

Date:

Name

ln words:

Signeiure
Date:

Certified by:

Toniffi-96-fficer
Date:

Approved by:

Departt. Head/Section Head
Date:

^orr@/

/

4",-(*(DGMFTN):



QUALITY
MANAGEMENT

SYSTEM
QF-FIN-13

POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: REIMBURSEMENT/ ADJUSTMENT OF ADVANCE

REIMBURSEMENT/ ADJUSTMENT OF ADVANCE
POWER GRID COMPANY OF BANGLADESH LTD.

Sl. No. Date Particulars Bill/Memo No Amount (Tk.)

Total

ln words:

Certified by: Approved by:

Signature
Date:

Controlling Offlcer
Date:

Departmental Head/Section Head
Date:

^rrr"h%

L
-z'/YReviewed by (DGMFIN):



QUALITY
MANAGEMENT

SYSTEM

POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: CONVEYANCE BILL
Document No: QF-F|N-14 | Revision No.: | 00 | Effective Date: | 15105107 Paqe:11 lofll

CONVEYANCE BILL
POWER GRID COMPANY OF BANGLADESH LTD.

Designation:

Section:...... .. Department:

ln words:

Certified by: Approved by:

Signature
Date:

Controlling Officer Departmental Head/Section Head
Date: Date:

#,/

Date From To Purpose Means of Trans. Amount(Tk.)

TotalTaka.

Reviewed by (DGMFIN):



QUALITY
MANAGEMENT

SYSTEM

POWER GRID GOMPANY OF BANGLADESH LTD.
QUALITY FORMSTITLE: PGCB EMPLOYEES PF TRUST

GASH/ BANK PAYMENT/ RECEIPT VOUCHER
Document No: oF+lNl-1s I nevision No,: I oo I Etfocuve pate: I tslosloz Paqe:11 lof 1

PGCB EMPLOYEES PF TRUST
CASH/ BANK PAYMENT/ RECEIPT VOUCHER

POWER GRID COMPANY OF BANGLADESH LTD.

Voucher No

Date:

Paid to/ Received from Mr./Mrs./Ms.

Taka (in words):

Prepared by:

Designation
Date:

Director (Finance)
Date:

Manager (Finance) DGM(Finance)
Date: Date:

Received Payment

(Payee)
Date:

OrO.rftM

/

.fr"r
'Reviewed bY (DGMFIN):
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QUALITY
MANAGEMENT

SYSTEM

POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMSTITLE: MONTH END. RECEIPTS AND DISBURSEMENTS

RECONGIL!AT!ON
Document No: QF-FIN-25 | Revision No.: | 00 | Effective Date: Paqe:ll lofll

MONTH END . RECEIPTS AND DISBURSEMENTS RECONCILIATION
POWER GRID COMPANY OF BANGLADESH LTD.

Annexure - 1

MONTH: December 2009
Office Name:

Total received this month
Add: Received to previous month

Received from PGCB-H/O
Received from sale of scrap
Bank lnterest- December 2009

BDT O.OO

BDT
BDT
BDT

Total received to date
BDT
BDT

Total expenditure this month
Add: Expenditure upto previous month BDT

Total expenditure to date BDT

Less: Sundries Expenses Payable:
PF Trust
VAT Payable
AIT Yayable
lncome Tax Withheald
Revenue Stamp

BDTUnion Subscriptions
Net cash expenditure to date
Bank balance:

STD-
CD-
Total bank balance

Petty cash balance
Advance for expenses

CD VAT Control

Difference

BDT

BDT
BDT

(Signature)
Head of the Office
Date:

Reviewed by (

BDT O.OO

(Signature)

BDT

BDT
BDT

BDT O.OO



QUALITY
MANAGEMENT

SYSTEM

POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: AMENDMENT L/C

Document No: QF-F|N-26 | Revision No.: | 00 | Effective Date: Pase:ll lofll

AMENDMENT L/C
POWER GRID COMPANY OF BANGLADESH LTD.

SubJect: Amendment of L/C No. ................. dated in favor of Company Name.

Dear Sir,

Please amend the aforesaid L/C as follows:

1. Credit validity will be date instead of date.

All the other terms and conditions of the L/C will be remained unchanged. Amendment cost will be

charged on beneficiary's account.

We look forward to hearlng from you at your earliest convenience.

Thanking you,

Yours faithfully,

No. 02-PGCB/Finl /

The Name of Head of Bank Branch Manager

Bank name/Adress.

Branch

General Manager (Finance) /Director (Finance)
Date:

Copy to:
Director (P&D), PGCB.

General Manager- Projects, PGCB.

Project Director, Project -2'PGCB'
Company Name
Office Copy.

Date: ....................

