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cÖ_g Aa¨q  

 

 
m~Pbv (INTRODUCTION) t 
ms ’̄vi jÿ¨ I D‡Ïk¨ AR©‡bi Rb¨ Kg©x I e¯‘MZ m¤ú` (PEOPLE AND RESOURCES) AZ¨vek¨Kxq 

Dcv`vb| myZvivs ms ’̄vi Pjgvb cÖwµqvq Avw_©K e¨e¯’vcbv (FINANCIAL MANAGEMENT) GKwU Ab¨Zg 

¸iæZ¡c~Y© welq| ev‡RU cÖYqb (BUDGETING), A_©vqb (FUND RAISING), wnmve e¨e¯’vcbv 

(ACCOUNTING MANGEMTNT), wbixÿY (AUDITING), cÖf„wZ welq Avw_©K e¨e¯’vcbvi AšÍ©f~³ 

ms ’̄vi myô Kvh©µg I cÖkvmwbK e¨e¯’vcbv QvovI mvwe©K e¨e¯’vcbv A‡bKUv AwbwðZ I wfwËnxb| d‡j, ms¯’vi 

mdjZv, mybvg, Aw¯ÍZ¡ I ¯’vqx‡Z¡i mKj ch©v‡q myô Avw_©K e¨e¯’vcbv AZ¨šÍ Kvh©Ki f~wgKv cvjb K‡i _v‡K|  

  

wSbvB`n †Rjvi KvjxMÄ Dc‡Rjvi GK`j mgvR‡mex hyeK-hyeZx‡`i †h․_ D‡`¨v‡M 1995 mv‡ji RyjvB gv‡m †mvbvi 

evsjv dvD‡Ûkb ms ’̄vi myPbv nq| ¯’vbxq myweavewÂZ GjvKvi `wi`ª Rb‡Mvôxi Av_©-mvgvwRK Dbœqb Z_v mvwe©K 

Rxeb gv‡bvbœq‡b Kvh©Kvix m‡nv‡hvwMZvi j‡ÿ¨ †mvbvi evsjv dvD‡Ûkb Rb‡Mvôxi Pvwn`v wfwËK wewfbœ cÖKvi Dbœqb 

g~jK Kvh©µg MÖnY I ev Í̄evqb K‡i Avm‡Q|  

  

ïiæ †_‡KB ms¯’v Zvi Dbœqb, we¯Í…wZ,mdjZv I ¯’vwq‡Z¡i e„nËi ¯^v‡_© Avw_©K e¨e¯’vcbvi ¸iæZ¡ I cÖ‡qvRbxqZv Abyfe 

K‡i Ges mxwgZ mvg‡_©¨i gva¨‡g Kvh©µg ev¯Íevq‡bi mKvj ch©v‡q myôfv‡e Avw_©K e¨e¯’vcbv wbwðZ Kvivi cÖ‡Póv 

Ae¨nZ iv‡L| Avw_©K e¨e¯’vcbv‡K AwaKZi ¯^”Q (TRANSPERENT), myweb¨šÍ (SYSTEMATIC), c×wZ 

wfwËK (METHODLOGICAL), mnRZi I cÖnb†hvM¨ (EASY AND ACCEPTABLE) Kivi j‡ÿ¨ 

†mvbvi evsjv dvD‡Ûkb GB wb‡ ©̀wkKv (GUIDELINE) wU cÖ¯‘‡Zi Kvh©Ki D‡`¨vM MÖnY K‡i| ms ’̄vi mvwe©K 

Avw_©K e¨e¯’vcbvq G wb‡ ©̀wkKvwU Kvh©Kix mn‡hvwMZv Ki‡e e‡j †mvbvi evsjv dvD‡Ûkb wek¦vm K‡i|  
 

1.01 D‡Ïk¨vejx (OBJECTIVES) 

K) ms ’̄vi cwiPvjbvi Rb¨ m¤¢ve¨ Avw_©K Drm¨ (POSSIBLE SOURCES OF FUND) n‡Z cÖ‡qvRbxq 

A_©vq‡bi w`K wb‡ ©̀kbv cÖ`vb Kiv| 

L) Avw_©K eivÏ cÖYq‡bi (BUDGETING) †ÿ‡Î cÖ‡qvRbxq wb‡ ©̀kbv cÖ`vb Kiv|  

M) cÖvß A‡_©i h_vh_ cwiPvjbv, myôy e¨envi I wbqš¿‡Y mn‡hwMZv Kiv|  

N) A‡cÿvK…Z mnR I Mªnb‡hvM¨ c×wZ‡Z Aw_©K †jb‡`b (FINANIAL TRANSACTION) wbwðZ 

Kiv Ges h_vwbq‡g •`bw›`b Avw_©K †jb‡`‡bi wnmve msiÿY I iÿvYv‡eÿ‡Yi Rb¨ ms ’̄vi wnmve wefvM‡K 

Kvh©Kvixfv‡e mn‡hvwMZv Kiv|  

O) ms ’̄vi mKj †kÖYxi Kgx©‡`i‡K Avw_©K †jb‡`b I e¨e¯’vcbv msµvšÍ cÖ‡qvRbxq avibv cÖ`vb Kiv Ges mswkøó 

mKj Kg©x‡`i mn‡hvwMZv wbwðZ Kivi gva¨‡g Avw_©K e¨e¯’vcbvi eywbqv` gReyZ Kiv|  

P) Avw_©K †jb‡`b cÖwµqvq cvi¯úvwiK Revew`wnZv(ACCOUNTIBILITY)Ges ¯̂”QZv 

(TRANSPERENCYH) cÖwZôv I wbwðZ Kiv|  

Q) m‡e©vcwi ms ’̄vi A_©vq‡b †ÿ‡Î cÖZ¨vwkZ Dbœqb, we¯Í…wZ I ¯’vwq‡Z¡i Rb¨ m¤¢ve¨ mn‡hvwMZv wbwðZ Kiv|  
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1.02 msÁv (DEFINITION) 
GB wb‡ ©̀wkKvwU †mvbvi evsjv dvD‡Ûk‡bi Avw_©K e¨e¯’vcbvi wb‡ ©̀wkKv wnmv‡e MY¨ Kiv n‡e|  

1.03 Kvh©KvwiZv(EFFECTIVITY)  
1jv RyjvB 2021 mvj n‡Z GB wb‡ ©̀wkKv Kvh©Ki Kiv n‡e| ms ’̄vi wnmve wefvMmn mKj ch©v‡qi Kg©x 

Avw_K msµvšÍ †jb-‡`‡bi †ÿ‡Î G&B wb‡ ©̀wkKvi AšÍ©f~³ n‡e| GB wb‡ ©̀wkKv Kvh©Ki Kivi ci ms ’̄vi c~e© 

n‡Z cÖPwjZ Avw_©K msµvšÍ hveZxq cÖwµqv I c×wZ evwZj we‡ewPZ n‡e|  

1.04 e¨vL¨v (INTERPRETATION) 

GB wb‡ ©̀wkKvi †Kvb Aa¨vq A_ev Aa¨v‡q D‡jøwLZ †Kvb welq A_ev ‡Kvb wel‡q D‡jøwLZ †Kvb evK¨ 

A_ev kã A¯úó n‡j ms ’̄vi wbevn©x cwil` wnmve wefv‡Mi mn‡hvwMZvq KZ…©c‡ÿi †`q e¨vL¨v h_vh_ e‡j 

we‡ewPZ n‡e|  

1.05 ms‡kvabx (AMENDMENT) 
ms ’̄vi Avw_©K e¨e¯’vcbv cÖwµqv‡K AwaKZi MwZkxj Kiv I cwiewZ©Z Ae¯’vi mv‡_ mvgÄm¨ weav‡bi Rb¨ 

GB wb‡ ©̀wkKvi †h †Kvb Aa¨vq A_ev ‡h †Kvb Aa¨v‡qi †h †Kvb Ask wbevn©x cwil` cwieZ©b I Aby‡gv`b 

mv‡c‡ÿ ms ’̄vi wnmve wefvM Zv Ki‡Z cvi‡e|  

1.06 wnmve Awdm mgyn  
 g~jZt ms ’̄vi cÖavb Kvh©vjqmn AvÂwjK/cÖKí Awdm mgyn, wnmve Awdm wnmv‡e we‡ewPZ n‡e|    
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wØZxq Aa¨q  

2.1  Avw_©K eivÏ cÖYqb (BUDGETING) 

ms ’̄vi Avw_©K e¨e¯’vcbvi †ÿ‡Î h_vh_fv‡e Avw_©K eivÏ cÖYq‡bi (PROPER BUDGETING) welqwU AZ¨šÍ 

¸iæZ¡c~Y©| g~jZ cÖKí Kvh©µ‡gi Rb¨ cÖ‡qvRbxq A_©vqb, Kvh©µg wfwËK cÖKí A‡_©i myô e›Ub, eivÏK…Z A‡_©i 

Kvh©Ki e¨envi I h_vh_fv‡e Avw_©K wbqš¿Y, m‡e©vcwi cÖK‡íi mvwe©K mdjZv h_vh_fv‡e Avw_©K eivÏ cÖYq‡bi 

Dci A‡bKvs‡k wbf©ikxj| mvavibZ wb‡¤œv³ D‡Ï‡k¨ ev‡RU cÖYqb Kiv nq|  

K) wbw`ó mgq ch©šÍ wPwýZ I ZvwjKvfz³ cÖKí Kvh©µ‡gi Rb¨ cÖ‡qvRbxq A‡_©i cwigvb wbiƒcY Kiv| 
L) Kvh©Kifv‡e Avw_©K wbqš¿‡Yi Rb¨ cÖK‡íi ZvwjKvf~³ Kvh©µgmgy‡n b~¨bZg cÖ‡qvRbxq A‡_©i eivÏ   †`qv 
M) cÖK‡íi †gqv` I cÖK‡íi Kvh©µ‡gi g‡a¨ eivÏK…Z A‡_©i mgš^q mvab|  

 GQvovI M„nxZ cÖK‡íi Rb¨ cÖ‡qvRbxq A‡_©i msKzjvb Kiv I ev‡RU cÖYq‡bi Aci GKwU Ab¨Zg D‡Ïk¨|  
 

2.2 ev‡RU cÖYqb cÖwµqv (PROCESS OF BUDGETING ) 
        mvaviYZt wb‡¤œv³ cÖwµqvq ev‡RU cÖYqb Kiv hvq| 

2.3  c~e©ewZ©Zv ev‡RU cÖYqb cÖwµqv (PRECEDENCE BUDGETING PROCESS) 
      weMZ eQi¸‡jv‡Z ev¯ÍevwqZ GKB ai‡Yi cÖK‡íi GKB ai‡Yi Kvh©µ‡g eivÏK…Z ev‡R‡Ui mv‡_ wba©vwiZ 
      gy ª̀vwùwZ (MONEY INFLATION), m¤¢ve¨ AePq LiP (POSSIBLE DEPRECIATION 

      COST), Ges •`e NUbvi Kvi‡Y m¤¢ve¨ LiP (CONTINGENCY) †hvM K‡i cÖbxZ ev‡RU cÖwµqv‡K 
      mvaviYZt c~e©ewZ©Zv ev‡RU cÖYqb cÖwµqv wnmv‡e we‡ePbv Kiv nq| c~e©eZ©x cÖKí mgy‡ni Rb¨ Avw_©K eiv‡Ïi 
      wfwË‡Z cieZ©x cÖKí mgy‡ni ev‡RU cÖYqb Kivi d‡j Zv cwiewZ©Z Pvwn`v I cwiw¯’wZi mv‡_ AwaKvsk †ÿ‡ÎB 
      mvgÄm¨c~Y© I ev¯ÍewfwËK nq bv e‡j GB cÖwµqvq cÖbxZ bv e‡j GB cÖwµqvq cÖbxZ ev‡RU A‡bKUv SuywKc~Y© 
      nq| d‡j cÖK‡íi Kvh©µg ev¯ÍevwqZ †ÿ‡Î A‡bK mgq RwUj cwiw¯’wZ m„wói AvksKv †_‡K hvq| 
 

2.4  ïb¨ ¯’vb wfwËK ev‡RU cÖYqb cÖwµqv (ZERO BASSED BUDGETING PROCESS) 
     M„nxZ cÖK‡íi ev¯ÍeZv, cÖK„Z Pvwn`v I m¤¢ve¨ wSzuwKi wfwË‡Z b~¨bZg cÖ‡qvRbxq Avw_©K eiv‡Ïi gva¨‡g cÖYxZ  
     ev‡RU cÖwµqvq ev‡RU cÖwµqv‡K mvaviYZt k~b¨ ¯’vb wfwËK ev‡RU cÖYqb cÖwµqv wnmv‡e we‡ePbv Kiv nq| GB   
     cÖwµqvq ev‡RU cÖYq‡bi †ÿ‡Î c~e©eZx cÖKí mgyn †_‡K eivÏK…Z A‡_©i cwigvY MÖnY Kiv nq bv| Z‡e c~e©eZx   
     cÖKímgyn ch©v‡jvPbv K‡i Avw_©K eiv‡Ïi AwfÁvZv †bqv †h‡Z cv‡i| M„nxZ cÖK‡íi ev¯ÍeZv, cÖK…Z Pvwn`v,   
     m¤¢ve¨ SuywK cÖf~wZ welq we‡ePbv K‡i GB cÖvµqvq ev‡RU cÖYqb Kiv nq e‡j Zv AwaKZi ev¯ÍewfwËK I  
     MÖnb‡hvM¨ nq Ges M„nxZ Kvh©µg mdjZvi mv‡_ ev¯Íevq‡bi †ÿ‡Î Kvh©Kifv‡e mn‡hvwMZv K‡i _v‡K|  

2.5  ev‡RU cÖYq‡bi c`‡ÿcmgyn (STEPS OF BUDGETING) 
     ev‡RU cÖYq‡bi c`‡ÿcmgyn wb¤œiƒct 
K) eivÏK…Z m¤¢ve¨ A‡_©i mgwóKiY (AGGREGATION OF BUDGETS) 
    M„nxZ cÖK‡íi ZvwjKvf~³ Kvh©µ‡gi wfwË‡Z eivÏK…Z A‡_©i mgwóKiY Kiv ev‡RU cÖYq‡bi GKwU Ab¨Zg   
    cÖv_wgK c`‡ÿc| M„nxZ cÖK‡íi wba©vwiZ Kvh©µg mgy‡n cÖ‡qvRbxq Avw_©K eivÏ †`qv nq| Kvh©µg wfwËK  
    eivÏK…Z A‡_©i mgwóKiY Ges Kvh©µg wfwËK †gvU Avw_©K eivÏ †hvM K‡i cÖ¯ÍvweZ cÖK‡íi ‡gvU Avw_©K cwigvY  
    wba©viY Ki‡Z n‡e|  
L) ev‡RU msµvšÍ Av‡jvPbv (DISCUSSION OF BUDGETS) 
    cÖ¯ÍvweZ cÖK‡íi Kvh©µg wfwËK m¤¢ve¨ b~¨bZg eivÏK…Z A‡_©i welqwU wb‡q ms¯’vi mswkøó Kg©x‡`i mv‡_ h_vwbq‡g  
    Avjvc Av‡jvPbvi K‡i ms ’̄vi mswkøó mK‡jB cÖbxZ ev‡RU m¤ú‡K© my¯úó aviYv fvj Ki‡Z cv‡i Ges mswkøó  
    mK‡ji gZvg‡Zi wfwË‡Z cÖ‡qvR‡b ms‡kvab K‡i cÖYxZ ev‡RU‡K AwaKZi MÖnY‡hvM¨ I ev¯ÍewfwËK n‡Z cv‡i|  
M) mswkøó mvnvh¨Kvixi mv‡_ Pzw³ c~e© Av‡jvPbv (NEGOTIATION WITH THE SPONSORS ) 
   M„nxZ cÖK‡íi Rb¨ cÖYxZ ev‡R‡Ui Rb¨ mswkøó A_© mvnvh¨Kvix cÖwZôvb A_ev ms¯’vi mv‡_ cÖ‡qvRbxq Av‡jvPbv I    
   †hvMv‡hv‡Mi gva¨‡g cÖYxZ ev‡R‡Ui A‡_©i †hvMvb m‡¤ú‡K© wbwðZ n‡Z n‡e| g~jZt evR‡Ui Rb¨ GUvB AZ¨šÍ  
   ¸iæZ¡c~Y© I AwaKZi Kvh©Ki c`‡ÿc|  
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N) ev‡RU Abyg‡`vb (APPROVAL OF BUDGET) 
mswkøó A_© cÖ`vbKix ms¯’vi mv‡_ cÖ‡qvRbxq †hvMv‡hv‡Mi gva¨‡g cÖvß A_© h_vwbq‡g Li‡Pi Rb¨ ms¯’vi Kvh©wbe©vnx  
cwil‡`i (EXECUTIVE COMMITTEE) wbKU †_‡K Aby‡gv`b MÖnb Ki‡Z n‡e| GRb¨ wba©vwiZ mg‡q 
mswkøó Kvh©wbe©vnx cwil‡`i mfv Avnevb I Z`vbyhvqx mfvi Av‡jvP¨m~Px wba©viY Ki‡Z n‡e|  
 

2.6  ev‡RU cÖYq‡bi bxwZgvjv (PRINCIPLES OF BUDGETIVG) 
Kvh©Kifv‡e ev‡RU cÖYq‡bi †ÿ‡Î wb‡¤œ³ welq¸‡jvi cÖwZ cÖ‡qvRbxq ¸iæZ¡ w`‡Z n‡e|  
K) ms ’̄vi mswkøó we‡klÁ e¨w³ ev `‡ji gva¨‡g cÖ_wgKfv‡e ev‡RU cÖYqb Kiv| Kvh©Kvixfv‡e ev‡RU cÖYq‡bi 

†ÿ‡Î ms ’̄vi wb‡R¯^ we‡klZ¡ (SPECIALIZATION) bv _vK‡j ewnivMZ we‡klÁ A_ev civcgk©`vZvi 
mn‡hvwMZv †bqv †h‡Z cv‡i|  

L) ms ’̄vi mswkøó mKj †kÖYxi Kg©xi cÖwZwbwaZ¡ wbwðZ Kivi gva¨‡g AwaKZi Kvh©Ki I ev¯ÍewfwËK ev‡RU cÖYqb 
Kiv| 

M) ms ’̄vi AvKvi (SIZE) I cÖK‡íi Kvh©µgMZ cwiwai wfwË‡Z mvgÄm¨c~Y© ev‡R‡Ui m¤¢ve¨ cwigvY wba©viY Kiv|  
N) cÖKí cÖ¯Ívebv •Zix (PROJECT DEVELOPMENT) I cÖKí mycvwik Kiv‡bvi (APPRAISAL) mgq 

m¤¢ve¨ gy ª̀vwùwZ mgš^q (INFLATIONARY ADJUSTMENT) Ges AvKw¯§K NUbvi Rb¨ evR‡Ui g~j 
A‡_©i mv‡_ b~b¨Zg A_© †hvM K‡i ev‡RU cÖYqb Ki‡Z n‡e|  

O) cÖ‡qvRbxq LiP wbqš¿Y I mgš^‡qi Rb¨ mgMÖ cÖKí mg‡qi ev‡R‡Ui A_© evwl©K, lv¤œvwmK, •ÎgvwmK I gvwmK 
wnmv‡e eivÏ K‡i wnmve Ki‡Z n‡e|  

