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et&$r e fr,u'ast qTt{9Tr 

I

e rq'cqf"tfrccEfseeta-rq-{ r+req\srTFiE.EEiq, fr-yG s gtfrrg"<uliqsr<lqrqrq'in-s}fiftso-<t 
r

{
P

@ stffio <F-etErrfteqET r "{$]"n< | rr

Ir
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!.e t:mE'[ (Definition)
eQ frffi ,rff rsg.ql,{x qlffi-s <I{qtfit fitrrT-a| R!TI?( rtcll {m r

!"8 I Tlf+lREf (Effectivity)
r.a q4lt r.oa.o tR. i$k{ E{s qt qrFf$ <I{Et"rn fie$Et Fltrs{ EC< l x{(Et{ ftt< ft"q'fn-q:Fs-q ei{iLq"{

+Sr qiffio cselts cfftfi(fir e+rq et frfrTmtT ssF qc< r et freqtql Tr{sr 4TlT "fT 
qqqm $ qz6

qrfrsqltr+ qq@-rs{T-&T efu=sl e qmB4Bq'ffiffiqm 
r

:{*ffi J'#ffi:S:g{i r{s ffiis 6slo fr'ffi q{ql aam fr u,r rrnnrs rsm <rs:r qr{T .r,r
q'*E ecq c(Ea frflq fr'sB"R {qrqtftislT TE trrr< &"I <llrrrT qctHcf rcq ffi qm' r

qQ|? Eumttu{ qq\ nqFr frslcftT +*rcqr fiwf qm,

{

L'

i

I

+tQqilqIjlrqqlr qHBtq$'RFrsilT

q..ffiT?i -ssE#ia (r-6-f) q'qstft srBErb1wr.r) q.qs'rft efits'Sr&rfiqs)

q6qq

estEfi{ qusR-{]Tq

cotqffir

o

tu qtffi+<lsqtqqrfrfrqiet r "1*tnr I rt
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).s I qgtF(fr (Amendment)
c'<qF stffifr <r+'qr"m q&TTcs Efr.s-s'{ qfrq-q ?TI rs tR-<&b v-+qta qm{ al{qq, R{rffi q-{T .ct
Fftk?rcR c{ m'rq qqitrs qctEl ffi ffia q{flis{ cs rsm qsf "iffi{, {R<'fr e R-srq-{ s-dl {tr{ r qrDE

ffi@ Tq"fcs{ qrc{ e[qlq+{ "r*x{ e q-{ffiq-{ c]-r,rs q(EK fu'l-{ Rst'l iof +t-ro 4rd'ffi I

5.1 1QqRqfr{Ertq
Seva {rEI-d E{Fr rr{mlrd wqfi-$lt'{t/er4B qfrccT{ ffi{ qfun Rqrcs ffis qK 

r

t

i

tu qffio<irqttrTftG{m I 1$tm | :u

ffi
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ffi*oqqrlT

q{ffi (Fund Raising)

{ rqdfs{ (Fund Raising)
q.s r cfs{ rafr (Strategies of Fund Raising)
q.q rfiMTqETftaffqr (Self Revenue Generating
Activities)

s i EIfu >ieruiir{qfq{<r{qfd (Proper Utilization
of Local Resources)
q lffisqqsr (Group Savings)

{.s r Cqr,fi\trqgfdqdnrq- (Fund Raising inside of
Country)

T r (trtt qa-affi qqqf (Service Oriented
Organization)
q r qefEm qffil* (Credit Organizations)

q.a r Rcq,ft qlvl uret (Foreign Donors)
n r qNsf rRql (Donor Agencies)
{ r qtfrqtq "f{H{qtqtqlrtftn<qt (United
Nation's Organization)

't I <t(atrmrr w@ ffi mr,+r lTrqrqjTlfi EsFilc q{

i

tu

C

qtft-+ <r+qnqtfiftqreI r 16tni I ra
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ffi*qql"r*

+Sr cu-u-qt nqq?' qtfts <t-{qffir s+i q'iffio u-qrH q&fiT edtv+ qqrcT ewpqf fim r qqftxq Eipt cqqlr
qtffis Er<.qf"H'f efrA-{ 

' 
quai( eftE TEBTef{ &fus qe"ta E\q (Possible Sources) cef(r' '$crfqi}'{

{tqics qd rqruirffi-{ <r{=qt s-{eg qm i sofiTfi-{ qytqr Bqq Rc'rs qqr{ fiqq, qjE{e +-irfury (Self-
Revenue Generating Activities), rq-rK qqs'G' s ElQr-s (In Country and Outside of Country),
cq-{I eqlq-sfft (Service Oriented), vd aryaa;ft s qRTqT qklqs.ffr c{Els"{{{s GkE +r" q'cq-{ cl0rl
qcllfr'{ffi slrf4{ fl lrl1.{l(rB Ttq-rcq qqf SS€lCq{ <I{'ql +gm qC< i

q.5 1qfts{"tqG (Strategies of Fund Raising)
r{sEr'{ qft{"'ffi{ qqi frqls "f6&cnR E{-{ir'fi slr(s Efi I

s I qefts6K q-{r rT(qk qlsr{ft {$m "tRs-HrT {.ls+ (Financial Pianning) +-<'cw E6{ I f,+Fr

{ire sE {frrtt qd rOcff Ezu ffi q<\ fisstm cq{q ftrr< EIT {--E <il{rl e fi#|+t fu qiffiF
qfr-sBqt{q-s$Fqrc(€qm r qrsgrcsqf{ ffi-1-qrfs"ffrsgfi (strategic Plan) q6mq6 

r

{ r qd qr&a wW Bscqx"{ {m m-+ +-<m qr< L{<( qd rrRi{Jfifr e qq]T+l*, c-dsrfr. fr'qg.si*,
ercdee e qt&{qq Eq1Lq{ cq-ftfrr"ft.{r$/qfu*ri qXrq< rrtFro{sq+<t I

4 1 ffifrspE e{-{q<'rtvrrq'ffiri frcqri q<egq(B? q{q]ETqj?fift e ffi{.slfr 4Bggqlqq36 q*1,

erEa sit"fir{ mlfl'r{.irf rr{-t q"( qd qtts{ fi.dFr+T cs€R $-{t r

s r srEi? q,ts; csql E-.6+ qqs qffis ErfifurqT &f\3.e6 fr{tRE $:t$r E r< ,EE+mt e c.e-Fl ql1'i+

oft,qf{ a'fccTa'Er"*'ti+T< eiEE egF';r"t (Project Proposal) ffi * Ec[qs,:s 1r5to er< r

s r qqqE fiqE qqq{'s Tf{6rna (Self Revenrie Generating Acitvities) eq, alsr+rft qltr€
{fr.€dTiS"lq{ s 6ffia3Egrcq1q 1

{.\ r fuTqls{ftTffrT (Self Revenue Generating Activifies)
qts<Tft qqF?r {R-se{ qmrfi-{ ${rc{ rTqqrd fiq-s sl{6cq" r+re fr'mo fr'c{erE.t s*f e <rs-{r${ s-dl
mroflfGl;

r rqtfu:r-fmqqmv<{ffi (Proper Utilization of Local Resources)e
q,frr qqq{T{ GR,o sril q<( Elst {{fIqq <ir{lir frtsE s'ffi qqK s*{r q?fisfi( era?r umr[1l 6{rs
{fiT I s(qm cqqfis s-{Er{ € €ryGr S+a ffi s-tr qfts {Bllmr rrTqK fiBu +-s'co qF I Tfr,
qqsr EFI, q-+tfr +s-"t'tR' {rE{, Iffiir ERI r{I"H e 1+ mI+H, qsFrfr, fifiTy fr'm (Sale of
Exparties), EI"ll{F{, {r<qtr+.€' q-Ye qffi off'c'ry afq"| € {lvEfrn +-df trcE effm I

q 16{trrg (Group Savings) e

qqqH q&rs qqnTfr-{ q:m.rr qfto qec{ego ffio-*.tr< q4x'q+rs B€HIRu ffiq csfi? qrrd'
effiqfrT scfisfiT <r<$ srf mrg. eiIr{ r $ <t \5ef;.e q-<EB t'"r4l<cstfrrrr< E-{T qls e t-*s-qE-s
4kBT scilTefsftT ql+qt* frfts +xro Em I q{+-(E t-o qrq"{ q+-sf &q-{ e qs'cf 1&-+ (Through
Skill development Capacity build-up) <r<-qf srru qr< r qsFji? qE {fcu ista sHryq+ qlre
Bwsrd{qcilrr"l<]<-ql-{ft.fuq+gro,t]-c< qq-ffq-ErE xqql{Ezqj"rfi-5qfrffi-{<I<-q{ ffir$ eqr,rr

s-{'Cs. qfi i Lcqlg-le i{(8? qq slls $ i5qfrfi{ *[ Aryn Tscllcq$'t q rT(isFc'f r-<m $ca r-ssf[<.

r?-{r+ ei-cgl-qfu qe-$ Efrx"rq qqcfiFr$ q{6u q({ 
r

(

wft+<m"qpr**Bxm r thar I re

j!l,lri:r
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q.s I (Ffrrf*qE:,wffiq{tffi $und Raising inside of Country}
tgaTq$ 6p6* ffiDqzqfr qql s{{6s'{r{sr sd .retr{'rfiq s dq"<t eqw{ Errr qrqHr q-sl-s-cr c-{-fift
s (<rB-fift fiZq m,.i ftx qrqf <rB-ffi I eR qiqr s{{rs qI{K{E s-+r emi=mtft (service oriented) vef
Iflql{Tfifr (Funding Agency) qa{q?hfi+1ftc{E|ffiffifrr<u-ltre-<'f m-r6 "itr{ rfiqqrqtq{rq{cs&e
fr'E<,t 0i$Erfl r

6I 6qqf eml{flfrIQt (Service Oriented Organization)
q-<-+"i* s 6q-s+tft gss qffi ctr<T qqT{rtft {qr <z*rq I qs{trH :rrqtnq< nfrEfrE qdtTs $fts
{teFqq5q s.rder{ '€ €rs-fl &frs ffiit, q<|rfr q+<t <F qrs.lrffi qifif{, fikrift .{<( qftsq qqf{

Tls qrr$ I q{<rt{ c(qlerqT qrBB qrsl qlqH ft-4b 646E q{ {sE +1T qffiffi-fs qqq *t6 e
qqerurE-raTft c(qtqgr$ emffi-Tqqr$fuft6s ems I

q 
1 
q{qff+Ift el-*fiT (Credit organizations)

,{ ffir$r{ s(RFryE rrt{inqs fi&n qrsT qsqi $ v<f qqiT+.ift s(qr ccr{s qr+lrFl-TE sq {m {r"f 'ER.f

sri L{q( sFs<Tq-{fift:{(qlc{E[s xsfi{q q&3'iT q\5js I&i{qs W €f{:l e ftr,ts .ttst'qfffis.
qdq|q effi 4"6 ellr$ r effic.K s*fqfi-+tfr rT(qtcTqT ,rc<r "ffr 6( q{Ws ,{T TtT
frfi{stffi Emqrgrql I qqyfs qEe fi&{ {BrH <r(T qrisTfu qqq .}Td ,aq&erq-{

(NGO) a1$r{$FBfrE +ffca +.r qfrvt erl-{ srq r

q.a rffinu[r{<qf (Foreign Donors)
sl.fs.{ E-*xq' s "lR'F'lFr{lT ffi-6q q mrl F"f RX qlEi c'iqi Elim qffiH qfrffi {e[ fr'ffiq T{67

q1'slq,frT qdIrq6fiftsl w:{ all-ffi r <Tief{q.{ qr$[<-{ 
"srke frEr-s W-flT {Frzq '{ q-s-{ q|st s'1$ fr&f,"

€fsrd-{,s{-f qsr"-{l{frfrroqqf qqffilFlElfirq {ltrf r

+ tnliatc\Ef (Donor Agencies)

'{ ssE qfsf c($ cn3€:IrqT USAID, NOVIB, SDC, DANIDA, NORAD, AGA KHAN
FOUNDATION, USCCB, CANADA FUND, WATER AID, ASIA FOTINDATION,
WORLD BANK, EU erYfrR rrq frrqx-sfm Ere"cl"csrtB' r

q r qlftqirr effi Leg qTqvst* :rQ' (Unite d N ation' s O r gani z ati on I
c{zqTt q.fqrraft c1qi frfi54 qt&qSrT{ ffi"i fr-E rrSq| =Ffq STe I eQ c-s-q'q'S{l c{q 

"rml-cq,"lwrc.lma ={sE? fi-"=lrum !T<lr{ eq&sfi<"(Ts sqr$Ffsi FK ?ffrs r qt r{sE irq{t rqrg qfir
LJNICE,F, WFP, IFADEV, UNFPA, LINCHR A-EBa ltx frnIetr< &g.Tcqlqr r

rf r <rgmq-rt q-{@ fres mrm r{Rmstft {um q{g
4fiqrffifi fiBg qls.I cqrffi At$fr{q q<Ro r .{t {lE$fr,.Fq{E '{{&em-{"{.s Tel+lrr fifrX ++g"
's a'f{frru eclqqmffiio} effi 4-63 {rf+ r BF1 qtt <rfr"fq, slq1-g;i qtE sfr"n. r{qkryfs E$-l4fq,
qEft'fld qA $R"rd, 61+pa qoKi'{ eyfrT qm fr-raq.e-m{ E€qrsHl' I

j

i,

qffiaa$aqt*frqmrth,{qlr+
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56rwrr
{re? e$,TrrqFfirtrt

(Budget and Budget Controtling)

ir r<lrqf e<i<fffiEfia-g{ (Budget and Budget
Controlling)
s.) r;rr(ffiq{Tr+{Em=tr
s.q r <rrr&d emT

s iq'fgt<xmb
q rfiq'sgqfrff{qqlqrrqB

,?.E rTfffiEefqna1qffi (Process of Budgeting)
e.e.) I T{<66I <Trqt eH{T q&q} (Precedence

Budgeting Process)
e.e.t r W Etr efr's <rcqB EqT{ qfu'{r (Zero
Based Budgeting Process)

e.a tTnsBeFlfinir {qm,IclF (steps of Budgeting)
e.8.) I Tfiry wl-{, qcd{ :ffitrfiq (Aggregation
of Budgets)
e.8.t, I qnmt qs@ls qfcflEil (Discussion of
Budgets)
o.8.e r q€E {rqFrstftr{k{Ie t{qnanum
(Negotiation with the Sponsors)
e.8.8 r<fcqtqf$q-q (Approval of Budget)

'r.c. 
r <lzsiB €tqTrffr ftM (Principles of Budgeting)

,e.s r <f6qB Fkl-sq q<(fiffi (Budget Variance and
Review)
e.1 | eI{Ksq (Observingllvfonitoring)
e.u r \fiFfo {fu{q{ toft lfinancial Reporting)

I

a; I

q.]fql+ <I{qt",lTfrlB$ET r 1*rxi I rt

' :r;,1r,. ) t.., :; :at -:i :. |..:
i:lliii:1r'ri,:i :t1ir:t.:llil::

,:iiiit:,+t::.,:ri;itn:i;i,trjt i.i.!i:rii : ::i iii r
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"rfi Curs"ri C{qf< wil?i+ rr*{ql'.r.qm C$@ {ellTele.lrS qiffi"o <<]q <I "fiZgri 
€{clqrd{ (Proper Budgeting)

ffi uv-s1s ,e+g"lq'r TEEg qsE T'ff@rr{ q-dT eizq.rq"fu q"fH{., sFfu ffio epa-6 qcef{ qA <fT,
<-qmTs qrdT 6d-$< <r<QE s rlqlisepfr< qlFfs fwff{ ss'r r{dT{k e-<F?-qr rrffio qr-qEi s1H{cisi-(< qrFfs

<{r{ <T<'ircIt q"mr{?i S"ra .srT c-s.Rr"tffiE r

e.) r4r6eH?rfiirE?ry{r
qrilsqE frrTls trkrrT qt(qt eFr{-{ 4-fi qT I

I Rffi qaq $fuftfts € Elfi.-slEs efsgor:i.prr< q*{i €fcilteftTqcqfa "tRst'tfi-*'r++A r

& +ld's-trsrr? qtffio fua.rm q-$ q+-rfl{ \stFl-+.tys rffi$T :T{e T{-o,q €fmBTfiT q'c?is s"fiq
cq-sl I

I ersffi{ CITtq e erslB-<'stftqr[{x.fiTT{TqTEqffiqaxrq'f{{ 
1

qEtgt\e r{QEeFrETq-{r qmlwfuq?eF{qqgqHry<te <tcetqcmffi{q"r< eoBq'qls'qBffi$'r

s.\ l{Effi{ eFfl?

