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o) IR A w=ikE o) I elfFrFd <=
X)) SRR AT q) e Aefiera =i
©) A S ) ORI 17
) GTRI 33 ) S gl
®) IRF | v) 255 (wge, o507, G, eap )
) AT BT ) LT 476 ( GREE @, AT @,
G @, SEEREY @ afefs)
) RGP PO S ) CoHARTS WIS (ATES
@) e e ) SR AT
©) fafy ©) GRIA! 8 GRS (1)
2) &M &
W) s fF
«) JRSF vIe
) fafay
8.00 g T @ (7 (CAPITAL & LOAN OF THE ORGRANIZATION)z
F) YR ORI F) A FRECR & J2re o
<) RS AT S=ET NEERRIEISSRITS)
o) AT T ORI ) I T
q) ST A0 e ) @ & Areifeefes s
%) ¥ 7Y A1 Ty
b) 37363 °f@ ¢ R
) fifeq et 2t ere o

8.094 7RYF M (ASSETS OF ORGRANIZATION)3
F) RIE T GO 8 IS SeT |
q) KGR T oAl A IO |
) RGN Fro IO TFAIfS |
q)  IRFGF T Ero AT AFARA (67 T, A6F AL, 1L T AfGfS) |
8) RIE ATOR APKR@ 8 G |

5)  IRYE AT FH RCIFS 7w 7z |
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&g T '8 &1 5@ (STRUCTURE & CYCLE ACCOUNTS)s

TS5 Lo T @ e
I of = R @ s = &
e 8 (& FY [SIE)
Tt Uk |
— [SEIG]
1 |
|
P— o/if& ¢ ewita o]
R ¢ e
T @
o
7 T e
TR o
AT
o
[ [IGA e @ ST
[T ALFON PG Balance Sheet

8.0 Yf ¥ Wt 7T (OPERATION OF REVOIVING FUND)s

<)

)

Q)

TAR AT TSR FFAN e S2fI0ER oY 927 @ 2Rt [fve T &y e
TR TP FACO T3

TRER AT IR NI ¥ g dG (CREDIT MANAGEMENT) <199
FACS 2(F | ALY LI AT B FHAG AN A AR I 70 FACI |
YR O T A QA TR IR YN T[S SOOI SN FACI | A
IHENE TqFed REREIS TR G G A4 Aot 2Afqoer=n SO A ew=
ACHACE AT AiftrgAe S AT FEH Soooo (W TER) TIFT T Ao S
TFAS! AWF FACS AT |

YR Ao sAfgorEEr fqw#sim (GUIDE LINES FOR CREDIT OPERATION)
fofers Ao TGN “IRBEF 900 20F |

8. Y0 TANWA P adae 2afos
(DOCUMENTATION OF TRANSACTION)

<)

)
Q)

)

BYN@ TV SRET BF Y 8 AAReife dd feore e Ikee (CASH BOOK)
ferforam Fa0o 203 |

S AT CFFCq SIS Weds 78 FReeTR FAE (S Srene ge Fars (T |
AT WOl WIR M A SB[ TSP 2O IR 0T &S HfLF BT TR
(s STEHIAT AL IRIS FCH TR FRITFA FACO© 2T | FHoCHI AAMCT 7 O
I AT I TR SICh FHPR T (FIfTe TrEi T TS |

o 2lifeq cFa wedd THT LR ArAeA e (rer/od emeei TR W, FRETH
1 fofew e aefe) Trae F9re =7 |
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)
v)

)

K

Ry W sR@w (REVENUE GENERATING ACTIVITIES) RfGmge ¢
AR ORI AT (T T, e qHm dpfs FRMRTT T F90o 20T |

S RGF@ (I AN GEF <o AR 7w s*r2 @1 Aifoxer (PURCHASE
PLLICY) Sepaet 30 =(F |

T @ (BANKING TRANSACTION) w2y qifeiesy sy dfere «fg e
I |

AR *14F T 9w L I (FITOIER ¢ooo (A5 TER) BIFR @A Sl A1 0T 7 |
o1 e iffgfors (@ Ietafos SfgfoRerer, AT T W, FRBE! ZoF M [T
W (@I THAR FRC) FSUCH [REIT Safers Soooo (W TEH) BT~ F°w A7
T IR FICS AR |

TS e SRR Qrers AeE Weifas e Fmr st (CASH CLOSING) %40 2@
qFR T ARTS [ TANRR S 2R T w5 et (CASH CLOSING)
FICNCE TRYS A ARG FRF=H TS J(T |

8.5 FIF (5% 2w 8 Ty IRTS FAfIqmTacts

<)

)

JfF (BrFT T (FF AMSTWEE T AR (Feq [0 4 e I ANSTWIET
TN 8 S AP, T5F T, 6F AW S, FRSF 8 =RF 7N, I IF IJRF
TR (T FAICT BT FACO S | UF2 ({99 (53 @GBS T FAC© 2(F |

o ewie s (PAYMENT ORDER) @3 i€ty “lfeqmiace SifdE AR 99
wg fqEifte oy efFeee tafiie “ta (FORWARDING LETTER) 3=ifSwic ey
PICS (] |

8.5% T WRR 7 (WRITING UP TO BASIC CASH BOOK)

<)
)
Q)
)

)

o)

?)

WY@ T € AFRFT NN 9 iR ¢ e (RECEIPT AND PAYMENT)
ARG ©2F ARG Jo1 F1 If2ce FfoRm Fa0e =07 | T Afzre &ife (RECEIPT) @
gm« (PAYMENT) <o gt I@ FeW, AF(F | 92 FANGHAR GF0o0e 7ov o
CTNCACTR @R SHARIGTS YRS FTHC OAPTNR I ol Fa0e =03 | 371 F1 AR
oS ToF JRT M7 ¢ &5y fofes GRT AR & Wime [Enetel wprRe S [@0o

AT |

Afefb RS AT G 22 52 F AR HIE FACO (A |

2fSfs FI Ifere UFE AT I IS AFCO (A |

T R T oY &l 8 AW ARG O/ I T IfRce FiHm Face =1
IR G2 T FIT 6 FRP T A TF8 (L O ¥ 0o (A |