P) GKwU wbw ©̀ó `xN© †gqv`x mgq ch©šÍ ms¯’vi jÿ¨-D‡Ï‡k¨i wfwË‡Z GKwU Kvh©µgMZ jÿ¨ w¯’i Ki‡Z n‡e Ges 
w¯’iK…Z j‡ÿ¨i wfwË‡Z GKwU †K․kjMZ cwiKíbv (STRATEGIC PLAN) cÖYqb K‡i D³ mgq ch©šÍ 
ms ’̄vi wPýZ Kh©µg ev¯Íevq‡bi Rb¨ mvgwMÖK cwiPvjbv LiP (TOTAL OPREATIONAL COST) 
wbe©v‡ni Rb¨ cÖ‡qvRbxq b~¨bZg ev‡RU cÖYqb Ki‡Z cvi‡j Zv AwaKZi Dc‡hvMx I MÖnb‡hvM¨ n‡e|  

Q) ‡K․kjMZ cwiKíbvq (STRATEGIC PLANNING) D‡jøwLZ Kvh©µg I mvgwMÖK mgq‡K m‡e©v”P 3 eQi 
†gqv` GKwU cÖKí wnmve wPwýZ K‡i ev‡RU cÖYqb Ki‡Z n‡e|  

  ms ’̄vi mvwe©K Ges Avw_©K e¨e¯’vcbvq ev‡RU cÖYqb g~jZt GKwU DØy×KiY †K․kj (MOTIVATING 

STRATEGY)| myôfv‡e ev‡RU cÖYqb Ki‡Z cvi‡j GKw`‡K †hgb A_© mvnvh¨Kvix ms ’̄v mgyn‡K Avw_©K Aby`vb 
cÖ`v‡bi Rb¨ DØy× Kiv hvq, †Zgwb ms ’̄vq Kg©iZ mswkøó mKj ¯ú‡ii Kg©xe„›` PvKzixi wbðqZvi ¯^v‡_© mwµq I 
¯^Ztù~Z©fv‡e Kvh©µg ev¯Íevq‡b AskMÖnb K‡i| Ab¨ w`‡K ms¯’vi cÖvß A‡_©i h_vhZ e¨envi wbwðZ Kivi gva¨‡g 
Zvi (ms ’̄vi) ¯’vqx‡Z¡i (SUSINABILITY) c_ weKwkZ Ki‡Z cv‡i|  
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Z…Zxq Aa¨q  

3.1 A_©vqb (FUND RAISING) 

ms ’̄vi Avw_©K e¨e¯’vcbv Z_v mvwe©K Pjgvb cÖvwµqvq A_©vqb Ab¨Zg ¸iæZ¡c~Y© welq| A_©vqb Qvov ms ’̄vi Aw_©K 
e¨e¯’vcbv wfwËnxb| myZivs cÖYxZ ev‡R‡Ui wfwË‡Z m¤¢ve¨ Drm¨ (PASSIBLE SOURCES) †_‡K cÖ‡qvRbxq 
b~¨bZg Aa©‡hvMv‡bvi e¨e¯’v Ki‡Z n‡e| A_©vq‡bi m¤¢ve¨ Drm¨ wnmv‡e ms¯’vi wb‡R¯^ AvqgyLx Kvh©µg (SELF-

REVENUE GENERATING ACTIVITEES), †`‡ki Af¨šÍ‡i I evB‡i (IN COUNTRY AND 

OUTSIDE COUNTRY), †mev cÖ`vbKvix (SERVICE ORIENTED), A_© cÖ`vbKvix I mvnvh¨ 
cÖ`vbKvix ms¯’vmgyn‡K wPýZ K‡i Zv‡`i mv‡_ h_vwbq‡g Kvh©Ki †hvMv‡hv‡Mi gva¨‡g A_© msMÖ‡ni e¨e¯’v Ki‡Z 
n‡e|  

3.2 wbR¯̂ AvqgyLx Kvh©µg (SELF-REVENUE GENERATING ACTIVITEES)  
ev¯ÍegyLx h_vh_ cwiKíbv cÖYq‡bi gva¨‡g ms¯’vi wb‡R¯^ Kvh©µ‡gi †ÿ‡Î wb‡¤œv³ welq¸‡jv MÖnY I ev Í̄evqb Kiv 
†h‡Z cv‡i t- 
K) ¯’vbxq m¤ú‡`i h_vh_ e¨envi (PROPRE UTILIZATION OF LOCAL RESOURCES) 
¯’vbxq m¤ú`mgyn wPwýZ K‡i Ges Zvi h_vh_ e¨envi wbwðZ K‡i ms¯’vi Rb¨ A_©vq‡bi cÖ‡Póv Pvj‡bv †h‡Z cv‡i| 
ms ’̄vi †f․MwjK Ae¯’vb I cÖK…wZi Dci wfwË K‡i ¯’vbxq m¤ú‡`i e¨envi wbwðZ n‡e| K…wl, grm¨ Pvl, Mevw` cï-
cvwL cvjb, e„‡ÿi Pviv †ivcYI e„ÿ †ivcY, n¯Íwkír, we‡klZ¡ weµq (SALE OF EXPARTIES), QvcvLvbv, 
e¨emv‡K› ª̀ cÖf~wZ Avq Abyhvqx Kvh©µg MÖnY I ev¯Íevqb Kiv †h‡Z cv‡i|  
L) `jxq mÂq (GROUP SAVINGS) 
ms ’̄vi jwÿZ Rb‡Mvôxi mgš̂q MwVZ `j mgyn‡K wbqwgZfv‡e `jxq mÂ‡q DrmvwnZ K‡i mswkøó `‡ji cÖ‡qvRbxq 
A_©vq‡bi e¨e¯’v Kiv †h‡Z cv‡i| m„ó GB Znwej mswkøó DcKvi‡fvMx‡`i Rb¨ Avq I Dbœqb g~jK Kv‡R h_h_fv‡e 
e¨evnvi wbwðZ Ki‡Z n‡e| G‡ÿ‡Î D³ `‡ji `ÿZv Dbœqb I mg_©¨ e„w×i (THROUGH SKILL 

DEVELOPMENT CAPACITY BUILD-UP) e¨e¯’v Ki‡Z n‡e| mswkøó `j hv‡Z Zvi Avqg~jK Kv‡R 
D³ A‡_©i h_vh_ e¨envi wbwðZ Ki‡Z cv‡i GRb¨ `j‡K ms ’̄vi D‡`¨v‡M Znwe‡ji e¨envi wb‡ ©̀wkKv cÖ`vb Ki‡Z 
n‡e| GQvovI mswkøó `j hv‡Z m„ó Znwe‡ji myô wnmve iÿYv‡eÿY I msiÿY Ki‡Z cv‡i Gfv‡e `j‡K cÖ‡qvRbxq 
`ÿZv Dbœq‡b mn‡hvwMZv Ki‡Z n‡e|  
M) ‡`‡ki Af¨šÍ‡i A_©vq‡b (FUND RAISING INSIDE OF COUNTRY) 

Dbœqbg~jK Kvh©µ‡g †¯̂”Qv‡mex ms ’̄v b~¨bZg A_© mn‡hvwMZv I †mev cÖ`v‡bi j‡ÿ¨ G‡`‡ki Af©šÍ‡i 
miKvix I †emiKvix ch©v‡q †ek wKQz ms ’̄vi i‡q‡Q| GB ms ’̄v mgyn‡K maviYZ †mev cÖ`vbKvix () A_© 
mvnvh¨Kvix Ges A_©jMœxKvix ms¯’vi wnmv‡e we‡ePbv Kiv †h‡Z cv‡i| wb‡¤œ ms¯’vi mgy‡ni mswÿß 
weeiY †`qv n‡jv|  

K) ‡mev cÖ`vbKvix ms¯’v(SERVICE ORIENTD ORGANIZATION): 
miKvix I †emiKvix Dfq ch©v‡qB †mev cÖ`vbKvix ms¯’vi i‡q‡Q| Gai‡bi ms¯’vmg~n KwgDwbwU ch©v‡q Kg©iZ 
ms ’̄vmg~n‡K Kvh©µ I cÖKí wfwËK †QvU AvKv‡ii Avw_©K I KvwiMix mvnvh¨ Ges cÖwkÿY cÖ`vb K‡i _v‡K| cÖai‡Yi 
ms ’̄v ¸‡jv mswkøó `vZv ms ’̄vi wbKU †_‡K A_© †hvMo K‡i A‡cÿvK…Z mnR kZ© I c×wZ‡Z mn‡hvwM mg~n‡K 
cÖ‡qvRbxq mn‡hvwMZv w`‡q _v‡K|   
miKvix ch©v‡q Kg©iZ †mev cÖ`vbKvix ms¯’v mg~‡ni g‡a¨ mgR †mev Awa`ßi, grm¨ Awa`ßi, wkÿv Awa`ßi hy&e 
Awa`ßi, ¯^v¯’¨ I cwievi cwiKíbv Awa`ßi, gwnjv Dbœqb Awa`ßi, cwi‡ek Awa`ßi cÖf„wZi bvg we‡klfv‡ie 
D‡jøL‡hvM¨|  
‡emiKvix ch©v‡q Kg©iZ ms ’̄v mg~‡ni g‡a¨ GbwRI ‡dvivg di wWªswKs IqvUvi mvcøvB GÛ m¨vwb‡Ukb, evsjv‡`k 
†nj_ GÛ ccy‡jkb Kb‡mvwUqvg, Gd wc Gm wU wm, cv_ dBÛi dvÛ-evsjv‡`k, †n‡jb wKjvi B›Uvib¨vkbvj, 
wmwWGd, AvB wf Gm, wcÖc Uªvó cÖf„wZi bvg we‡klfv‡e D‡jøL‡hvM¨| GQvovI eª¨vK, cÖwkKv, †Kqvi m¤úªwZ wKQz wKQy 
Kvh©µ‡g †QvU †QvU ms¯’v †QvU AvKv‡i mn‡hvwMZv cÖ`vb K‡i‡Q|  
    
G ai‡bi ms ’̄vmg~n mvavbZ wewfbœ `vZv ms¯’v I A_© cÖ`vbKvix ms¯’v †_‡K A‡cÿvK…Z Kg my‡` FY MÖnb K‡i Ges 
ev¯ÍevqbKvix ms¯’vmgyn‡K h_vh_ cÖvwµqvq AZ¨šÍ hyw³m¤§Z my` MÖnb I we‡kl k‡Z©i gva¨‡g A_© FY cÖ`vb K‡i 
_v‡K| Gai‡bi A_©jMœxKvix ms¯’vimg~‡ni g‡a¨ cjøx Kg© mnvqK dvD‡Ûkb Gi bvg we‡klfv‡e D‡jøL‡hvM¨| GQvovI 
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m¤úªwZ eª¨vK, cÖwkKv, Avkv cÖf„wZ RvZxq ch©v‡qi ms ’̄vmg~n m¤úªwZ †QvU †QvU GbwRI‡K FY Kh©µ‡g ÿz ª̀vKv‡i A_© 
mn‡hvwMZv cÖ`vb Ki‡Q| GQvovI m¤úªwZ wewfbœ ai‡bi e¨vsK cÖwZôvbI A‡cÿvK…Z mnR k‡Z© GbwRI‡`i gva¨‡g 
KwgDwbwU ch©v‡q FY myweav cÖ`vb Ki‡Q|  
L) `vZv ms ’̄v (DONOR AGENCIES): 
GbwRI‡`i Kvh©µg Dbœqb I cwiPvjbvi †ÿ‡Î G‡`‡k †ek wKQz `vZv ms¯’v Zv‡`i ¯’vbxq Awd‡m h_vwbq‡g b~¨bgZ 
cÖ‡qvRbxq A_© mn‡hvwMZv K‡i _v‡K| G mKj `vZv ms ’̄v mg~‡ni g‡a¨ USAID, NOVIB, SDC, DANIDA, 

NORAD, AGA DHAN FOUNDATION, USCCB, CANADA FUND, WATER AID, 

ASIA FOUNDATION, WORLD BANK, EU ,MJF ,KINDE 

MISSIONWERK,GERMANY cÖf…wZi bvg we‡klfv‡e D‡jøL‡hvM¨|  
 
N) RvwZmsN ch©v‡qi mnvh¨Kvix ms¯’v (UNITED NATION’S ORGANIZATION): 
G‡`‡k mvnvh¨Kvix ms ’̄v wnmv‡e RvwZms‡Ni †ek wKQz ms ’̄v KvR K‡i‡Q| GB mKj ms ’̄v mg~n evsjv‡`k miKv‡ii 
mswkøó wefv‡Mi gva¨‡g GbwRI‡`i‡KI mnR‡hvwMZv K‡i _v‡K| GB mKj ms ’̄v mg~‡ni g‡a¨ UNICEF, WFP, 

IFADEV, UNFPA, UNCHR cÖf…wZi bvg we‡klfv‡e D‡jøL‡hvM¨|  
 
O) evsjv‡`‡k wewfbœ `vZv †`‡ki nvB Kwgkb Aew¯’Z| GB nvB Kwgkbmg~n GbwRI‡`i‡K ÿz ª̀vKvi wewfbœ cÖKí I 
Kg©m~PxIZ A_© mn‡hvwMZv cÖ`vb K‡i _v‡K| weªwUk nvB Kwgkb, KbvWv nB Kwgkb, †b`vij¨vÛ ª̀Zvevm , Awóªwjqvb 
nvB Kwgkb, Rvcvb ª̀Zvevm cÖf…wZi bvg we‡klfv‡e D‡jøL‡hvM¨|  

3.3 A_©vqb c×wZ (STRATEGIES OF FUND RAISING)t  
        ms¯’vi A_©vq‡bi Rb¨ wb‡¤œv³ c×wZmg~n AbymiY Ki‡Z n‡e|   
K) Avw_©K cwiKíbv cÖYqb (FINANCIAL PLANNING)t  
    A_©vq‡bi Rb¨ ms¯’vi ev¯ÍegyLx h_vh_ cwiKíbv cÖYqb Ki‡Z n‡e| †Kvb Lv‡Z KZ cwigvY A_© †Kv_v n‡Z  
    †K Ges wKfv‡e msMÖn Ki‡e Zvi my¯úó e¨vL¨v I wb‡ ©̀wkKv D³ Avw_©K cwiKíbvi AšÍf~³ _vK‡Z n‡e|  
     G‡ÿ‡Î ms ’̄vi ‡K․kjMZ cwiKíbv (STRATEGIES PLAN) _vK‡Z n‡e| 
L) A_© cÖwßi m¤¢ve¨ Drm¨mg~n  Luy‡R †ei Ki‡Z n‡e Ges A_© mvnvh¨Kvix I cÖ`vbKvix miKvix, †emiKvix, 

AvšÍR©vwZK I RvwZmsN ch©v‡qi †`kx we‡`kx ms¯’v/cÖwZôvb mg~‡ni ZvwjKv msMÖn Kiv| 
M) Awdmvqvj c‡Îi gva¨‡g †`‡k we‡`‡k Aew¯’Z mswkøó A_© mnvh¨Kvix I cÖ`vbKvix cÖwZôv‡bi gva¨‡g A_© cÖvwßi 

e¨vcvi †hvMv‡hvM Kiv Ges A_© cÖvwßi wb‡ ©̀wkKv msMÖn Kiv|  
N) mswkøó `vZv ms¯’vi KZ„©K cÖ`Ë Avw_©K wfwË‡Z wba©vwiZ Kg©m~Pxi Dci MÖnb‡hvM¨ I m¤¢ve¨ Avw_©K Pvwn`vi LvZ 

mg~n D‡jøL K‡i cÖKí cÖ¯Ívebv (PROJECT PROPOSAL) •Zix I h_vmg‡q cvVv‡Z n‡e|  
O) ms ’̄vi wb‡R¯^ Avqg~jK Kh©µ‡gi (SELF PEVENUE GENERATING ACTIVITIES) Rb¨ 

ev¯Íeag©x Avw_©K cwiKíbv cÖYqb I Kh©Ki Ki‡Z n‡e|   
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PZz_© Aa¨q 

wnmve e¨e ’̄vcbv (ACCOUNTS MANAGENENT) 

c×wZMZfv‡e ms¯’vi mswkøó mKj ch©v‡qi Kg©x‡`i Kvh©Ki AskMÖnb I cÖ‡qvRbxq mn‡hvwMZv wbwðZ Kivi 
gva¨‡g •`b›`xb wnmve msµšÍ Kh©µg h_vwbq‡g I cÖZ¨vwkZfv‡e wbwðZ KivB g~jZt wnmve e¨e¯’vcbvi g~j 
jÿ¨| ms ’̄vi wefvM (ACCOUNTS CELL) KZ…©K wnmve e¨e¯’vcbv cwiPvwjZ n‡e| myôz wnmve 
e¨e¯’vcbv wbwðZ Kivi j‡ÿ¨ wnmve wefv‡Mi Kvh©µg‡K mvavbZt cwiKíbv (ACCOUNTS 

PLANNNING ) cÖYqb, D×z×KiY (MOTIVATING) Ges Avw_©K wbqš¿Y (FINANCIAL 

CONTROL) GB PviwU fv‡M wef³ Kiv †h‡Z cv‡i| wb‡¤œ D‡jøwLZ Kvh©µ‡gi mswÿß weeiY †`qv 
n‡jv|  

K) wnmve cwiKíbv (ACCOUNTS PLANNNING):  
myôzfv‡e wnmve cwKíbvi Dci ms¯’vi wnmve e¨e¯’vcbv mvwe©Kfv‡e wbf©ikxj| wnmve e¨e¯’vcbvq g~jZt 
wK Kiv n‡e, wKfv‡e Kiv n‡e, KLb Kiv n‡e, †Kv_vq Kiv n‡e, †K Zv Ki‡e Ges ‡Kb Zv Kiv n‡e 
Zvi we¯ÍvwiZ weeviY wnmve cwiKíbvi AšÍf~©³ Ki‡Z n‡e| †mvbvi evsjvi mswkøó KZ©„c‡ÿi mv‡_ 
Av‡jvPbvi gva¨‡g ms¯’vi wnmve wefvM GB wnmve cwiKíbv cÖYqb Ki‡e|  

 L)  wnmve msMwVZKiY (ORGANIZING OF ACCOUNTS): 
cÖYxZ wnmve cwiKíbvi wfwË‡Z myôzfv‡e wnmve e¨e¯’v msMwVZ Kivi Rb¨ cÖ‡qvRbxq cÖ¯‘wZ I Av‡qvRb 
Ki‡Z n‡e| wnmv‡ei Rb¨ e¨vsK wnmve Pvjy Kiv, wnmve †iwRóvi (K¨vk ewn, †jRvi ewn, Rvb©vj 
cÖf„wZ) †WweU I ‡µwWU fvDPvi, wnmve weeviYx, e¨vjvÝ kxU cÖ¯‘Zmn cÖ‡qvRbxq KvMRcÎ cÖ¯‘Z 
Ki‡Z n‡e| GQvovI †h mKj Kg©x I Kg©KZ©v KZ©„K wnmve e¨e¯’vcbv mivmwifv‡e cwiPvwjZ n‡e 
Zv‡`i‡K h_vwbq‡g msMwVZ Ki‡Z n‡e|  

 M) wnmve mswkøó Kg©x‡`i DØy×KiY (ACTUATING FOR ACCOUNTS SYSTEM) 
 ms ’̄vi wnmve Kvh©µg myôzfv‡e cwiPvjbvi Rb¨ mswkøó Kg©x‡`i‡K h_vwbq‡g AvMÖnx K‡i ‡Zvjv wnmve 

e¨e¯’vcbvi GKwU ¸iæZ¡c~Y© Kh©µg| mswkøó Kg©xe„›` hv‡Z h_vmg‡q I h_vwbq‡g wnmve Kh©µg m¤úbœ 
K‡i Zv‡`i Kv‡Ri ¯^xK…wZ cÖ`vbmn cÖ‡qvRbxq avibv (ORIENTATION) I cÖwkÿY cÖ`v‡bi 
e¨e¯’v Ki‡Z n‡e| GQvovI ms¯’vi Kg©m~Px ev¯Íevq‡bi (PROGRAMME 