I@rfrl@
q:q-s ffiT (q<ry) 4rffifir c:r{lls qrB qlffis frfr-crfl'fr) fist "rfff (Bs{I q{ (ssEK) e-*' eB <e{
qws-{r{ I qt<Rst$fi-s{rffis {fr-6-gT[q6qlfieeqtqm r

frffiq@
eQ ffi qsufh-ffi sRrrs q{q qs( sfiks-fl-{f qrft]5 a. <q{ <i e <'q{'<I 8 <q{ qeFI a <qr{{ q-{l
efqs sil qK l q q'fqT ATq? qf$ iTq.m q1fts q{( qeffis cElTEf (qFW"+T(E TqEq +T-m r qfr
qsqiBco ftffi !ffi €{i :T1{ffi ftffi s{6t cfl{r.tT q-*. qcefs wtsT Esqefr-fle q-{r+ fir< I

s tqMqlrqt
et lirgiB qffi? qtgr qqqm Frcd*irT 6rigt-6Ts qEtr +-fi qrs i

trffi,rsqRmwr{feqt
qt qffi eFFrfl-{ q-{r eqg' ffil Er<, {I "tfr (Esr{f{ frw-t q(q"+ 6e1-56 q{qq s-fi Er{ 1

s"$ | <tqt ef.|Trm qGFsI (Process af Budgeting)
vilql-atsc frq-'ls Eetr qfur <tcef, qqT{ q{f {m I

e.s. : I tf<81$ <frqt qqs{ e&$ (Precedenc e Budgeting Process)
frqir<q<'e,rnrco<l\sfiR6,{3q {-{rt{ €r+zfr< qst ffim{ +Ff-+n.<.*mTs<Trsntr* ck{ft{ifig'
Wfufu (Money Inflation), wf<t q<ET {<n (Possible Depreciation Cost) e<( ?q-{ q?{'K

slTr{ssFl{<u (Contingency) misf st<,SftE <|csi? '{fuT[-s:Tittl-<iioc "{.{<ffit <rct q!iT{
qenT Re]R fr(<lrT s-{I Es r tis$ er+E q{cq{ q-dT q}f?fs d-fl(q-{ &&zE "Kq-S er+E qT(q'(

sfrsfr q"iT-{ +<'R +T{ Ef {ffi utRqt e EBftBg qier qft-$ii*i csmt q.Fww'"{'f e
<tsrB&-+pgqt{"F q{ qffi qfti6 <ftsfi qffi+tT {kX{ Er I Fm e-srs{ Fi:f+T qsdxrffi
sE wffi"+' q:lff" qtrq. "ikRe 1B< wHr$.r ccrm' $fl r

t-

i
-il

i:

@
qtf*+ <m$"i-{| ftBqrdr r ";&t" nt I ra

ry€C
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q.e.t r *5* qT ees 
"ftsfi 

EqSr qffi (Zero Based Budgeting Process)

lqg E-srE{ qtu"<E[, erfs fifuT e wffi d&-{ frfuv trr+s{ aLTMfts qtffio <-<rciqr {rq]zr Efti5
Etffit ffisirs qt{m6Fs *Iqj qfq &fts <lrq? q"H-{ effu'fufc< fu<E{l T<t qr I ,{8 efffi
<frqB eqTFK mm ti<ff asg cqq (arc"-s E-{lqts qrcl( akTl"f €r$ s-fi {3I ill r isr.q t"iq'6f
E$FcTq qdksfs$ wr q]ffis rdrkm q&e\51 cqrl ffi(o ,rlr< r XQir e$rE{ q]g-<\$, er{6
u"Rqt, qEKr {fu epfr frlT fu pcs qt qfurm <tests qqq-'i $Ti qs' {rE El qfr-sc{
qm<ffie € €Rtcrt'it E{" 4<( "{aE 

.4"i-fi$E qrqsH l{r$ {isr<lT'fi-{ ffim Frf$<skE qqr$fu
$ca qllr+ 

r

s.8 t<taeB +f{nffi {rc+etqq (Steps of Budgeting)
<Trei6 q"Frffi "Ersqr{E ffi"f_

e.8. I I ql1ry wmqc& q:[emq (Aggregation of Budgets)
r{Q-" ur+cq-E EtFrsE@ ot{@rr{ frfrrE <TtqTE qr?f{ qqBffi.r ffiT <ffi qqT6Er erB w{'rs,r
qHfi-s ,fqrqFf r "1eo 

q-<F.rs{ fr{fig eFfiFqcTcq qrrrqflT qtffio <<tq firt es I Hd.sr ffis
<TtE{e qcd? qnB-sr"f e<( st{GT fr&E. drB slffis q-dq c{rf s-ffi ar€lfrE eTi?,-{ ffiB qtffi's

"ffr'{f.f frft{.rcrmqg1l

s.8 .Q. t qIrqD qq4Ts qEEtE{I (Discussion of Budgets)
eg|fru €f+rg'{ +l:fqry &frq :is'f<r {l-{*{ ffilqTs qrcfu ffi frm qsq]-{ qqft? s'frffi{ 4-cct
qcllfr,{.ffi qEiE qf{EIr{'i $-r{ qs?f{ qqB? rrrqt qft-s qf6qb qq-6 {*"8 {I{cli E"is srrs 'ififi
qss, iRB? {srq'{ n\o|qrc< &fuTs efffiwq'q$*lK{ sz< qqE <]Tsitis qR"-sE{ \rl-d6fmlqT \r
qr-sqeksECs{rcr 

I

\r.s.\3 | q(EBqfqFisfftdqHpB 'Ifqffi (Negotiation with the Sponsors)

fqr uf+r"*a q-{f SftE 4lIqltT q-ff qiEE qd rfl-qqrqft qltrl qqf qcrTi qr.qEr rTIc{ er-qfqfu
qkffib-{i € c{lrfffiftrt? xHlrT qqE <ftE1tr{ qrd< gfifq qef6 ffiu qs qr< I qEisE <]rqrtr{ EEj'
qffiq$ls BsFt{ s sR--+-s-{q.lf+-{ qq(s,r 

I

\3"8.8 t<trebqfrqlt.{ (Approval of Budget)
ef+g <tzq-&q mre csBE qM cqql< frrfult {Trorr<+' <'lmt EE-5 +-m qlsi cs${ ffi q-*fEtqr{{

E-{T (eK{ qr$ qr{ I L{(srg q]'sr rT(.qI slflt $fiE +rr arce? q-{ffiFn frcTq r ft_e "rfr (5Eql

sqtr <Tffis <tru? sq qrqr< +l{ft{ft +.frFr c+'rn{m qd frsrrrs s{rfir nlx{ qtffib-{T 1fs
ssfr qfffib SfiT s-fird e<( \$ sldfi-{fr ofrEm 6qqt"w tf{ q]ffiE-{i-qdmEq< ${IIr IVIB
sffi{< t$ "ffiFslffrcHIa.I}rsiTE"rqr+q 1$ercm"t Ek'q'ffi{ (General Conrmittee) ffi
G,RF q{'ffiiq'-{ $*f +-<rs qr< t qq;r fr,fffig ffira qqft? qi{K6i qfrsrqa c.v-l qlqffi s \sq.lTqIS

wx vxtrn-t$ fi'{16-a a-a6s- q6a 
1

q.c r <t{Ffi efmmfiEmf (Principles of Budgeting)
+t{o.<etr< <trqb eFHrK cqm frcnts fr'<r,erffia eG Effiqft$ ewF frm qm 

r

s r c(RK qqEE frnT€ <]& <r qrE'{ r't$c{ eHfr's-\"lIE qrcqt EqT'{ ort r etffiv-rc< <ffit
E€H;;B ffi6r sets fiqT ffip (Specialization) qt qfi-+tE.<RdTEs frr.iTe qqlTf ol;flT{nuH

cer$Fr$ fdtrl (Trs eirc{ 
I

"t I 
rTcEK qr.B? c-<"q c$qf{ $'fii-{ qef{Rg fifus o-ai< {t{r6{ qfr.s-sr sFi+( e sffi <.ffi

{clTl{'s-<l r

er I :TiqK qla-l< {Size) e era6gs ot&sqg {RR-d frft'ro c'm6cl""t{TrcsrF{ csnr qfut fr{r*q
+{t I

rei:rqL-
vtffi aqqnnlfrerrff r l$tri I rt
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s r S-<rfr eqI{-{'i ?uft (P:oject Proposal Development) s ef$g {4fr'f +-{f6{m {Appraisal)
qffi ret<l Wffue c:mB (Inflationary Adjustment) ,{<x qffis qtr{f{ qql <Mr IF
unf* qfcal {T6{ qd 6{I5i $r<' qlret eqr-{ +-<.aE qc< r

u I €rGTrqfu {{F fi3-6.r \s qrEmtT q-$ cM e]-s-fi"}TTC{.{ <-iffiF{ <Tff+, qITIfr-s (q{-!.lffi6},
ffi-s e qtfr-r RffF {6lq 6rs fu1-q <ir(g {dE I

E I ,{sF fiffi ftd nxrft sT-E "rfu qsqm EsI \s ffiT frkE ,qsF Hfu{Eis qsl'Rfl a-{so

{F u<rfr<loqcsi{&ftF.{sG dt'rqriu 1frsfl-{T (Strategic Plan) {"lx-++wEwqrg +fu
qcqt-{ GRE w{Fx <Nmfffi-{ q-{ rilTR-s "rfrflffiI {<u (Total Operational Cost} R-{rAa wr
SmtqftT Tq\5T sleqB qiT-{ s-{'(s'iK'6. \5T qfr.<i-s{ E"fr$frl s Efqei-RItiT Er{ I

q 1 ffi4ariis "iR'{fl-{.IT (Strategic Planning) WlE s]Ssr e ryqffs qx.-T(s sT{rF e :{qa'

flslffi' .{TE es-fl Rq.r(T frRs +ra <ffi q.iT-{ +TF qr{ i {\q"i{ qiffiq q<( slffis <I{qf"fqB
<treiB e"iq-{ Eqss e+fr qq<saq ffie (Motivating Strategy) r q'tERq. <iffi eFH-{ +-{(E.
+x-a6q qs&rs finq qd qRlIj$tft c(ql slETs qrffis q'{qffi {qTf{'{ wu Eq6 sff s'I{, f5{fr
r<qlT sf<s c(E? :rr+-q Era.{ +,fr1q DEfr( fr$xsB qnd qfu € qssTefut'fr +.Ffs{
slg-{|a-fi-qrw{"i +3.(Ei ,ilffi.t q";rfirc s(qi€ qls qrcf{ qaflTef <I{qK frFus qqm xHI({.w{
fi(EK) ?tftrga {Sustainabilitg taIffiiu+<cs +lca r

s.s tltc6 FfCrry q?RfiBt @udget Variance and Review)
Tffi {tssxTfr ssI-{ rErE qffiE gt eqm s-{r'<,tffi-s &frF {fis? FGffi{ qfu{q{ etw sqf q.ft{
qrft r qrs'G 

"K-<-tr {rrsF f qTt "Fs er+a aETrs{ rrqq E$ t qsuHT qrcd qrgi rT(Er {fr :{-F s-c{ qret
RGB rert 47$q-a vrq qlq q(qf-< ffit{t ffiEfffis <f6qt REtr Tis.r=K q$sm{ f{s{I q!:{ 

r

s. 1 1 1ffisryct (Observing/Monitoring)
=q-ficxgrfr ai ffi ffi <ffi? firc'$ c<rE 6slq€ qrcgrd" Tfr fiRV +pftqs'.f <'r {fibRq Tt +?i ?g sr<'

+.if+T Effi ql | {E-{t( <liq-&<'frGnr "tfr cu-sHi"{ a:rs {$-fl q{r<w"r <t rFEks. srt q<s <rre-&< irkql

T|vF--r sc$'fr}]fr cfiTr{;T(rtI{qq's <j<$fiqT sq r{sTl ECr r Rfu efrmm-+< F{Bc{q cs{fu wfiH /
effiq,t qffi-c{ e"qffo qmrq 

I

e.u r \flffh ffi?ffiTilffi (Financial Reporting)
fr-am qrrs elrfiU+qq:rqrstfr fien er+g q<q ccEtr qffio, s afr6rq-{drq xtB-+ <t ffis <l <Iffis
qfu<rd qs\s tfirqffir y{gy'r{ effi{ +rrqE r ts q&rqqrbs** cry'&fr 6sHlT s{f{cq'{ ffi c$m
E{rrdrHl4 osBr qc€R T-{r{T 1 qfl6 ,{86{q-{ ergrT"K q c$$T q{l{ {tElt $r wa Qqf{ s{r{{ {4qq

"ffiEqs qf EEfuq +{"fry,ot s-$$qT qqf{ a-g64q I

E

G

I

$

qffi<lqqraqtftEffiri1&reti+

e,ffid-
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fiSR ll-{Ef,m (Accounts Man agement)

a r ftnFr v<{'EI (Accounts Management)
o r RcK qRsa-{r (Accounts Planning)
q 1R{r{q$tftsr-{ct (Organizing of Accounts)
{ r ftqI< q€E +,ft(E Em-r'{q (Actuating for
Accounts system)
c rqtFfufiTErl (Financial Control)

Rqt< ,ffif (Accounts System)
s.) riUt(+'R{K (Bailk Accourts)
a.l rRqR:{${r.t +aB (Accounts Storage System)
s.s r qeluft{ qtffi-+ ql'd{ qfiq Gnternal Financial Trans

action)
s.a r <lfus cm'uq \ilFfe qtql;r qqlq (Financial Transaction
to the out side of the Organization)
a.c r Rct< +t!ftilI e Rsl< rar (Structure & Cycle of
Accounts)

_)

q

qrff+<r<qr"iaftfuqql l$ter I u
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qq&flEsEE qiqtr q(BE aa-a ffi6-a s-ftmr stfsr q("Ersf \e Em]q,fu qq-cfiFr$ 66s 6-<i< Ti<rrx
?qqFffi fuK q'slE'sTfsq ts.?fifi'sc{ € €fs]$Wfi frft\o iFflt {-{sB R{f< <I{qf"Hf{ TS sTr.t qEqlf,

fu'm ftqE (Accounts Cell) ro.fu fum <i-+qPni {ffis Ec< r {*- Rci" <r<qr'Ft frfus +sm qcxr

futr kgf(rm qi{tg.lgc ftrH 4k$E-dT (Aceounts Planning) 4"i{q, m{ qq{ffis-+-{q

(Organizing), Eq3-+T"i (Acfuating) '{q(. slffio Fq-d.r (Financial Control) .{E Effi e.lrf Rss srl
cs(E eil-ffi r fiqffiFFf4nr q(freR"{'{"f ffi{IEFf I

