Tata Motors Finance Ltd.
File Ref: RP- 
Reimbursement of Bill of Mobile Handset Purchased for Official Use
To,






Through Admin Department
Finance Department.




HO: Mumbai
TMFL Mumbai.

Sub: Reimbursement of Mobile Handset bill for the official use by the undersigned.

Dear Sir,

As per the Company HR policy the employee is eligible to get reimbursement of Mobile Handset bill for his official use, the details of which are as follows:


[image: image1.emf]Sr.Employee Name

Employee 

Number Grade Mobile Number DepartmentBasic PayHRA

1


Handset Make:_____________________________, Handset Model Number:________________

Unique Serial Number of the Handset (ESIN)__________________________________________
Mobile Telephone Instrument is provided with 1. Handset- 1 Nos.

Battery - ____ Nos., Charger- 1 Nos.; Memory Card- 1 No ( ___ GB); Handsfree(headphone)
Name of the Seller/Dealer_______________________________ 
Address of the seller/Dealer _______________________________________________________

Bill details:

[image: image2.emf]Instrument

Memory card/Handsfree

Total (Rs.)

1

Eligibility/Claimed

Amount

Sr Bill No Bill Date


The bill is addressed to Tata Motors Finance Ltd and the same is attached in original.

I may please be reimbursed the above amount by credit to my Bank account/cheques as per the mobile policy and my eligibility. Further I hereby confirm having read the policy for the mobile eligibility and give my consent for abiding by the same.
(Signature of the employee)
The Grade and eligibility of the Employee is confirmed. The Employee has newly joined/  New Instrument is taken after ____ Months and is eligible for its reimbursement.
HR-Coordinator

The above claim is in order and the same is allowed as per the rule and payment may please be released by way of Account payee cheques/Credit to bank account of the employee.
The corresponding Mobile payment Tracker number is____________











Officer- Admin.
Head/ Admin.
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