AT AT WO 7 AR/ O oM Meqw & Fy IRT Alfe eqme =
LTSI F[2 (AF2 NG T FACO A |

TOCH WHGCT Al SCda (@ F A YRS I OlfFe @ (6F R 7R 5 7=l Tea
T3 W of Ffa Fare 27 @R 79 o 2iefF THT @ Oifqe T FF T AR
FAC e 770 FioRm 0o 207 |

ArorF WOR (<1 % WAt Tyl Afers Trafie s fofers Tw New e ¢ wficifas
T (W15 297 TR F0O T | TS I FHAMER 27 =7 *1R 24 T AR @
=7 (INITIAL) F963 |

PRI (AT AEENE 9 TreFT 8 TR (W@ godw wider foreag (CONTRA
ENTRY) M4t 19 F600 20 | A0 FI# (0O SIEHIF FHE Slai F0O A |

8.y0 ey IR (LEDGER BOOK)
8.58 I A& A2
%) SaEe feTw
¥) AT PO ATS! IRCA O AP ORI FAPRE TS A |
) @3 fere St TffE @wvram o2 e T o0 A TeEr Afoaag whie R T F0e
20T | FGAT ARG TRYE AR AT A eTer ey -4t =0 29 qrece 52ar Fes
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SRCIA | TRFET =TT/ eelera Sifeet e wiRtieg fcaifers wif#E sfeerg™ crm TEd dtes
SIfTT 2olTw 8 ©F (TR AR IV @7 FAE | (29S TF (v T Aol SIfeTdl 7Ry
A for wRar ST T9T Mg e (TN FHFO] WA IRArS [eewes FoF ©ff e
A AR o oI e 65 ©f TRy™ e4itaR A0 Togeiq S0 204 | IR°Y] 4§ T
Sifep! TG AT FRIFIE A7 RSN WAWCER & RGN IR 2ITa Tor Soigrew
T | IR R SqeameT 7] T -4 gl oI e 9 awiferey fiRw w0
(I | TERT @, AU P-4 I FRAE WM A I R, SR O FRYF AR ORI Gl
FACS A |

8.58 I
0T AbfeTs Ry Qrenas a2k g (IR Affam 9% g3l Fre TG67 T 41 F0© A |
YRS S YoTre fofers erers =7 TRYE G&Al T T SSRaI Wi Mo =& T
(At feaifers 263 | gl Irfed T 91 G 2T T RIS FACO TS |

8.5Y JCHA ¢ W 7
T WA RO (T TRYE W 3 (G 2FO FAIK S0 A 6 WA W6 YR AT WG
o fooT] Re@dlics I& Fa0e 204 |

8.5 ITAAT e Ise
A A ABCOT =04 TR AL S AF-HC TFro LT FoRS JoT ORI AL T
FACS AT | A T TF© ANGT (A IR AR 7 T e qmf e =0 |

8.5 JEdar Afewe (Subsidiary Ledger)
3. RFE oA AgEe fsaieas fifeRm a4 &g Toirs( Subheads ) R (FmiE
aAfFer ST, TARARTRI PoPmRR Wfoae efpfs) T Fre *(J | TR TRIFCER
Ty 12 NI2COCR (S1F S ST AW ARG T FA0o 2(A |

., T ST AT ABCEN T (AP (AR T AI*2 SICHF T, I Fens
G AFFOILT 8 “Teid B 2w e F4re 207 |

. &fefb Tot aresTRr (Subhead Wise) 10 S @roieeeT AR A SAtaa =iifaees
RIS FACO (A |

8.56 TAswIf e &®e (Preperation Trial Balance)

IS RAfFe 17 mjeas ekt (Debit) 8 @t (Crebit) & (AF @eAHE 2Fe Fae =T |
QST ABOST G T (AT

3. W fefes fotm affes fegerer AbIcR ey e forRess Wi Zoree it ¢ @ s @R
TR fefers @efiE ags w0 |

A efe senes (s % e efefs 2119 W wee +id Tye o ware =07 | 58 @emfie agred
oy & WeE 2fSls AR ¢ @M e ©fk ¢ (s (o MR e 41 g #ifRm ¢ emfa
O T(A |

F.  RSNET (G RS Sl AR SR (LTS 7(F |

8.20 T @ T ferae (Writing up Adjustment and Closing)
. R @ 8 FAe(Doubtful and bad debit)
Y FEF MG AR Y I RS TS| T (IEE A A, OIS ALETS F A
fRCIoe TN @CO I | G AR 0% WY FATAF WIS Afee Ofe RET 24y T4 @S
AT |
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8.2y 4fsww 3z (Ledger Book)

oSS oFe 8 foTET oy WrosaEr (Head Wise) SR I1ead o7 SRR sk iag &+ forera 32
GSf6 e IR | e IfRF MG ACATFIPF© e T 458 ¢ o7 fofes roewdt ww 57 ¢ Tge
T SRYE S O] & | TS AR THACTHA € TR G e Rt S 1 (@S
A |

F. GUOIFc PRF AT ¢ T IRA Ty 5j4F 5jF ¢T&IF IR JI2T FS A |

4. AroswRr (Head Wise) afsf @am JpR fo1R F9ce =3 | &9 @49 4rs (Principal Head)
ToRITS (Subhead) oe 2te1 Boidre fofed =Teia THACTHO 8 FTH FACO 204 |

. I fece efeimtaa e Sifde @w-tataa ©2F AETS o) (UF) TR MR @TEF A0S JATICT
o 4o =24 |

¥, AroS WK (0T RY QY GTENR Ao Fage Wifls G SUPhR IARLSH o 5F
v 95 4R (Signature of Approval) 3= | ¥feaiq (Ledger Book) «mee o™ 20e
A |

S, YR S |

3. IR ST |
8.2% Y541 Fmiw 3R (Petty Cash Book)
Afsta F7 F1 AT @0 MK O AR IRRLSCF FRIFCRF G oAl T9mq IR 9= T4 @ACS
AT | YOAT I IR TRATFCOR CFCA RS (RG] AePRIe T (@CO A1 |

. s R e T ek niitgele foTass w1 Sifen™ A< JEMs doooo (W TER) BT
CoIf Py AR A |

¥, YOS BT 0HA [UE 2 S IR FifeRm @ T F903 |

. Abfere fors SRRt 2w coift e BT R Ay Face =09 19rEE e wprekeR (Bill
Summary) g e K 9 AR Wy e Fiiem Faee 209 |