T rfrfr {R+.gnf (Accounts Planning)
*glxE Rqm qk.saq( E"ia xqr* fura qlq$'m qffi+-vnq tssffiE I Rqt-< !T rqi"fixT

T{83 fr S-$ qr<., ft-\rrZT s-fl qr{, F'{H S-{r qg<., fS'FllT $-$ qr{, ffi El 4-{rE q<( G'{ts|
s-$ qr{ qa ffi6 fr'a<"t ftntE "rfr-+gqK q-sE@ $-{-{s qc< r q-fr cs-*{t qcqF -{tft?
mf"nw< xtz* qrfi&-{E qHrffi qsqT Rc'K fr'-\r-t'f ,{8 fuT< "ifrsH"{t {cffi'-a a-46a 1

{ rRqlq:T$ffET-cf (Organizing of Accounts)
qQis Rfi{ "tkogqt{ frftrs T*-sk{ Rqt< <j<qf csES6 sTtH qq, qmiqftT erefu e
qtmBT{ sres Er< I ftflz<T q-{i <ll(s'fui< utE s*<t, RcK rrefi{ 1+lr"i <R, (FtqH <R,
e-.{fq qpf'{,) rsfrE e 6sE? EfSHr, frqR frE.{fr, <ii-{-q Eb e€is=t< qLTrTftT st{qqq
€f€is s-{cs {rq I qqlgls 6q q-46I oft e +{+-6f Ty$ fui< <K-qf"f$ q<tqftsne {ffigi
rtr{ERs-{r$ qqtfuE{eqri$E s qftftsa-fls,qm 

I

{ 1 ffiq q(Eb <ftq.{ ERq-fiEt (Actuating 1'or Accounts system}
qqEK &qK *I6pq {hE{ 1fi6qq qq'qrffi e'ftcqnrs rqfiT,cr q${S sr< rsmt Rqq
qtqqorffi <+fr e+g1{ altr+T r qrfiB +"$.1t. {t-F rtmT{s e sETfr'{c{ fur< H{sq
qers $aT qd w{r EI-ffi-<re.rw-{ ff1ts ennne e6iqfiT {Kc$ (orientation) e qpi5cl
qEl-6{s !l-{Ef Ercs. qr{ r qqtYTs qqK sdqfr qfs-{lTH{ (Programme
Implementation) 4xei <l.-sf q .&s qT(qq', isl-fle RqR <r+qf iqta qfrma q'-' | {s<lq
igffirs slts sqr{'Em g qqfiR{"m $s q?ck ftfi< eqH },ileo {-m € q-q; stc?Km
qrTfieTftT {r{"ft <l qftsq qqkT{ <l<qf s-{r6ffi |

q r\$FfsfiKq.t (Financial Control)
effis'fiTq.f fuK q-Jqqtffit-{ qm .-caF q+ioq s{r{ $Ffis{ r eftE aksr{t? qXrxtfr.o= q{
cs-slx{ qss. c{ q-+-q."lIrci ffi "fkTfct qd 

"RE s-<T {lGI, tw ruro ffislK. ts qB:rr"i q-e{{

f{F fifu6 TTiE qE-rr3 qffi fix-g.f s}f+tx-{ q<Jsr Erq-it r

,{Er$s s.$s-d\rll<. ffiq rs'{fc<qcf s q(T5F6I, qrffo gk?Ii{ ef€EsR ft'qR qq@B s'l"fiT elmqfiT
H{sq ftq< <Fqf"Bf{ s-e$o r

ffi{ {6e (Accounts System)
8.! t{rtr$Rqf{ @ank Accounts)
el+fi fr&s qFfE € Ets q6& c6-s RflE, Fil"r$ q<q Rc"K "rqer+ qfr'sb:a ffio € ,gtqr.qFr s'{lr
erry' "rfr 66-srT q'\EIT $(c qffit ef+g frfro qtstql qffi <if(o ffi{ c{m qffi't Tics, ftqtq cq-qt s
qfrum+a ffi'rE {AF fufrs fiqrry sTcr.f ffit ER I

61 6ffiffi {Rrffif, fiAte-s,rS +fir cuuq sqt ff.tEqFoft <Retffi{ qir$F qTmes qR<t'eq-+
qIftT "IftT? rs s-H<lRmi4'iqKalffiq?Frt'eFom&fu+<}tqsftrtq tg-rs {Km r

t,

t

srFf+<mqtffiTfte{isT i Ihqq. I qt

uq{*rrffi
ffi{' {A+eo'u*ts'M*nag t},'



#
-+ i 4'nifr{t 'ikqffi-< Frmgq;eq $fu +1r{f"T q<Qo qfr{fq-{-+ fl CslE <iif+ "rdl cus+ra a:i-r:r

'q<nB 15 <ttrq Rqrs (Mother Accounts) ?rs-r< (<( fts es eFrF{ o-ri &n &g tqrx'qtrrc'

lRs]r4 6*ffiiQf,( I

:i I cqB? qd- qqr:d;fift qf*S-tq qem q].s-l xrqm liroililt q*rfft l.fr crs"tt +-o"iw q(ql{ -<t-ittr

er{rrr{ ery& tq*fri fufi<, D-{fu fur<, qq&& fur{ qslfr) fr{mq sa.{ r

s I s(qi6 ccR{rc{E.ffifilE frr{.Hl q{TtS rrsq elsf{ <ltr+ Rst{ ffiq qmis "ffrilRE qr{ | Er{
iT(€{ ef$-fl q{r{t qHoftT qfrcc-{ v.|evl-! <lR+ fuq tfiWq-*g qql sFfR{Ift "rfrmq?
q-{c$nomm eg.iw qrft? qrsfi-"+ q*Grr s'ffrna cr{c{ fficr xtw<.fifr fr-6GE s-{cu EEr<T }

(s-Sr qst6s <rls+ frgn "rftutqqta srqT ffi"?i Tls-{-+Tft fuk< qqEH qstq&, (stqHJs rs tmEF
ft-{EE {rcq r Es Gq qr+s rfiT 'tR'ErE-c+T 

qts-{ sqR.El{ s-GI ffi 6arq qqrffi "{'tvda qltcq

ftqt<"tffiqr<r

u r r+l-q FHq-{{Es <lts+ Rcr(r qer+ftrrs alq "iffi s-{p EF "ifr rr-s-qt 4g"ls s,lffi"{ft
tBqrq{ q'$gt6a xt$-a{ isf s<es'fl{ffi.{ I

E r flr?F {tei< s(wr's :l<'.fix ffiq2q e{.Em ciEi? o:fiEcn< i{q'6 *1q1:r$-nixe'"i 6T16 qi{ 
I

€rsrq r+Sx "rafxrre rfr.aiq ffi-$r{ qfuH-{ RqI< "ltqt q<q arF qqffi qtasft'+ qFFrryE Efrar"jq
qtw{ieai ++*fi'q,k.FT< ftrym$rlf a*f,+qq<sf $-{iq.T{ I s.Eqr*fr_+<ie$EEifu-6ry-6r.k-'?"rE}fia
!rr6"F sft *ifr cus.rt i{cprn q{r;{ <t{iung {(<*scf 3i{t q(? 

I

a.q 1 frqlitqg+Ft'tn& l.l,ccounts Storage System)
ACCRU frftrE "rfr ruq-* c(qf s]T q-+q.efsl{ fuK qqB ,tkFI{{I e qra+.i ffitrr{ I irm qd qq.lq_stft

Rt'r qrsl, s"qr {fr qtffi's Rqr{ qRDTEqT s q$'srcR cq,cq frfi{ ffi{ ft& q{cTr.tT qTm{frr-s qfirs EEm

"rft cuot'qlcsqrtsft& e "Hfi{qq{ s er{q-*$i-c{ I

8.e I wnriilT qtffio qtcF {tif4 golurnal Financial Trans action)
p r qffi etdgc{r qmtq.fiT qr{a mr c#? fr-E/ers-fl $:fiol#t qq-{r sfrm ceK fr{R6
qlffifr Elffi"rq er€s sTil ccq{ Rfl{ .[?fis q$ frrq{ r trs uffi"r[q 1r{rD-{ q-ff RcR csl"u qq
+'FfismdqH, {rrcE{qr{ qs, qref{ qfu.tmffifr-<s{Ela{s-fisqm 

r

a r ffiq fr.-stur: Es qffr Eifiqra ermrE.ftvst" s ai&+ur rrqt ftsG frr:,sq +-m et-r-si,Efila

{ffi"nq fi,.itfr "rfiffcra< qTC{rTr"T{ ual E"q'Eq s<c<d I fi-ffi lfiorq-+ o{o q1q6 q1rsE

"rg ftEts fte-,E qtFr+ 654 eEo +Tr<;r e<( q,qf*? <je],r'k.si$r{{ 4{ <ll(s qrs er,mq'fif-'qci
$6sFrE q{fia I &-cF..if m. qftfo ot&f E",qi{Ca-g zR q {nF Cs'1s Efq qrfm 

"q 
(.Et) &rr.+ :n<;?

rfrryrs'q{ :{r.8? ftea/erc-f, o:ffii qcfq a-ffT nlrq co.s tq +m qaitfrTtcq q{ enn 6a-ro EF I

s6A sEg;q T|e{Hr;K oqIftTmfu{ftsT -{ffl r+r:n-6c{ core tql T-{Cs 4t?mr i.| I

sf I r$<-q"{lq -'i{ftq qqslB =r+rur q-*rqfftE frr{-{ k"fakd qqeB Ffr qef<T R-q'ilei-+E +l6n-+
aqs'qaf qqm qil{+ cu-r frqrq TiT qm qqqi q-{rTI&E qrf{+ rtRqta fr"ftrc. qqeE sfi oqmt

fisHleaa. T:q'atftrc sr61x fur< {cfiFrm rtftFtTE sd aqq' qrm GT qisTm qqld s-<T nkq I

s I rs'F TFi6rffi enr $v qfix q*f qeqi$ ot (ql.o-) fr(q? T''filt qG nrAu e efE16qp1ft-6ry4
qr<]rq q?l<l qd f+-fi qqrcffi X'KI(q q{'qitr s-{(g E{{ I

s r wci"To fr-{ EIEER e ssB? $T'twqq q"qqm fu'R fierr +-9+ {efifr'sm s fr{gurm tfr+t q
rtuft-<l,q? +.m EtsfFsT +{"tm< w{irfqr{T qqi qr-TfqfrE {"fiki cqsl'd1 E"rqi"rq T-{F {G"l

a

a

qtffi+ a:-<=*"r*qftq.rqi r X&t at, l qe@
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B{sfFT +gtw Rciq frEtrt{ q"nBnr efus .{3.q qirfqfrfl <mt cra q'{s R-s.-qfu'{ Igts-\"-lza
q'qrsrq-{ ecm a1ftq as6Eq 1

u r cE.rqsffqeffiR-sf i/er$E+t's-\6i$ys $r qF*Rftrq,ftqqdqqrq"Tc{c{s'sqis-{f E'frr

"fkH (.$HqSTeR{+xno cfl-<r<;laI 
I

q I rdq+ff $vufuvds*ncszsq:rq's rE'{Eifi'dqes'qcqi<ReH.ff*$s'ff'{reB$rc.{ fi-s{'
qcKi q-dffifrs stvt Ecs iet qqtifixcq q{arl T-<ffi dKf,{ r

q I rT{q'l? s qltrs wTH" qq}-{ q{( Rfi-{ <irqlqTB-s qfq'4.s-{'sff'${ fr.sTsTfr-s, €rEcir{Fll E

ffi-s<,-fi.ttr q-a1 qqffi r[+E sfrtq' t{ nqffifi-T qqr{ ffi(o qr< |

6.s 1 qtBqp cryrq !fiffif qtqf{ efaH lpinrncial Transaction to the out side of the

Oryanization)
i{qqr{ s{.s'rq'r{ ffit{ csf{ c'{T ciqt {lR-s ffirs qftq qqtr lts'qtffio wt-+ qql4 +3r{ ef{srqq qq r {lftT
rqm qf{-o smr* qqtH{ s-{:i "rfr ruwal qr=i. ffi ftmqx q{FK6t s-{fi. I

+' r qqB? <l& qerct 6;as qftfi-q r-y$'6"rEtPtg friq"d R4ft'F E@ <l& qqr+i eftSn-r$ curffi
Ti$rsq{ "ikr.ffq$-{"Fqm rTJt(sgRt, Gfu s{Rr,qflE$ (4-t rursrslc[TsEsfrqqET fiTlT
critE. or (es) i{dr6e3 vafl' "iRr$q aa6si qr{ i q6} o-s{'l +Y.tr qRlq.rd ,{t crT'fu {iTfF
qsr$4q-ro 'frsffi{ I

{ r qsBB <-1fu qef<T qfttTGT E"1q1RE ,aqiqTc$fr\o frr6m tRTm' (oeo/- ("fiE EMl.{) Bf+l ,$s
wq qgaq. ter +-<zq E-s <r& qcHI q&tHffi'Rqt< *it=fiT xlqjffi -lutE qd mtRqrr qq'l{,4-dr6

{l+r<{ r

e.c' r R{k'sttTc{t € R{FrE-s (Structure & Cycle of Aerounts)

B

i
4kq6 *q{n

{5lE eqxe6
edfi{fi-rm

sTe

merrsR+rpt<RzsfrBe eeffi
slffi{

mexrfiq

+ft s eqli:raRffa
q1fqf6 fiq5rn q"(g{g r,€;tq.