IMPLEMENTATION) mv‡_ hviv RwoZ Av‡Qb, ZvivI wnmve e¨e¯’vcbvi Awe‡”Q`¨ Ask 
myZivs ZvivI hv‡Z h_vmg‡q I h_vwbq‡g M„nxZ A‡_©i wnmve cÖ`vb K‡i I Ki‡Z cv‡i GRb¨ 
Zv‡`i‡K cÖ‡hvRbxq avibv cÖ`v‡bi e¨e¯’v Ki‡Z n‡e|  

 N)  Avw_©K wbqš¿Y (FINANCIAL CONTROL): 
Avw_©K wbqš¿Y wnmve e¨e¯’vcbvi Aci GKwU Ab¨Zg cÖavb Kh©µg| cÖYxZ ev‡RUi Aby‡gvw`Z A_© 
†hfv‡e ‡h mKj Lv‡Z †h cwigvY A_© LiP Kiv hv‡e, D³ Lv‡Z †mfv‡e D³ cwigvY A‡_©i LiP 
wbwðZ KivB g~jZt Avw_©K wbqš¿Y Kvh©µ‡gi Ab¨Zg D‡Ïk¨| GQvovI Kvh©Kifv‡e ‣`bw›`b wnmve 
iÿYv‡eÿY I msiÿY, Avw_©K cÖwZ‡e`b cÖ¯‘Zmn wnmve msµvšÍ hveZxq cÖ‡qvRbxq Kvh©µg wnmve 
e¨e¯’vcbvi AšÍf~©³|  

 wnmve c×wZ (ACCOUNT SYSTEM): 
4.01 e¨vsK wnmve (BANK ACCOUNTS):  

 cÖKí wfwËK AwR©Z I cÖß A‡_©i mwVK wnmve, wbivcËv Ges wnmve c×wZ‡K AwaKZi wbqgZvwš¿K  
MÖnb‡hvM¨ Kivi j‡ÿ¨ †mvbvi evsj dvD‡Ûk‡bi bv‡g e¨vsK wnmve Lyj‡e| e¨vsK wnmve †Lvjv I 
cwiPvjbvi †ÿ‡Î ms¯’vi wb‡¤œv³ welqmgyn AbymiY Ki‡e| 
K) Kvh©wbe©vnx cwil‡`i wm×všÍµ‡g †mvbvi evsjv dD‡Ûkb MYcÖRvZš¿x evsjv‡`k miKvi Aby‡gvw`Z 

myweavRbK ¯’vbxq ch©v‡qi †h †Kvb e¨vs‡K ms¯’vi bv‡g e¨vsK wnmve Lyj‡Z I Pvjy Ki‡Z cvi‡e|   
L) Kvh©wbe©vnx cwil‡`i wm×všÍµ‡g ¯’vbxq ch©v‡q Aew¯’Z myweavRbK †h †Kvb e¨vs‡K †mvbvi evsjv 

dvD‡Ûk‡bi bv‡g GKwU g~j e¨vsK wnmve (MOTHER ACCOUNTS) _vK‡e| 
M) mswkøó A_© cÖ`vbKvix cÖwZôvb A_ev `vZv ms ’̄vi wb‡ ©̀kbv Abyhvqx KZ©„cÿ ms ’̄vi e¨vsK wnmv‡ei 

cÖK…wZ (mÂqx wnmve, PjwZ wnmve, GmwUwW wnmve BZ¨vw`) wba©viY Ki‡e|  
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N) ms ’̄vi msweav‡b D‡jøwLZ wb‡ ©̀kbv Abyhvqx mKj cÖKvi e¨vsK wnmve cwiPvjbv Rb¨ †h․_ ¯^vÿiKvix 
wbe©vwPZ n‡eb| Z‡e ms¯’vi cÖKí A_ev AvÂwjK Awd‡mi AvIZvq e¨vsK wnmve cwiPvjbvi Rb¨ 
Kvh©wbe©vnx cwil‡`i Aby‡gv`bµ‡g KZ…cÿ mswkøó AvwÂwjK ch©v‡qi Kg©x‡`i mgš^‡q †h․_ ¯^vÿiKvix 
wnmv‡e ms ’̄vi mfvcwZ, †Kvlva¨ÿ I wbe©vnx cwiPvjK wbe©vwPZ n‡eb| D³ wZbR‡bi g‡a¨ wbe©vnx 
cwiPvj‡Ki ¯^vÿi Acwinvh© K‡i †h †Kvb ỳR‡bi ¯^vÿ‡i cÖ‡qvRbxq A_© e¨vsK n‡Z D‡Ëvjb Kiv 
hv‡e|  

O) Avq A_ev cÖvß A_© cÖv_wgKfv‡e ms ’̄vi g~j wnmve (MOTHER ACCOUNTS) Rgv w`‡Z n‡e 
Ges cieZ©x‡Z cÖKí A_ev `vZv ms ’̄vi wfwËK cwiPvwjZ e¨vsK wnmv‡e h_vwbq‡g ¯’vbvšÍi Ki‡Z n‡e|  

P) ‡Kvb KviYemZt e¨vsK wnmv‡e ¯^vÿiKvix‡`i bvg cwieZ©b Ki‡Z n‡j KZ©„cÿ Kvh©wbe©vnx cwil‡`i 
Avby‡gv`‡bi gva¨‡g Zv Ki‡Z cvi‡eb| G‡ÿ‡Î †K› ª̀xq ch©v‡q cwiPvwjZ e¨vsK wnmv‡ei ¯^vÿiKvix 
cwieZ©‡bi Rb¨ Kvh©wbe©vnx cwil‡`i mfvq wm×v‡šÍi gva¨‡g Zv Ki‡Z n‡e Ges AvÂwjK A_ev cÖKí 
Awd‡mi AvIZvq cwiPvwjZ e¨vsK wnmv‡ei ¯̂vÿiKvix cwieZ©‡bi Rb¨ ms¯’v cÖavb wb‡RB h_vwbq‡g 
cÖ‡qvRbxq e¨e¯’v MÖnY Ki‡Z cvi‡eb|  

Q) e¨vsK wnmve msµvšÍ hveZxq  `wjjcÎ ms ’̄vi mswkøó Kvh©¨vj‡qi wnmve kvLv KZ©„K msiÿY Ki‡Z 
n‡e| G‡ÿ‡Î †K› ª̀xq ch©v‡q `wjjcÎ †K› ª̀xq Awd‡mi wnmve kvLv Ges cÖKí A_ev AvwÂwjK Awd‡mi 
wnmve kvLv KZ©„K msiÿY Kiv n‡e|  

 4.02 wnmve msiÿY c×wZt 
 ACCRUAL wfwË‡Z †mvbvi evsjv dvD‡Ûkb Zvi mKj cÖKvi wnmve c×wZ cwiPvjbv I msiÿY 
Ki‡e| Z‡e A_© cÖ`vbKvix †Kvb `vZv ms¯’v hw` Avw_©K wnmve cwiPvjbv I msiÿ‡Yi †ÿ‡Î we‡kl †Kvb 
bxwZ Abymi‡Yi civgk© w`‡q _v‡K Zvn‡j †mvbvi evsjv dvD‡Ûkb Zvi Kvhwbe©vnx cwil‡`i Abyg`bµ‡g 
D³ bxwZ I civgk© MÖnb I Kvh©Ki Ki‡e|  
4.03 Af¨šÍixb Avw_©K Av`vb cÖ`vb (INTERNAL FINANCIAL TRANS ACTION)t 
K) cwiKwíZ Kvh©µ‡gi Rb¨ cÖ‡qvRbxq A‡_©i Rb¨ wba©vwiZ Avw_©K Pvwn`vc‡Îi A‡_©i cwigvY D‡jøL 

K‡i mswkøó †mj A_ev Kg©x‡K Avw_©K Pvwn`vcÎ ms¯’vi wnmve kvLvq Rgv w`‡Z n‡e| 
L) wnmve wefvM D³ Avw_©K Pvwn`vi cÖ‡qvRbxqZv I ‡h․w³KZv h_vwbq‡g we‡køqY K‡i cÖ‡qvRbxq 

mycvwikmn wbe©vnx cwiPvj‡Ki Aby‡gv`‡bi Rb¨ Dc¯’vcb Ki‡eb| wbe©vnx cwiPvjK KZ©„K Aby‡gv`b 
jv‡fi ci wnmve wefvM Avw_©K †PK cÖ¯‘Z Ki‡e Ges mswkøó e¨w³e‡M©i ¯^vÿ‡ii ci e¨vsK n‡Z 
cÖ‡qvRbxq A_© D‡ËvjY Ki‡e| D‡jøL¨ †h, Avw_©K Pvwn`v Dc¯’vc‡bi ci Zv hyw³ msMZ n‡j m‡e©v”P 
2w`‡bi g‡a¨B Pvwn`vK…Z A_© mswkøó †mj A_ev Kg©x‡K h_vwbq‡g cÖ`vb Ki‡Z n‡e|  

M)   †KejgvÎ Awdm msµvšÍ Li‡Pi Aby‡gvw`Z we‡ji wecix‡Z mswkøó Kg©x A_ev †mj‡K bM` A_© A_ev 
Avw_©K †PK cÖ`vb Kiv hv‡e A_ev Aby‡gvw`Z Avw_©K Pvwn`vi wecix‡Z mswkøó Kg©x A_ev ‡mj‡K 
AMÖxg wnmv‡e h_vwbq‡g Pvwn`vK…Z A_© bM` A_ev †PK AvKv‡i cÖ`vb Kiv hv‡e|  

N)   †Kvb Kvh©µ‡gi Rb¨ M„nxZ AMÖxg A_© m‡e©v”P 07 (mvZ) w`‡bi g‡a¨B hyw³ msMZ I MÖnY‡hvM¨ 
we‡ji gva¨‡g A_ev A_© †dir cÖ`v‡bi gva¨‡g mgš^q Ki‡Z nq|  

O) RgvK…Z wej fvDPvi I mswkøó KvMRcÎ ms¯’v i wnmve wefvM KZ…©K h_vwbq‡g I wbLuy`fv‡e cixÿv 
K‡i KZ©„c‡ÿi Aby‡gv`‡bi Rb¨ cÖ‡qvRbxq mycvwik mnKv‡i Dc ’̄vcb Ki‡Z n‡e| KZ©„cÿ 
wnmvewefv‡Mi mycvwi‡ki wfwË‡Z †es cÖ‡qvRbxq hvPvB K‡i mg¯Í wej fvDPvi PzovšÍfv‡e Aby‡gv`b 
A_ev evwZj Ki‡eb|  

P)  we‡kl †Kvb Riæix g~ûZ© Qvov †Kvb Kg©x A_ev †Kvb †mj KZ©„K M„nxZ AMÖxg A_© h_vmg‡q mgš^q bv 
Kiv ch©šÍ c~bivq AMÖxg MÖnY Ki‡Z cvi‡eb|  

Q)   ‡Kvb Kg©xi M„nxZ AMÖxg A_© h_vmg‡q mgš^q Ki‡Z e¨_© n‡j ms¯’vi wnmve kvLv Kg©xi PjwZ gv‡mi 
†eZb A_ev Aby‡gvw`Z fvZv n‡Z Zv h_vwbq‡g mgš̂q Ki‡Z cvi‡e|  

R)  ms ’̄vi myôy Avw_©K Av`vb cÖ`vb Ges wnmve e¨e¯’vcbv‡K AwaKZi Kvh©Ki wbqgZvwš¿K, MÖnb‡hvM¨ I 
wbqwgZKi‡Yi Rb¨ mswkøó mKj Kg©x‡K c~Y© mn‡hvwMZv cÖ`vb Ki‡Z n‡e|  

4.04 evwn¨K †ÿ‡Î Avw_©K Av`vb cÖ`vb (FINANCIAL TRANSACTION TO THE OUT 

SIDE OF THE ORGRANIZATION)t 



 12 

 ms ’̄vi cÖ‡qvR‡b †Kvb †Kvb mgq ms¯’v evwn¨K †ÿ‡Î Awdm msµvšÍ Avw_©K Av`vb cÖ`vb Kivi 
cÖ‡qvRb | evwn¨K †ÿ‡Î Avw_©K Av`vb cÖ`v‡bi Rb¨ †mvbvi evsjv dvD‡Ûkb wb‡¤œv³ weqlmg~n 
AbymiY Ki‡e|  

 K) mswkøó e¨w³ A_ev cÖwZôvb KZ…©K Dc¯’vwcZ we‡ji wecix‡Z D³ e¨w³ A_ev ms ’̄vi Aby‡gvw`Z A_© 
†P‡Ki gva¨‡g cwi‡kva Ki‡Z n‡e| e¨vsK Wªd&U, wWwW A_ev GKvD›Um& †c-B †P‡Ki gva¨‡g D³v 
wej Rgv †`qvi m‡e©v”P 01 (GK) mßv‡ni g‡a¨ cwi‡kva Ki‡Z n‡e| KZ…cÿ cÖ‡qvR‡b GB 
mgqmxgv evov‡Z A_ev Kgv‡Z cvi‡eb|  

 L) mswkøó e¨w³i A_ev cÖwZôv‡bi Dc¯’vwcZ Ges Aby‡gvw`Z we‡ji cwigvY 5000 (cvuP nvRvi) UvKv 
ch©šÍ n‡j KZ©„cÿ B”Qv Ki‡j D³ e¨vw³ A_ev cÖwZôvb‡K wnmve kvLvq gva¨‡g bM` A_© h_vwbq‡g 
cÖ`vb Ki‡Z cvi‡eb|  

 
4.05 wnmve LvZmg~n (HEADS OF ACCOUNTS) t             
         ms¯’vi Avq I e¨‡qi LvZ mg~n wb¤œiƒc n‡Z cv‡i|  

A_© cÖvwß (RECEIPT) A_© cÖ`vb (PAYMENT) 
K) mswkøó `vZv ms¯’vi Aby‡gv`b K) Kg©xi †eZb  
L) we‡kl Kg©m~Pxi cÖvß N~Y©vqgvb Znwej  L) Kg©x‡`i hvZvqvZ I •`wbK fvZv  
M) N~Y©vqgvb FY Znwej  M) Kg©x cÖwkÿY LiP 
N) miKvix Aby`vb  N) wi‡mvm© cv‡m©v‡bi m¤§vwb 
O) ’̄vbxq Aby`vb  O) †mev g~j¨   
P) †mev g~j¨  P) Awdm fvov  
Q) e¨vsK my`  Q) BwUwjwUm (we ỳ¨r, M¨vm, †Uwj‡dvb, Iqvmv) 
R) m`m¨ Puv`v  R) gyjab LiP ( †Uwj‡dvb µq, hvbevnb µq, 

Rwg µq, AvmevecÎ µq cÖwf~wZ)  
S) ms ’̄vi Avqg~jK cÖK‡íi Avq S) †÷kbvixR G¨vÛ †cv‡óR 
T) we‡klZ¡ weµq  T) Awdm eÿvYv‡eÿY  
Z) wewea Z) R¡vjvbx I †givgZ (hvbevnb)  
 _) Jl` µq  
 `) AwWU wd 
 a) e¨vsK PvR©  
 b) wewea 

 

4.06 ms ’̄vi g~jab I †`bv (CAPITAL  LOAN OF THE ORGRANIZATION)t  
K) mvaviY Znwej  K) FY Kvh©µ‡gi Rb¨ M„nxZ A_©  
L) mwÂZ maviY Znwej  L) Avq e¨q wnmv‡ei NvUwZ 
M) Kg©x Kj¨vY Znwej  M) e‡Kqv e¨q  
N) Avqg~jK cÖK‡íi cuywR  N) †h †Kvb Avcwi‡kvwaZ A_©  
O) Avq e¨q wnmv‡ei DØ„wË   
P) mÂq cÎ I wewb‡qvMK…Z A_©   
Q) wewfbœ Drm¨ n‡Z cÖvß A_©   

  
 
4.07 ms ’̄vi m¤ú` (ASSETS OF ORGRANIZATION)t 
 K)  ms ’̄vi bv‡g µxZ I cÖvß RwgRgv|  
 L)  ms ’̄vi bv‡g •Zix `vjvb ‡KvUv|  
 M)  ms ’̄vi bv‡g µxZ hveZxq hš¿cvwZ|  
 N) ms ’̄vi bv‡g µxZ hveZxq hvbevnb (gUi Mvox, gUi mvB‡Kj, evB mvB‡Kj cÖwf~wZ)|  
 O)  ms ’̄vi hveZxq AvmevecÎ I †Uwj‡dvb|  
 P)  ms ’̄vi Avqg~jK Kh©µ‡g wewb‡qvMK…Z m¤ú` mg~n|  
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wnmve KvVv‡gv I wnmve Pµ (STRUCTURE  CYCLE ACCOUNTS)t 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4.09  N~Y©vqgvb FY Znwe‡ji e¨envi (OPERATION OF REVOIVING FUND)t 

‡mvbvi evsjv dvD‡Ûk‡bi N~Y©vqgvb FY Znwe‡ji myôz e¨envi I cwiPvjbv wbwðZ Kivi Rb¨ wb‡¤œv³ 
welq¸‡jv AbymiY Ki‡Z n‡et  

K)  ms ’̄vi mswkøó Kg©x‡`i mgš^‡q FY e¨e¯’vcbv KwgwU (CREDIT MANAGEMENT) MVb 
Ki‡Z n‡e| ms ’̄vi cÖavb h_vwbq‡g mswkøó Kg©x‡`i mgš^‡q FY cwiPvjbv KwgwU MVb Ki‡eb|  

L)  N~Y©vqgvb Znwej n‡Z FY cÖ`v‡bi ‡ÿ‡Î ms¯’vi cÖavb hveZxq fvDPvi Aby‡gv`b Ki‡eb| FY 
Kvh©µg‡K AwaKZi we‡K› ª̀xKiY Kivi Rb¨ ms¯’v cÖavb FY cwiPvjbv KwgwUi mv‡_ Av‡jvPbv 
mv‡c‡ÿ mswkøó `vwqZ¡kxj Kg©x‡K h_vwbq‡g m‡e©v”P 10000 (`k nvRvi) UvKv ch©šÍ FY Aby‡gv`‡bi 
ÿgZv cÖ`vb Ki‡Z cv‡ib|  

M)  ms ’̄vi FY cwiPvjbv wb‡ ©̀wkKvi (GUIDE LINES FOR CREDIT OPERATION) 
wfwË‡Z FY Kh©µg cwiPvjbv Ki‡Z n‡e|  

4. 10  ‡jb‡`b wjwce×KiY c×wZt  
(DOCUMENTATION OF TRANSACTION) 

K) ïaygvÎ bM` A_ev †P‡K cÖvß I cwi‡kvwaZ A‡_©i wnmve bM`vb ewn‡Z (CASH BOOK) 
wjwce× Ki‡Z n‡e|  

L) A_© cÖ`v‡bi †ÿ‡Î Aby‡gvw`Z A‡_©i m„ó weeiYmn h_vwbq‡g †WweU fvDPvi cÖ¯‘Z Ki‡Z n‡e|  
M) mswkøó `vZv ms¯’vi Aby`vb A_ev Ab¨‡Kvb Drm¨ n‡Z ms ’̄vi bv‡g cÖvß Avw_©K †P‡Ki d‡UvKwc 