8.9 oy fofes M=k (Project Cash Book)

YR SRG, AL @+ CF@ e S 95y fofes T 3= (Cash Book) W5<ed 341 @re
AT | GF TCET I G ATSIF0 AFCET NSO A0S W FEI % 29 TARASICS 2GS Fe]
T | 45y fofes Ty IR MITHCIT 997 G0 Srow 4 TR AT LIET A PR 86 AR
TGO TF8 W[ 5SSl oS B TRE T @il M 2 |

8.38 &I WiGBRPTR THATH ¢ TRTF
(MAINTENANCE AND PRESERVATION OF ACCOUNTS REGISTER)

P AR AT ¢ ARGFAR & EIAR AR T TR TRE® e @GERTR I
FHACIH S IRFH FACS 192 AP @GBIF =AWy AR ©oreF @@2™ (Stock Register), 3@t
e @@er (Inventory), s aztaq @faei (Reciept Register of Donation), e« @f&s™
(Salary Register), v @=@ @@eR (Cheque Register), =R @fear @@em (Staff
Attendence Register), = @&@eR (Movement Register), @Te sl gwitas @GR
(Materialistic Support Register), ®eoms ¢ e @f&@= (Production and Sale Register)zba
cfeEr s @fasn gl Tifen @faem agfe | e @fasm e e e, Toese ¢ srawd
Aaho TREFGOIT T T =0 |
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¥) Wgn @& (Stock Register)
TR QY FFRPR AT oFg/ e/ TG TRERPIIE OO W FRER [@is e
T Q= ¢ FRANRA & Tgn @& (Stock Register) 7= F90® (A | SO S TREE
TGM ETNCET AFhod fofers Tgn @GReRR Aeees

>. IS @IS NENICER Wgm @GsiF (Stock Register for Hardware Goods).

. WS ANAR wew @f&EE (Stock Register of Stationaries Goods).

©. S @ T Bieced wgqm @f@g| (Stock Register of  Post-stamp).
TR TREFE IBTO AFHEPRR @- SF¢=@, 1 @ THGT T, W ANIPTR, IoF SR,
TPTRAIR TRIA SRAF SRGCHA AP IR TRGE s AN @GS Qe 7 | TRIF
S RS ACARAT A @NA- AT, T, oIS, @GRR, GO, Av (R defe weRdl @fat
GR TIFAC AT IR DI oA & Fape THHbReomR e BRes @iEeica eeigaa I
(Stamp Register) s@ge F40s 2(F |

<) OISR I 8 Tgw @fGs THAIawe (Store Management and Stock Register)s

S, RIF ACF I R0 OISR ARG GFe I VR0 Faco 7 WA TRY[ A7 [ories srom
RGP WIRG S FI0 (A |

X, TGH ACTACT &Ffoe fSfers 72 4T OO FIRT FAO AT Ol TF | GUHE FRGT TGS
AFNIER G G0 SO R NARAT G35 A TRIFCER G 7 916 SOR JRE 341 @S
AR | TS G5 IRITFCR &) T8O (I OISR ARG & 1 |

0. OIS NEANF d2ead #td RFEE wifigelie S w8 AENeER wwie N 77 fWve 2@ a
RS NN 2lfe Fwre a0 |

8. OO *JfR® AFNICH 2life e “wd G=fo T FRYW R [eries =iore 261 | o e e
TR A fofere MMAB TRRIIRNE T AR T 18

€. @IS JEANE S GIFS(F AfGR # TS TS FRCGR TGW AN IS 8 TR F1 I | G
AR TRTTHER JL SISICET AR TP AHT o=y 0 2(J |

Y. SRE Y ¢ TRRAFO VNG O weFwFend (Immideately) wgn @fasna I @ e
FACS T |

q. B Fhigwes wryE it Tt 9= S bifRAT @i ¢ IR FEHCH NH6 20 WA
LT SO 20S LATAGAT NEANT Q2 FACS 20T |

br. SS[F SKMAFS 3TYIG SEe R 042 TR THRENes I7g) I (J | ST (W
fAfoe 26T & ey < g @GR JRE F @O AN | TS @@Bng §A TN, aFfe,
ST BT W, QR Ol Trere (RW ¢ Ry IR Olf(OreE 2o )2ipfo w1y
TR T @S A |

5. MR witgelid I etors AER *IT B wgw w9y« (Stock Status) wifc e [ereR =6
i eferqme T S0 |

So. B MIRIgeld T ©ror Mead IR el oo wm e e gl Q=9 FCI |

) g FmE @&@BE (Inventory)

YR ZRAT W T[RRI AR RFHCR &y 1oz @2 @GeE RIw Fa0o T3 | 92 @GBR0

TRIF 8 THACITHOT G S il S F41 @S AR |

5. R W QGBI e I, Fifen ANesa R, ARG/, F, HEF i &pfo Tra
FACS TA |

2. @ (P LFE G TV G A AR T F7ne [@ifee [q@e g8t 7ma @fesicg i
e T=0e 203 |

0. ATOIF YA (LT FI&AT Tnd g« Fapie e (Physical Verfication) 3t @6 st
feadl oo ace 2| T fNdrel Readice SEiRke 77m MR @ F6 IR TG TR O
IR MRS FHTH ITFETR Y SR ASTCS 2T |
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8. g Iitwa feffers ¥ svaen (Depreciation Cost) afs q=x @y (Actual Price) =t
FRfRCT I te =069 |

¥) I =ifew@r 3k (Staff Attendence Register)

e % et WS TS TR Soifgfen ame R 5 2ifemr IR 929 F90e =09 | WIE A4
FRPR elfelt wesfeia/eee/2THE ST MR TS T B FACAACD PG TSR N TP
Ziferar A0S TN TrFa FA0O 2T | FINE (I I N AT FHqS AFET TRAT ST FALHS 197 (e
Y0 O[Y FAET A QOO A0 TG MO P e SE T shfw qiem A [we
Siftad w3 TR 77 F900 21 | T @, T @oF eAICR (F TF IO ST FF Falr
Tiferdr dfeq T=ifel e A[E |