&Tr;trlh {{1q. frq ,s Erttr<

qcsr e frclq
efusl{6t

strqril(Rfl-{fui<sffiEl"Fl
frftqteFrs"f

{{]iiir{. q${&ia"r+

<l-TqlT$qql/
IIsq(sl5{

fur"ss"i e
e{rlnr{i

sxl"rft
Balance Sheet

qtffi 3FqT,Htft&srel r Thq{ | qe

M
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otr$lrqryn

,qspffi\ffiffid ffiEF
(Accounting System Flow-chart)

o , ,qpEFqF[rftff{ ffiuf

t
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"tffi\ffir{r

rl
qqtEffi(Frr#{ ffiuffi

rryqft6q rprfrsrftE{

qcs 4ift qs(qqH l<rcr<q-*-ruRf e<(
ewffiqBrrr Eeir

e&frfta. e'fq au1Rqtm r<-+ffq $-rl

ff{s $fg ,{<q {sqlrq-d wrr csR? e<.
cqffi vtBfia er,s6

a'frfr ftq r.rm auiq <tm rr-+E(s-$

e& smry{ c*ns'$ft / qd eqrqn qsfirs

fr1ft eeo+ri

sswr s-q qlaFi cq&e{K $€iE, lT{fl
qit;.,{ ad u'ifr"C?E :rCtn elEfa <,ffiHm -E l$

6Beflm "rDizai

t
I

t

e& xnp-s 6p6q $B l qq{ eqtrffi ccfre
fr"{& qeor-+r

eft8 s.fl"qa qcr eft s-fc{"{ r.tcs q"ift .a<l

qdsqffi* @ffi or(msNsn
qg:s-o{i

Tq{l1gq ffi6iT{ c"tr-ffic,ajbE cr+z-,B-+ e-lr
qtElri; s'fElni $rc< <,qi-T AI"ii
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qSq{rts

\38fr{ {Rutr{re <r{tlaq6B
(Means of Conducting and Utilizing of Fund)

v rvqfrE {EErffi e <rE$e "tnfib (Means of Conducting
and Utilizing of Fund)
s.) I $[(+,R{K qRfiT{r (Operation of Bank Account)
s.\ rqtTqo cq{-rq'{ (Bank Transaction)
s.o r<l[qq,frErs{cf frE<ft (Bank Reconsilation Report)
s.s I !ffi74frr< qfrEmr @aily Accounts Operation)
9.6 ; qfiffr R{F frT{fr elvET-<Gt (preparation of Account)

s-c.) I {lB e etEl{frSffi (Receive and Palmrent
Statement)
s.c.{ tqls<frTRTR (Income and Expenditure
Statement)
s.c.e I <tlqH qb eEE=FfrGf (Preparation of
Balance Sheet)

s
e

a

i

a

r' Cf€QT+
qfe{T ffi{t"r{i ffixrqr* r t6 l.r j qc
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qSorqlrr

q(qm :rlffis e"alq"rs ft&g Eqq' cqr+ qqf s's$q -<F-{-cs q-s r c(nE q"m,Iq{ qq.Fslft cqt qes fi&-g.i5
q]rftF {Terms and Coflditions) uef eiq+ <r{i 

".T 
r qls crnla 1r]Nq nr<-{R fr.f"re"+<n ffi +fr nrsqi

srx e+,B {frqwfryftffi3 Trq6-r<. r .lzy@r{(?ifief1wftBn1-olsrg{t?FTm 
r

'b.) r qifq$ R{lq {REfqm (Operation of Bank Account)
qs.fiB qd eqFstftialEi csql'{ qq€ q"tffis q-{qH ficqtrq{ q-ilsr+E ETfiEEF qftx m ffi]-{ <rRr+'er+E
,{qlslT {{E erfirg'{ qftx R{R c?flEk'TFrifi'e[q{ +a-co E13 I L{qtq rT({iT fi'q-q Eqfr{ <l sHK"t frnq-<
qql'ciqlsrm qsFTqRryf< (MotherAccounts) c{HIe[T i<itsT'frsf{ ({t1qR"q-{Ic(ElfrGlB.,Firs"f

'QfQ![3q1q.-
s' I <'li(T Rcr" 6qrqT q-{'fr{fr {RrfiT FqIg qq4ls cr-q.r+tca-< +ffir r

el rqqrq crr<tvRno<mfoqq€fr"{q-T "rm< (Regisrration) +ffir r

ut r qq&e frH-s$r$rqrs."fq (sfr?ffiFiscRTqTqs) I

s r q(Et d{Hs-fsxlqrRu<I1o<14Et"6q{fq6frRs'1q^ q5;fu 
r

ciql< qt*frTls6a/E€38:rnima q{rq qfsf+ .6rrrft;r< qf4lrrd qlftT 1.{m? FdtB'6 <nrr6 ciqt'ar s+Ts-{
al-aanqoftlirc,{qr.r- qe< I c(EK <iti+ ftct< qkHq=ii{qc;isf<rrB'irqg?."Wlg {mtr-{$fi "ft-Fih=g
{.Tl

<lt<o ftctr<-{ ,ffiq nrEq-€R} 1fr"<-'{fi'"-;K c*m +rfft=fit qks&-q €E frh-irsq rrffit q.(T.$ BG &iffis
qfuffi<rrf* arx q-qfi?"c{ grfl=t s?F \fiq" T{ir "rmdc{ cerqk]q <.JT(o. <tqqt'rs <"<l"ffi "ia 'rThmr. i

$fcrF {tryiq <.{ F<lT s?fiqq qq +.fifi,iT$ lfrvjq{ ftqlg ls {({@ 4r? }Tifl ei{;r qqB? q.jicq niqTtfls
T-{rE[KqTea-{ elB rt}jar{<{- 

r

E.q ITrtF CEFffiFf (Bank Transaction)
Tifqs ffi{cq,ff cqrE "rs rrsqtfrffiEftelt-cTq-{c=d.rs<-r{ I

q r qfriry qg|g q'6{B Eratqffi qrqH R{K.fF.firs qtqn qffiF EfRfi "rm {$ifiTm srcF{ {R{Fr
ea:r"4fio n'qy qrtffi{ srTr.ryrfi 4q.f ffirrs qm r

rr r q{$tlk's- qr"qk "rfrTi"t <Iq6 curs $ryrl o-rE te or+ 4".?l qqiqq s(B? qfffis-El-{ €fsg .Eis"i

s{cuq54,

st r qtwfr'-+lef+ryAef+f qfrq q{cqr <ils+. frl.F r( c?t(s er'sterfu sd tscsrq[{{ e-lr e+t fixx
qT3.-{t T-{(6{ffi r

s r {Ils<t ru-+ Ep' \s 6F-s' q{ff< q{] csqt{ Rcf{ ,fi"ff e$fr cu-+ c<eBf{ 3qct5qs6t is qq<s{
4EtrFT I

s I s(qF ftxi< *tl*+i <ris,m ftryk<-{ cu-+ <E q-<'qq-{ frrHq q:rfqcs sqR"sq'<,.{r< l

E r T$<m-< trcl rr-m" c+m ent =fls-{stft'cq-< als-{ Ee.t'$-fi stm !.l r

E I <fi(T crlm qd tsr€rdrn{ qlx q<(. qfr{ q.rfs ed <qq-+6-q cq ffi'H qa5m qfr$ qgirffi qql'
q{Ifi eTHrqfiT $o-6st e fi-af'rgl qqqr{?F?ras rtrq I

i

rl

;

q-fd+<meiwfteqiqr r {*T * | ta"tu



s
"& 

{D'lbt{

€>

q r ,;4-tT ei{q Erti58 ffiss cD.{ slfuE q{E a1ftq 6656 q'iu,wfi?sicT nB qq Ge .tm :Il<.r"fir-T <ift"f
+rffi frq{.rl crr I <]fudr cFsE $q ?x m&?nm frf"Fq. rrrrwl qffi <lR;F o+rfr ts66=rqq6q qq 

,

$ I qflryE cur<tr E&F €{sH-{Tu qrft qkTm, q{ tcc'iaTfl{ Scq-"|i, ff6 ?W-{ slfrlt s'fl qqqf

q!-ifi<-E1s-{'q-q *fi6 p4fq ${s-6K' TI5!-{ €R'f TTrs etrT I

,s I ry\q1<' 1:1a Rn.lT xlq<qu E-{'&, q+ft, .{qffie ffi frqK q( ,{ {frHfrs qeE I Ew RqRqq{E
qfr a'Eqq cqrdr qftfr-s qd tqqsqfi-{ € {rtss" W) qTrsuwqq<Emfr{ft ,tRqcqr w{eqtq-iwffi
qsEF qrfr qmrq\5 frqn-< 4qa.f wR'ffi qffi{ +qI R'l.ffi I

s.e r <rt(T frq-€ct frfifr (Bank Reconsilation Report)
$ I qq-{ frwK "'rrqt s{s xtq c.trn Rnt< fr-ffr qfiB{ qrft. c (nts) frcqr xrs]Q TflRs qrs qnts
qIffi q\sq s q(mFct Grcs qtr< 

I

tl r T,R$ qIIEtq qTffi \qq(ffi el{ sl <ryff <R< qnC$. lImiE. L{T Ckat ftB'6S ffi"ftF C(q I mH"

E+r< qq(rtB qffis qm <flq$ fr;mx-{ ffi (Bank Reconsilation Report) eMo weg
qr{t

fi I qiRs <riEl(rr{ q]ffi e frq+<q ffi{ w$ qqqt&erql qq..'{ Rcl-{ frgtr1{efiq'{G' ,{qi
qq|{.aig|C<.ffi € qq-fi s<[E"{ i ,ffi@q*I{ffiq\$ q$(il-,s eEi}TTisTF{rciRrq I

q I <lRs' ud e'< frc-fiq Rqffi wS@ ftsatsmt qqqir Rqt-q "frn fuT-{ qEql qqfifi{'ffi s
{qnqErq qrifl ss.r<-d l

s I <ri(s +-qs q{qs W <rs redq*gu Bitq'Em fiLq ftB q?"$flE-fc.rfi ffiF Ef,{ ,{<i sTt <fuIs
ePKq. ffi{eqr< i

s.s 1m{frIR ffiEmr (Daily Accounts Operation)
o r qGF s{k{fiT rrrs rli.t qQs qalq € <nqs ffiI{' mlrt $.rr Es fr54s qrfq s rnts EqRcE-{

efp tR+n fr{a qrc qcq, q(q* q(EB RqtT fig,rc'tr qlfrVEIs $ffi ffi q-<qfrffi qftM sr.
.s{s. q6{{ ffiTl{ fifts Ecs qrErs. frm Closing Balance rrqcqctr{ +flElr{ slst xlF{
ffiffi"f I

qi 
r qg]q \qti<f qH c"EE q(qf qq]{. Eqfrrq-e "tkIH {.l6iq TLT.IqqFirr.T s-rH <kr\5 Erffi s.sH.d I

rl r eloa ftftq 4Eqrq qrfd {fu"r cflqq"ne }o ,ooo (qrI srqK) Dt+-t'a mft e6E st r Td frqr{ c"Kq

Erg eqR'6q.{ EfiTlcf )o ,ooo (q{ qqla) rm-{ ffift ErE s(qt qql{ qem 91-6 qc{fis {rem'ffi
qqfu wro qrq L{<\ q-<-<-ff Et t-<m< wrst gt {efifiRw <fl\rs qET frrc erE I

{ I Effirs $rr{ qalx qgrm <fi\r+K ,fi*HR ffi (Up{o-date) mcu <r< I c{ )T'ffi <rxe frqlffi-{
qFr <Erq$ wfr fr?m Errs qT €w <ren ftqlq,orffia <I\a fr<rft <T <rtqs wffiq(qrqs EIqrffi

<iTq$ <lrqlE frfr6s: 3-a6q: qrq 
1

B r qrer$ xEqq !{qlT s\eF fu< xiFlT {(ql-d' ft&q Er+rg-< qi€EIT riTbTE, {'Eq' € TilqF qfuE

erct-{ "ffilT"f Btq-{ st-T qtffie ffi (Financial Statement) eEE T<,c<-{ qq( \Ft qqt q{f{q'{

fiTf Setq|""ltffi(T{ I

@ I

eitrs<r<qffi ftftErEr r Thqq I qb,



@
+inii il+r;

E I Srgrs cigffi-{ {IgsTlfr qr{m. }o,ooo (q{ E|B?T) t't+'t +fu {'iq qaf fr{ dftoTrc qkrtt< <"Ef
qir{ 1 fr"ffi-{ lfr'$t )o,ooo fit qqf{) bfsE ffift Erq isl' Accounts Payee 6y6aq'qFfrffi frE
qtrsEF qkr+iq +-{'roq6< ;

E I f6r{- $]'<t{.,]sc fr'{ qR\9-l frrq E{@ q'i ?itqm 4t{m ertu frE. eq-gl {Yls srglffi "lq
(Authorized Letter) qqnslftm fts akrtlu +tsi {I(q t q(s'F frq eqq-q*s qt{ e .qFr-d qd
qqFq q€EIq (Payment Voucher) eR.l +<cs qq 1 qffi (Ecs-d XIffiq Rq "iRi*nq qF (D-rS'{

slffiT$ q(t$fi6T.{qfsfft-{aF s Ets{qFtT-{'(sE({ rRE qRr*csK ol{ Payment Voucher €
Faid 1qFE fi-q rTqns TirF qF. 

I

q I TrIS {(E ?$TE q-+q' q]ffis cE-+ s <r{.dE's]eBH rpcflsc{e c.qt E{ffi"{ RIsRs qfrq
qfffiriT (Office Order) frfutr Rq1-q $qm cc<rFci 431-c6 g6q 

1

+ r aqr+-f+Trfrs-{q oz+r +cxmfrssqrqsB? <iits Tgqsm frfirsqr{ HrfiF Er$ I

9.6 1qFfoRqRfr<aft q{lwrrcf (Preparation of Account)
qqqm Efiffs ftarq q1@rq'qfr-+El E $tf+tR'6r {ruqr$'{ q"qi $frs, ffis s T{d trfrs qtffis ftqtT
fiq{ft er€s a-d'rs Er< r slffi-+ Rcr< fi.fift ewBT q-{r'fr'Grs fisaru3 qflq"r snF Er{ I

s.c.) l{t& s elqfqftqt{ (Receive and Payment Statement)
q$Ffrffiqqffi (TIB-{, ?E{Tfr$., qtqtRs, q\sR-s') clqm{'{q'qef $B e qqtrffi&BcsqenFair
qtffi R$T er6g +-fiEEC< t,qrwe frqt6 fiqlcTq {al-{ s.{xo {r< I

q r <ns-6 EGFrs eE{ qttBrr{ &GF esB frffi qrm'{ q-dl qt ftqq er€s F-<rs
R?{ t

{ r efiqe-rrtfr4q-E efst{ $B e eq€qc{.{RcK etRq'{ft-{q-syfuErq I q+?skat { s]s"s
qss$fr qqfts erc{k e ett& e eqs q-C{ s.{5' s Ee fr<aftcu Eg*t orro qm. 

r

sf r "$<fr xfcw TrlE s <ri$T EqE qrqf< Rqqqltrs fr<-{ft-{ q-eF <srm qrq 
r

s I rtq.k+ &&F {Is s qq-s q(afu Rqfffi"{ cqm $qfr qqm{ sapift \sq€-{ eTK@-$

uqfrE ftflrq uqB <qr(<.-{ fuIr{ ss$s r-{(6 qffi 
I

s.(.Q. tqIfEIf R{R (Income and Expenditure Statement)
c(El-{ {rdi-fl frfto q-rq< qefr"s <r{ €qq <rffi{ q&frF qeEI qrB& q'Fr< q-ff qE fr}iR ffi
q€\5 s3l Ers qr{s r cT{r{q\s {]qlfr-s <l. TRcfr-s eftF .{E R{lT fr-{-{ft ,{€s srl qr I qE

fulT fr'<-{fr etsrc< ffi@ fr"ffirs lffi q-{cf,.f +TF qra
4 I et$rq{ onss$ft q-s-{ q-mR ete qctF qm R'c]iq fu3}-q'i rr< fr-+Efu qm <H' Rnr3"'<
qta ea fr6o qis qr{< set frFmq-s-{r6 qcs 

r

{ r ql-eq (Revenue) c'qsts rKfiT <m wqa fr-<'<ft< qJT sqfcr tffi{ srrs qre 
I

t r EIfr c*rs':T{RT q-{DT yr (Depreciation Cost) eR fr${ fr-lmftrs rm$ +qrq
qmt

s I {o-s$ft ylg rr <rcrg "tkq'iq L{<.( <{IqTs qr{< "ffuft"H qfaal se-{'f s fr#q{ s'(T
Bp (Balanced Money) aaq qaffi <iT s qfffi{ "tfrqt f k{{ftis &gq occu Effi r <ET

t

i

@ etff+<r<qPmfi&xiqt r 1$tai loo



(.lm q.lg s <lr ftcfc..{ cft{ 4<]qTE- wrefu pqrr'-; +=m qffiq q?i<t s.ltfu <lr € qirr{

