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Particulars	 Details	

Employee	Name	 	

CID	No.	 	

Bank	Account	No.	 	

Grade/	Position	level	 	

Designation	 	

Gross	pay	 	

Amount	Requested	 	

Purpose	 	

	
	
	

I..............................................................................(applicant)	 hereby	 confirm	 that	 the	 particulars	
mentioned	above	are	all	correct.	If	the	said	amount	is	sanctioned,	I	authorize	the	concerned	
office	 to	 recover	 the	 amount	 from	my	 salary	within	 the	 next	………. months	 in	 the	 same	
financial	year.	

	
	
	
	
	
	

	

Signature	of	applicant	 Signature	of	Approving	Authority	

Date:	 Date:	

	

	

	
*Note:	As	per	FMM	2016,	A	personal	advance	of	any	kind	shall	not	be	sanctioned	or	paid	
in	case	a	previous	personal	advance	remains	unsettled.	(FAM	8.1.6(a).	
*As	per	the	notification	on	salary	advance	DTA/AD/Noti-01/2024-25/336	dated	
February	14,	2025,	a	salary	advance	shall	be	limited	to	a	maximum	of	one	month's	gross	
pay	once	in	a	financial	year.		