8) o &l IR 8 (o @f&BR (Salary System and Salary Register)

5. IR fRifire ¢ ey Fiitng TPfefed G ASHE SRS ©Iend A e pies fefers o
AT FACO TS |

2. WRAE IS Slene FHAGETR @ IR IRIF WY & A7, TS GRS ©end e e S pfesrs
TR YeTre 20F R f2oT] o 7gead sR¥® 2ot = ot fres =03 |

o, o = R S (o [ ABree AT T L AN e Feg e | T
e fefere e @on TRt T e e IF 2o (@7 F909 =01 |

8. fooTR Ao aog fofes WHE woa FHma Ifee IrRT M @@ wedq AR S T
R @36 Forwarding itas e ecaresiz ol gremecsd (Trasfer) & RS FEFe S
FACEA |

¢. Y9 IHERPR Afol Sefeis/eFs/28M6 IO FAmel (o @SB RN TF MR
TN O VT (07 Q2 FACI | (07 e REE fon = w2 fNdifie qeeve e
B0 =miicae | Seary @, Tw e Bfeeha Tota wrwe fAce =3 | wrere Bfecha o AR sdmacs
I A0S TJ |

b, IR (I FA S (Fod Q70 FAC ©f SN (Foq @GET Fo_m 8 TIH FA00 (A | AIOIS
FA AT (@7 7re [E =0 S (@od @G FifRe T 261 |

¥) @ @&@B (Movement Register)

T TRGIE FICET FAICAT (NS INCAF ©2F U2 @GB Hfom @ TTFe F900 21 | I @SB G
e It TPRe S0 @O A3

7) S IREE (I T @ FACT GR SO I A OIS FRGF AMNSH e A4l TSRS gl 8
=S ©reT M 4 20T |

q, FHAE SRS Gl 8 HiTF Ol eWFHIC AR > B Fa Iwel Seame 7@ ¢ o5 @&

R A | BTy @, I (4T ST T AR * I ARS8 e Srod e SAgH=Itaa sy [{eea

e @wel effscaws (Tour Report) ToRl 8 I I3 |

wemiH Q=4 @f&B (Donation Reciept Register)
S GRS [ T (I T 200 T Q7 G @3 @AGER JIRE IO AT | A Q20

R R T e wrer/wid awms e WRER AW, el A ¢ oo, wef are wifa, =g e
T TS pfo T T WS Feqrie ¢ Y =CeIF @GS I Fif+4aa @ TR T3 |

O AR € I wfe
(MEANS OF CONDUCTING UTILIZING OFFUND)
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YR AT erarets [fog o1 (e od ar FA0o = | W wrel/ o enwwiat WA 7o [foq =16
seee® (Terms and Conditions) =€ aze F47 =3 | &l Sedq IR I ¥R [0 G e
TS OF G0 #Af@ Aifg PIE M I3 | G WY M SfoT=r SpRe F907 |

I3 2T “ffsse=t (Operation of Bank Account)

TRRE oL AN/ FRFF eME WL (5F I AICIA SHHTCS AT @ (&I HRF A FICT
T+ 219 (Mother Account) ¢RIeTR SIT€IEY &= e =03 | 3 23119 (Mother Account) (=T &=y
Yl VRIS 2MCF @2 FAC33

Y. IR IR (FR & [fR12 AR Praie &S @EEmits T |
X, TR AT F9F dne fFeE Atas (- Registration) B |
©. Afere e AR Tesig (3w [Tl A= =) |

8. IRY Y T AFO PRTF HIFF A F© 4 &pfw |

TRIA WL /g 20 IR M2 LT @F9-med A I “1 /1o e g™ wes
B GaI

YR AT TR ARG e 7afs roTerd Srafe w=r SeREt AfkwifTe 77 |

¥ fiew (Mother Account) (i Treesl #ffsc oG FRWKRT AfE 2re P
THRH e I e Fife/fEaesd o Tnf e Sad I Ond I IrFaag TG 4« FRF
YT A0S 7@ NI |

YR N[TF /25520 AR ARIRANIT IFIF ARTOT AT (FIENE@ FRYl AL FoF
4o Wfea AW T FYrFER PR JIYOF AR ARBIC 9a2 AT TS | uﬂwc—aﬂ‘ﬂﬁ?rr%
AT Prai® “tad de 203 =1 |

JrT T IF I AE 20 IR AT e ow 7=ge I 7y 49 T=E B FE I
AR AL G 2SI |

IJRF ¢W-tas(Bank Transaction)

YRF @FF-TAHE CFG TR AT TS IR NIONE PR IS |
F. G REE ML AW NGR R *AeE Ry Wi vifewr scg difaesy seda Al
TTERET TRY AR S 279 FACS J(A |

<, SRS SdR SN WRF GTF T FE TF (55 TG YR T IrHASG w47 FACS
= |

. fn/2e/2TMRE S AR GRF I TR (AF AR oL TSR &y GFR 2 ey

PACS RS | GUHQ N7 /25/ZTAE PR MIRIgAd TP IRY 4T ACF ALY ARG AR
P |
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q. JRT (5F T 8 (bF O & TR P ¥ 74T 5 Y6 (0F @GBE THACIT 8 IRITA
A |

©. MY N T e AR (6% 32 91 Y (W Rwiece Mo 407 |
5. LI FIF (5TF (FF G2 AHIFR %9 Q2el 347 A 7 |

7. IRF (AT oY TSR A R W o8 o IS (@ (FF <R GHo ] AT &y =53
TG FoF ol @ fIorer SIeTa FA0o (S |

T, (I IR I3 FRF (5F JMoeT 20 Mo (517 NSMATSIF g @ BT (i N qifes w016
oTITe 204 | TS (G0 (5 291 @GR F_m e Tey 963 qifosT T forice =07 |

A, TS 0T Yore Trermge Wl A, wd TCeFT Srwrely, (5F TR Oy 4R IRY AL
ArweeTE WHB BoT] FAFOR I TegE FACS A |

. IR FIF IR AR beifs 8 Teqr 79 - @ #AfRpitTe 7@ | % 2 g I FUE @
Sfsfie o (T O 8 IJRF M) ACF SR IR WRIRT AR SV e G g WS
T ATHIFe S=f<eE gaed F40 AT |