"ikrt{ fia4"r q E-w=rax-co er<'- r

s.€.e tllmm{bq€\E-sfff (Preparation of Balance Sheet)
.crB frffi qqr "ift {i{K q'.{q .{<i si-{t 's {e sqf;rq{ q<.ql{ lnu: ru141t fr#a xt<lG. Er{
rrfi q-s i €q"{r q}trs RqIE e&{'iT <rBH -ffi q:oro ss-ft{ 1q& e B"f+s"t frfiR ffis r

qIiETf{ qb q€rs{ qal frcXfs ncRq{q q{ffi.f 
"-{t 

fl{s tF6;
F I csqB <Rsfr-$ crexfirq< (Traial Balance) E!,€ qrek &&rE <fiqfq fib qes s-ff6
qF{l

q I q({-{ qlr <H R{lm,.{ Eqe q*nt s1Ets qd {E sqfirlFrs (Capital Fund) R"lfrF
q':rflsqrq 

r

:t r (fiqtE{ fr'& qrpffu fr(T iTem qlEqT Teffi e 6q-{K iscr {*i?q?T s rentrTffi Erm'*f

ffiFEffi I

e i {sl;r-'qeiqifr 4-rK sst?"i qfu e qlql:ffirlfll niq qrs frraT'i q'er{I q<Ee$ 6-m ,{r.elB

<qr{{ qrixm.n ft6 q-d.iTq q-sqg T-{cs-Effi I ,qTs-m q<.fie c(qi{ ndfu{ft "tf<srEs &HB
ft-ro <n r

e i Wrs cs.?K $s-qT r=t iq s cqa..ta erB srfr-"ot <rrr=qq fr.F< qzqr qq{q sr{6 {ffi r

I

t

a

d

*

effs <l-<qt"r"tfifrErfi r qh ar. l'*l
ry€f
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vfdqq$t{r

ffi{Ilr{fiFFqsaPr "ffie'
{Documentation of Transaction}

1t rdH[qq tFRh-trf ,Etr- (Documentation of
Transaction)
..5 I ry1q QtB o $ll{q(tFlu (Reciept and Payment by
Cash)
c.t r \fiffiF 6s eFTH s reilq fifs'FrPffificf
t.o rqtwf,mftBfi (Writing up to Basic Cash Book)
c.a r {&rr{<R (Irdger Book)

r.8.) tcHK{ {F"Tr{/ 6qqK<R
1.8.\ t q<ug (Depreciation)
1.8.et<COgteSftq<iT
q.8.8 IqIIHftR{R

q.6 ; qiqotft qBil{ (Subsidiary I*dger)
t.s I Citsilfr'EeIqlE (Preperation of Trial Balance)
t.i r {off'alPil;r<R (fetty Cash Book)
r.b I elsifrfrfrTTqqFRR (Project wise cash book)

@

.t

s

.1

ff6a{
vtff+<r<'qt"wfrI&xrer r 1$txr loq

l
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i'.:i.li,i::,,1r,.:,lii i
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iTdwqlt ls

cW{ }-qqm q&qm qrt{o rr-qffiT .rrtr ewq{ frm I s6@r {ft}tfffl qef$ $I'{6T 116"5 q{nq; 4rrmr*
ffi Efu ftqq rsr{- E'f 6fir <E qmft EFT, qRftB r'ft, $& qqf+ qG#mm -si{ qqf{ qefET AqGf 3}-q'(E q-s 

I

a6q qq-€' 
" {Qs qd-q T* furm <q[Bx(T cq<qict ffiT fuK II<E|"iTK q{iEq" 16 r qfff+ o{cq-c"K EqT

{efifrxrT \e sr{ffi's-KE <ryltr<sat \e qR<qrffK q-fl nq frqlw ft<<ertq-fiT{ $1rffi I

q.l lwtq'cllBs gFIFT:rRW (Reciept and Payment by Cash)
s I s$t'€ {?tq q?Ff (Frs qfs s {R'6,ilR8 q-q qffi fuFr q{qFr <Rro (Cash Book) frPFq-
GrcEiqm I

qtt 6{ f+I;r qTD'qf qd qq15{-{ cq6 q1rq&s qrcf1 -'E R1K"m T$ft{ffi s&B srBfi< g€s
sSIg atr<-l

{ I qqeE qr$ qq{-{ q.{a--tT q?ffi q-iT mT{ Es{ Ecg qqK qtrr qts qtffis rur-<Fa +ffir $ s|fr
frFrBr $Fi ffieB sl€Dlr<-{ q'fcE qRqo a6E q$ft{cr qRErFq ffirg. Em i qw,r{ ET alPi <&Cq
mel]d qEm qfu{' qrflTsq sjH ffi&"s Blgcf ffim qrq 

r

q- I q{ q1pq csrq' qi.s qrck Eqq q{[q{ eimffi{ ffis &-{-{"f (ri}Etlq{ qff{.$lft q\E) ,${.qq,

<fl\{Ff qF, frfrK qqfi <-yfr &e+ wm<r< r

s I sqqK u.mqE-s €:f-scE (Revenue Generating Activities) frfrffif"ryu € EfuqT \5qfrFT
qfrq'tq (Tr'tt ffirql, .EIe<Ft4 eVfrl {?IfiT'flqc<qiltffirsqrr i

E I EftsT qqqlg mE xrq.ll]E @rgT frq tRr.tr<-< q'E{ q.<*$q qas frfrTlq]. (Procuremenl

Policy) q-fld{ffitocm 
r

q r <fis$'ffiTfficq"'{ (Banking Transaction) v{t'x*fffixrxsrl.,Iqfus effiftmqm r

q r futq .fi..?itT Tnr{ {?m qd eq.trT ffiF-sfKt }o,oool- (q.i qlqK) tsf$^K ffift q,ql" <FiI sfim $ I

wr &rit EfrRfu-s erq <mbr&o qQfuftE-si, qrRT <r*T ft-{, c-{'fift BE Eem ?q-{ r+t{
xtrqa +t-<ri) F-eKs{ eftE q-Sefioqc{m eo,ooo/- (fr{ qrq.m) Frfi tfu qqqq{ RqR *ttqt

c(<s-"ire-+os +tKeq 
t

<l r 4cqrs ft-a 511a qx.lE.t (Cash Closing) sBrE qrq q<( Tflrt qItrffi bsfr +r< EI {afifrxrq
qKs$tffirffiEr{ 

I

1q 1 
qfffq m emFr B +rr.rficsfift{ffiEcr

s r (E-r{,il q$'6{ ffiFr ,fisilqKcs qd qfrr"tEq{ c+m qq&'s ffi ffiH <{T st $fl}t <Rcs
frft{q GrF EGr q-{\, fiFE {tE'Ers{r scr otls{tqfir{ il[ s qqfrs 4REB, cDiF T(, cuq qEffi{
stR"{ cr-+' mreffira {qBqlq EcB"l scr "fisllqrrdr xlrF{ EqG[ Grrci qr{ 

|

{ r qqf qqlq qirqq (Paynent Order) q-{ r'tqi(E ,fl\gqqKm qtffi$ qd "ikffiiq ffiK fficE
(F'oruarding Letter) {strFrcr Effiql s-{ffi qffi 

tffi xfrs'srE cqRs"tcq

qtffio<i<q,'r+rqfuffi r ?h*i l t:*'
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q.s rqryslHERfrq{ {Wpiting up to Basic Cash Book}
fiQ e sitcrs-{ ${'fiq qd slB s qq'ffi"{ (Receipt and Paymenq qz'$s?frT isey q?fiFq'ffi 

Ery +ft <frns
frFin6 +<165 {cr r te <frp q$ (Debit) .{<( q<E (Credit) {s,m EE s-6< R-qIT qr+z< r qft aq1qsrqt3
.{sEF qufq qd fE;tffiq (sr"i) q<( q"r<Bcs qr'rqn {Efiq-{ (<rT(0 qq \5qFTE Teflfr{'ffi frPr<q' +TCs q({. I

Xry sifri <R ercTe 'c\ts <lRs Rryfs e et+-g &fur <rTi+' Rcrrffi qrl frqtg ftqwerqT wd3.{q F$ fiF
all(T 

r

T' r q&F<fisqRqxFTwT t?r "Jqls$if{sR<I{.Elrffi'ffi'eK r

cr r qFfrT-ff.i<Rs q+t T{rfqs-sTrcqp ?[+-FEm I

rt I q-$-q" €rsi-{ aiiE ed qfs € qqrrd{ ez.slqfu EcB {?fifirl,cq $]H <R(g frFFq s?Ko {ffi qqi
.{Ft ftm EFi s qri+'s-qlrr sBiR Ftr tEe" qBfu \scf qq,f!. +lrF qr{ r q q-{r ryp qiffi6t
ffi+imurcs EfrEEq. e Rctq{s$'ffiqqma $[+-F{c< r

s't ffisrT er$TT qqlts qa Rc]aFq, cffiq {h-{K qqr srtt <R{ €fiB \s qqH 4Elrffi elHE.qrT
EtEn (q+t qlmlr) qrq{t< rsm Ec< r

B I CEr$-?r n]{Irr $s qT?f{ 6rffiq $lFt <Rs <nse Fqlrx siR"t e eD-s a( w {fr-+<.t &cs'*l sffi
qefffurq trt frFEE Grcs q({ q{( qstq qd e1ft{ cxrq eft< trqc s \ilR"i E?ER[ a6 qq Er&
+qtffi cs&e ft.<-<q frFxq. ffinE {r{ I

6 t q?sla {ir:{-{ i{s *6 ft<en +-fi <ko esfqs ,r-.all-{ &&E Es xtrry< eit$ s tftmifils qffi
ffiiE R{r4. }j-lTI +-{"16 {r< r E's <t{ q="aq< E" ftqr< -il".tlT s{B $Ii{ <R{ 6tdlT {lq:< (Initial}
s<(<.{ j

q I llc6 cqfeo em',qfuqdtsrsm:{-'s q$< fiF,.5E.4A<-sfr+nr (Contra enrry) rl{jffifqxtaE'o
s<(E {ea i .{[FE +fT{ <RCE st€o'ta;EtTi{ EG?t $?'rE {m i 6G Sllfl i'l(q. Eqq Cr4' ar qftE
eEiIqT ffiaqTdlF fm.=f(r..T (Contra entry) e-Zfiq-.T Er< qi i ?KCD-{ E'{q ffs A qfex. $-s qh]r;r{
rhx-tsBTI-| <,8<s =iarr-< "jT-'rmftsTfr'Efr-c<qqq<lrso+em effift-ro qc< 

r

q r etBE fi;rfi{ Blf"i qftF frpr<q' srt< fl-{ EI riffir/ cqqm <Rp tfi-roex'tft frFr<q^ sr(E Rtr{
qr(, Erd' 6pifrig qrstB fr"m qr{ 

r

q.B I q&Tr{<Q lleoger Book)
r.8.) I qFrliFr {eflTl sqq]ir<Re

effi ++e s Rqtm<q-{l oflEcxtfr {Head Wise) qTs<rc{q&qiq{$Axrnqi<s-rl{q-{r ffiqlq
sR ,{sE ew-p$frit< <R r cqqf{ <Ra ri$rr wc+tst-$o q-qq B"ms e$-q s frrH frfrs cffssTi$
qls <-f{ .s ESv qirrf{ Eq-<"qa. q'F"l:tru-{ q{ I rdtq.6 <R ffiqfffisq s q(qsr6f<'e-q1 frq.fg' ftTeTql
E]-{ffisf STt frr effffi 

I

+' I €t$orsfr q$ss ftqH s a1-4 3fra u-+i trs $a 6ffi qft $-q{r{ +-{'cs {rE I

q I St{K{ =lfuq/ fr-$T (fu\o u{Tlq q{1*{ E{l{ ffi<-{ "fl-acx E-ra{ s{.{s qr{ r

eltioextft (Head wise) e&F fr-q]T Tel{ fuK sr(g q(<.r rqtq s{]q cl.lE (principal
Head) t"t-*lfeo (Subhead) fiss efn E"r-qfiE &ft.+ gql< <s.if(<,sci s c(lcFct $-{"(6
RT{ r

{ I ar-m{ e*r'st 1@ <wma !iqf<-4 $dea- ERfiq frq'r:r frPi-<n +-{'cs q6q 
1

,t

;-l

tl

tu vttr6<r-{$"FtfteffiT r 1$t n< | osffi



f\{bW
,'.:i 1., 1.'

-!l

o

s I qt firs qfrE qIffi 6q6qfiT Eef'fra-{q. +BFs ffi@ s}H <R{ +fre q]qH Effi{
S-{fs{ffi I

e I sllei <fts ef,efr[qa frAEE qffi-+ rq-ffir+{ Ectr {F1E' o) {qF) c€Irfi qfi]E rEqI{
<frEs qqtFxzq frE'<q' T3r(6 {r:{ 1

E | {Cst-s'Tr(q'{ c"l-ffi:Ti{t 4{lT cE.qiT<R(seFFqTs "fl€s$ftqtF{T 
(q'ftTF'{

WmEstffi $siT t{ qr{rqlq{ Wr -a]F{ (Signature of Approval) q{r<-{ r {ftxfq
{Ledger Book) c{EqEE€r+lK ECs eilcs 

I

$qHKqqe-sm<R
gq{srfr q&an <R r

18.q t qsET (Drpreciation)
flAT'lSsEtrsfrlQ morc<-o q<(q(qffifi-{fr,r'Rqq4Ysqtfrqs4p-{Er<D:${E", 41{+Xrs qcsr

{1su q<bT qn-Jr &frIE qrcr+ rq{ qiEir q1'ft ,{q1q3 {qr TIktr frfrsrsg xt{rfl qE 1-dr" EF
ffiEf<' r qftq-"6u qflcr<q{/tmeqla q< q-{r eftss-{Irq(3tr+-+csqcE 

I

q.8.s I qrsfl's mqqfs
$q qq$nErffi fir{ c(qK qlffis l?-+<ft ergu4-{l{ ${{mrt s qfrq 

"KE 
qTE$q-{-LT{ Tt$rs .'sr*

Rrr{ R"d{ftrs s-€F s-{'co qr< 
r

*
r.8.8 tc{t"tftffi{
crlfr fiB +ws{ "F{ {tfrs Eem <Rs"R.s qm-<mrr Eqs w<t xrB& 1r \sqfrFm qlnt q:rqr
s*{mErd rn-r$Tt{l'{t5E.qtET 6rral qqiq,ftT<I{qeft"fu"Ferrf{F<roEtrE I{€{efsl{qFs
€ qraa? 1o-qt qqqqK \3 <i?:rK qIlEc{qc$"rftfun<tcg"+4;l-fsE( 

r

t.a rq${ft {ETlq (Subsidiary Ledger}
o r qqffi {ertr{ ff{rf,{ {f'rTluf,{ frA<q 4{q'q{s Rc't6( Et-ollE (Sub-heads) r{'TS F frH
Eq-s-rfir {fu1q, q<<-<tq+tfr fr+lqtffT qfexH ep&) qqas.r €cs qm I fuF fiBa-Cfd Em-.B'

4ft qQdfia mr q*qrft qmff qrs.tqr fuE c"cx$6i ffi'rE qr{ r

rt r qEstft -tf*TtlT elq{ qR#T q-$tft c{rEr, rn'aK q'rq q{-irq qBbt{ tr'q sJf-f tfre qq(
strfl"|ffi e =rBsrm?r+i< ffiqHBH.t+-{ruEffi r

ef r q&fr E"r-qus$fr {Subhead Wise) <rrffiT $fi-s c<I'r+n rTi{t{-{ {f'rTIn.-{ frrcE qs]tFrcx