†µwWU fvDPv‡ii mv‡_ mshy³ K‡i h_vwbq‡g msiÿY Ki‡Z n‡e| KZ…©c‡ÿi Aby‡gv`‡bi ci Zv 
K¨vk ewn‡Z wjLvi mgq fvDPvi bv¤^vimn K¨vk †dvwjI D‡jøL Ki‡Z n‡e|  

N)  A_© cÖvwßi †ÿ‡Î A‡_©i Drm¨ mg~‡ni cÖ‡qvRbxq weeiY (`vZv/A_© cÖ`vbKvix ms¯’vi bvg, e¨vs‡Ki 
bvg wKw¯Íi msL¨v cÖf‚wZ) D‡jøL Ki‡Z n‡e|  

ev‡RU cÖYqb 

bM` I AbM` A_© 
†jb‡`‡bi ¯̂xK„wZ 

cÖwZevZ©v 

wnmve e¨e¯’vcbv 
wbixÿv I wbqš¿Y 

g~j¨vqb 

Avw_©K †jb‡`b msµvšÍ  

†WweU I †µwWU 
fvDPvi 

K¨vk ewn ‡jRvi ewn 

‡iIqvwgj 

cÖvwß I cÖ`v‡bi wnmve 

Avq e¨q wnmve 

mgš^q I 
wjLb 

mgvcbx 
wjLb 

mgvcbx  
Balance Sheet 

 

e¨q e¨e ’̄vcbv  
e¨q ms‡KvPb  

 

we‡kølY I 
ch©v‡jvPbv  
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O)  ms ’̄vi Avqg~jK Kvh©µg (REVENUE GENERATING ACTIVITIES) wewb‡qvMK…Z I 
N~Y©vqgvb Znwe‡ji `wjjcÎ (K¨vk †g‡gv, cÖvwß iwk` cÖf‚wZ h_vwbq‡g msiÿY Ki‡Z n‡e|  

P) Awdm msµvšÍ †Kvb gvjvgvj µ‡qi wej cwi‡kv‡ai mgq Aek¨B µq bxwZgvjv (PURCHASE 

PLLICY) AbymiY Ki‡Z n‡e|  
Q) e¨vsK †jb‡`‡bi (BANKING TRANSACTION) Z_¨ h_vwbq‡g K¨vk ewn‡Z Gw›Uª w`‡Z 

n‡e| 
R) wnmve kvLvi K¨vk bM` A_© wnmv‡e †Kvbfv‡eB 5000 (cuvP nvRvi) UvKvi †ekx Rgv ivLv hv‡e bv| 

Z‡e we‡kl cwiw ’̄wZ‡Z (†hgb ivR‣bwZK Aw¯’wZkxjZv, e¨vsK e‡Üi w`b, miKvix QywUi w`b A_ev 
•`e †Kvb NUbvi Kvi‡Y) KZ…©c‡ÿi we‡kl AbygwZ‡Z 10000 (`k nvRvi) UvKv ch©šÍ bM` wnmve 
kvLv msiÿY Ki‡Z cvi‡e|  

S) cÖ‡Z¨K w`b A_ev cÖ‡Z¨K mßv‡n wba©vwiZ w`‡b K¨vk mgvcbx (CASH CLOSING) Ki‡Z n‡e 
Ges K¨vk ewn‡Z K¨vk mgvcbxi Ab~iƒc wnmve wba©vwiZ K¨vk mgvcbx (CASH CLOSING) 
di‡g‡U mshy³ K‡i h_vwbq‡g msiÿY Ki‡Z n‡e|  

4.11 Avw_©K †PK cÖ`vb I K¨vk ewn‡Z wjwce×KiYt 
K) Avw_©K †P‡Ki gva¨‡g †Kvb cvIbv`vi‡K A_© cwi‡kv‡ai †ÿ‡Î wbw ©̀ó LvZ D‡jøL K‡i cvIbv`v‡ii 

bvg I mswÿß cwiwPwZ, ‡PK bs, †PK cÖ`v‡bi ZvwiL, e¨vsK I kvLvi bvg, K¨vk ewni e¨vsK 
wnmv‡ei †µwWU Kjv‡g D‡jøL Ki‡Z n‡e| GKB weeiY †PK †iwRóv‡iI D‡jøL Ki‡Z n‡e|  

L) A_© cÖ`vb Av‡`k (PAYMENT ORDER) Gi gva¨‡g cvIbv`vi‡K Avw_©K cwi‡kva Kivi 
†ÿ‡Î we¯ÍvwiZ Z_¨ mswÿßfv‡e ‡cÖwiZ c‡Î (FORWARDING LETTER) h_vwbq‡g D‡jøL 
Ki‡Z n‡e|   

4.12 g~j K¨vkewn wjLb (WRITING UP TO BASIC CASH BOOK) 
ïaygvÎ bM` I e¨vs‡Ki gva¨‡g A_© cÖvwßi I cÖ`v‡bi (RECEIPT AND PAYMENT) 
cÖ‡qvRbxq Z_¨ h_vwbq‡g gyj K¨vk ewn‡Z wjwce× Ki‡Z n‡e| D³ ewn‡Z cÖvwß (RECEIPT) I 
cÖ`vb (PAYMENT) cvZvq ỳwU K‡i Kjvg, _vK‡e| GB Kjvg¸‡jvi GKwU‡Z bM` A_© 
†jb‡`‡bi Ges AciwU‡Z e¨vsK †jb‡`‡bi Z_¨mg~n h_vwbq‡g wjwce× Ki‡Z n‡e| gyj K¨vk ewn 
QvovI ¯̂Zš¿ e¨vsK wnmve I cÖKí wfwËK e¨vsK wnmv‡ei Rb¨ wb‡¤œv³ welq¸‡jv AbymiY Kiv †h‡Z 
cv‡i|  

K) cÖwZwU e¨vsK wnmv‡ei Rb¨ c„_K c„_K K¨vk ewn e¨envi Ki‡Z n‡e|  
L) cÖwZwU K¨vk ewn‡Z GKB ai‡bi Kjvg mshy³ _vK‡Z n‡e|  
M) mKj cÖKvi bM` A_© cÖvwß I cÖ`v‡bi cÖ‡qvRbxq Z_¨ h_vwbq‡g K¨vk ewn‡Z wjwce× Ki‡Z n‡e 

Ges GKB w`‡b K¨vk I e¨vsK Kjvg K‡i DØ„Ë A‡_©i Z_¨ cÖ`k©b Ki‡Z n‡e|  
N) cÖ‡Z¨K cÖKvi AvB‡Ug Gi wnmve/Z_¨ †cvwós †`Iqvi Rb¨ K¨vk ewni cÖvwß cÖ`vb Kjv‡gi 

cÖ‡qvRbxq jvBb (GKB Aa¨vq) e¨envi Ki‡Z n‡e|  
O) ‡P‡Ki gva¨‡g cÖvß A‡_©i †ÿ‡Î K¨vk ewni e¨vsK Kjv‡g ZvwiL I †PK bs mn c~Y© weeiY D‡jøL 

K‡i h_wbq‡g Zv wjwce× Ki‡Z n‡e Ges bM` A_© cÖvßwi Drm I ZvwiL D‡jøL K‡i bM` cÖvwßi 
Kjv‡g mswÿß weeiY wjwce× Ki‡Z n‡e|  

P) cÖ‡Z¨K gv‡mi †kl Kg© w`e‡m K¨vk ewn‡Z D‡jøwLZ Z‡_¨i wfwË‡Z D³ gv‡mi cÖvß I cwi‡kvwaZ 
A‡_©i †gvU wnmve mgš̂q Ki‡Z n‡e| D³ Kvh© m¤úv`‡bi ci wnmve kvLvi cÖavb K¨vk ewni †Kvbvq 
¯^vÿi (INITIAL) Ki‡eb| 

Q) e¨vsK †_‡K cÖ‡qvRbxq A_© D‡Ëvjb I Rgvi †ÿ‡Î ỳÕZidv `vwLjv wjL‡bi (CONTRA 

ENTRY) gva¨‡g wnmvef~³ Ki‡Z n‡e| G‡ÿ‡Î K¨vk ewn‡Z fvDPvi bv¤^vi D‡jøL Ki‡Z n‡e|   
4.13 LwZqvb ewn (LEDGER BOOK) 
4.14  mvaviY LwZqvb ewn  

K) mvaviY LwZqvb  
L) eQ‡ii ïiæ‡ZB c~e©eZx eQ‡ii Znwej cÖviw¤¢K Znwej wjwce× Ki‡Z n‡e|  
M) GB ewn‡Z cÖwZwU Avw_©K †jb‡`bi Z_¨ wjwce× Kivi mv‡_ mv‡_ mnKvix LwZqv‡bi dwjI bs D‡jøL Ki‡Z 

n‡e| KZ„©cÿ cÖ‡qvR‡b ms ’̄vi wbe©vnx cwil‡`i Aby‡gv`bµ‡g Ky-F„‡Y wba©vi‡bi nvi evo‡Z A_ev Kgv‡Z     
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cvi‡eb| mswkøó kvLv/cÖKí/AvÂwjK Awd‡m mg~‡n `vwq‡Z¡ wb‡qvwRZ mswkøó Kg©KZ©ve„›` †gqv` DË©xY F‡Yi 
ZvwjKv cÖYqb I Zv †K› ª̀xq Awd‡m h_vwbq‡g ‡cÖiY Ki‡eb| †cÖixZ D³ †gqv` DË©xY  F‡Yi ZvwjKvv ms ’̄vi 
wnmve wefvM A_ev KZ©„cÿ KZ©„K `vwqZ¡ cÖvß †Kvb Kg©KZ©v A_ev ewnivMZ we‡klÁ KZ…©K Zvv h_vwbq‡g 
cixÿv wbixÿvi ci wnmve wefvM KZ…©K Zv ms ’̄vi cÖav‡bi wbKU Dc¯’vcb Ki‡Z n‡e| ms¯v’v cÖavb D³ 
ZvwjKv h_vwbq‡g cixÿv wbixÿvi ci cÖ‡qvRbxq Aby‡gv`‡bi Rb¨ ms¯’v Kvh©wbe©vnx cwil‡`i mfvq Dc¯’vcb 
Ki‡eb| Kvh©wbe©vnx cwil‡`i Aby‡gv`‡bi ci D³ K~-FY ms¯’v wnmve wefvM KZ©„K h_vwbq‡g wjwce× Kiv 
n‡e| D‡jøL¨ †h, e‡Kqv K~-FY hw` KLbI Av`vq Kiv m¤¢e nq, Zvn‡j Zv ms ’̄vi mvavib Znwe‡j Rgv 
Ki‡Z n‡e| 
 

4.14 AePqt 
         ‡`‡ki cÖPwjZ wewa †gvZv‡eK Ges ms¯’vi wbe©vnx cwil` KZ©„K ¯’vqx m¤ú‡`i AePq g~j¨ avh© Ki‡Z n‡e|   
         avh©K…Z AePq g~‡j¨I wfwË‡Z cÖ‡Z¨K eQi ms ’̄vi ¯’vqx m¤ú‡`i g~j¨ Avf¨šÍixb wbixÿvi gva¨‡g  k~é g~j¨  
         †_‡K we‡qvwRZ n‡e| ¯’vqx m¤úwËi Kjv‡g Gi Rb¨ c„_K Kjvg mshy³ Ki‡Z n‡e| 

 
4.16   e‡Kqv I AwMÖg e¨qt 
         gvm A_ev eQ‡ii †k‡l ms ’̄vi Avq e¨q weeiYx cÖ¯‘Z Kivi c~‡e© e‡Kqv I AwMÖg LiP mg~n  mgš^‡qi gva¨‡g   
         Zv wnmve weeiYx‡Z hy³ Ki‡Z n‡e| 

 
4.17 mgvcbx wnmvet 
         mgvcbx kxU cÖ¯‘‡Zi c~‡e© gvwmK A_ev evrmwiK Avq-e¨‡qi D×…Z A_ev NvUwZ g~j Znwe‡ii mv‡_ mgš̂q  
         Ki‡Z n‡e| e‡Kq e¨q D×…Z kx‡Ui †`bv Ges AwMÖg e¨q m¤ú‡`i w`‡K cÖ`k©b Ki‡Z n‡e|  

 
4.18   mnKvix LwZqvb (Subsidiary Ledger) 
        K.  mnKvix LwZqv‡b  mvavib LwZqv‡bi wjwce× cÖavb wnmv‡e DcLvZ(Subheads)mg~n (bM`vb  
            MÖwnZv‡`i LwZqvb, mieivnKvix wVKv`vi‡`i LwZqvb cÖf…wZ) msiÿY Ki‡Z n‡e| wnmve msiÿ‡Yi  
            D‡Ïk¨ jvBb AvB‡U‡gi †Ri Abyhvqx Avjv`v Avjv`v wnmve msiÿY Ki‡Z n‡e| 
 

        L.   mnKvix LwZqvb jvBb AvB‡Ug Abyhvqx †cvwós †`qvi mgq Aek¨B fvDPvi bs , K¨vk dwjI  
                   Ges mwVKfv‡e I ¯úófv‡e UvKvi cwigvb D‡jøL Ki‡Z n‡e| 
 

        M.   cÖwZwU Dc LvZIqvix (Subhead Wise) e¨v‡qi gvwmK †hvMdj mvavib LwZqv‡bi h_vwbq‡g    
                  msiÿY Ki‡Z n‡e| 
 
 

4.19   ‡iIqvwgj cÖ¯‘Z (Preperation Trial Balance) 
LwZqv‡b msiwÿZ wnmve mg~‡ni †WweU (Debit) I †µwWU (Crebit) †Ri †_‡K †iIqvwgj cÖ¯‘Z Ki‡Z n‡e| 
†iIqvwgj cÖ¯‘‡Zi Rb¨ jÿ¨bxq welqmg~nt 
K.     gvm wfwËK wnmv‡ei MvwbwZK wb©fyjZv hvPv‡qi Rb¨ mswkøó wnmveiÿK Avw_©K wnmv‡ei †WweU I †µwWU †Ri 
mg~‡ni wfwË‡Z †iIqvwgj cÖ¯‘Z Ki‡eb| 
L.     cÖwZ mßv‡ni †gvU Kg© w`e‡m cÖwZwU wnmve LvZ mg~‡ni Dci DØ„Z wbwðZ Ki‡Z n‡e| wKš‘ †iIqvwgj cÖ¯ÍÍy‡Zi 
Rb¨ D³ gv‡mi cÖwZwU mßvn I †hvMdj wnmv‡e †WweU I †µwWU †Ri mg~n wnmv‡ei LvZ mg~‡n wjwce× I cÖ`k©b 
Ki‡Z n‡e| 
M.       †iIqvwg‡ii †gvU mwÂZ A‡_©i cwigvb Aek¨B †`Lv‡Z n‡e| 
 
4.20  mgš̂q I mgvcbx wjLb (Writing up Adjustment and Closing) 

1. m‡›`n hy³ I KzFY(Doubtful and bad debit) 
ms ’̄v KZ…©K cÖ`Ë F‡Yi A_© Av`vq nIqvi m¤̂vfbv hw` †gv‡UB bv _v‡K, Zvn‡j Zv‡K mvavibZ KzFY wnmv‡e 
we‡ePbv Kiv †h‡Z cv‡i| cÖ`Ë F‡Yi 20% A_© KzF‡Yi m‡›`hy³ mwÂZ Znwej wn‡m‡e MY¨ Kiv †h‡Z 
cv‡i| 
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4.21  LwZqvb ewn (Ledger Book) 
cÖwZwU cÖKí I wnmv‡ei Rb¨ LvZIqvix (Head Wise) Avq e¨v‡qi wnmve h_vwbq‡g msiÿ‡bi Rb¨ wjRvi ewn 
GKwU ¸iæZ¡c~Y© ewn| †jRvi ewni gva¨‡g A‡cÿvK…Z mnR Dcv‡q cÖKí I wnmve wfwËK LvZIqvix Avq e¨q I DØ„Ë 
A‡_©i Ae¯’vb Rvbv m¤^fe nq| †jRvi ewn iÿbv‡eÿbv I msiÿ‡bi Rb¨ wb‡b¥v³ welq¸‡jv Abymib Kiv †h‡Z 
cv‡i| 
K.  cÖ‡Z¨KwU e¨vsK wnmve I K¨vk ewni Rb¨ c„_K c„_K †jRvi ewn e¨envi Ki‡Z n‡e| 
 
L.  LvZIqvix (Head Wise) cÖwZwU †jRvi c„ôvi wnmve Ki‡Z n‡e| †Kvb cÖavb LvZ (Principal Head) 
DcLv‡Z (Subhead) wef³ n‡j DcLvZ wfwËK †jRvi iÿbv‡eÿYv I msiÿY Ki‡Z n‡e| 
 
M.  K¨vk ewn‡Z cÖwZw`‡bi wjwce× Avw_©K †jb-‡`‡bi Z_¨ m‡e©vP 01 (GK) mßv‡ni g‡a¨B †jRvi ewn‡Z h_vwbq‡g 
wjwce× Ki‡Z n‡e| 
 

N.   cÖ‡Z¨K gv‡mi †k‡l ms¯’v cÖavb †jRvi ewn‡Z wjwce×K…Z Avw_©K †jb‡`‡bi Z_¨mg~n h_vh_fve LvZvq c~e© 
Aby‡gv`b m~PK ¯^vÿi (Signature of Approval) Ki‡eb| LwZqvb (Ledger Book) mvavibZ ỳcÖKvi n‡Z 
cv‡i| 
 1.   mvavib LwZqvb| 
 2.   mnKvix LwZqvb| 
4.22 LyPiv bM`vb ewn (Petty Cash Book) 
cÖwZw`‡bi ÿz ª̀ ÿz ª̀ Aw_©K †jb †`‡bi Z_¨ mg~n h_vh_fv‡e msiÿ‡Yi Rb¨ LyPiv bM`vb ewn e¨envi Kiv †h‡Z 
cv‡i| LyPiv K¨vk ewn msiÿ‡Yi †ÿ‡Î wb‡¤œv³ wbqg¸‡jv Abymib Kiv †h‡Z cv‡i| 
 
K.  cÖwZ gv‡mi cÖ_g Kg© w`e‡mB `vwqZ¡cÖvß wnmveiÿK Avw_©K Pvwn`vi gva¨‡g m‡e©vP 10000 (`k nvRvi) UvKv 
†cwU K¨vk msMÖn Ki‡eb| 
 

L. LvZIqvix LyPiv Li‡Pi wbw ©̀ó QK Abyhvqx h_vwbq‡g wjwce× I msiÿY Ki‡eb| 
 

M. cÖPwjZ wbqg Abyhvqx M„nxZ †cwU K¨v‡ki UvKv h_vwbq‡g cwi‡kva Ki‡Z n‡e|G‡ÿ‡Î wnmve gvmAixmn (Bill 

Summary) LiPK…Z A‡_©i wnmve GK mßv‡ni g‡a¨ wjRv‡i wjwce× Ki‡Z n‡e| 
 
4.23   cÖKí wfwËK bM`vbewn (Project Cash Book) 
ms ’̄vi Ae¯’vb, mvg_©¨ I cwiwai †ÿ‡Î cÖ‡qvRb Abyhvqx cÖKí wfwËK bM`vb ewn (Cash Book) e¨envi Kiv †h‡Z 
cv‡i| Gi d‡j ms ’̄vi Pjgvb cÖ‡Z¨KwU cÖK‡íi AvIZvq LvZIqvix Avq e¨‡qi mwVK wnmve h_vh_fv‡e cvIqv m¤¢e 
n‡e| cÖKí wfwËK K¨vk ewn msiÿ‡Yi Aci GKwU Ab¨Zg myweav n‡”Q cÖ‡Z¨K cÖK‡íi Avq e¨qmn D³ cÖK‡íi 
AvIZvq DØ„Ë A_ev NvUwZ A‡_©i mwVK Z_¨ mnR Dcv‡q Rvbv m¤¢e nq| 
 