T eae i

3. IRYA TN T FGP AR T i A 4 (37T9) Weaa R IRS 0o IRS AGRACF6
TREZ 8 WFF FACS A |

. PRSF FHIETH AGRFH6 Q2R #F ©f T IRF FRF FIET™ @F A WeAw (qires 29 | @9 2431
Tafs S 2 RS e [ owe 9o =9 |

. JRF e ABREFe ¢ oy [(Raae T orafe o TgR R [om a9 a3
FARASICF f=iE @ 79 I | e 7o) R 7RY) QLT (oI Ao =S |

9, JRI bG gR erad e s [Ranets Wy o9 )R oieEs e i e 8 qemse
NI FCACE |

st 3T @ifeoie= (Daily Accounts Operation)
<. effeft T 1T S 3" T 8 YRS TN @ 0 TS e 797 ¢ FRS O 4F©
s fadfy Face 73 | TR AR IR e viftgaie siwe [@ft e 2@ 3@ 9
o #Afa e =ea @rers ey Closing Balance F<csicta It ©IF A< S0 |

Q. A LI T (¥ITF TG Y SR AT A612 FF TAICT T I=0S TrFe FAEH |
. &g fofes Twe Sda AR @9 NS Soooo (W TGR) TIFR @ =TI 91 | I pT (10T e

SRR AT Soooo (W T@R) TIFR @A 20T IRY A WA OF WAre Jifers [t w[fxe
FACS T(J G 2RTS! FAMIACR P2 O IATCT I & s =07 |
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q, Ul W 2 AR FREPA AT IR fafire (Upto data) 0o =07 | T 576+ RS =30 oA
R (A = BFT ACF 1 TS HRT AR FRF R TRARH MG TRF e (6o Fare
I |

8. TSP WGTR FRFE AR =1 TRy (S AFFT AT WHF©, T 8 FRS AeS S Al
Tred IR Wi R@=ar (Financial Statement) &% Fa03 G3R ©f Y[ AR W6 TAGF I |

5. ATOF A A0S FCHB doooo (W TEH) BT 71e T9m o e QfFeits «Ife<irg 1 Aed |
e wAfae v =eE BIFR @A =0 ©f Accounts Payee (5tFR ST et a@ieitE ARieHTY 0o
el

B (PF FReeres o q2er e Tofge 1 Aers o age e q3er Fge werw g
(Authorized Letter) Ieaa[ice Kot «AfRTTd F41 AE | QU@ 51 Q2OR 7 8 %1 = e« SIe5Id
(Payment Voucher) a=e 3cs 20 | SIS (5rFa NGes [ 200 2057 (50Fa ISR ore e
SETS! I 8 A @Re FECe T(A | @ SAReAt® =1 Payment Voucher @ 3@ =G Srad F0o (1 |

. TRF O JFO AP AP (5 6 W FICOE P IR IRY] YA TS WP AT
(Office Order) fofers feora =Ry sra=we F40e 27 |

. TRY TGP AMSTFO (SCFA AT 0 TREE GREF TS FR@S SIS 20T |

s ¢ 9w (Advance and Adjustement)

TRYR FRG AGFod AoH N I TCH IR T SR FAFNF FRGCR [HRICS ez =g =@
2P &V T4 @S I | TRFT AR ARG SGCAme AT =79 [orr Tifwes sam o eme
FACI | WA oG 2l @ iR (TG SR S [ TR e FA 20

. S R bifEne Sl AreMR SRR TRY TS S SRSHAT SRS 20 2T |
4. QN AT pifMge Wl T SR R FHETS JMEE ARFHT YT 20O 2 |

oA, e 4 ARSETE e TR W PR S@N Wl T TIEE Ol Seard
IS TA |

¥, Siire 57 SRR TEie ot ¢ AN Wy 97T 2 SN Y AR FACS A | (FIF
FEETTS TrEe ©ifvd TR Wy 2O W@ 9 AT FA I A T AR O R
FEACHY T 20O AT 9= FA0O 2 R [zG 219 Ko e =69 |

8. (T AT T QIR JA© WY WY AT 1 FC A9 * @G Fiwweny sgtiewe w6
TG FACI | FGF [T TR =TS 0q (3T19) e 4R T G Q=2 FCI |

. oS! (I R QAN FAT A Z AT (Y RN FACH AT WA A T RS A7 |

7. Wf{F q=a IR 92 761 o 2 WA WY e FACO A | P2 WA 9L ILALSI
TR (¥ITY TN *I14T RAT GFT =11 Faiee e 3w (Adjustement Slip) @wis e =3 |

. &« (Journal) STEBITER YT IO S o e 1 2(S |
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. T rarats S ol @wi ¢ R s e SreaRiiee Sraie e SR wEe
SEIEICH

Jre fRz@er (Control of Budget)

Yo Fwge de TERe Ao [mge wde IEF FIRE oo w1 =ty J2S Amess!
e AgReed et TEEe e [Javer F @ o) Anes fEe afe sgres e
FVTTFEPTIR 2= T (@S AR
3. AoSTR FTmge wrde fefare wpifefes a7 <fieee g7t Fa0e (T R I ARTHNR
%I%cﬁm%zn—em%mﬁ?mwm| @ @z eifae 5w Aftsgae wfofie <@
FAACI

A TaWge Ao fofers e g TR WIAGAT 4 Trae Foe fiees wEE W=
ATV (O FACS R(F | WFTF FAM 8 KHHF DANFTS [HEARCOR NG (@I 2 SRS <@l
ST O SICFFSICT FATIT FEAFCE SACS (A |

o T TR NG T F© N bro % A e [ FIoSid FEIwie Qs 20 aRk T&
QTS AT I #4E FY oA AT fofep Ay F0o =07 |

9. IR TR (PN T2 ARG THF© L (BT TR A T 7P S5 o NG
TE WG ACAGAR F[TON U6 R T4 (@O A | GUCa TAFL FACHA (6 200
SEVPTR TR TGS R P FRATOCSIE SR 00 =4 |

wifdfe feoTiq feadt egesa (Preparation of Account)
YR NLF I GE AdFe! ¢ FEFIRTS! AR T T, @b ¢ a7 fofes wffs o
Tt 2@ S 207 | Wi 219 el eares o e [REwgR Sprd F90s 209 |