E'tqBT +TFEr< t

r.s I Gn€$fu eW' (Preperafion of Trial Balance)
qfufi{ cs<frs futE q{fq{ reRb (nebit} e rmEB (Credit) cq-{ cclcs m$nfrs" e€s'+sp qzq 

r

meqifr-q eErs< ** 
"*qu 

fusqg;-
F I TIc ffi$ frlr<a qlffer€ frlxtgt slu'rcs{ q{r c(eB funm-+ qrffi6 Rctu<r sRb e mffi
ffi-q cTrq{ Gfucq crs$fuq' qeiosrrffi 

|

{ r e& Trer{ flF F{ ft-<rry efrfr furE "[Ec{cE{ tTs frfug sqm qcE l fis-s ss$frq {€rsq.
e-qi'EsxBry-< tlsextft cqFiF-qfrrlm cuftb e rrBts cq-qn{{&en<.< cryuqqrqfrFr<a v qyrfq
4-{(sqCT I
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1.r I "{Hrl';rrtqF{<ft {Petty Cash Book)
4frcmrm W W' wffi+ rq-*rtH-{ saf q{q {tm?rs1m qq<srt{ qry {r$ q'fldq <R q14{1a +Rt frpl 'fl6{ I

{s{l q{Elqfsi'i"i <ft qs<s-("K cqm frrym tr',sTqHT qqn-<"1 TEI 6{'m ,fl-ffi I

+. r qB xrffid 'sclx sr fiq.cqt qfrgqrg Rqnaso qTffi{ $&1{ {t{l"c{ rrrfiw }o,oaa/- (qrp

Eiql{) Blo c"rfr+rr{q&sqT-dffiq r

ct r RF5gTTAI 
"{D:il "Kffi ffiq Fiffi E:r q{{€i q{fi{IE frPrch' € qiE$ci qrcrfr 

l

tl r sofis fiBl. q-$ff i$v c"im +rlfir br+"r xcfiFrm qrr$ srp Erq I Lsdrwffi Rry< qt$frqq

{Bill Summary) tI<r'gr sefu fuf<.qs qsl{q{ {6<T @-q1-iT frFKh s-{ro Etr{ I

q.ts | €i-stFfrfrs':TTfEFI<R (Project wise cash book)
rTqK sr{q, qtqd e "iB&-{ ffi-m {.6ilrq-{ q-$tfr er+-g fr&*o q'iqlq qR (Cash Book) <r-ff<' sst m'cs

"fc{t€TTCFTqsqr{a-erHer{plsBer+rfl{qTeslg*noextfrq'Hqrffi(ctrsftflF{cff{elElr{,il€TlrTg.{
tffi I ef<r-g &&+ +rp.t qR -Ts<q'rH q"R qsF q"{rs'{ qfr{i qoq ffisrs €fsrfl{ qtx <lr'{q E-g. efsiq-<.
qf,siT B?E q?Hf si?& qGfs sfis €eti q-{q B4fffi qlqI w-{ qr 
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ffiqst*
q1qla:F{q

(Assets of the Organization)

b tq(ElTWtq'(Assets of the Organization)
u.s rEfr+t
u.t rqtftqqqBT
u.u rqtftr-rm 6ffi?K (Inventory)
u.a rqftwmfr"{ffi
u.c I l{slrfrst qR'owF-+te<,-gc[ {T{
b.s I lrs,fmq<rTfpffi {q&
u.r rqtftwrcmfr+r/frqfr
u.u r q1S rotn qa q{ c{rGF \xq, qr$r{ q!qE{
u.a r el+-f, fif6lqo4gqaq-{qT
u.ro r qlft ur,rfmr qrrefin q6Q (Physical Verification of
Assests)
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u.r rq;R'+t
{*snR T.F{sr <ls{tirfir-{ ftef esqiT i'm BT F-$ qst{I €f$6[ (qlffi qls frfuq, {q'llB, ft&E <R<t-qq',

qTl{EEE q{( qlTT{S +tfgCq fifuIrtTE ErST € $Eqtk C"qq {-{[3. r q-ft cns+ :{(w fl T+-{ !rEq'

?ftq*,infr$iqfrg& om, sf fiXfrFtsrlTq-s,efr t$6inm I

s'rTer{ffi qErFis&-<-{+T{ qrrqcm csFf Er{ r

{ r$rqmqqT l,ooo ?I+-iql@mq I

,f lq-a?Eqflt{qffr<mXm r

q I q*m 6eF6s.qtFIo$'tstsffiErsq[< r

u.t rElfrqomeir
qw $fr qdpfq fif{fi-s futt T-{o q${srit-ffi {dk-T "rfr ru-sqt EHI @slq'$Esfi €ffi | @rarlr 6s-G
,r,frt {fr crs-qf q6tr{ftBcIETq{ffi"r+-<f Er< r

u.u rqtftx*mr 6&tm flnventory)
{sqf{ $fr s,Ee{n"xqr<< scflTet R{1.{ q's<sFH'{ qqT qE-se et c&?T qi<Tt Gi'(E qm r et m&?t<F
cs<st \s Esrctft<srcKqq]frffi@MsTE-<-+s-dl ficE qfm 

I

e r qrft irq,{m:{ mefiffi r-{frT l]x, :ptq&< ffis-s-{cr q\ q|eqArg.-e, {6r, @'m-{ stREI eryB
E-m"qmmqm r

q I G ffi'H *fi< eft Teffi Grffi ctm qtrtR Ee s*rffE ffiE ft<-sq qIfr r*rm-{ cr&}rca qqT

fiscqfrPrcq"r{rs{r{ r

sf r ej-{tr"t6 
"-qrs'{ 

r,{T gi*} s-trqa q-{-qF- s-ffik-Wq frftq{ (Phy5isn1 Verfication) +ia er,B
F.-frq.| k"{-{ft qes +?eE {rE r Bs fifitT f<ffifi{E Wtg c="FT s{q }riqf{ fr q'+-q sr{rrycl x-6E

<{Trq €s 4r-6n-cx^{ rifigefre +glzx< ,11s3's-{ eHlT 4T{H1g *f}rcs qca r

a r qt'ft reilq{ fr*R6 fiffis q<'Es qni (Depreciation Cost) ,qB qE{ srfs qv (Actual
Price) qcu qcrfix"c{smfrFqm 

r

b.s lqlfrrrqq'ffi{
qft rryfn q&tr rTcqm qsrs e+gt{ Efr"a1 'lrdH T"Gr I FIrE[.ef, qE qqqefi-{ qncl rqffi6 fiGS rsfi <f
is'qf <qfs?Hf E<(EI,r-F-6(tdefcrfeq@lq-{{Tf{ tq|ftcq(ffi mmfiXRRir 6uaqfa.IfftT g-

* eTqfrlt
* qeygq{{rT/R-{-dct

* rrqrs-otftGq/Tmtr

* Elrs/r$l-rtfi-{fr<r"I
* q'qrsatemiGms'Kqlx s from
$ q*rffiqfr$.f
* r1rDrfi.rq41

* stETEtiT
* qrqFr
* <irffi-srfi'
* rr*frqrrgqrr e=HsrrFt rit

d @ qf,do<mqtqmfrft:xnf i 1S'.ii iuru
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qtfl cqm-{ qlrs{ d{iT ftE-g"r q{rs r qTfr qelq q;{ a; qq,Sqf, l"l1qr cf"{ qffr :1..m m&*im frp6q
43ru E(.{ t mFr-s q&'ts Brrr"ir 6a6s q';fi} {BIq q1jq13 sTI n;6{ aT r $fi1 q'4q' c{&?r*6<<' (Fffi qs-

qqTF qqTlrs qsn-E$fiE(Trq 
I

b.c I t1ryErfg qfruflnqWrf ;fr*
$ft cqzq-{ "tRw <t q-{fs-f,{€i mEm q{rft qnTEfi{ s}fr fr'ffi fi*iro qr{ I rsrerrq fiHfrFls "ta&efr
q{cTcfs.$Er{ 3-

s qqq"{ fiq-{ qqm{ qql'q(qr{ {rffi{ q(ft'e -iq {q rBrfiT qkffi c(frg.rq <I{qH ci-cE qm I

I €mE q*rcm"q-{i qq'{rt d+Ta-{ qlffi{ c(frs q(rsg, aiffiH-{-sifr }RqH'qrffi{ rT(fr$ qT{ rr{
s*rfi-{ qffi"{ c(&s rq <K-qK sii-m qr< r EErgI Es q(rr-c6{ crr{ fiX ftfis qs-{ qqF
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q, q*{q SfrE-$-firK q-a1ft-a qryq q'qa 
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b.E I trefpEt qq6g5rftft ,16&^
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&A{ $-$ alfm sr< cry q.Esift <r+$ eR6i s-<t qr< 1 io"r< {fr nf*"lce .{ frqas .$t{ Brg."cr rT EI|co sc< ej-f,fl
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(Procurement Rules)

b rqr*BqHt (Procurement Rules)
b.) rqfrql
b.q r trslq$qff& (Procurement Rules)
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4ffiq{rFr

a") rqft61
c(EIa5E$qsFftssqI ef+rg'"{ utft't cqFoTr+'r "rfr cu-wqf c(Elrs'qfrq q'wfs er,TieTfuft&XWdfl$E q;{-

6{rs W I .{t i{$E xmq'H ca 4&atr+ qfr-+-s-{ €f{"fGl.l^r$, "rKB eeT (Systematic) q<( q(.W$TTff
(Participatory) +-ct< wi qei er frfr'qmt q{qrq sq-ffi I

b.q | @Tlq\{qff& (Procurement ltutes)
b.\.1 rE$'+frB c

cq'T bffftsl'fi'{k{H qKqTnTqi{.m<i cr,m'q{q (sTlE-<l'c1qfr<jqs) c{.q"(@'rsrrq qqql{

O{" 4fr8 (Purchase committee),{< X'HJr{ cpf{ sT(E {r{ r C(qT qqffi $'ffifffia {T{CTI orl
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frqrs q$ n{<u m rsH Ffr"{ xtinn s-sisft-{ frfisl FrafrsslF qqf, F-fi qE?r r .{EtgtE s(qi{ I.l,Etd{
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6<tsr E \x$mqRqt
(Salary and Other Benefits)

l) I r€T s q{l;{T TR{t (Salary and Other Benefits}
5!.! I re{ efnT qqB s 6{s;t 6eAT (Salary Systern and

SalaryRegister)
)!.q rtsFtv-lsf (Festival Bonus)
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)).) I Cq\5;f emT{q&€ GIETcGt?F (Salary System and Salary Register)
q r qmfqfu EER.q 4lsxl' crfcr cT$TtlE e&E {fcrK c.l{ c'sfrE 4ftum GEq Eq( qfr{'feA {qm
s-dT qr< r ircE sl e& xnn< \( slfrc?l-* qt(ri m r ql'HR-{ fr-sH sfrrtft'ffi{ E"tRfr{ 6<-fl6 sffi
T?rtrm q<( cs-{,lEieqsT,[TEIfrT{ e<cqdfiqe{ cn+-qtt eq(fiE{c"E$<qr$-{r{q-+'ceKt
Grrrq I GET s.-srlT erGMa. {6E ,{tp-ql-< fr'sf5t cqks. ts nfta rsfiff{ 6sq s6q q1'qr< rol

fiRsennqrms"qm r

{ r q.(EK ffi e efflfl +'ftm-<m xfryBfrE ffis. {ts-sIfr{ n'ftm-+co \rffiT qits[ q*tifts pes
&ez\r ffisa qq]qs-{cgqm 

I

ri i *118? $'trTn'r-r sizqa +fwE-o d{ <j1qr<r r{qTK qd 6Ti qEEi, B-o <nqm Elcqr frq {+w a,w
<rfu"F fut< gqp <rE 'e<i Rqr< eq T{Erq-{ .{reje Rcn -ti{lT -qrl frr's eca r

rr r &c'H *m ceB? +'frffi{ G.-s-{ fr'fift efg, sa qss $=yacEF{ qml ecTfqftT flTl{,.{ a65 fr'6<'{ I

+{tma 4atxr,ft efrr6 s'ftqr ssq s$fiwffi +,fr'ffiT fr'q fr-q' qTrq Rqtcs r€ia.f sr'trFl r

s r &qtq *tt"tt er+fl &&q qsBB q+e +'ftm< q&qs <itt+'R{lr< (<u.rq{ wcfu "tfuH &Fq
Tqr<'{ esr ,{TG Forwarding ,lGT qI{Jr{ er-Tlqft{ vd qf+sza-< {Transfer} q-{i {risq
+-p"B-m v'${tr +'r'c<T I

E r drl};r a^niFr$'q"{ qffi q*ft-r/q+EAEFE sFfiqcffi +'STq c{ua srr6 flBf{ r.{lE L!qe. c<sd.

ffiffifi-T sclr ftTp. ,{tsr qE]T{< xi{tm sfeq-<r xrfT?F ffi-s.* s saJlaI {fr$ft €q.f <'--+-c<4. r BcB.qf rq,
?Ftrrq-r. r<-'i-d srfi< <-fisr Rqrrd qrdlsku qm )fi}r< rilE <r ilqffiB +EE ffiq aeq frk*?
q-qfllq--T E({xl r

E I {i?-}a ca-Fi +"fr qfrx c<-'.E;r €rqq'+3re st q6}q r<rsa rqlq?l-r{ ffiRE s >TsaTcl ffiN qZF,

q-{<-ftE .+ftT TiF{iF G:Fr qg6 fr.ffi em Er }w"TL{-< ise,T EIfiE r<-''rq (<fh"rr{ Fif"j'<q. +g.rc {rq r

q r +"ft< m-sVstTK b"r< qx-+-< errfqr EFT Ffr fie q'r&ry q'lB-s-{ qiT<F{ fi6r:( qql
rq.cqqlssrrerfr{ qlQ-d'i\o efug.l q-'r* ffirfi r ffi q$ {t frtq ffi-{Stg qlFtrlu. F-|q qwfi erE
rT{qr wft qfi qi r is"m frfr EIT s]asr qTl qqrea.a qK ffir{-{ TFI qfrTT cs<fr-s ErK fr"q{. HtiE
q({scts-<(gqr<.I

)!.t rBw{e-lnt (Festival Bonus)
S c(E-{c-<F-q FKfrE s q$*flT'fftsq <-c{a (qtQx-"tr-<*Qq q{rqEq.r<-{qrrrtfr-s nlB msrir

qxqR'm.f ) (,{T)fr&sffiEfs.trtc<-qr{cfi{ffif{qrEEqwsfsf qr{o+I{ q<l{(tq-B-{-ft-\"7
e Se-E-{-,flqq") fi.sx.t fi(g tnr ,{<(m<T 1}H qffi3Tq'fisTqqqpqqffiffi teT<T<-gfrm
Bqsr{Et-q.qE'H's-{l c{to qfiK rqr<1qfrqtgl.qq]-{frrix mrxMfiT cfi+rE cqq$rfrEqcrsFs'l
qq'l{r-{t mrs ellsn 
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I Bcc-{ vtis.t eqlrr{ cqrq nE fte s{c-<'f a-{i qr{ I 6{ w er+rglhrqls rf"<rE sff efts"r eqt-e
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I gq-a sa-6 a'r,tffi )o (fi) ftq "{Ti +.fifu-{ EsI-{ sf$ qqH <rfi qffi I

I +,ffs cqFifir+-{ eR'ECs BEsrx-{ fr-{ {rfs +T'trF } (,qr) <qg t{ EcE sffm 1d tsx< stgt qqiq

sst q(< I 5 ('{T) <RT ,{{ 11. qrE fr{ frftS {E (Escr{ ql{"ffes qir{ B's vM qqH +-$ Erq I
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\[RT s qrrm
(Advance and Adjustment)