Managing Director
Date:

1.
2.
3.
4.
5.

Reviewed by (DGMFIN):

/
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QUALITY
MANAGEMENT

SYSTEM

POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: ENDORSEMENT OF UC

Document No: Of-rtru-ZA I Revision tto.: | 00 | Effectlve Dq!e: I Pase:ll lofll

ENDORSEMENT OF L/C
POWER GRID COMPANY OF BANGLADESH LTD.

No.02-PGCB/Fin/ I Date:

The Head of Office
Bank Details,
Br Office

Endorsement of documents under L/C No. ---------Subject:

Dear Sir,

We have
Contract.
earliest.

received the documents
We are sending herewith

against partial shipment
the following documents

from the beneficiary as per
for your endorsement at the

1. Invoice for USD-------
2. Bill of Lading/ Invoice (copY)

Please retum us the documents after your endorsement.

Thanking you,

Yours truly,

Director (Finance)
Date:

/

Approved by (DF)
Reviewed bY (DGMFIN):
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OUALITY
MANAGEMENT

SYSTEM

POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: PROJECT NOTESHEET

Document No: OF+|NI30 lRevision tto.: I OO I Effective Date: Paoe:ll lofll

PROJECT NOTESHEET
POWER GRID COMPANY OF BANGLADESH LTD.

)t

\r

Certifi ed amounUEndorse
amount(100% value

lnvoice No.

8l

cr

(-----------------------)

qq<rqlers (eFF'F)

g.tfr{'

qRIG s

(-----------------------)

stfur,

1e-oa "tRute-+)
s-Ifr.l'

lnvoice date



QUALITY
MANAGEMENT

SYSTEM

POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: WHEELING CHARGE BILL FORM

Document No: OFflt\t€1 lRevision No.: | 00 I Effecltye !e!gN Paqe:11 lofll

WHEELING CHARGE BILL FORM
POWER GRID COMPANY OF BANGLADESH LTD.

ELECTRICITY TRANSMISSION BILL
Bill for the Month:

BillNo. Pl55
Date:--------
Payable by: ------

Bill Amount (TakaUnit (Kwh Unit rate (Taka

Electricity transmission charge for

transmission of electricity through PGCB

installations as per MPEMR, Power Division's

N otification N o.agrclqlAsGs - llfflGfrfr - t/ bts/ tGB

daled 24-03-2004

Unit measurement(Gircle wise) :

Total Unit (Kwh) =

,l'
Manager (Accounts)
Date:

by (DGMFIN):
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QUALlTY
MANAGEMENT

SYSTEM

POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: JOURNAL VOUCHER-PAYROLL

Document No: QF-F|N-33 | Revision No.: | 00 | Effective Date: Paqe:11 lofll

JOURNAL VOUC HER.PAYROLL
POWER GRID COMPANY OF BANGLADESH LTD.

Date

JV No.

Amount in Taka

Account Name Account Code Debit Credit

Officer's basic salary 401 001 001

Off icers dearness allowance

Staff basic salary 401 001 002

Staff dearness allowance

Officer's house rent allowance 401 001 003

Staff house rent allowance 401 001 004

Officer's medical allowance 40100101 1

Staff medical allowance 401001012

Officer's conveyance allowance 401 001 005

Staff conveyance allowance 401 001 006

Residential Electricity 401001016

Charqe allowance 401 001 035

Staff washing allowance 401 001 01 0

CPF contribution 401001020

Officers festival bonus 401001021

Staff festival bonus 401001022

Leave encashment 401001017

Staff Shift allowance 401 001 031

Staff Overtime allowance 401 001 025

Education allowance 401001042

Advance aqainst expense 1 06001 020

Advance aqainst TAJDA 1 06001 025

Salarv oavable 206001 001

Union subscriptions PaYablq 207011001

Revenue stamP 207005001

Office telephone 401 005001

PGCB's emPloyees PF trust 207001001

Tax deducted at source Statement Enclosed

Account Current With WPPF

Staff lncentive Bonus

Total

The amount recorded for payment of salary

to the otficers and staf plhegq !ffice' as.

Prepared Checked

Designation
Date:

Manager/DGM(Finance)
Date:

Director(Finance)
Date:

Revi6wed bY (DGMFIN):

GM(Finance)Designation
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QUALITY
MANAGEMENT

SYSTEM

POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: SALARY PAYMENT ADVICE

Document No: O+ftN-gO I Revision No.: | 00 | Effective Date: Pase:11 lofll
SALARY PAYMENT ADVICE

POWER GRID COMPANY OF BANGLADESH LTD.

Salarv for the month of -------

Bank nameName & Desiqnation Remarks

Md.Jinnatul Haque
Director (HRM)
Date.