4.24   wnmve ‡iwRóvimg~n iÿbv‡eÿY I msiÿY 

 (MAINTENANCE AND PRESERVATION OF ACCOUNTS REGISTER) 
 
myôzfv‡e wnmve e¨e¯’v I cwiPvjbvi Rb¨ †mvbvi evsjv dvD‡Ûkb wnmve msµvšÍ cÖ‡qvRbxq †iwRóvimg~n h_vwbq‡g 
iÿbv‡eÿY I msiÿY Ki‡e|GB mKj †iwRóvi mg~‡ni g‡a¨ mvaviYZ fvÛvi †iwRóvi (Stock Register), ¯’vqx 
fvÛvi †iwRóvi (Inventory), Aby`vb MÖn‡bi †iwRóvi (Reciept Register of Donation), †eZb †iwRóvi 
(Salary Register), Aby`vb MÖn‡bi †iwRóvi (Cheque Register), Kg©Pvix nvwRiv †iwRóvi (Staff 

Attendence Register), ågY †iwRóvi (Movement Register), e¯‘MZ mn‡hvwMZv cÖ`v‡bi †iwRóvi 
(Materialistic Support Register), Drcv`b I weµq †iwRóvi (Production and Sale Register)QzwUi 
†iwRóvi,AwMÖg †iwRóvi,¯’vqx m¤úwËi †iwRóvi cÖf…wZ| wb‡¤œ †iwRóvi mg~‡ni mswÿß weeiY, iÿbv‡eÿY I msiÿY 
c×wZ mswÿßfv‡e D‡jøL Kiv n‡jv| 
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K)  gRy` †iwRóvi (Stock Register) 
ms ’̄vi cÖavb Kvh©vjqmn mKj cÖKí/ AvÂwjK/ BDwbU Kvh©vjqmg~‡ni fvÛv‡i Awdm msµvšÍ we¯ÍvwiZ gvjvgvj 
h_vwbq‡g MÖnY I mieiv‡ni Rb¨ gRy` †iwRóvi (Stock Register) e¨envi Ki‡Z n‡e| fvÛv‡i Awdm msµvšÍ 
gRy` gvjvgv‡ji cÖK…wZi wfwË‡Z gRy` †iwRóvimg~n mvaviYZt 

1. Kvh©µgMZ e¯‘MZ gvjvgv‡ji gRy` †iwRóvi (Stock Register for Hardware Goods). 
2. g‡bvnix mvgMÖxi gRy` †iwRóvi (Stock Register of Stationaries Goods). 
3. Awdm msµvšÍ WvK wUwK‡Ui gRy` †iwRóvi (Stock Register of   Post-stamp). 

Kvh©µg msµvšÍ e¯‘MZ gvjvgvjmg~n †hgb- JlacÎ, bjK~c I j¨vwUªb mvgMÖx, n¯Íwk‡íi mvgMÖxmg~n, e„‡ÿi Pviv, 
nuvmgyiMxmn ms ’̄vi Avqg~jK Kvh©µ‡gi mvgMxmg~n Kvh©µg msµvšÍ e¯ÍyMZ mvgMÖxi †iwRóv‡ii AšÍf©y³ n‡e| ms ’̄vi 
Awdm msµvšÍ g‡bvnix mvgMÖx †hgb- LvZv, Kjg, †cwÝj, †iwRóvi, †÷cøvi, cuvP †gwkb cÖf…wZ g‡bvnix †iwRóv‡i 
Ges WvK‡hv‡M Awdm msµvšÍ wPwVcÎ cvVv‡bvi Rb¨ µqK…Z WvKwUwKUmg~n WvK wUwKU †iwRóv‡i,cÖmvabxi gvjvgvj 
(Stamp Register) AšÍf©y³ Ki‡Z n‡e| 
 

L) fvÛvi e¨e ’̄vcbv I gRy` †iwRóvi iÿbv‡eÿY (Store Management and Stock Register)t 
1. ms ’̄vi c‡ÿ m¤¢e n‡j fvÛv‡ii `vwq‡Z¡ GKRb Kwg© wb‡qvM Ki‡Z n‡e A_ev ms¯’vi wnmve wefvM‡K fvÛviv   

e¨e¯’vcbvi `vwqZ¡ Ac©b Ki‡Z n‡e| 
2. gRy` gvjvgv‡ji cÖK…wZi wfwË‡Z c„_K c„_K fvÛvi e¨envi Ki‡Z cvi‡j fv‡jv nq| G‡ÿ‡Î Kvh©µg msµvšÍ 

gvjvgv‡ji Rb¨ GKwU fvÛvi Ges g‡bvnbx ª̀e¨ mvgMªx msiÿ‡Yi Rb¨ Aci GKwU fvÛvi e¨envi Kiv †h‡Z 
cv‡i| WvK wUwKU msiÿ‡Yi Rb¨ e¯‘Z †Kvb fvÛv‡ii cÖ‡qvRb nq bv| 

3. fvÛv‡ii gvjvgvj MÖn‡bi c~‡e© mswkøó `vwqZ¡cÖvß Kwg© Aek¨B gvjvgv‡ji ¸bMZ gvb m¤ú‡K© wbwðZ n‡eb Ges 
M„wnZ gvjvgv‡ji cÖvwß ¯^xKvi Ki‡eb| 

4. fvÛv‡i M„wnZ gvjvgv‡ji cÖvwß ¯^xKvi c‡Îi GKwU Kwc ms¯’vi wnmve wefvM‡K cvVv‡Z n‡e| wnmve wefvM cÖvwß 
¯^xKvi c‡Îi wfwË‡Z mswkøó mieivnKvix‡K g~j¨ cwi‡kva Ki‡eb|r 

5. cÖvß gvjvgvj fvÛv‡i Ggbfv‡e mvwR‡q jvL‡Z hv‡Z mn‡RB gRy` gvjvgvj mbv³ I mieivn Kiv hvq| ¯̂v¯’¨Ki 
cwi‡ek msiÿ‡Yi m¦v‡_© fvÛv‡ii cwi‡ek memgq cwi¯‥vi cwi”Qbœ ivL‡Z n‡e| 

6. fvÛv‡i cÖvß I mieivK…Z gvjvgv‡ji Z_¨ ZvrÿwbKfv‡e (Immideately) gRy` †iwRóv‡i h_vwbq‡g †iKW© 
Ki‡Z n‡e| 

 

7. mswkøó Kwg©e„›`‡K ms¯’vi wbav©wiZ di‡gU e¨envi K‡i Pvwn`v cÖ`vb I h_vh_ KZ„©c‡ÿi wbKU n‡Z Aby‡gv`‡bi 
gva¨‡g fvÛvi n‡Z cÖ‡qvRbxq gvjvgvi MÖnb Ki‡Z n‡e| 

 

8. fvÛv‡i miwÿZ JlacÎ D‡jøwLZ †gqv‡`i g‡a¨B h_vwbq‡g mieiv‡ni e¨e¯’v Ki‡Z n‡e| Jlac‡Îi †gqv` 
wbwðZ nIqvi Rb¨ cÖ‡qvR‡b GKwU ¯^Z¡ †iwRóvi e¨envi Kiv †h‡Z cv‡i| D³ †iwRóv‡i Jl‡ai bvg, cÖK…wZ, 
cÖ¯‘ZKvix cÖwZôv‡bi bvg, MÖn‡bi ZvwiL, D‡jøwLZ †gqv` I m¤¢ve¨ mieiv‡ni ZvwiL(fvÛvi n‡Z)cÖf…wZ Z_¨ 
msiÿY Kiv †h‡Z cv‡i| 

9. mswkøó `vwqZ¡cÖvß Kg©x cÖ‡Z¨K gv‡mi †k‡l ‡óv‡ii gRy` Ae¯’vb (Stock Status) Rvwb‡q wnmve wefv‡Mi wbKU 
wjwLZ cÖwZ‡e`b ‡ck Ki‡eb| 

10. mswkøó `vwqZ¡cÖvß Kg©x fvÛvi mg~‡ni hveZxq wbivcËv wbwðZ Kivi Rb¨ cÖ‡qvRbxq e¨e¯’v MÖnY Ki‡eb| 
 

M) ¯’vqx m¤ú‡`i †iwRóvi (Inventory) 
ms ’̄vi ¯’vqx m¤ú` mg~‡ni h_vh_ wnmve msiÿ‡Yi Rb¨ g~jZt GB †iwRóvi msiÿY Ki‡Z n‡e| GB †iwRóviwU 
msiÿY I iÿbv‡eÿYi Rb¨ wb‡¤œv³ wbqgvejx Abymib Kiv †h‡Z cv‡i| 
1. ¯’vqx m¤ú‡`i †iwRóv‡i m¤úwËi bvg, m¤úwËi mbv³Kib bs, mvBR/g‡Wj, g~j¨, µ‡qi ZvwiL cÖf…wZ D‡jøL 

Ki‡Z n‡e| 
2. †h †Kvb cÖKvi ¯’vqx m¤ú` µ‡qi mv‡_ mv‡_B D³ m¤ú‡`i we¯ÍvwiZ weeiY ’̄vqx m¤ú‡`i †iwRóv‡i h_vwbq‡g 

wjwce× Ki‡Z n‡e| 
3. cÖ‡Z¨K eQ‡ii †k‡l ¯’vqx m¤ú‡`i Ae¯’vb mivmwifv‡e wbixÿv (Physical Verfication) K‡i GKwU wbixÿv 

weeiYx cÖ¯‘Z Ki‡Z n‡e| D³ wbixÿv weeiYx‡Z D‡jøwLZ m¤ú` mg~n †h mKj Kvh©j‡q gRy` i‡q‡Q D³ 
Kvh©vj‡qi `vwqZ¡cÖvß KZ…©c‡ÿi ¯^vÿimn cÖavb Kvh©¨j‡q cvVv‡Z n‡e| 
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4. ¯’vqx m¤ú‡`i wbav©wiZ evwl©K AePqg~j¨ (Depreciation Cost) cÖwZ eQi cÖK…Zg~j¨ (Actual Price) n‡Z 
h_vwbq‡g ev` w`‡Z n‡e| 

 

N)  Kg©x nvwRiv ewn (Staff Attendence Register) 
Awdm Kg© w`e‡m mswkø÷ Kg©x‡`i Kg©¯’‡j Dcw¯’wZi cÖgvY wn‡m‡e Kg©x nvwRiv ewn e¨envi Ki‡Z n‡e| ms ’̄vi cÖavb 
Kvh©¨jqmn cÖwZwU AvÂwjK/cÖKí/BDwbU Awdm mg~‡n Kg©iZ mKj Í̄‡ii Kg©x‡`i‡K Kg©¯’‡j Dc ’̄wZi cÖgvb ¯^iæc 
nvwRiv ewn‡Z h_vwbq‡g ¯^vÿi Ki‡Z n‡e| KLbI †Kvb Kwg© gvV ch©v‡q Kg©iZ _vK‡j ALev Awdm msµvšÍ vb¨ †Kvb 
¯’v‡b Ae¯’vb Ki‡j A_ev QzwU‡Z _vK‡j ms¯’vi mvwf©m iæ‡ji wb‡ ©̀kbv Abyhvqx mswkøó Kwg©i bv‡gi cv‡k¦© wbw ©̀ó 
Zvwi‡Li NiwU h_vwbq‡g c~ib Ki‡Z n‡e| D‡jøL¨ †h, Kg©xi †eZb cÖ`v‡bi †ÿ‡Î wnmve efvM A_ev KZ©„cÿ Kg©x 
nvwRiv ewni mn‡hvwMZv wb‡Z cvi‡eb| 
 
O) ‡eZb cÖ`vb ewn I †eZb †iwRóvi (Salary System and Salary Register) 
1. ms ’̄vi wbqwgZ I cÖKí Kg©x‡`i gvmwfwËK Ges LÛKvjxb Kg©x‡`i‡K Zv‡`i mv‡_ m¤úvw`Z Pzw³i wfwË‡Z †eZb 

cÖ`vb Ki‡Z n‡e| 
2. mswkøó Kg©xe„›`‡K Zv‡`i Kg©¯’‡ji †h e¨vs‡K ms ’̄vi A_© Rgv Av‡Q, D³ e¨vs‡K Zv‡`i wbR wbR bv‡g e¨w³MZ 

wnmve Lyj‡Z n‡e Ges wnmve bs Kg©¯’‡ii mswkøó wnmve kvLvq Rgv w`‡Z n‡e| 
3. wnmve kvLv mswkøó Kg©x‡`i †eZb weeiYx cÖ¯‘‡Zi mgq KZ…©c‡ÿi mv‡_ cÖ‡qvRbxq civgk© K‡i wb‡eb| KZ©„c‡ÿi 

civg‡k©i wfwË‡Z Kg©x‡`i †eZb h_vwbq‡g Kg©x‡`i wbR wbR e¨svK wnmv‡e †cÖib Ki‡Z n‡e| 
4. wnmve wefvM cÖKí wfwËK mswkøó mKj Kg©x‡`i e¨w³MZ e¨vsK wnmv‡e †eZ‡bi A‡_©i cwigvb D‡jøL Ki‡eb 

Ges GKwU Forwarding c‡Îi gva¨‡g cÖ‡qvRbxq A_© ¯’vbvšÍ‡ii (Trasfer) Rb¨ e¨vsK KZ©„cÿ‡K Aby‡iva 
Ki‡eb| 

5. cÖavb Kh©¨vjqmn cÖwZwU AvÂwjK/cÖKí/BDwbU Kvh©¨vj‡qi Kg©xMY †eZb †iwRóv‡i h_vwbq‡g ¯^vÿi cÖ`v‡bi 
gva¨‡g Zvi gvwmK †eZb MÖnb Ki‡eb| †eZb cÖ`vbKvjxb mswkøó wnmve kvLv Aek¨B wba©vwiZ g~‡j¨i ivR¯^ 
wUwKU jvMv‡eb| D‡jøL¨ †h, D³ ivR¯^ wUwK‡Ui Dci ¯̂vÿi wb‡Z n‡e| ivR¯^ wUwK‡Ui g~j¨ mswkøó Kgx©‡`i‡K 
enb Ki‡Z n‡e| 

6. ms ’̄vi †Kvb Kg©x AMÖxg †eZb MÖnY Ki‡j Zv AMÖxg †KZb †iwRóv‡i wjwce× I msiÿY Ki‡Z n‡e| cieZ©x‡Z 
Kgx©i gvwmK †eZb n‡Z wbw ©̀ó nv‡i AMÖxg †eZb †iwRóv‡i wjwce× Ki‡Z n‡e| 

 
P) ågb †iwRóvi (Movement Register) 
 
Awdm msµvšÍ Kv‡R Kg©x‡`i wbw ©̀ó åg‡bi Z_¨ GB †iwRóv‡i wjwce× I msiÿY Ki‡Z n‡e| ågY †iwRóv‡ii Rb¨ 
wb‡¤œv³ welq¸‡jv Abymib Kiv †h‡Z cv‡it 
 
Q) Awdm msµvšÍ †Kvb Kgx© ågY Ki‡j Ges ev‡R‡U eivÏ _vK‡j Zv‡K ms ’̄vi mvwf©m iæj Abyhvqx hvZvqvZ fvov I 

•`wbK fvZv cÖ`vb Kiv n‡e| 
L.  Kg©xi hvZvqvZ fvov I •`wbK fvZv cÖ`vbKv‡j wnmve kvLv mswkøó Kg©xi ågY Aby‡gv`b cÎ I ågb †iwRóv‡ii 
mvnvh¨ wb‡eb| D‡jøL¨ †h, ågY †k‡l mswkøó Kg©x wnmve kvLvq hvZvqvZ I •`wbK fvZvi wej Dc ’̄vc‡bi mgq we‡ji 
mv‡_ ågY cÖwZ‡e`b (Tour Report)  •Zix I mshy³ Ki‡eb|  
 
Aby`vb MÖn‡bi †iwRóvi (Donation Reciept Register) 
 
`vZv ms ’̄vi Aby`vb A_ev Ab¨ †Kvb Drm n‡Z AL© MÖn‡bi Rb¨ GB †iwRóvi e¨envi Ki‡Z n‡e| Aby`vb MÖn‡bi 
mgq ms ’̄vi wnmve wefvM `vZv/A_© cÖ`vbKvix ms ’̄vi bvg, A‡_©i cwigvb I cÖK…wZ, A_© MÖn‡bi ZvwiL, A_© e¨v‡qi 
g~j LvZ cÖf…wZ D‡jøL K‡i Avw_©K Aby`vb I A_© MÖn‡Yi †iwRóvi h_vwbq‡g wjwce× I msiÿY Ki‡eY| 
 
 

Znwej cwiPvjbv I e¨envi c×wZ 
(MEANS OF CONDUCTING UTILIZING OFFUND) 
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ms ’̄vi mvwe©K cÖ‡qvR‡b wewfbœ Drm †_‡K A_© msMÖn Ki‡Z nq| mswkøó `vZv/ A_© cÖ`vbKvix ms&_v n‡Z wewfbœ kZ© 
mv‡c‡ÿ (Terms and Conditions) A_© MÖnY Kiv nq| cÖvß A‡_©i h_vh_ e¨envi Kivi welqwU †mvbvi evsjv 
dvD‡Ûkb Zvi GKwU cweÎ `vwqZ¡ wmv‡e g‡b K‡i| G‡ÿ‡Î ms ’̄v wb‡¤œv³ bxwZgvjv AbymiY Ki‡e| 
 
e¨vsK wnmve cwiPvjbv (Operation of Bank Account) 
 
mswkøó A_© cÖ`vbKvix/`vZv ms¯’vi cÖ`Ë Avw_©L †PK esjv‡`k e¨vs‡Ki Zdwkjf~³ ¯’vbxq †h †Kvb e¨vsK ms¯’vi bv‡g 
g~j wnmve (Mother Account) †Lvjvi gva¨‡g MÖnb Ki‡Z n‡e| g~j wnmve (Mother Account)  †Lvjvi Rb¨ 
ms ’̄v wb‡¤œv³ c`‡ÿc MÖnb Ki‡et 
 