. 2if® e ewiF f&19 (Recieve and Payment Statement)

@G fame T (Wi, (i, I, qiRe) Mg W o Aife 8 gnitr fefers
R Wi A7 e 0o =0T | GUHE WIS (PR #{F " F90s 7(A |
3. JCECH Srfe e WNd fefere uafs Mive sTee oy 2 7] 2ge F40e 207 |

¥, ArOwE T &I Y 8 ewe Wded T 3 [ Sge T |« AN @ [
Yo T s 2 ¢ emg wde w7 ¢ Te REaNcs T T 207 |

o, SIS NOR TW 8 JIRF Tg8 wrde TR N Kewde sdee e 3 |

q. qTRe fofare 2ie ¢ eme wde N (g 2/Fae! =0 AN O s orfeET
fIa et =ea f=omed wee e 2T |

3. ow 9% 19 ((Income and Expenditure Statement)
IR ooy fofer Sm wfefie 53wk R wfsfie w4l 9ibhe aR & B 79 age w4
20 AT | AKRETS IR fofere «3 foore [adh age w91 =71 2 o1 Read agred ov@ e
TR STl Fa0e 2038
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F. AT ATSSTRA e A 18 NLF W7 o7 [eave we [{eqdie < 7 onas wiw @ oo
21 wrdq o7 e sare 29 |

4. Ferd (Revenue) RE® I 3 TR [FFAR 53 I Sepd TS T(A |

1. QI W TR 1963 3= (Depreciation) @ TR [Fdice sege Fe 707 |

. ArOCTA W ¢ JEE AR GR [WwPo W SAREC A o ¢ [esEd wea Tye
(Balanced Money) @d: SHWIET 3 8 SRR 2Ifawre [gaics S F900 203 | I27 (*ItT o7
@ 7Y AR MY T F© WA Pl 0 WSfe T B 7 A sAfenet foeeier ¢ Teard
TS A |

©. I A egese (Depreciation and Balanced Sheet)
{5 e STw 21 YT M 4R (AT 8 o SRR SR TeTe3 TR MBS NTT 90T <&l
= | qoey A TR el I A wrore wwged crafe 8 TR o wAfifoe |
AN 2Brod Gy e RERPTR SpRe F41 @Cs A3
3. MR A @t (Trial Balance) Tge wids fefers 111 MG e@o Fre 20 |

¥, IRYR ¥ I N Tgs o= witfe s *F w=fiew (Capital Fund) Resits s=iritrs
d |

o, A AG TAANG T TRGF AL W 8 (AR 27 Pl @ I Trard 0
I |

9, T ST AR TBRY FO 8 AR At TS [ AT Se]@ 707 TRHT I9@a
JAETH Ao T2 TGYE FACO 2(J | GUHE S8 TRI[ IR AR e [ re
T |

8. @S MG ARTOR M 8 (A G5 SIfeThT T ACHF AN RIF FIACS T(A |

YR @ sirewrE (Purchase Policy)

TG HIN FRGCER HIFRAT (OIFF ETHER IR TG {0 A AT TGS ARSI
AR T FACO = | G2 I QTG A T A FACE HGFod SR, Taforores
(Systematic) «ar Sr#r @ze@S (Participatory) F9R &« 3kE] e Sifoue TR PR
FAE |

T, IRGE SR AR AL AN € {Ey M (Y5 G AN FO®) G TG I G
@ I (Purchase Committe) @ <G Fiifire F0o 20 | I T FHFOWT AT ¢
(+f5) ey R*E ST o7 Fare 2@ W GF T (S @ foTEw TEANET @ Fare AT |
AT 0T TG LI U FGF Temifs fZa1re Brer Fca |

4. WPF & “fiFegar (Purchase Plan) Siaid swi#E niiigele IS TSR NE=E 8 745
AN BT 2[@ (S FAET @R TF BifEwT g fofere @ b (90 ©F SAEBAT 8 TR
fofere FEATHT AW &2 FA0O 20T | TS AN+ 1 [ort weaire sat 752
TR G R e o niigaid FAFOs SR R e FCa |
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5. IIH doooo (W TG GIFR AFANE TEA & NENF FRIARIRICE o =L Wi« F4T A |
GGy (P P WR7@ o= I LCAE =0 A | ©CF doooo (W TER) BIFR Tra WIR IO
TENE TR & FHeE o (o) 6 reaeee fes 0o ona afopitd ~Iite w37@ TaR
IS I | T FAGF NG RITS MFAd YR TFe [ todl F90e 3 | [R77qw
CIETS RCARe Mo 9hR W Ty gyl s wemrer et zre Ndifre e @
PACS S | GUHCG NTF (BT LI A o7 AR IS *(A |

¥, AR AW @ [T @GN IEREre $© 47, GIAEE AP/ FH FEe Joed JEwE
QI SCHIE &g T 40 2, GCFE M9 TRATRT TG 20 1 | O(F G NG /TR
AT FRE SSR/ (FIRICE T ~ARCHY FACo =04 |

6. 200000-¢00000 (YZ 7TF TS A6 *1F) GIFIA S TR VAN 8 FF ANGEAT (@ FA
i AfGer f%al® AMICTR ML AEod TRAR FACO (A | €00000 (7TF) BIPR WKE NETNET TR
Gy MM 2ItGd 4oy [eefe oo efewn ge Sarerer Fg oufs 20 ©f @ S 8 FEWHR
ST G O T RS Fraces fofere rameai e @ w1 I |

AL TG

Srerear fz@e (Internal Control)

TR WNfE IgAT elfim TR fwee, foiee qRRiRTer ¢ iws! qam ardm Jzeq s
T feREe 7] STofe wrgeld ¢ wHifaR ey | wifds o7 @ foTiq ke wie-tas
Y WA Fod % 8 EFae (Transperent and Clear) I 3R fo#= I &5 &
(9 (RIS oiem 41 2Ie | 9% 7 e T3 Jafomg SR Fh00 204 |

S, SrepeR faae afes
3. [ g« e e
YR A s T 8 2N e ef e sifdses a=ecary (Acceptable)
s Authentic) , s==esF (Participatory) = fafsrs (Regular) <= &y
IR g Afe @IS GleTs T Fe A | (T FIe [[l GFFed A1
TREFIE TGN g R AR GG TR G 8 AR A S*RFT (T IR | T
LR T 8 ST T FEI G I G G GG 5@ 1 FARRT |