5q 1qE{ € rEirs (Advance and Adjustment)
rr.r rqfrot
rq.q r qR* e{qrTrr'{Tlqtqffr qqG's arsB
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er+rs-{ pi{ qqFi-{ ffi]a qql rTTcil qrrr fi&e <;& q csqf'{ Tiq cqnre {qr '{<( 

qfrrffi qttq +.$ q1ffi
qrr s6 qrq qrryGr ft-H mnsq:r'qHq qffi+-qm ermrefrr'orq{ r qfrRF{E"r<FNf<er-s, eEq&Tqd
c-dsfr EftT-{ <-1ft;, qfuhq4.i{(qt-{ "mpffif q-fi} cuof+ qsqffi fi&Tq s,ff-ma m€TI C{rF 'tl6( I q(q[ S{f{ir-{

effiMfu w$Tfq{ Trc{rs fuq fr-eFi q{Grcr q,fiq qd qfiq $-{r<'{ r qftx qd eEF e srfu< cryra qq'i.ft
frq]w frsqs{{ q-{;r<.t TTF qrE c-
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r
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S{ru{({ t

s 1 
-'T{rqifr6 <m Tk+eqm W$ stfrq '.' Ira-GK xr<r qE rR 1Q's -efir qxs'{ zF<rs {F r ra]E

qsffiefar-fci: EqsFt]5 Elkr{ qT6Q_T xr<;1$o qsa {rq.T ffiiE-€-< i{i R-fi EK-tlq Et ccf*iB e1{"xwr
ffi qro uEmlnn +<.f {fl{o qi-4 q<q ftq"{rft Rryr< firs.r",?s ffitcsi{< qlF{i-c6 qr{ 

r

r r r+H 4*+1a +ts"f RI5-R $s qftq qx-qT rt TEF Rqf< -ffqt ffi frR,estrE n{"trn* fi=nb
B"fqt"ft +<m-+ r +-r1"i+. ffi Cry-6 ffi{-6t o t (q1v) &ra-{ xmrt SFisT Effi dgf +3r+{- r

e I Ti<ff csI* er+f<q$qqffi{'rtq6 rT(B? GwqtxT+'ftm l-<q-trqfr{qqf{ +-<}qmqt I

q r qtffiq <q< r{s qEqK lffi qEq a.s'B "lQE 
qS{ c:rsT e-{(E qr{ I

35 1 ffir sc[Tet glr< qqqs c.fis. q<lR"s <t m-<-u1o qd ftcl< *iI"lI s-{HR <-itir+ q'qt frc<q ,a<'(

sB <FE fr-6a6 qfral qq<Tq s-{'cq"{' I

* r W{tq {Journal) E]EbTK-{ ${]rq XlI.ffT qfiT qTq'T F-ff EI<. I
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q. r {ft-qsq" qt-\B-His eftEi'e tq"fts' ercr x;mx' ft^E&ks q$x
Efr cuor.n qq{ir r$odr .s rfrfi qftfiTm Bcln"rslT eTflt fi&{ qsm q{cl $r<-{ I qqvls
iei[qr qsF m-{i (cf6sq-"n-ffim'q<( eF{mFi'{FT .q.-<q r+-r{i-{q'({rsxE<qroqq r "Ifr o-sfi
Eqr"< offi e efrsr "iR<eq. rtEtTlE qfr$ u bifr--s stut <lrq{ Rtfim qfiq eqq ffirs
{lrm-{ l sE"t qQr ?qq s:rt{ q$$qrom fr"tftrg cqt$ sK r qqct 6.tT qe$q "tra efr q

qxiirl ftr+n !ffir q{qr rrffi qr< r qRq qq-sr fri,ftRs c{ffi{ curs cft frq qmw{ q6E

qfrEnres Rfiq q{rmnq furo w< r

"i r T"t$Efui {I q6fi ql x,}ri& igF.lx {a'tffri:e 'qGrr]

"rfii cu-s$ qqqq fiqq qfr{ e<( fie{ q-$cqr +ff@q qE"flTi.c=r<'v.r R&g sKrffi 4ql <I
€"f€q $ q-"fq- w.(il{ elmt-q-{ eT r et qt{ftefi*s srsr' frR,tfr cu-sqt nW-{ s"ftft-,s $qrffi
@{ s-{t qs $ q$TI cacR <]qc<T q<E"{TqsftET $E cErc wg. ffim ,ttcfi r q"e sitffB
qcq( fr{ft;s pffirq< qeq q-$e ffiw flm ,tE<' | @r{-{ frqfos qfi{ sKF qffi &T
ft&q1qq"Iffimqffi wl efr@{ / qN c.lqEsilT qc< I (qis) ft6qaqr$"ql-q{ Gffqr< I

qgqq1-fi ft"ffiqq:ffi{-{ orn cqFf ftq qmfq4qcry "ifibT{r<r{frffiqq6qp6fr.6sq-6a 1

* I ry;$qffi x'*llqm' qr.sff f{rffi su q&E
q-+rtr{ Tll{-s"q <lsq{ffi{ c+rE q-fu qRq qq-H s-{r qmrq{ q{'I scsm pf{E TlBqHfiT
Effir s'{XGr r<m-go wwr qpftcs{fuH fi+.ms&q qr*TTqaffiI qr<q<\ qtr s'6@s
qw{m ft-<r,m } (qs) fr{ vt€ui ersl"Rm ffit mF eflffi e<i qtr c-t{ fiq rl{ Es{K +16{ r
(xts) &ffis rc{r c'Esm $-fiu ErE r "Fqff qeqsfrT ql$ {q. s'(T 6fi-q€
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!{.{.\ r gfrr rfrmffi{
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ch\e{t flF "ffcq r firsmffi{Flu "lqfuefr elmlql g-
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qiqfr'-s ql$R-$E:| qpi]q'{ T-drFl 'tK6{"{ r 'ffr cuE.qta 'fcry 
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S qI&{ $frsr-s pe( *lEffi q.t{rs <1B sM{ R"tfuE qaq cq\tsxT sffi qq(

stsssTffil wE I

q, {,?Flrr1ffi,S,fif*S'

"rfr crsr+ {qts qfrq Rfu( s<q WIsfia $ &B{ ffirr{ sqErfiH ffiirqq e*+'

s-qrm-{ffi-<.EeH qrTM-{qq\5qFfr-LTIsf T<ilqT I qccr-G'fi:fiq I B"*qqsMs<65qrE ss&
frq sqcqr< sfrE rtf{ T.TI qr< .{<( {alis?r <r<qt <q.R {r<[ sm I qri]qfi-s R"wc-s
ri-<,re/ffid cilEt, \s+fi-{ R-@T, q]r<q-ff4 q}Elts{6t, EEqiqEs fr'{&, <lsqK-{ $frffia
xlt-<r, effrn{, p&/peEq Eprtfr q,ryiffio eHe-s +,Fiq'r<. qqo fficq qr< I q-seH
q,flqfiT ftgtc'mfrTg q*{cE&E o{+.5r qst< q-$tfr fi{ri T'iq w w(E{ r

qB{ q.{ Eqt-r;K q{r q.{rffic<r{ 
"13. sq|1qcf qfu{^R q{6{mq Cq€TI q(1 r Rqf< fr-slrf ,sstts8 c{ (6rffi s.Ki-rT

q{ eqw <ngrs{ r fi-+rflr$ qrqFr+gl(3 q,*rd fr{iE sldq-{ fr{frGa EryqH k"q (q{rq r6{H fruT) qqr ft\g
qft:{ q{ qA rdqiq ftcs-d ffim eq"sq ffi(s q(q 
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R{lq cretl?qqtir+qlrt{Ft ts q\HT{
(Maintenance and Preservntion of Accounts Register)

5$ 1 GSf{ eeaqqx<q$ffi.| € q$sq (Maintenance
and Preservation of Accouhts Register)
:o.l rqRl6eAT (Advance Register)

)e.{ rRE Ke?K ([,eave Register)

)e.\e | (FF G&BR[ (Cheque Register)

>*r.8 I qFls.f 6{eAT (TrainingRegister)
)e.a t{EF 6&"F (Stock Register)

)\r.s IErslit<FrEteFtt s rrqq 6d&Etd(sefrffrt (store
Management and Stock Register)
ro,r r qffr w,m r<ebH $nventoryffixed Asset Register)
l\r.u r \$IffT,ffi{Elir GeliT (Donation Receipt Register)
)e.b I 6{s;r qqm "ffi € cltlsr (ae?T (Salary System and

Salary Register)
)e.)o I c.ff <lfut <R (Staff Attendence Register)
)e.)) r qrH g&?T (Movement Register)
)e.)r, r{tr Ge!.E (Risk Register)
)e.5e ra*+f aetm (Safeguard Register)
)s.)8 relEErqIqrelBfiB 6ieEE (Fraud Register)
)e.)c to,{E8qsqffi 6eBF (Conflict of lnterest
Register)
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qrfrlE{qqrK

q*sffi R im <r<-Ef Bdrq '€ e1fis1q-41-4 -q-dl afr cus{' Rsis qqCI;is srxffi c<e?kqTq =IrfiBflF.
{s$rmwct € r{q3sci <ry,e< r ,.!t *, 6nffiyj-"TT.{q-{ Tc<l rfq<$o qgx r<1CAr (Advance Register). gfr

6ffi?l{ (Leave Register). rs-o ra&Bm (Cheque Register), Gfrs, c<fi*l-AK {Training Register),

sromltqq ({.fuBH (Stock Register). Eti} ryi:e (aeBB (Invenroryi}rixed ,4sset Register). Er{ql.{

eq'"ffi ca (Rcciept Register of Donation), ccun ffik?R (salary Register), sqt ffifuBI4

(Movernenr Register), qft 6eBK (Risk Rcgister). {-+ri c<eBm (Safeguard Register), eciat <l
wffi reBE (Fraud Rcgister), rcdft? st1j' q{"ffi? ffie.A{ (Conflict of Tnterest ltegister), awsiu

sqIF{ e<&?i< lMateriafistic Support Register), Be,fira;{'s fr'q;{ c<&?ia (Production ancl

sale register) twrfr r frry ciG?f< qTrqs qsfue B++t, is.6llt-(F6j 's q({.q'tl "iaG q",&ssi-ffi G-ffiE:}*fl

Q.r,c.ll I

3s"! r\i{fr{ cR?llr (Advance R.egister)
er+-rfrT 

=ry6 
qegaa +Tr< q-$ qq'H' cr(cT frEs <]B <l s(EF s'iq [{{s 'lqr {<'(. "il?rr<T c(eR s-$ q{Rq{

qca sxb qqi LsrsGi F]-{ ffit-{rr{ q&q qq'l{" refls qr-s}-qfuer r {RRtrTEq< ffi s-K, (E qRq qd
s-{Hfr TiqT{R 3}fu, qfrSn ql q(qK "rr-iPtlft "rff cu-sr* c(q6 fr-qr 6.f6m fisTI frF '{164 I '4 c'$-E
qHq {ffq+Tm s-{T er+a trfro qiqlq.l qBr c&Ar <sctfcEs.f s-$ Er<'r m&?rm< r{El "isqt q$t6r
si{s+$qm(q I

!s.E, tEF 6{e?<'(Leave lLegister}
qqEiT$'ffch-{frRq ql"nlq'{tfi&X tr<c'r< g& eqlqs-dTE r eM+' r efiagp<qn3q-qq-E6TifrE ECE EIK ffi'du'
qFIf s(TM-{tqrsscT,{s-E-{'4,Sk6rqtffRFqlrqEt{ffi{rFitcEqqcrxlqre <-{(-ffiRffirc<-6uam'fr
q-a eflffi q-l q{H fi{qr{ EF c{ffiH {$Eqrr <s.ik<scl +-fl qqfr{d I 6Gi?lc< i{fi qsq..t s(]Iir
c({FT-{iq[ffiq I

}\e.e I (ss (q&?tT {cheque R.egister)
q{l{' stfr-qr <t -it{I qfr(;m <T €r+rs{ TItr€q qlsffi-{ $BH qdi] er{fl +ff <.]. FsFrq-{ q&q eqF ${i Ecr
ql]-co r e r{'{' c$m cD-f qqlrffi xt{tm <it(s 6Fr{m{ +KI E{ r ss slfrrtl $E. is{ $.r$ 38 br+m ruT- eql{
satqrEiut{'Qq|<aftrkrqqlc(El< qsB $r. ffi&bK ott-+tq"iR'qr,{ I {FTK o-6$(qft"sRq]q{tellfrFsg
E{ | "i.l."["ftftfuir<-{ 6ry6 qS)rq$$qB+f "[qTs-K I 6(&Bf6<-{r1q.f q$qTq{i.r{{r![cis"{,f W{-il{ r

)u.8 I qFlwcf 6r&BIc (Training Register)
cW{ qFls"f ffieaq c+E e+g$qfr.q' r qIsI. rT(qt Tt iT(q}-{ fr"qs ql1slqrT "iREfrE fie{ eFi,+r"f csqK
qfif<t qca{fl sci' cfcs r El-{lT fr&q eff,ffi-{ E r$I-{tglfrfi< rTq .i 

+-\rF etfu"t qqH $Tf qrT cfi'ffi i q q:F-{

qFi$fir qfr{ qd[-T ca-6s qr+t q{RqF{ r srq e'ryf s eq"6g3 Eq-+mr'r=fftq-{ qrqttt qrflat qFm-{ ffieag
{f+-iEGq r m&?m<qTqt qqsq"lq$kn':T({ss.fiqHrq 

I

5e.c lIEq 6{&?f{ (Stock Register}
ssEf{ SflT +t{ffisq q-qa q-€fl5iq6fr-sEEfi? FHt{r cFq{ gtgiffi qftq ewls R&X ltff$-{ {q.tfiris
erqq s q<<<IRT q*{r rqq. me?m (stock Register) ql{{l-{ Tii-rs Er<'t srglffi qftq q(.{.=lB qqq

TmTfcEK e-.sfs{ efsrs Xqr ((&?Ks'$ rT'i{f{ql5s fiX-*"i-
+ rA#x+s{€1isqlETlqfiH'{'rqq ffi&?lT (Stock Register tbr Hardware Goods)
ct r{xEfficT{ft-{!'qq ffi&tlT {Stock Register of Stationaries Goods)
{ 1qfrq qql+]ssf-+frffirx-q,r- ffie?F (Stock Register of Post-stamp)

I
s

.t

n

ti

tu qrftn<rq"qrq"rrfre{m r l$tm lar
^ a-\

CxFr316>-



+,

+tft;qqqwls<-€qEl.lqlrlEit{qGT-{-xrqErfr}il{ft, &{'qrq,r-.rfleqrtGqq'm.fr,EsFrcfl{xt+fr'n'qt,

Ts*{ ulET, fficq:Tqqg qft-{e-o s.f i.s-cr{ cmficx sFf6q {q@]B-q-€rl€ clTfr<' 6e?eq.{ qsqF
qr< I :{'qH qftq qqtr;ts q..qqfr rilxfr ffi:l{- {lEI, 4-{T, d"[fr{', ffi&?f{, *l"rqt<, "llsu GFld. eyfr rrrRfr
m&Bffi q<( El-srri-rtf qftq qq@lv ffi"iq titfr{ir qry. @{-tE um mffilg sl+ cr&?irs-< (Stamp
Register) s-s\& EF r mBi?rtr< r1lT {*qt qq'm cs{s s"fi eG.[E r