1. e¨vsK wnmve †Lvjvi Rb¨ wbe©vnx cwil‡`i wm×všÍ msµvšÍ †iRy‡jk‡bi d‡UvKwc| 
 

2. mgvR‡mev Awa`ßi KZ©„K cÖ`Ë wbeÜb c‡Îi (  Registration)  d‡UvKwc| 
 

3. GbwRI welqK e ÿ‡ivi QvocÎ (hw` •e‡`wkK mvnvh¨ nq)| 
 

4. ms ’̄v cÖavb KZ©„K ¯^vÿwiZ e¨vsK e¨e¯’vcK eive‡i wjwLZ cÎ cÖf…wZ| 
 

ms ’̄vi AvÂwjK /cÖKí BDwbU Kvh©vjq mg~‡n Avw_©K †jb-‡`‡bi myweav‡_© ¯’vbxq ch©v‡q wbe©vwPZ e¨vs‡K ms ’̄vi bv‡g 
wnmve Lyj‡Z n‡e| 
 
ms ’̄vi e¨vsK wnmve cwiPvjbv msµvšÍ welqwU MVbZ‡š¿ D‡jøwLZ aviv Abyhvqx cwiPvwjZ n‡e| 
 
g~j wnmv‡ei (Mother Account)  †h․_ ¯^vÿiKvix cwieZ©‡bi †ÿ‡Î Kvh©wbe©vnx cwil‡`i M„nxZ wm×v‡bi 
d‡UvKwc mshy³ K‡i wbe©vwPZ e¨vw³/e¨vw³e‡M©i bvg h_vwbq‡g D‡jøL K‡i Zv‡`i bgybv ¯^vÿibn ms ’̄v cÖavb e¨vsK 
e¨e¯’vcK eive‡I cÎ cvVv‡eb| 
 
ms ’̄vi AvÂwjK/cÖKí/BDwbU Awd‡mi e¨vsKwnmv‡ei ¯^vÿiKvix cwieZ©‡bi cÖ‡qvR‡b †KejgvÎ ms ’̄v cÖavb KZ…©K 
wbe©wPZ e¨w³i bvg,c`ex bgybv mv¦vÿimn e¨vsK e¨e¯’vcK eive‡i cvVv‡bv cÎB h‡_ó n‡e| G‡ÿ‡Î Kvh©wbe©vnx 
cwil‡`i wm×všÍ c‡Îi cÖ‡qvRb n‡e bv| 
e¨vsK wnmve eÜ Kivi cÖ‡qvRb n‡j Kvh©wbe©vnx cwil‡`i wm×všÍ cÎ mshy³ K‡i ms ’̄v cÖavb mswkøó e¨vsK e¨e¯’vcK 
eive‡i Aby‡iva cÎ cvVv‡eb| 
 
e¨vsK †jb-‡`b(Bank Transaction) 
 
e¨vsK †jb-‡`‡bi †ÿ‡Î ‡mvbvi evsjv dvD‡Ûkb wb‡¤œv³ bxwZgvjv Abymib Ki‡e| 
K.  Awdm msµvšÍ A‡_©i cÖ‡qvR‡b ms¯’vi wnmve kvLv‡K ms ’̄vi Avw_©K Pvwn`v c‡Î h_vwbq‡g A‡_©i cwigvb 
D‡jøLc~e©K ms¯’v cÖav‡bi Aby‡gv`b MÖnY Ki‡Z n‡e| 
 
L.  Aby‡gvw`Z A‡_©i cwigvY e¨vsK †P‡K D‡jøL K‡i D³ †PK ms¯’v cÖavbmn mswkøó ¯^vÿiKvixi ¯^vÿi MÖnY Ki‡Z 
n‡e| 
 
M.  AvÂwjK/cÖKí/BDwbU Awdm mg~‡ni e¨vsK wnmve bs †_‡K cÖ‡qvRbxq A_© D‡Ëvj‡bi Rb¨ GKB wbqg Abymib 
Ki‡Z n‡e| G‡ÿ‡Î AvÂwjK/cÖKí/BDwbU Awd‡mi `vwqZ¡cÖvß Kg©KZ©v ms¯’v cÖav‡bi c‡ÿ h_vh_ `vwqZ¡ cvjb 
Ki‡eb| 
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N.  e¨vsK †PK Bm ÿ I †PK MÖn‡Yi Rb¨ ms¯’vi wnmve kvLv c„_K c„_K ỳwU †PK †iwRóvi iÿbv‡eÿY I msiÿY 
Ki‡eb| 
 
O.  ms ’̄vi wnmve kvLv e¨vsK wnmv‡ei †PK eB me mgq wbivc` wndvR‡Z msiÿY Ki‡e| 
 
P.  e¨vs‡Ki duvKv †P‡K †Kvb µ‡gB ¯^vÿiKvix‡`i ¯^vÿi MÖnY Kiv hv‡e bv| 
 
Q.  e¨vsK †_‡K A_© D‡Ëvj‡bi mgq Ges Awdm ch©šÍ A_© enbKvjxb †h †Kvb ai‡bi ~̀N©Ubv Gov‡bvi Rb¨ Aek¨B 
cÖ‡qvRbxq mZK©Zv I wbivcËv Aej¤̂b Ki‡Z n‡e| 
 
R.  †Kvb KviY ekZt e¨vsK †PK evwZj n‡j evwZj †P‡K AvovAwofv‡e ỳwU µm wPý Gu‡K gvSLv‡b evwZj K_vwU 
wjL‡Z n‡e| evwZj †PKwU ‡PK Bm ÿ †iwRóv‡i wjwce× K‡i gšÍe¨ N‡i evwZj K_vwU wjL‡Z n‡e| 
 
S.  Bm ÿK…Z †P‡Ki gywo‡Z D‡ËvjbK…Z A‡_©i cwigvY, A_© D‡Ëvj‡bi D‡Ïk¨, †PK Bm ÿi ZvwiL Ges ms ’̄v cÖav‡bi 
¯^vÿimn mswkøó wnmve Kg©KZ©vi ¯^vÿi msMÖn Ki‡Z n‡e| 
 
T.  ms ’̄vi e¨vK wnmve mvaviYZ PjwZ I mÂqx wnmve bs G cwiPvwjZ n‡e| D³ wnmve mg~‡n hw` KL‡bv †Kvb 
AwZwi³ A_© (g~j Znwej I e¨vsK my`) _v‡K Zvn‡j ms¯’vi wbe©vnx cwil‡`i Aby‡gv`bµ‡g ms ’̄vi ¯’vqx AvgvbZ 
wnmv‡e mvaviY Znwe‡j ¯’vbvšÍi Kiv hv‡e| 
 
 
 
e¨vsK wgjKiY weeiYxt 
 

 K.  ms ’̄vi wnmve kvLv KZ©„K wnmve wbKvk mgvwßi m‡e©v”P 7 (mvZ) w`‡bi g‡a¨B e¨vsK n‡Z e¨vsK mvwU©wd‡KU 
msMÖn I msiÿY Ki‡Z n‡e| 
 
L.  e¨vsK e¨v‡jÝ mvwU©wd‡KU MÖn‡Yi ci Zv K¨vk ewni e¨vsK e¨v‡jÝ Gi mv‡_ wgwj‡q †`L‡Z n‡e| †Kvb cÖKvi 
AmsMwZ cwijwÿZ n‡j e¨vsK wgjKib weeibx cÖ¯‘Z Ki‡Z n‡e| 
 
M.   e¨vsK e¨v‡jÝ mvwU©wd‡KU I wgjKib weeibxi g‡a¨ AmsMwZ ¸‡jv ms¯’vi wnmve wefvM h_vmg‡q Ges 
h_vh_fv‡e wb®úwË I mgš̂q Ki‡eb| G‡ÿ‡Î m¤ú~Y© welqwU ms¯’v cÖav‡bi †MvP‡i Avb‡Z n‡e| 
 
N.  e¨vsK PvR© Ges wgjKib wnmv‡e AšÍf©~³ welq¸‡jv ms¯’vi wnmve kvLvi wnmv‡ei mv‡_ h_vwbq‡g I h_vmg‡q 
mgš^q K‡i‡eb| 
 
‰`bw›`b wnmve cwiPvjbv (Daily Accounts Operation) 

K.  cÖwZwU Kg©w`e‡mi †k‡l K¨vk ewni bM` I e¨vsK Kjvg †hvM K‡i D³ w`‡bi bM` I e¨vsK Znwe‡ji cÖK…Z 
cwigvb wbY©q Ki‡Z n‡e| ms¯’vi mswkøó wnmve wefv‡Mi `vwqZ¡cÖvß Kg©KZ© welqwU ¯^‡iRwg‡b cixÿv K‡i Ges 
A‡_© cwigvb wbwðZ n‡q cÖ‡Z¨K w`‡b Closing Balance di‡g‡Ui h_v¯’v‡b Zvi ¯^vÿi Ki‡eb| 

 
L.  mßvn A_ev gvm †k‡l ms ’̄v cÖavb Znwe‡ji cwigvY hvPvB K‡i h_vwbq‡g K¨vk ewn‡Z ¯^vÿi Ki‡eb| 
 
M.  cÖKí wfwËK bM`vb A‡_©i cwigvY †Kvb µ‡gB 10000 (`k nvRvi) UvKvi †ekx n‡e bv| Kg© w`em †k‡l cÖvß 
Znwe‡ji cwigvb 10000(`k nvRvi) UvKvi †ekx n‡j ms ’̄v cÖavb A_ev Zvi g‡bvbxZ e¨vw³‡K welqwU AewnZ 
Ki‡Z n‡e Ges cieZ©x Kg©w`e‡mi ïiæ‡ZB Zv h_vwbq‡g e¨vs‡K Rgv w`‡Z n‡e| 
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N.  cÖ‡Z¨K gv‡mi cÖ_g mßv‡n e¨vs‡Ki cvk ewn wbqwgZ (Upto data) Ki‡Z n‡e| ‡h mKj e¨vsK wnmv‡ei cvk 
ewn †`qv nqwb wKsev _v‡K bv D³ e¨vsK wnmve¸‡jvi e¨vsK weeiYx msMÖ‡ni gva¨‡g e¨vsK e¨v‡jÝ wbwðZ Ki‡Z 
n‡e| 
 
O.  cÖ‡Z¨K gv‡mB ms¯’vi wnmve kvLv ms ’̄vi wewfb& cÖK‡íi AvIZvq LiPK…Z, bM` I e¨vs‡K mwÂZ A‡_©i cwigvY 
D‡jøL K‡i Avw_©K weeiYx (Financial Statement) cÖ¯‘Z Ki‡eb Ges Zv ms¯’v cÖav‡bi wbKU Dc¯’vcb Ki‡eb| 
 
P.  cÖ‡Z¨K Li‡Pi LvZIqvix m‡eŸ©v”P 10000 (`k nvRvi) UvKv ch©šÍ bM` A_© wej MÖwnZv‡K cwi‡kva Kiv hv‡e| 
we‡ji cwigvY `k nvRvi UvKvi †ekx n‡j Zv Accounts Payee †P‡Ki gva¨‡g wej MÖnxZv‡K cwi‡kva Ki‡Z 
n‡e| 
 
Q.  †Kvb KviYekZt wej MÖnxZv wb‡R Dcw¯’Z bv _vK‡Z cvi‡j cÖK…Z wej MÖnxZv KZ…©K ÿgZvqb cÎ 
(Authorized Letter) enbKvix‡K wej cwi‡kva Kiv hv‡e| G‡ÿ‡Î wej MÖnxZvi bvg I ¯̂vÿi A_© cÖ`vb fvDPv‡i 
(Payment Voucher) MÖnY Ki‡Z n‡e| Avw_©K †P‡Ki gva¨‡g wej cwi‡kva n‡j †P‡Ki KvD›Uvi As‡k wej 
MÖnxZv bvg I ¯^vÿi MÖnY Ki‡Z n‡e| wej cwi‡kv‡ai ci Payment Voucher G Paid kãwU D‡jøL Ki‡Z n‡e| 
 
R.  e¨vsK n‡Z Bm ÿK…Z mKj Avw_©K †PK I e¨eû` KvD›Uvi d‡qj mg~n ms ’̄v cÖav‡bi ¯^vÿwiZ Awdm Av‡`‡ki    
(Office Order) wfwË‡Z wnmve kvLvq msiÿY Ki‡Z n‡e| 
 
S.  ms ’̄v KZ©„K evwZjK…Z †P‡Ki cÖ‡qvRbxq Z_¨ mswkøó e¨vsK KZ©„cÿ‡K wjwLZfv‡e Rvbv‡Z n‡e| 
 
 
AwMÖg I mgš̂q (Advance and Adjustement) 
ms ’̄vi Kvh©µg AwaKZi MwZkxj Kivi j‡ÿ¨ mswkøó †mj A_ev Kg©KZ©v‡K Kvh©µ‡gi wecix‡Z cÖ‡qvRbxq A_© AwMÖg 
wn‡m‡e cÖ`vb Kiv †h‡Z cv‡i| ms¯’v cÖav‡bi cÖ‡qvRbxq Aby‡gv`b mv‡c‡ÿ wnmve wefvM h_vwbq‡g AMÖxg A_© cÖ`vb 
Ki‡eb| AMÖxg A_© cÖ`vb I cÖvwßi †ÿ‡Î Aek¨B wb‡¤œv³ welq mg~n AbymiY Ki‡Z n‡et 
 

K.  AMªxg wnmv‡e Pvwn`vK…Z A‡_©i LvZmg~n Aek¨B ms¯’v Kvh©µgMZ evwl©K cwiKíbvi AšÍf©y³ n‡Z n‡e| 
 

L. AMÖxg wnmv‡e Pvwn`vK…Z A‡_©i Rb¨ Aek¨B ms¯’vi Kvh©µgMZ evwl©K cwiKíbvi AšÍf©~³ n‡Z n‡e| 
 

M. Aby‡gvw`Z LiP cwiKíbvq mywbw ©̀ó mg‡qi g‡a¨B Pvwn`vK…Z AMÖxg A‡_©i m¤¢ve¨ mgš^‡qi ZvwiL D‡jøL 
Ki‡Z n‡e| 
 

N. Aby‡gvw`Z e¨q cwiKíbvq D‡jøwLZ ZvwiL I mg‡qi g‡a¨ Aek¨B M„nxZ AMÖxg A_© mgš^q Ki‡Z n‡e| †Kvb 
KviYekZ D‡jøwLZ ZvwiL mg~‡ni g‡a¨ M„nxZ AMÖxg A_© mgš^q Kiv m¤¢e bv n‡j Aek¨B Zv mswkøó 
KZ©„c‡ÿi wbKU n‡Z Aby‡gv`b MÖnY Ki‡Z n‡e Ges welqwU wnmve wefvM‡K Rvbv‡Z n‡e| 
 

O. ‡Kvb cÖKvi KviY QvovB M„nxZ AMÖxg A_© mgš^q bv Ki‡j wnmve kvLv welqwU wjwLZfv‡e KZ…©c‡ÿi wbKU 
Dc¯’vcb Ki‡eb| KZ©„cÿ welqwU m¤ú‡K© cieZ©x 07 (mvZ) w`‡bi g‡a¨B Kvh©Ki e¨e¯’v MÖnY Ki‡eb| 
 

P. c~e©eZ©x †Kvb cÖKvi AMÖxg mgš^q bv n‡j mswkøó (ms ’̄v) A_ev Kg©x‡K cieZ©x AMÖxg cÖ`vb Kiv n‡e bv| 
 

Q. Avw_©K eQi mgvwßi c~‡e©B mKj cÖKvi M„nxZ AMÖxg A_© mgš̂q Ki‡Z n‡e| M„nxZ AMÖxg A_© h_vh_fv‡e 
mgš^q †k‡l wnmve kvLv mswkøó †mj A_ev Kg©x‡K mgš^q iwk` (Adjustement Slip) cÖ`vb Ki‡Z n‡e| 
 

R. Rvb©vj (Journal) fvDPv‡ii gva¨‡g hveZxq AMÖxg A_© mgš^q Kiv n‡e| 
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S. e¨w³MZ cÖ‡qvR‡b AMÖxg A_© cÖ`vb I mgš̂‡qi welqwU ms¯’vi PvKzixwewa‡Z D‡jøwLZ wb‡ ©̀kbv Abyhvqx Kvh©Ki 
Kiv n‡e| 

 
 
evRU wbqš¿Y (Control of Budget) 
 
LvZIqvix eivÏK„Z A‡_©i D‡jøwLZ LvZmg~‡n eivÏK…Z A‡_©I Kvh©Ki e¨envi wbwðZ Kivi j‡ÿ¨ M„nxZ c`‡ÿc 
mgn‡K mvaviYv‡_© evRU wbqš¿Y wnmv‡e we‡ePbv Kiv †h‡Z cv‡i| ev‡RU wbqš¿Y cÖwµqvq mvaviYZ wb‡¤œ³ 
c`‡ÿcmg~n MÖnY Kiv †h‡Z cv‡it 

K. LvZIqvix eivÏK„Z A‡_©I wfwË‡Z gvmwfwËK e¨q cwiKíbv MÖnY Ki‡Z n‡e Ges e¨q cwiKíbvi 
wfwË‡ZB hveZxq LvZIqvix e¨q wbe©vn Ki‡Z n‡e| †Kvb µ‡gB wba©vwiZ e¨q cwiKíbvi AwZwi³ LiP 
Kiv hv‡e bv| 

 
L. EivÏK…Z ev‡R‡Ui wfwË‡Z mKj cÖKvi jvBb AvB‡U‡gi LiP D‡jøK K‡I wbqwgZfv‡e gvwmK Li‡Pi 

cÖwZ‡e`b •Zix Ki‡Z n‡e| gvwmK eivÏ I Li‡Pi Zzjbvg~jK we‡køl‡Yi gva¨‡g †Kvb cÖKvi AmsMwZ aiv 
co‡j Zv ZvrÿwbKfv‡e h_vwbq‡g KZ©„cÿ‡K Rvbv‡Z n‡e| 

 
M. ‡Kvb jvBb AvB‡U‡g eivÏK…Z A‡_©i 80% LiP n‡j welqwU wjLZfv‡e KZ…©cÿ‡K Rvbv‡Z n‡e Ges D³ 

Lv‡Z cieZ©x mgq ch©šÍ m¤¢ve¨ Li‡Pi cwigvY wbiæcb Ki‡Z n‡e| 
 

N. hyyw³msMZ Kvi‡Y †Kvb jvBb AvB‡U‡g eivÏK…Z A‡_©i †P‡q ‡ekx LiP n‡j m¤ú~iK ev‡RU •Zixi gva¨‡g 
D³ AvB‡Ugmg~‡n cÖ‡qvRbxq b ÿbZg LiP wbe©vn Kiv †h‡Z cv‡i| G‡ÿ‡Î h_vh_ KZ©…c‡ÿi wbKU n‡Z 
Aby‡gv`bmn wnmve msµvšÍ wbqg Kvbyb Kvh©Kifv‡fv‡e AbmiY Ki‡Z n‡e| 

 
 

Avw_©K wnmve weeiYx cÖ¯‘ZKiY (Preparation of Account) 
ms ’̄vi Avw_©K wnmve msµvšÍ mwVKZv I Kvh©KvwiZv hvPvB‡qi Rb¨ gvwmK, •ÎgvwmK I eQi wfwËK Avw_©K wnmve 
weeiYx cÖ¯‘Z Ki‡Z n‡e| Avw_©K wnmve weeiYx cÖ¯‘‡Zi Rb¨ wb‡¤œ³ welqmg~n AbymiY Ki‡Z n‡e| 
 

1.  cÖvwß I cÖ`vb wnmve (Recieve and Payment Statement) 
 
GKwU wbw ©̀ó mg‡q (gvwmK, •ÎgvwmK, lvb¥vwlK, evrmwiK) ms ’̄vi bM` A_© cÖvwß I cÖ`v‡bi wfwË‡Z 
h_vwbq‡g Avw_©K wnmve cÖ¯‘Z Ki‡Z n‡e| G‡ÿ‡Î wb‡¤œv³ wbqgmg~n cvjb Ki‡Z n‡e| 

          K. ev‡R‡U D‡jøwLZ jvBb AvB‡U‡gi wfwË‡Z GKwU wbw ©̀ó mg‡qi Rb¨ GB wnmve cÖ¯‘Z Ki‡Z n‡e| 
 

L. LvZIqvix mKj cÖKvi cÖvwß I cÖ`Ë A‡_©Ii wnmve GB weeiYxi AšÍ©f~³ n‡e| GKB mv‡_ G hver       
LvZIqvix RgvK…Z A‡_©I cÖvwß I cÖ`Ë A‡_©I Z_¨ I D³ weeiYx‡Z D‡jøL Ki‡Z n‡e| 
 