¥, Tt Ssie fafreaes
e e ERTeR IR TR ¢ fEfireend T e 8 WIwT IO J(A |
ot feew wittg faifee e sieer efefm wiffs @mmer o =H#E
FRPTG A T S @ (T IR0S O T AT FACI | (I G LA R G0
NG O fof SITHNFONT FREACTT FIG FACI | 80 /ALfF FRECE Wiy
frifere e Fiee] /38 SFER mae 7 FFAEw 8 RIH JIGR
e MIRNG AT I |

o, S ST O 26 e ¢
TG (A A LS LF6 12 IS Awrd fSfGre 7Foime 0o 201 | (&I
SRGCOR FMP© L WSS L7 41 AT 1 19FRS[I JCECH (@ A0S &y (F 2Ifaey o
R ACACR TS TS (I ISR ©OfF Wi o 476 401 AT 1 | OCF G Y00 Taoifs
WA JAIFIoE e e Ao P Wl [IAl NEife Wb 7 70T RET ¢Few IR
FAEE! AR SR TR E Wl TR SIS Q=79 FHCS J(A | | GUHE IS0
LOCT T TR (AT D JCECHT TGYS FeCO T |
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R. SIS A6 S FAle

D IRYS @ N RO HEF =6 S FAN AR (AR A& oT AT @0 wwrge |
CFTIET | FRYR BT AR SCAS AN SHOASIA2 WS P Nl 476 7o /e [ =il
A SRET AMCEOT TGS N | STOfE FHONO AR ¢ LR S I A*FR T FA0S
(I |

©. Srerea fwar (Internal Audit)

TRYR NGB SA1LF THE! I NS (%] TNOJE WPGo S | G b FRGEER
o ¢ [ wid (Spent and invested money), TR F R ¢ R Tfoq
], Wil Frae ¢ FTo! g e [Ew Mr fWagers s ar dfsarsik (Feed
Back) e 219 e Sfsees fRafiesae, azei@ey 8 FEFa A9 & Tl (N
o TR | GRTNS I [, TSN APV € HINN ORCAT ADF G NAEE G
SefRd fRrwR drareeTel seifEd | R e [ v Fite @ @M I e
oSty o1 1 789 | Y=IBl8 WIF AN fSfers 78T = wepea e &F (Internal
Audit Cell) oF] a1 @S 2ITa | @O1CE SRR (el T FAT 78T I (T I (7 TSR
fRreR o Ay aie R=HE I Y A4itTa 730 TREa AFE | AR oA fwarwwr
TR FF AT RAT I RGN TR e G efsrame Togom ¢ eforand TR R
TR FIC |

8. ¥od WM« (Approval of Expenditure)
TRIR A AP R e oI o F97 ~[AifFe rewm o7 WEFE vty oig seeR s
TGN T (T | EPTRR Tt [t T et fiare [aeemR =1y 9403 |

) IRGA T NS € SCAe e eriFe [Keer 476 IR 771 1 =ece [&6-47 |
) G DA S T <o SR I T RooeT |

) elf*rrel TR F6 Af*rwel <&t (Training Calendar) saist =g 6-471 |

q) e R 51 WY G ¢ I1F 7 sAfmge A AN -0
@)WWW@WW(LmeLtem)W@ @ 6 I AR -7 |

€. R ey Ao Awfs (Physical Verification of Assests)

TRYR TS TR AT fSferes T Wy SRy M T @S o | oA T g
TFw ¢ el [ive 1 Mg Srew eFgad nikig | ST FIGEER GIFR IR FOrS
IYA PG IR 02 | [FRee Al @7 T RGF 7 MR 8 4 IERER Afefl’
BTG/l FRITRPTIR @@ ¢ RFHe T4 = | T 790 A(eA JoNF S[ge fefrz &y
TEGC AR T AG1E FAT SHARRRT | QU@ GTHR ARET TS [=e (@R TR
P T

<. R fRere vttty fArifere wsits wedqme 3@ ¢ (7ifb) w8 S F=ce =67 |
2 G ge N TG 8 SPN T AT TG AT T G I FAATF 0
(TR S PR W26/ TG PR T TR ARG AT T-Ges Ao
FACI |

. T fer 393 ane oifier fefere Te ol sitne saafie InR efwwr iy
A |

o, At AED Se (R) W e T NG Ry eyied Wt Ty o
ST TAGHAT FA |

25



¥, 19 or $9¢ dne OIfeie ¢ MG Aie A W4 (F1 & SPANEel AfeErre
= A s Refs efstameas St T7igend S Faea | =3B g 397rs wf#e
refeTs/2ag SFER AR TG *MeF a7 FA0a | [wfs e [Rrafos =0t 1y
LT LA HICHCTF ©f T FACI |

v, 519 & g Sw@we (Preservation of Accouts Documents)
F. YT AT ETH-TACH TRGE TS AETTAG FCHIS ¢ (A5) T2 S TRFTHe T J(A |

¥, I CFCA ARG AR T G5 AN VLT ETNeAca Ao Floeoiq oS e
FCe 2(J | G Moo e e 21 @, afofll wiidw i =1 orfkel w98 78 3
©RY® 4 0T T |

o SRS TFE WO 79 N9 TREFE FHera Shgs T A0E 20 U IRIE
FRFERT ARV SEve Q=6 FA00 20T IR TRIE IR ARame F{ifte afefwr
wRgA= SN Toifgfere fNdifte Sreria Tige FHe (T | O THYS FE G
frdifare Featas SIfefel doRPiR SRgeHCed Sif ST 6 ©f IRACT IRIFA FICS
20T |

q. qif= & (External Audit)
TR RGN AR, IR FRGFE 5T NS ST G, BT %o ASFo! 8
FRFR! AHIR, TRRET T AIRA oo F41 efghs T AR Srox &4« 76 |
STOTER IR ST AT R Mo Srie RawnR siieen woreey s
[ T | T IR NEF GG Tz @ T ey wrope wrged fww qifdrs Mo
(T e [ TR P F900 (A |