Sukhendra Kumar Das
Gupta,Director(P&D)
Date:

Reviewed by (DGMFIN):

si.-
No.

2/



QUALITY
MANAGEMENT

SYSTEM

POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: SALARY PAY SLIP
Document No: QF-F|N-37 | Revision No.: | 00 | Effective Date: Paqe:ll lofll

SALARY PAY
POWER GRID COMPANY OF

SLIP
BANGLADESH LTD.

PGCB
Office

r
9.[p
For the month of :

lD No. :

Employee's Name :

Designation :

Payments Amount (Tk.) Remarks
Basic Pay

Residential Electricity
Charge Allowance
House Rent Allowance
Medical Allowance
Dearness
Allowance
Festival Bonus
Conveyance Allowance
Contribution to
CPF
Gross Salary

Deductions
CPF
Revenue Stamp
CPF
Loan
Recovery of Advance against Expense
Mobile
biil

lncome Tax

Total Deductions

Net

Prepared on:

NB. Any discrepancy shoutd be notified to accounts department immediately.

Reviewed by (GM FIN): Approved by (DF)

Comouter Generated.
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QUALITY
MANAGEMENT

SYSTEM

POWER GRID COMPANY OF BANGLADESH LTD. ,QUALITY 
FORMS

TITLE: CD VAT PAYMENT ADVICE

Document No: QF-F|N-39 | Revision No.: | 00 | Effective Date: 
I Paqe:ll lofll

CD VAT PAYMENT ADVICE
POWER GRID COMPANY OF BANGLADESH LTD.

:1a aq-f+ffiRfqd/5q/ sf<-

<<Fr=I
Ffubr+r<
<sIB{ qIB-q, Earrq I

ftcs,"fi€{r{ftsc+rqftw<tcqtcc.tfr,Geftft)TtrqtfittP t{fiFrsrFrtctrqrFrG,vlFe-qqq-{,Hrwqfrr.ttqetqrttr

ITqIqTI,

\qT{tcq< El-Tr qTqqTR-{sg. Z<6qFrs EIFrT{rc{< \ss <T<rq, G-rq ={fefto sq5qftq Gftscro :ry-<cilb brsT----
---- --(
+-<t *l I

) :rfq, f>f&'frR'< R{f< E{G {<------ €cE {rI--=IrI F<It=t q{, q{c<t<

SL No. Items Description
01. Project/Work Design, Supply, Erection, Testing and Commissioning

on Turnkey Basis for 33kv Capacitor Bank &
Associated Switchgear at 33kv of 132133 kv Grid
Substation. If any other

02. Contract No. PGCB/....../; dated :

03. Invoice No.
04. CIF Value
05. Bill of Entry No.
06. Amount for Adiustment

qtqqt=t qal-g',

{qrc<-<I-rs (qef)
s1R"l'

qafrfal'
5. <l<qtq=il oIRo-r<<:, FrGtfrR, Er<sI I

q. {RFIT$ (qd) / (\s .{rlg. €{)/ (fn qrrs G), f}rkFR, EFFI I

\". €J=F-6t 'IRE-r{<5, G Q q|Q ef<F-E[, ftGRR, uT<st I

s. GGqq (e1frB-<-c{-rB;, f;r&frR,EFrI I

c- qq+Tft <I<ql?rs (qd), el{{tz{ <srftfl'{, Fr&frR, ulol t

tc. M/s. Energypac Eggineering Ltd'
q- qftq qh-l

<1aqtq^rt etRufq+
ulfr1,

(DGMFIN):
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MANAGEMENT

SYSTEM

POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMSTITLE: ANNUAL BUDGET REPORT BOOK

Document No: QF-F|N40 | Revision trto.: I 00 I Effective Date: Page:lt IofTt

Annual Budget Report Book
POWER GRID COMPANY OF BANGLADESH LTD.

This report must includes the following documents.

1. QF-F!N-10
2. QF-F|N-11
3. QF-F!N-16
4. QF-FIN-17
5. QF-Fin-18
6. QF.FIN.I9
7. QF-F!N-2o
8. QF-F!N-21

Reviewed by (DGMFIN):

tu
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SYSTEM

POWER GRID COMPANY OF BANGLADESH LTD.

Annual Report Book
POWER GRID COMPANY OF BANGLADESH LTD.

This Report Book must includes the following Statements:

1. Balance Sheet
2. Profit & Loss Account
3. Cash Flow Statements
4. Statement of Changes in Equity
5. Notes to the Accounts

QUALITY FORMS
TITLE: ANNUAL REPORT BOOK

Reviewed bY (DGMFIN):

Document No: QF-F|N-41 I Revision No.: | 00 | Effective Date: I Paqe:ll lofll

'/ /