M. c~e©eZ©x gv‡mi bM` I e¨vsK DØ„Ë A‡_©I wnmve Avw_©K weeiYxi AšÍ©f~³ Ki‡Z n‡e| 
 

          N. evrmwiK wfwË‡Z  cÖvß I cÖ`Ë A‡_©I wnmv‡ei †ÿ‡Î c~e©eZ©x eQ‡ii mgvcbx Znwej cÖviw¤¢K Znwej    
wnmv‡e PjwZ eQ‡ii wnmv‡e AšÍ©f~³ Ki‡Z n‡e| 

 
2. Avq e¨q wnmve ( Income and Expenditure Statement) 

         ms¯’vi cÖKí wfwËK Av‡qi AwZwi³ e¨q Ges e¨‡qi AwZwi³ A_ev NvUwZ Rvbvi Rb¨ GB wnmve cÖ¯‘Z Kiv    
n‡q _v‡K| mvaviYZ lvb¥vwmK wfwË‡Z GB wnmve weeiYx cÖ¯‘Z Kiv nq| GB wnmve weeiYx cÖ¯‘‡Zi †ÿ‡Î wb‡¤œv³ 
wbqgvejx AbymiY Ki‡Z n‡et 
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K. cÖK‡íi LvZIqvix mKj cÖKvi cÖvß A_©‡K Avq wnmv‡e we‡ePbv K‡i weeiYxi Avq e¨q wnmv‡ei Avq G w`‡K 
cÖvß A‡_©i Z_¨ wjwce× Ki‡Z n‡e| 
 

L. ivR¯^ (Revenue) msµvšÍ hveZxq e¨q mg~n weeiYxi e¨q Kjv‡g D‡jøL Ki‡Z n‡e| 
 
 

M. ¯’vqx m¤ú` mg~‡ni vePq g~j¨ (Depreciation) GB wnmve weeiYx‡Z AšÍf©~³ Ki‡Z n‡e| 
 

N. LvZIqvix Avq I e¨‡qi cwigvY Ges eivÏK…Z A‡_©i cwigv‡Yi mv‡_ Zzjbv I we‡kølY K‡i DØ„Ë 
(Balanced Money) Ges Abv`vqx e¨q I Av‡qi cwigvY weeiYx‡Z D‡jøL Ki‡Z n‡e| eQi †k‡l Avq 
I e¨q wnmv‡ei mv‡_ eivÏK…Z A‡_©i Zzjbv K‡i AwZwi³ A_ev NvUwZ e¨q Av‡qi cwigvY wbiæcY I D‡jøL 
Ki‡Z n‡e| 

  
3.  e¨v‡jÝ kxU cÖ¯‘ZKiY (Depreciation and Balanced Sheet) 

GKwU wbw ©̀ó mgq ch©šÍ ms¯’vi m¤ú` Ges †`bv I g~j Znwe‡ji Ae¯’vb g~jZt e¨vjvÝ kx‡Ui gva¨‡g Zz‡j aiv 
nq| GRb¨ Avw_©K wnmve cÖwµqvq e¨v‡jÝ kxU AZ¨šÍ ¸iæZ¡c~Y© c×wZ I DcKiY wnmv‡e cwiwPZ| e¨vjvÝ 
kxU cÖ¯‘‡Zi Rb¨ wb‡¤œv³ welqmg~n AbymiY Kiv †h‡Z cv‡it 

K. ms ’̄vi evrmwiK †iIqvwg‡ji (Trial Balance) DØ„Ë A‡_©i wfwË‡Z e¨vjvÝ kxU cÖ¯‘Z Ki‡Z n‡e| 
 

L. ms ’̄vi Avq e¨q wnmv‡ei DØ„Ë A_ev NvUwZ A_© k~j Znwe‡ji (Capital Fund) wecix‡Z m¤úv`xZ 
n‡e| 

 
M. e¨vjvÝ kx‡U mgvcbxi w`‡b ms¯’vi hveZxq m¤ú` I †`bvi Z_¨ myôzfv‡e I h_vwbq‡g D‡jøL Ki‡Z 

n‡e| 
 

N. ‡Kvb Abv`vqx F‡Yi m¤¢ve¨ ÿwZ I Av`vq‡hvM¨ FY n‡Z we‡qvM A_ev Aejyß K‡i mswkøó eQ‡ii 
e¨vj¨vÝ kx‡U Aek¨B AšÍf©~³ Ki‡Z n‡e| G‡ÿ‡Î Aek¨B ms¯’vi Kvh©wbe©vnx cwil‡`i wm×všÍ wb‡Z 
n‡e| 

 
O. D‡jøwLZ ms ’̄vi hveZxq m¤ú` I †`bvi GKwU ZvwjKv e¨vjvÝ kx‡Ui mv‡_ mshy³ Ki‡Z n‡e| 

 
        ms¯’vi µq bxwZgvjv (Purchase Policy) 
        ms¯’vi Pjgvb Kvh©µ‡gi Pvwn`v †gvZv‡eK †mvbvi evsjv dvD‡Ûkb wewfbœ cÖKvi Awdm msµvšÍ cÖ‡qvRbxq   
        gvjvgvj µq Ki‡Z nq| GB mKj cÖ‡qvRbxq gvjvgvj  µq cÖwµqv‡K AwaKZi MÖnY‡hvM¨, c×wZwfwËK  
       (Systematic) Ges Ask MÖnYg~iK (Participatory) Kivi Rb¨ ms¯’v wb‡¤œv³ bxwZgvjv mg~n Abymib   
        Ki‡e| 

 
K.   ms ’̄vi D‡jøL‡hvM¨ cwigvb hveZxq gvjvgvj I ª̀e¨ mvgMÖx (LyPiv ª̀e¨ mvgMÖx e¨wZZ) µq msµvšÍ KvR ms ’̄vi 

µq KwgwU (Purchase Committe) Gi gva¨‡g m¤úvw`Z Ki‡Z n‡e| ms ’̄vi mswkøó Kg©KZ©v‡`i mgš^‡q 5 
(cvuP) m`m¨ wewkó KwgwU MVb Ki‡Z n‡e Ges Gi ga¨ n‡Z †h‡Kvb wZbRb gvjvgvj µq Kwi‡Z cvwi‡e| 
c`vwaKvi e‡j ms¯’v cÖavb GB KwgwUi mfvcwZ wnmv‡e KvR Ki‡eb| 
 

L. ms ’̄vi µq cwiKíbv (Purchase Plan) Abyhvqx mswkøó `vwqZ¡cÖvß Kg©KZ©v  cÖ‡qvRbxq gvjvgvj I ª̀e¨ 
mvgMÖxi Pvwn`v cÎ •Zix Ki‡eb Ges D³ Pvwn`v c‡Î wfwË‡Z µq KwgwUi •eV‡K Zv Av‡jvPbv I mg‡SvZvi 
wfwË‡Z KZ…©c‡ÿi Aby‡gv`b MÖnY Ki‡Z n‡e| KZ…©c‡ÿi Aby‡gv`‡bi ci wnmve wefvM Aby‡gvw`Z mvgMÖx mg~n 
µ‡qi Rb¨ h_vwbq‡g cÖ‡qvRbxq A_© `vwqZ¡cÖvß Kg©KZ©v‡K AMÖxg wnmv‡e cÖ`vb Ki‡eb| 
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M. m‡ev©”P 10000 (`k nvRvi) UvKvi gvjvgvj µ‡qi Rb¨ gvjvgvi mieivnKvix‡K bM` A_© cÖ`vb Kiv hv‡e| 
GRb¨ †Kvb cÖKvi `icÎ  MÖnY Kivi cÖ‡qvRb n‡e bv| Z‡e 10000 (`k nvRvi) UvKvi D‡×© ms¯’vi hveZxq 
gvjvgvj µ‡qi Rb¨ Kgc‡ÿ 3 (wZb) wU mieivnKvixi wbKU n‡Z Zv‡`i cÖwZôv‡bi c¨v‡W `icÎ msMÖn 
Ki‡Z n‡e| µq KwgwUi gva¨‡g msM„nxZ `icÎ mg~‡ni Zzjbvg~jK weeibx ‣Zix Ki‡Z n‡e| weeibxi 
Zzjbvg~jK we‡køl‡Yi gva¨‡g GKB gvb m¤úbœ ª̀e¨vw`i me©wb¤œ `i`vZvi wbKU n‡Z wba©vwiZ gvjvgvj µq 
Ki‡Z n‡e| G‡ÿ‡Î Avw_©K †P‡Ki gva¨‡g h_vwbq‡g g~j¨ cwi‡kva Ki‡Z n‡e| 

 
N. mivmwifv‡e hw` †Kvb weL¨vZ †Kv¤úvbxi evRviRvZ K…Z cb¨ , GK`‡ii †`vKvb/g~j¨ wd·W,eªv‡Ûi gvjvgvj 

†hgb A‡Uvwei wRwbmcÎ µq Kiv nq, G‡ÿ‡Î `icÎ msMÖ‡ni cÖ‡qvRb n‡e bv| Z‡e e¨vs‡Ki gva¨‡g /‡P‡Ki 
gva¨‡g mswkøó f¨vÛvi/ †Kv¤úvbx‡K g~j¨ cwi‡kva Ki‡Z n‡e| 

 
O. 200000-500000 ( ỳB jÿ n‡Z cuvP jÿ) UvKvi Awdm msµvšÍ gvjvgvj I ª̀e¨ mvgMÖxµ‡qi †ÿ‡Î ¯’vbxq 

‣`wbK cwÎKvq weÁwß cÖ`v‡bi gva¨‡g `icÎ msMÖn Ki‡Z n‡e| 500000 (jÿ) UvKvi AwaK gvjvgvj µ‡qi 
Rb¨ msev` c‡Îi gva¨‡g weÁwß cÖPvi cÖwµqv ms¯’vi wbivcËvi †ÿ‡Î ûgwK n‡j Zv µq KwgwU I Kvh©wbe©vnx 
KwgwUi †h․_ Av‡jvPbvi gva¨‡g M„nxZ wm×v‡šÍi wfwË‡Z cÖ‡qvRbxq gvjvgvj µq Kiv hv‡e| 

 
cÂg Aa¨vq 

 
         Af¨šÍixY wbqš¿Y (Internal Control) 
         ms¯’vi Avw_©K e¨e¯’vcbv cÖwµqvq wnmve wbqš¿b, wnmv‡ei avivevwnKZv I mwVKZv eRvq ivLvi e„nËi ¯^v‡_©         
         Af¨šÍixb wbqš¿Y e¨e¯’v AZ¨šÍ ¸iæZ¡c~Y© I Acwinvh© welq| Avw_©K wnmve I wnmve msµvšÍ ‡jb-‡`b  
         e¨e¯’v‡K AwaKZi ¯^”Q I ¯úóKiY (Transperent and Clear) Kvh©Ki Ges MwZkxj Kivi Rb¨ ‡jb  
         †`b aviv‡K wefvRb Kiv cÖ‡qvRb| GB cÖwµqvq wb‡¤œv³ Kg© c×wZmg~n AbymiY Ki‡Z n‡e| 
 

1. Af¨šÍixY wbevib c×wZt 
K. wnmve e¨e¯’vcbvq GKvwaK e¨w³i m¤ú„³Zvt 

ms ’̄vi •`bw›`b Avw_©K †jb‡`b I wnmve msiÿY cÖwµqv‡K AwaKZi MÖnY‡hvM¨ (Acceptable) 
wek¦vm‡hvM¨(Authentic), AskMÖnYg~jK (Participatory) Ges wbqwgZ (Regular) Kivi Rb¨ 
wnmve e¨e¯’vcbv cÖwµqvq GKvwaK e¨w³‡K m¤ú„³ Ki‡Z n‡e| †Kvb e¨w³i Øviv GKKfv‡e wnmve 
msµvšÍ Kvh©µg m¤úbœ n‡j wnmve e¨e¯’vcbvq mg~n f~j I Awbqg _vKvi AvksKv †_‡K hvq| d‡j 
Gai‡bi f~j I Awbqg D‡cÿv Kivi Rb¨ wnmve e¨e¯’vcbvq GKvwaK e¨w³‡K m¤ú„³ Kiv Acwinvh©| 
 

L. wnmv‡ei bw_cÎ wbqwgZKiYt 
‣`bw›`b Avw_©K †jb‡`‡bi wnmve h_vwbq‡g I wbqwgZfv‡e iÿbv‡eÿY I msiÿY Ki‡Z n‡e| 
wnmve wefv‡Mi `vwq‡Z¡ wb‡qvwRZ mswkøó Kg©KZ©v cÖwZw`‡bi Avw_©K †jb‡`‡bi wnmve mswkøó 
bw_c‡Îi mv‡_ wgwj‡q K¨vk I †jRvi ewn‡Z Zvi bgybv ¯^vÿi Ki‡eb| †Kvb f~j A_ev Awbqg aiv 
co‡j Zv wZwb ZvrÿwbKfv‡e ms‡kva‡bi e¨e¯’v Ki‡eb| BDwbU/AvÂwjK Kvh©vj‡qi `vwq‡Z¡ 
wb‡qvwRZ mswkøó Kg©KZ©v AvÂwjK/BDwbU Awd‡mi •`bw›`b wnmve iÿbv‡eÿY I msiÿY e¨e¯’vq 
Abyiæc `vwqZ¡ cvjb Ki‡eb| 
 

M. ev‡RU Abyhvqx hveZxq LiP wbqš¿Y t 
             ms¯’vi •`bw›`b hveZxq cÖ‡qvRbxq LiP Aek¨B Avw_©K eiv‡Ïi wfwË‡Z m¤úv`b Ki‡Z n‡e| †Kvb       
             Ae¯’v‡ZB eivÏK…Z A‡_©i AwZwi³ LiP Kiv hv‡e bv|GKBfv‡e ev‡R‡U †h Lv‡Zi Rb¨ †h cwigvb A_©  
             eivÏ i‡q‡Q D³ Lv‡Z †Kvb Ae¯’v‡ZB Zvi AwZwi³ A_© LiP Kiv hv‡e bv| Z‡e ª̀e¨ g~‡j¨i D×©MwZ  
             A_ev g~ ª̀vùxwZRwbZ Kvi‡Y LvZIqvix eivÏK…Z A‡_©i Øviv wba©vwiZ LiP  bv n‡j mswkøó †ÿ‡Î ms¯’vi  
             Kvh©wbe©nx cwil‡`i Aby‡gv`bmn mswkøó `vZv ms¯’vi Aby‡gv`b MÖnY Ki‡Z n‡e|| G‡ÿ‡Î ev‡RU  
             cÖY‡q‡bi mgq Aek¨B •`eRwbZ LiP ev‡R‡Ui AšÍf~©³ Ki‡Z n‡e| 
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2. AhvwPZ LiP D‡cÿv Kivt  
ev‡RU ewnf©~Z †h ‡Kvb ai‡bi Avw_©K LiP D‡cÿv Kiv Af¨šÍixb wbevib c×wZi Aci GKwU ¸iæZ¡c~Y© 
†K․kj| ms ’̄vi Pjgvb cÖwµqvq A‡bK mgq A‡PZbfv‡eB A‡bK cÖKvi Avw_©K LiP n‡Z cv‡i hv Avw_©K 
eivÏ A_ev ev‡R‡Ui AšÍf©~³ bq| AZ¨šÍ m‡PZbZvi mv‡_B G ai‡Yi AhvwPZ LiP Aek¨B D‡cÿv Ki‡Z 
n‡e| 

 
3. Af¨šÍixb wbixÿv (Internal Audit)  
ms ’̄vi Af¨šÍixb Avw_©K wbqš¿Y e¨e¯’vq Af¨šÍixb wbixÿv AZ¨šÍ ¸iæZ¡c~Y© c×wZ| ms ’̄vi Pjgvb Kvh©µ‡gi 
LiPK…Z I wewb‡qvMK…Z A_© (Spent and invested money), wnmve wjwce×KiY I msiÿY c×wZi 
h_v_©Zv, Aw_©K wm×všÍ I ÿgZv cÖ‡qvM msµvšÍ welq mg~n wbweofv‡e ch©‡eÿY Ges cÖwZevZ©vi (Feed 

Back) gva¨‡g wnmve e¨e¯’vcbv‡K AwaKZi wbhwgZKiY, MÖnY‡hvM¨ I Kvh©Ki Kivi Rb¨ Af¨šÍixb wbixÿv 
AZ¨šÍ Acwinvh©| GQvovI ms ’̄vi e¨wß, eZ©gvb m¤ú` I Pjgvb Znwe‡ji mwVK Ae¯’vb wbY©‡qi Rb¨ 
Af¨šÍixb wbixÿvi cÖ‡qvRbxqZv Acwinvh©| ms ’̄vi Avw_©K wel‡q `ÿ Kg©iZ †h †Kvb  Kg©xi gva¨‡g 
wbqwgZfv‡e m¤ú~Y© Kiv m¤¢e| GQvovI ms ’̄vi mvg‡_©¨i wfwË‡Z m¤¢e n‡j Af¨šÍixb wbixÿv †Kvl (Internal 

Audit Cell) Pvjy Kiv †h‡Z cv‡i| †hfv‡B Af¨šÍixb wbixÿv m¤ú~Y© Kiv m¤¢e Kiv †nvK bv †Kb Af¨šÍixb 
wbixÿvi Rb¨ `vwqZ¡ cÖvß mswkøó Kg©x ms ’̄v cÖav‡bi wbKU `vqe× _vK‡eb| cÖwZev‡iB Af¨šÍixb wbixÿv 
m¤úyY© Kivi ci mswkøó Kg©x ms¯’v cÖav‡bi wbKU wbixÿv cÖwZ‡e`b Dc¯’vcb I cÖwZ‡e`b mg~n h_vwbq‡g 
msiÿY Ki‡eb| 
 

4. Li‡Pi Aby‡gv`b (Approval of Expenditure) 
 ms ’̄vi mKj cÖKvi Li‡Pi wej wnmve wefvM KZ©„K cixwÿZ nIqvi ci mswkøó `vwqZ¡ cÖvß Kg©KZ©vi wbKU 
Dc¯’vcb Ki‡Z n‡e| wejmg~n Dc ’̄vc‡bi c~‡e©B wnmve wefvM wb‡¤œv³ welqmg~n jÿ¨ Ki‡eb| 
 
K) ms ’̄vi µq bxwZgvjv I Aby‡gvw`Z cÖwµqvq RgvK…Z we‡ji LiP h_vwbq‡g m¤ú~Y© Kiv n‡q‡Q wK-bv| 
L) ms ’̄vi PvKzixwewa Abyhvqx D³ Li‡Pi Aby‡gv`b hyw³ msMZ wK-bv| 
M) cÖwkÿY msµvšÍ LiP cÖwkÿY cÄx (Training Calendar) Abyhvqx n‡q‡Q wK-bv|  
N) LiPK…Z A‡_©i wej ms ’̄vi µq I evwl©K e¨q cwiKíbvi mv‡_ mvgÄm¨c~Y© wK-bv| 
O) wba©vwiZ Avw_©K eivÏ I jvBb AvB‡Ug (Line Ltem) Abyhvqx D³ LiP Kiv n‡q‡Q wK-bv| 
 