3. fel o quram *RES R (F2) WEW W2 G- A FICTHR &fefS et s
s F90o 74 |

¥, R IRIE I (@ (W W66 T (Audit Farm) e s e ey e
oW A M | GURE RIE JIgE Fa (Management Team) e Sware=iz
TG ATCATE TG A4« 1o =TS i s w4 |

o, e SR WFE St F-«3 A (Term of reference(TOR) =Y 40 2(J |
fRifoe =fes = wrefie TOR <@ Wi swem wrpe I Warse S o=
3639 | TOR @3 7] @l @ 29719 Rgi9a ez e Seae S0 AT |

q. g W aforame @ ot SrEr Srifes [y S +97 e & it skgw
279 fere ST ALY AT AL B fSfers o Srera F41 T |

8. oTNEETOA IR TRIIEF qers aee Iar @ B wrel SR [N Faree
ARSI ABS FACO A |
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b. IRYE ARG FEACHA Fae Gk IRER AR FqENvaas S+ (I JANL RG[
(FMITS WF 8 Wfo T FHFS R T FHFSICF [Neemicaa s ¢ s e
FIE ANIY FAT @S A |

®. TRMB WSl YR AL G fefers [ wrel Ry 393 MEPFS @ (FPre e =0
T G YO M W 2SR F41 =0 TR wrer Ky AT MGNF SR 037
A |

&, T WA SEEE REE NI TRGE A 20O ARIE TRl [Wve FHre
T |

EEACEIE

I O GG “IafS
(Management system of financial information)
T Y el T O SRR ¢ [P Smte wo e ey Ew | @2 Amfen
G TR T FAGAT RGN ToRO] IR IR W IJGAT &AF© gt eAfow=w
TOICAT 8] T | MYRTS A S @ gaead Ao WRIE 9 [T o 7KE92 341 769 | LT
ST AR (L@ IR AR FECSH Hres R Az PR I |

>. W& afstams (Monthly statement)
RSN WK IR G & MR o] o afewie™ so (W) Sifdtes e
e Wi eferans TR 2o 11 |

. 4if® 8 emi= f23119 (Reciept & payment statement)

¥, 99w &R (Cash information)

5. qees weReEgel 8 e (Budget varience and observation)

q. *[Fer Mo e (Budget for next monthly)

2S5 afstawta T gl &4t N6 (@9 Fare 2q | T fofes et @ 47esa fefers ge

o1 fqort AT afstan g 3307 |

. = afetans (Annual Financial Report)
T fofes o eferavcr fefere areris wifds afstama (Annual Financial Report)
2B FACS T | ARTS! ICRCIA & W do (W) SIfRTIR TR Hoihe =0T TS i
ASTIN 2B FACO R0 | U fSraMee e R SR Teee FA0o XA |

3. 4if¢ e ewiq (Reciept & payment statement)

4. = e &5 (Income and Expenditure statement)
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o1, R coay (Preparation of Tril Balance)
¥, 77w &91= (Cash Flow)

e. oy fofes Tyesim(Balance Sheet) @8 Fare 23 xR 2l wifds q=a (*107 G A7
IR YA NOE MR ©f MR 7% ¢ o 71z f[oqe Fare =09 |

5. ToIF I=E9 U6 Fcd Balance Sheet i1 e 2te &8© F400 204 |

©. (R 3 =9 (Costiong Procedure)
TRIR (T 3 PR AT &1 O TG 1M A Stqie dfoTaeag <o i =19
YN O 8 FITHF I Y | A3 ¢f5 <T2=R NLTH WGF Gl G e 1
] | TS 4ot ITeRR WG TR CRI I e 1 @S A |

q-3 - qr1-© qr-8 q-¢

OCSTA  IT | AOSAA  T | AYE /TN TR 5 e | oA I e
FISIC MCISCRERE SR ERERE

8. ¥ e afetaws (Report of Financial Evaluation)

MY FNF TG ¢ A G2 TRGEE ARET O FIIAR @ FRFTFe e, A[fefF
F[AGATR AR T AR G AL R orose SR 72 | o s
QAR R G RE G R RIH

%. &g TR (Project Evaluation)

TR ATel Y R TG T 0o 7y fofed 2o wid HIRE ¢ [IGHANR (@
TEeTel @ o] kPt &y Wi R FACo J(F | RT3 FREB wrer IRyl 1-IAT =
AVFFIA TR 1 2[F 0O NLF TN I =0T ACF | N FHRCAR T TR AL
G @ [ IREFTE O AT AfST=T 906 | JoaR TS 77 7e=s fefere sl
TR 2fSran 2Ee Ao (A |

4. 3ees ¥uR (Evaluation of Budget)

Y LS IEH7 fSfGrs FRGTTT 777 M@l Te (71 CFq MLFS! @ ol fqeoitaa &=y
GG FEHRA NLF IJGATR N GG Ty AVCF] | GRS ICE6 FHRCTT WL
&S JCETHH TALST YR TS A8 FAGIR ALF TGS I8fTD O ACEH Je T
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NG #ANGH 7T | D FHRCTA Afotqns N Gl TR AT SATAG T S
AT THR | AR JACHG FHR FE R0 P AT 2T @ TR I ARG
TS AT YOITS (A |

9. JIGA= =R (Evaluation of Management)

WY RGN FHRCR ML TR ARG TFerol ¢ o elfor Wl =7 | IRIF
AT FRGPE AL W RF® [ AR AT @ | T GIG FHRCT
Y ALF FIGAN FRGFE O TR FHR SO 90T 400 T G O A
TRIH @ I IR FACS (A |

feaEeT Sy @ Ry e efewe wgew s fefes FR (Preodical Short
Term Self Evaluation) F%Te =3 @3 IS FHREET S=RET *F[mrer= (External
Evaluation or Consultant) e F=ifie e 207 |

BTG @ T T
(Sample Table of Balance Sheet)
................. A ...........0 fETaRe wIfF037 ©ge »@ (Balance Sheet)
T 8 T4 O ki
BT | B BT

k. MR- (M9
>, JCRAT 43

AT ST

it

T e

5/q, f/q 2wnfv

Y, wrol WY QA9
gMEFIT RYE 6
- (Ml

. e ORfE

q. AR Ao

8. Y ORI

27T (&7

+ @ IS 1S A, AT 8
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