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Programme File Copy








Title of Programme:


Type of Programme: 


Date from _______________ to _________________

Venue: _________________________, No of Trainee: ____________, Others ____________, Total______`
	Sl. No
	Description
	Cost/

Unit
	No of Units
	Amount
	Remarks*



	
	Indirect Expenses
	
	
	
	

	1
	Training materials
	
	
	
	

	2
	Kit (bag/pen/pencil/pad)
	
	
	
	

	
	Direct Expenses
	
	
	
	

	3
	Transit expenses (food/snacks/tea etc)
	
	
	
	

	4
	Venue charges
	
	
	
	

	5
	Accommodation 
	
	
	
	

	6
	Traveling Fair(Bus, train, flight ticket)
	
	
	
	

	7
	Food (Programme)
	
	
	
	

	8
	Tea/Snacks (Programme)
	
	
	
	

	9
	Vehicle hire & adv. for fuel etc.
	
	
	
	

	10
	Printing & stationary (Specific need)
	
	
	
	

	11
	Publicity materials (Banners)
	
	
	
	

	12
	Photographes/Video & documentation
	
	
	
	

	13
	Report writing
	
	
	
	

	14
	Postage/Courier/telephone/fax etc.
	
	
	
	

	15
	Deferred payment (if any)

(vehicle/venue/food/___________)
	
	
	
	

	16
	Resources persons fee
	
	
	
	

	17
	If any other 
	
	
	
	

	Total
	
	* (Bill attached/

advance/fully paid/not settled/Received from Inventory  etc.)

	Advance Received
	
	

	Balance payable/refundable
	
	

	Cost per participants =(Total cost /No. of Participant)
	
	












Endorsement of 


Programme Head/Programme Director














                Endorsement of 


Programme In-charge














Endorsement of 


Accounts Dept.





Training /Workshop /Seminar /Others (if any)
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