 
5. m¤ú‡`i m‡iRwg‡b hvPvq c×wZ (Physical Verification of Assests)  
ms ’̄vi eZ©gvb m¤ú‡`i cwigv‡bi wfwË‡ZB D³ ms ’̄vi Ae¯’vb wbY©q Kiv †h‡Z cv‡i| myZivs m¤ú‡`i myô’ 
msiÿY I wbivcËv wbwðZ Kiv ms¯’vi Ab¨Zg ¸iæZ¡c~Y© `vwqZ¡| Kvh©µg e¨e¯’vcbvq †mvbvi evsjv dvD‡Ûkb 
eûg~Lx Kvh©µg ev¯Íevqb Ki‡Q| we‡K› ª̀xKiY cÖwµqvi d‡j ms¯’vi m¤ú` mg~n I cÖavb Kvh©jqmn cÖwZwU 
BDwbU/AvÂwjK Kvh©vjqmg~‡n †cÖiY I msiÿY Kiv nq| D³ m¤ú` mg~‡ni eZ©gvb Ae¯’vb wbY©‡qi Rb¨ 
m‡iRwg‡b cwi`k©‡bi gva¨‡g hvPvB Kiv Acwinvh©¨| G‡ÿ‡Î †mvbvi evsjv dvD‡Ûkb wb‡¤œv³ †K․kj mg~n 
AbymiY Ki‡et 
 

K. wnmve wefvMi `vwq‡Z¡ wb‡qvwRZ Kg©KZ©v‡K AvnevqK K‡i 5 (cvuP) m`m¨ wewkó KwgwU Ki‡Z n‡e| 
GB KwgwU ms ’̄vi ¯’vqx A¯’vqx I fvmgvb m¤ú‡`i mwVK Ae¯’vb wbY©‡qi Rb¨ Rb¨ eQ‡i Kgc‡ÿ 01 
(GKevi) cÖavb Kvh©jqmn AvÂwjK/BDwbU Kvh©vj‡qi m¤ú` mg~n m‡iRwg‡b cwi`k©‡bi gva¨‡g hvPvq 
Ki‡eb| 

 
L. wnmve wefvM KZ©„K cÖ`Ë ZvwjKvi wfwË‡Z D³ KwgwU m¤ú‡`i m‡iRwg‡b hvPvB cÖwµqv m¤úbœ 

Ki‡eb| 
 

M. cwi`k©‡bi m‡eŸv©P 15 (c‡bi) w`‡bi g‡a¨B D³ KwgwU ms ’̄v cÖav‡bi wbKU h_vwbq‡g cwi`k©b 
cÖwZ‡e`b Dc¯’vcb Ki‡eb| 
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N. wnmve wefvM KZ©„K cÖ`Ë ZvwjKv I m‡iRwg‡b cÖvß m¤ú‡`i g‡a¨ †Kvb cÖKvi AmvgÄm¨Zv cwijwÿZ 

n‡j cwi`k©b KwgwU welqwU cÖwZ‡e`‡bi g‡a¨ my¯úófv‡e  D‡jøL Ki‡eb| mswkøó welq KZ©„cÿ mswkøó 
AvÂwjK/cÖKí Awd‡mi e¨vcv‡i cÖ‡qvRbxq c`‡ÿc MÖnY Ki‡eb| welqwU hyw³c~Y© we‡ewPZ n‡j ms ’̄v 
cÖav‡bi Aby‡gv`b mv‡c‡ÿ Zv mgš^q Ki‡eb| 

 
 
 

6. wnmve msµvšÍ cÖgvbvw` msiÿY (Preservation of Accouts Documents)  
 
K. ms ’̄vi Avw_©K †jb-‡`‡b msµvšÍ hveZxq `wjjcÎ m‡eŸ©vP 5 (cvuP) eQi ch©šÍ msiÿY Ki‡Z n‡e| 

 
L. cÖK‡íi †ÿ‡Î PjwZ ch©vqmn MZ GKwU ch©v‡qi Avw_©K †jb‡`‡bi hveZxq KvMRcÎ h_vwbq‡g msiÿY 

Ki‡Z n‡e| welqwU m‡PZbfv‡e g‡b ivL‡Z n‡e †h, cÖwZwU Avw_©K wnmv‡ei g~j Znwej K_bB bó ev 
f®§xf~Z Kiv hv‡e bv| 

 
M. D‡jøwLZ mgqKvj AwZµ‡gi ci wnmve msµvšÍ KvMRcÎ f¯§xf~Z Kivi cÖ‡qvRb n‡j G‡ÿ‡Î ms¯’vi 

Kvh©wbe©vnx cwil‡`i Aby‡gv`b MÖnY Ki‡Z n‡e Ges ms ’̄vi Kvh©wbe©vnx cwil‡`i wbe©vwPZ cÖwZwbwamn 
`vwqZ¡kxj Kg©KZ©v‡`i Dcw¯’wZ‡Z wba©vwiZ KvMRcÎ f¯§xf~Z Ki‡Z n‡e| Z‡e f¯§xf~Z Kivi Rb¨ 
wba©vwiZ KvMRc‡Îi ZvwjKv cÖYqbmn f¯§xf~ZKi‡Yi ZvwiL D‡jøL K‡i Zv h_vwbq‡g msiÿY Ki‡Z 
n‡e| 

 
7. evwn¨K wbixÿv (External Audit)  
  wnmve e¨e¯’vcbvi g‡bvbqb, wnmve msµvšÍ Pjgvb bxwZgvjvi DrKl© mvab, Pjgvb c×wZi mwVKZv I    
  Kvh©KwiZv hvPvB, Znwe‡ji mwVK e¨envi wbwðZ Kiv cÖf…wZ Avw_©K e¨e¯’vcbvi Ab¨Zg cÖavb KvR|  
  Af¨šÍixb wbixÿvi cvkvcvwk evwn¨K wbixÿ‡Yi gva¨‡g D‡jøwLZ welqmg~n AwaKZi ¸YMZfv‡e wbwðZ  
  Kiv m¤¢e| d‡j ms ’̄vi Avw_©K e¨e¯’vcbv Dbœqb I DrKl© mva‡b AZ¨šÍ ¸iæZ¡c~Y© welq evwn¨K wbixÿ‡Yi  
  †ÿ‡Î wb‡¤œv³ welq mg~n Abymib Ki‡Z n‡e| 

 
K. cÖwZwU A_© eQ‡ii cieZ©x 2 ( ỳB) gv‡mi g‡a¨B †mvbvi evsjv dvD‡Ûk‡bi cÖwZwU cÖK‡íi evwn¨K 

wbixÿY Ki‡Z n‡e| 
 

L. evsjv‡`k miKvi KZ©„K †h †Kvb AwWU dvg©‡K (Audit Farm) wbixÿY Kvh© cwiPvjbvi Rb¨ wb‡qvM 
cÖ`vb Kiv hv‡e| G‡ÿ‡Î ms ’̄vi e¨e¯’vcbv KwgwUi (Management Team) mv‡_ cÖ‡qvRbxq 
Av‡jvPbv mv‡c‡ÿ ms ’̄v cÖavb wbe©vwPZ AwWU dvg©‡K wb‡qvM Ki‡eb| 

 
M. wb‡qvMKvjxb Aek¨B mswkøó AwWU dvg©-Gi mv‡_ (Term of reference(TOR) mgš^q Ki‡Z n‡e| 

wbev©wPZ AwWU dvg© ¯^vÿwiZ TOR Abyhvqx wba©vwiZ mg‡qi g‡a¨B h_vwbq‡g wbixÿY Kvh© mgš^q 
Ki‡eb| TOR Gi wnmve weeiYx I wnmve e¨e¯’vcbvi welqmg~n cÖ‡qvRb D‡jøL Kiv hv‡e| 

 
N. evwn¨K wbixÿY cÖwZ‡e`‡b †Kvb mycvwik A_ev AvcwËi welq D‡jøL Kivi cÖ‡qvRb n‡j welqwU ms¯’vi 

wnmve wefvM A_ev ms ’̄v cÖav‡bi mv‡_ Av‡jvPbvi wfwË‡Z Zv D‡jøL Kiv hv‡e| 
 
O. MYcÖRvZš¿x evsjv‡`k miKv‡ii GbwRI welqK e ÿ‡iv Ges mswkøó `vZv ms¯’vi wewa‡gvZv‡eK wbixÿY 

cÖwZ‡e`b cÖ¯‘Z Ki‡Z n‡e| 
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P. ms ’̄vi e¨e¯’vcbv KZ©„c‡ÿi wm×všÍ Ges Kvh©wbe©vnx cwil‡`i Aby‡gv`bµ‡g Ab¨ †Kvb mybvgab¨ ms¯’vi 
†ckvMZ `ÿ I AwfÁ wnmve Kg©KZ©v A_ev wbixÿY Kg©KZ©v‡K wb‡qvM`v‡bi gva¨‡g I evwn¨K wbixÿvi 
KvR mgš̂q Kiv †h‡Z cv‡i| 

 
Q. mswkøó `vZv ms ’̄vi mv‡_ Pzw³i wfwË‡Z A_ev `vZv ms ’̄v KZ©„K wb‡qvMK…Z †Kvb †ckvMZ e¨w³ A_ev 

dvg© Gi gva¨‡g evwn¨K wbixÿv cwiPvjbv Kiv n‡j mswkøó `vZv ms ’̄v h_vwbq‡g ms ’̄v‡K Rvbv‡bvi e¨e¯’v 
Ki‡e| 

 
R. evwn¨K wbixÿv PjvKvjxb mswkøó wbixÿKe„›`‡K ms ’̄vi cÿ n‡Z cÖ‡qvRbxq mn‡hvwMZv wbwðZ Ki‡Z 

n‡e| 
 

 
 

 

ló Aa¨vq 
 

 Avw_©K Z_¨ e¨e¯’vcbv c×wZ 
 (Management system of financial information) 

Avw_©K e¨e¯’vcbv cÖwµhv Avw_©K Z_¨ mieivn I e¨e ’̄vcbv c×wZ AZ¨šÍ ¸iæZ¡c~Y© Acwinvh© welq| GB c×wZi 
gva¨‡g ms ’̄vi Avw_©K e¨e¯’vcbvq cÖ‡qvRbxq ¯^”QZv ms‡kvab Ges Avw_©K e¨e¯’vcbv cÖK…Z Ae¯’vc‡bi cÖwZdjb 
NUv‡bv m¤¢e nq| mvavibZ Avw_©L cÖwZ‡e`b I cÖbq‡bi gva¨‡g ms¯’vi A_© welqK Z_¨ mieivn Kiv m¤¢e| Avw_©K 
cÖwZ‡e`b cÖbq‡bi †ÿ‡Î †mvbvi evsjv dvD‡Ûkb wb‡¤œv³ welq mg~n Abymib Ki‡e| 
 
 
 
 

1. gvwmK cÖwZ‡e`b (Monthly statement) 
cieZ©x gv‡mi Kvh©µg cwiPvjbvi Rb¨ ms¯’vi wnmve wefvM cÖwZgv‡mi 10 (`k) Zvwi‡Li g‡a¨B 
wb‡¤œv³ Avw_©K cÖwZ‡e`b mg~n cÖ¯‘Z Ki‡e| 

 
K. cÖvwß I cÖ`vb wnmve (Reciept & payment statement) 

 
L. bM` cÖevn (Cash information) 
 
M. ev‡RU AmsjMœZv I gšÍe¨ (Budget varience and observation) 
 
N. cieZ©x gv‡mi ev‡RU (Budget for next monthly) 
 

         cÖwZwU cÖwZ‡e`‡bi Kwc ms¯’v cÖav‡bi wbKU †cÖiY Ki‡Z n‡e| gvm wfwËK ev‡RU I Li‡Pi wfwË‡Z ms¯’vi  
         wnmve wefvM evrmwiK cÖwZ‡e`b cÖ¯‘Z Ki‡e| 

2. evrmwiK cÖwZ‡e`b (Annual Financial Report) 
             gvm wfwËK Avw_©K cÖwZ‡e`‡bi wfwË‡Z evrmwiK Avw_©K cÖwZ‡e`b (Annual Financial Report)  
             cÖ¯‘Z Ki‡Z n‡e| cieZ©x e‡Q‡ii cÖ_g gv‡mi 10 (`k) Zvwi‡Li g‡a¨B PjwZ eQ‡ii evrmwiK Avw_©K  
             cÖwZ‡e`b cÖ¯‘Z Ki‡Z n‡e| GB cÖwZ‡e`‡b wb‡¤œv³ welqMy‡jv Aek¨B AšÍf~©³ Ki‡Z n‡e| 
 

K. cÖvwß I cÖ`vb (Reciept & payment statement) 
 

L. Avq e¨‡qi wnmve (Income and Expenditure statement) 
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M. ‡iIqvwgj •Zix¨ (Preparation of Tril Balance) 
 
N. bM` cÖevn (Cash Flow) 
 
O. cÖKí wfwËK DØ„ËcÎ(Balance Sheet) cÖ¯‘Z Ki‡Z n‡e Ges cÖwZwU Avw_©K eQi †k‡l Ges cieZ©x 

eQ‡ii cÖ_g gv‡mi g‡a¨B Zv mswkøó cÿ I wefvM mg~‡n weZiY Ki‡Z n‡e| 
 
P. cÖ‡Z¨K eQ‡ii GKwU K‡i Balance Sheet wnmve wefvM n‡Z cÖ¯‘Z Ki‡Z n‡e|  
 

3. †mev e¨q wbiæcb (Costiong Procedure) 
             ms¯’vi †mev e¨q wbiæc‡bi gva¨‡g cÖvß Z_¨ ms ’̄vi evwl©K cÖwZ‡e`‡b cÖwZdj‡bi gva¨‡g Avw_©K wnmve    
             e¨e¯’vcbvi Z_¨ I msiÿY Kiv m¤¢e| mvavibZt 5wU av‡ci gva¨‡g ms¯’vi †mev e¨q wbiæcb Kiv  
             m¤¢e| wb‡¤œv³ avc mg~‡ni gva¨‡g ms ’̄vi †mev e¨q wbiæcb Kiv †h‡Z cv‡i| 

 
 
µwgK 

bs 
avc-1 avc-2 avc-3 avc-4 avc-5 

 LvZIqvix e¨q 
KvVv‡gv 

LvZIqvix e¨q 
cÄxf~ZeiYt 

mvaviY/mn‡hvMx 
†mev e¨q e›Ubt 

‡mev e¨q we‡kølbt   †mev e¨q wbavibt 

      
 
 
 
 
 
 
 
 

4. Avw_©K g~j¨vqb cÖwZ‡e`b (Report of Financial Evaluation) 
 

ms ’̄vi Avw_©K e¨e¯’vcbv I wnmve e¨e ’̄vcbv msµvšÍ cÖ‡qvRbxq Z_¨ mieivn I msiÿY Ges Avw_©K 
e¨e¯’vcbvi cÖ‡qvRbxq DrKl© mva‡bi Rb¨ Avw_©K g~j¨vqb AZ¨šÍ Acwinvh© welq| Avw_©K g~j¨vq‡bi 
Rb¨ wb‡¤œv³ avc¸‡jv D‡jøL‡hvM¨t 
 

K. cÖKí g~j¨vqb (Project Evaluation)  
 
mswkøó `vZv ms¯’v Ges Ab¨vb¨ Drm n‡Z cÖKí wfwËK M„nxZ A‡_© e¨envi I e¨e¯’vcbvi †ÿ‡Î 
mdjZv I e¨_©Zv wbiæc‡bi Rb¨ Avw_©K g~j¨vqb Ki‡Z n‡e| mvavibZt mswkøó `vZv ms ’̄v v_ev A_© 
cÖ`vbKvix ms¯’vi cÿ cÿ n‡Z Avw_©K g~j¨vqb Kiv n‡q _v‡K| Avw_©K g~j¨vq‡bi d‡j ms¯’vi Avw_©K 
e¨e¯’vcbv I e¨envi msµvšÍ hveZxq Z‡_¨i cÖwZdjb N‡U| myZivs D³ welq mg~‡ni wfwË‡Z Avw_©K 
g~j¨vqb cÖwZ‡e`b cÖ¯‘Z Ki‡Z n‡e| 
 

L. ev‡RU g~j¨vqb (Evaluation of Budget)  
 
ms ’̄vi cÖYxZ ev‡R‡Ui wfwË‡Z Kvh©µ‡gi jÿ¨ gvÎv AR©‡bi †ÿ‡Î mv_©KZv I e¨_©Zv wbiæc‡bi Rb¨ 
ev‡RU g~j¨vqb Avw_©K e¨e¯’vcbvi Aci GKwU Ab¨Zg c`‡ÿc| GQvovI ev‡RU g~j¨vq‡bi gva¨‡g 
cÖYxZ ev‡R‡Ui h_v_©Zv Ges eivÏK…Z A‡_©I Ae¯’vbmn Avw_©K msµvšÍ e¯‘wbô Z_¨ ev‡RU g~j¨vq‡bi 
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gva¨‡g cvIqv m¤¢e| ev‡RU g~j¨vq‡bi cÖwZ‡e`b Avw_©K e¨e¯’vcbv msµvšÍ A‡bK cÖ‡qvRbxq Z‡_¨I 
cÖwZdjb NUvq| myZivs ev‡RU g~j¨vqb m¤¢e n‡j g~j¨vqb cÖwZ‡e`b cÖ¯‘Z I mieivn K‡i cÖ‡qvRbxq 
Z‡_¨I cÖwZdjb NUv‡Z n‡e|  
 

M. e¨e¯’vcbv g~j¨vqb (Evaluation of Management)  
 
ms ’̄vi e¨e¯’vcbv g~j¨vq‡bi gva¨‡g ms¯’vi mvwe©K mdjZv I e¨_©Zvi cÖwZdjb NUv‡bv nq| ms¯’vi 
mvwe©K e¨e¯’vcbvi mv‡_ Avw_©K msµvšÍ welq mg~n Nwbófv‡e m¤ú„³| d‡j e¨e¯’vcbv g~j¨vq‡bi 
gva¨‡g Avw_©K e¨e¯’vcbv msµvšÍ Z_¨ mg~n g~j¨vqb cÖwZ‡e`‡b Zz‡j ai‡Z n‡e Ges Zv h_vwbq‡g 
msiÿY I h_v ’̄v‡b mieivn Ki‡Z n‡e| 
we‡klfv‡e D‡jøL¨ †h ms¯’vi wbR¯^ cÖwµqvi gva¨‡g mgq wfwËK g~j¨vqb (Preodical Short 

Term Self  Evaluation)  Ki‡Z n‡e Ges evwn¨K g~j¨vqbKvix A_ev civgk©`vZvi (External 

Evaluation or Consultant) gva¨‡g g~jv¨wqZ Ki‡Z n‡e| 
 

                                             DØ„Ë c‡Îi bgybv QK 
(Sample Table of Balance Sheet) 

.................mv‡ji .............‡k wW‡k¤̂I Zvwi‡Li DØ„Ë cÎ (Balance Sheet) 
 

 
 

‡`bv I g~jab Znwej mq-m¤ú` 

 UvKv UvKv  UvKv 

K.  `vq- †`bv 
 

1. e‡Kqv LiPt 
evox fvov 
gvwnbv  
‡Uwj‡dvb wej 
wU/G, wW/G B`¨vw` 
 

L.  `vZv ms ’̄v ev FY 
cÖ`vbKvix ms ’̄vi wbKU 
`vq- †`bv 

M. Kj¨vY Znwej 
N. mvaviY mwÂwZ 
O. g~jab Znwejt 

 
cÖiw¤¢K †Ri 
+ G erm‡ii cÖvß Aby`vb, `vb I 
mvgMÖx 
+Avq-e¨q 

    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