)e.s I EfsB<mql"rd s qqr ar&tsfa<ryqf{{rrf (Store Management and Stack Register)
$ t cqH ,rffi'Ers< qcE gtsrr<K qtfrry ,ss-q-{ +'ft frmtri GrE Er{ qq-<I:T\.Ers Rqq fistrir+
qsK <K-qPi-"rlT qtfrg q"Iry o-gm qrr 

r

cf i r-Eq xjq'I{rfi.{ eT,tr'fi fursN i.r ?s ElsB Tr{{r{ 43rc qj<ffi glT{T qT I qm16 <$i$q
q(@itr-TlElT]X-c1T q-+r esF Elgr{ ,-{<( wmefr &-{'t:{iT6} {q<E rlT q"{j q1? qsB srslT <-t{-drd 4?,t

G-(E ?id< r rElT Fkt q(T$ffi( q-{T <-gs {:sFr g|srffin q?TIq;{. Qts ;lt I

'f rEl-srer{ ql4:$E€rqrr{ "IFixrBaEIfrFsTs+ffqffit$q1I'p66K esiEEs'Hqel(?rfrFEE<<q
,r<< uiQis {mmf{Em ffi fi-6-sa3'sa+ 1

s r sru1lr "iQu unmrn ,$fu fr-+t{ +m"< esfr +Fr:{sqi-{ Qqa 6*rr* liims << r fut< ksi*
e& *-+:a "rcaa &furs qqB? q-<-+*resifr-ffi xqT flk.fiTr s-{Gr i

E r eii'$ q'i"fn"m qsl6( qE;rgl-H ai&-c"r <]Ym q5q sl1E cq(E:t lqq TiffT'frr {{rF rr q-<q,fie T-iIl
Ttr r ={.l'sF{ qkm*t;r<<qr"r<qrtqf smrc<** a.fr6a{qaqrn ,rfr-56 qfrD[d"ar{csECT 

I

E I sfsfffi qlg € q.<rqHTs {f{181rE-<'*"8 \sTewFRETK (Immideately) xqq c{&?fir qqnfr'{rfi

ra+d+<cuqc< r

q r qt,B? 4trryr,--ro c..qqi{ ,tdffiE +am? {r{eH a-G 6frqi. eiTE € q{iqqr F6ars? tis-ts CIE
s-{{Eiqlaa rTti.r,{s sfsf{ qrs efcrfqfustq'E1E €[{alF+esqe< r

q I o,e,ft? tTft-y{i$ ofr q{:*Ts xltrfi rrfi 6r<-< :rqq q<-q.{ (Stock Starus) qfim Qryr< frsrz"rr
fi-+E fiil?r.s.:r[-{ eifu{<hi{ a'ri srr<;{. i

<t r c<1i# E}ftF $e a'fr stsr< rTm{ qr<fin Fnteif{fuo a:{ri e*{T eratqfu <rdfl €rEs s3.r<"r I

h?.1 rqlftwtn aelm (InventoryiFixed Asset Register)
s(qK Effr rrqqq{mf <'stlq'rl ffi{ ci<r.[Ei:t s-{r {{6s ..qt n&Em q(Tscf e-{6s Er< r eE mffi
q(T6FBt € <$ctfr<sr{T q-d]', Fr(-qB fr{xr{frq{q-rqsKl 6rcE,flrd I

a r qtft spma-{ C{e?Ir< q*{frT ql{, qqfu TqlE-fircl q\ q'ltq/tcsE., {ry, q|-(-q? qR"t E-yfr
E-cgots-{csE6{ r

q I G @f{ er+la qlfr:Telq'6rs{ q'|cq qEetQ Es q*rm< ME fr"<-sq $ft :refrq-{ s&tstcq sqt
fr-{-eqfrFr<q.s-{'cg'Er{ |

q" r eleqfs <EIK"{ c{-6T qlft yi'elffi{ q<-qffi q-+mkqrs frAsf (Physicai Verfication) +ra ,mfi
frftsf fr-{rft ef€\s +"rE $r r Es frfrsT frq<ftcu Wo q*qq q{q qq?f{ ffi Tsq +l{qrg TsIr
<wre Es s'Ftsm< rlfrYqTg s\i"fs-{ rfls<qq q{H dqtdrc{ "ffbfcs efq r

< r qtft sqrri-{ fr{tR6 affi q-a6 rp (Depreciarion cost) qG <q{ erys 1m (Actual
Price) ErgsettfiTm<Tq'fi-rc" Er{ r

t

I

t
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@ srflaF+<raq"Htfteqm[ r T6t qi I cr
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)e.b r\Wmefq6{T 6delm @onation Receipt Register)
n\5f i{tEKq'{q'ffiq{<tq.{]'6fl-a$qq EFqd€Rccl3rs-{I qR ffi&K{r{{'dsifi6Em I q{Er{.fRrqirqr{
qrqa &qT fr-eFr qMlqd qeT{olfr q'"\ql{ nlT, qrda tffi$6r s $gF, ed erqc.t-< stfr'qi, Ed <rm-{ qo {fu
erX&trrgqsms]tr'sw{El{ E qef eErK 6e?KTefifiTffifrpHq*s q(3EF6l+:ttrH 

I

)e.b I 56q etam effi e ffsT ffitfd (Salary System and Salary Register)
$'r qcqf< ffig € EsEt afttrm[T $qEfr-s qqq {-e-slfiq sftffi-flT \rlffi{ q]xaf qpfifrs Eeg'
frfrzg cEsq Eq'Ho<r-[sqrq I

{ r ;TiBE s'ryqtF srZq-{ +rQeqg fi qil(Is qc,qrK q'ii q{l -qLq, Es- <TiidT sieq-"{ frq frq.,fcti
q;fuEg ftrytx q-qre w q<( Rqq aq sfqr.am {('B? Rs'rT.iHTg q$ fhm {c{ r

rI r ffi< *n'+i c",.EE r-Strq{ c<-w fr-<<ft er€NT srr $€"tffi{ q.'lIcl qI{rqfrT ,RTT{ a.a6 fr'6q'{ ;

ret'+m< "H{r& efrrs s'fr'fia 6Esr refiftTcr s-fifir fiq fiq <nsq Rffi< (et-<q +E-ffi{ l

s r RqR Ir{I qsq &fr-+ -r<BB s-sE +fr&{ lrfu{s <nss frcftK Gs.T{ qrqt{ qfr{Fi ts{H"t

s-qffi{ e<( ,4+ffi Forwarding efrq"{ n]'{rT ers,Iq.frT vd g-+tur<-< (Transfer) qql. T'fl'(4

+f"t+r+wqrffisrrFf r

B r q-Ela. sFflfficE effi sreft-+7es-s/qBFtB al'nras +.f i"f e<req m&?kq w,riFix'ffi "rFF-{
qqlr.da Tlifl.Iq EK :;1fr-+ Cqoa,flEcl a-<*54{ i Eeg.ll m. Efi(re Rq16 ra.,,Eril-qn-C{{ fiW f{ia EEI{
afsm ffiffi .qT!-i-e_{ Er{ {T I

E I :tlqK 6orE +ft qfiT r<ET efqcl +3'rE E1qft{ r+sT s&?ffi frPRq € c(<s4 srcs q6a I

q<-<-€kg' s.fu {ffi-r r<ET qF frffi {.m, frffi q{m{ Tffit \ol ryTcr{ ro-qtr q,ftq cs"s{ ffiftiBtr<

frPr<q+-<roqr< r

)s. )o I sfif qlkl qR {Staff Attendenee llegister}
qftc E( fi-qcc q(ftB rfrrr?{ <s:fqm EqQea erFi <R fuRT sfr Er&.<T <R <r+qm^s-{.6 q'rE r }T(qK

eqm TF{iEEq-{ qtr'E qTsfr.{ies-fl/qBBb qfur qqeq q{<s q-ffT rcrffi s$&-{ff sfWE E-iffia ern
'ffi{ q1&-$ <Rrrs seff Fxeq q]s-{ +-{cs qs t $$qs ffil{ sff"$} lq1e-{ of<s cn-{rq qem qfrq q(q;tts
ql:' ffi'r{ ern q-<EI{ ffi-rE qcr<I XEro qtt+rm c(qT qTffi{ +rc-a M"iTI s-tr+l.e-qrB? <tff-< q'rrq-{ ffi
ftffi Etfrr{T s-{ffi qcfffuix tr"r !F-{"c6 qr< r E-cgqr 6, s'fr{ FEq sqrfi'{ r+-rE Rq'r{ Flgtuf qqrfi +.7-="tw

q.fr qte*sr 
"frs 

qqrqtFrq RF qK{<E 
r

!e.!! l€{t c{frtbl? (Movement Register)
qfrq r{q1q.-tsofcqoftcqsfrffi exatBioqr et (aeArr BFr<q s c$rF6t+-ffE qr< r snq c{mmsq-{T
frffiF fiffiem q{F6ct6sl c{6g.'frr{s

s r qR-q' {<i61-s' +,rffi ffiT ofr wq s?rq qq( qlrq,# q{q' {rsffi \rrcF csqt-{ stffi trE s-d3tfr
qlq$E el9t e tifr-s slEI emr{+Tt Er{ I

t i rft< qlsRiio Ef$ ts ffio sfsf qqf;rs[E fr$< *nqi c<fr? eT"f q$TFi{ ,tE e qqct Gffiffid
qrqlxT fr"6{q r tre'qi c{, srq r.irn q..EtE trfr Qrtq rIqIT {r$TFo s ffiE gtsr< frs E"qrenr<
qq{frtrKqlcf erq qBc<r?-{ (Tour Report) hsft e qqs:sqm{ 

I

q

6

d

wlff{ <:<"q-tpl-{rfresrati r "X&ei I ct,

ffird-
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') .1 ',;J a.:

rl

ls.sq tqF ffi&tm {Risk Register}
{& we r+rrqr xFqm -cqF<Ir's qFtssl qt 6-<q, :rqq <'i {Rr<FK B+s *isiq rsm I qs 6qls zsTfiI
R"izq{ cEFl w&E EcE {fr r EI{q sE rorcqt R{rqr qafs$f Trr Eqr"rqbR sm ory 4F r ff{rq-{ eQ
qf.fcsT {Bq rier{' q6rsa qeEsf E<( sK e.fq rsfme|-gtft\5 F-cr I rslq qsui'f{ <t.?rfr'Si4 {RHffiK s$'
qftssRqdtrGRs-+<t.{q(\oiT<r{"Et"t{t .roB e*-p1{ Rsr r$<ffiss$r{iuit6qpi-iut{ e+frq<q rq(ft?
{&a s-fi e<<.rrfB q{ctzr qE ?fr"m fi{fi re.<-re. q64 r qa {ffir qrys{ cq {Fr s"rts"+.r <r raGBm ?sR
s sp qftEir-{T q<( \5Er m&ro nt{wE; r{E{ - +ftcqserFiqq, {F qift? xsrq frq-rr Err{t-{ qffi qTutlE

q(sF? 1E$-< q-{]' qqBgcli<' Bqqffi<:.<+ ppfr-+rq; L{s( \d-< frfr-co <ffiel-tct r

qT{{qsER r+m,sGSEFr r$-6{ r{ :r$e Hrrct dtr sta rfiaB €rtefiFs qEi mFE re'trl Flf$nr--t-sfufri)
ss8? {cg "irm r tg:H - Tq E EfrB, *xoK q?r<r<El<, qcq]r{ei, FFe frqqr <'ssrq-{ RR, ffiq e3fift

r "rEq 4F(T e-t-< e+g q<.t, ?EFtdr< &frtB. et'f s-fl rx"cs 4fcn r effi T<st ft&qmm zs {r{EE ft{l{"l
Ii-{I {t{rq s'fg qrE-:flqE-$ {etr E{< t L{rs zs'l-{ q$fr FI-c{ qftg ryA{T, EF Xli.4-[ q<igElE egsa frtST
qHPT 

'5t fr{-<q 4RI r{(6 {Iro r {fr ftB* ffi'cfr{ e<i frBtr "nftRB rclm EEs Es t qITlfiT E-fi-\31-{ 4tr
(Liquidity risk), nt<i$r {fr (sovereign risk), frxT {tr (insurance risk), <r+rtr {fr (business

dsk), ffi 1ft' (default risk) W <Ltne r ftfrA q&a Ev-{ q& RFrrirl {f {frRfu-s.$etR\o T-ffi q)E-{

areg +rsc"f EqF efuaet-< +-l-<rci r qlqfr"sut-tr<, ffi p fime.fr ,{qq qE fistm tkTH s-{t es st r<1<rr"
qiqlxrfrkffii{,{ftefr ffiE-{i+-flqwq e<({k$rE-{ rfrfu*qmmt+.mmd&efr{rmi'irqr66 eil-ffi,.E<'s.

rq'sfr sffi{ERT "rfrEHEr +atT frE B"nsefr pFp6q irrrs E<RT frfuTt'f+]ft {<.s, Tr<fift +rfip.rq-+-cqr

q$rtsrftT qqi <i:Kw sB qv-l[E {qiq.Er s<-(<.. r

'+ 
r {k ucr+e&' T4 ffi{"86<Toi{€ Fs'tTE <t frftrffrEB qlq-e qts €rgrFrs rstsE <}€rsln-eq{

rel'{F T?rs esIH wr<{ RqIffi <lT+r+-stT{ Ltf,t<E +3I E$ I

cf r d$-s q-fir frF[ffitc'r< ftg a a-< ftg EHInffi ruH-{t Krarq r

5i 1 frffrfr Tqnrcffi e-qr dFq {RIT.I fr{<rH frCd <Kc'r{ d& q<( ft&n' E"nr ir-q{q I

q r ffiql' e{(zq&( rfr*iEe& <r<{t{ em dFxiq +-fi qls 
r

'rfr cu.sa'r Sk fi-+",nrs m m@rs <r<rr< F-fiE cq?m{ eflr[d; G{;q, 1fu< tr<"t, 11+-{ <ofrrT, aStr4ffiaF1?,

{.frr ?mTm. q1+ <iqqlfia q-rl efiyqre $fu, 1fr F-+"iq q6C. fi-<:ncr" qrrfra.r, fr<qcrr< sik*r"
ft<er"E q"f{i e qfr fi-<xr"n qm& qdrsD-"r' 

r

lE.!e rqrql 6ffi4{ (Safegu*rd Register)
tfr m-uqt qsB ?<{$' s qa-*tR qw q4tr "iftr<'"i qtrSH qfr+l<f<q-, H{ET q"s-{ E'I&, q1fr qqrfbqq3
q<(^ql:'q{ EsrFI$ cfrsrqi€R'ffi {{qlzqtHEii e ffiqlT q]Ter "{{ qIE-{.tF-{t{c{ €qqqsEr a{ffiqqrq
Wql(?m<]<.Ef 

qlff,r{ r tft co.*11 {lT{tTtTfK-{Tfffi-{ Ftrscileiq L{<c$Efre{IEt q<s.<Rql-cq-rKcsfrffiT

<ffsrrcqfteqmnmqxdq+rr i rqemtp {<t*l?qTT<elEr*.cq cq, G$ft, msra, <{, sf, ("f*[, q]B{s
q<i m-+' qftF-R-{ re.r<-cq +'lffi ffit{Elfi ?TTrryJT Fr+N +-<t ryc<;ri r Ws'K frBqm "rfr CI-s{r qr
ft-*t{q+'rffi< "f-{i, 

q6sq q<(q(TB{sH-cqrl{fm eE q&StrR.sfr\sqsqrst,sqE{"fi"fsfr$"iq.flkr<rr'

$ +-<rrr qxd q6q'-eq r qt qsrim" cd{ frR ffiF freqm sqr. t6B <t sF{q"{ffi <-mTq, fiqdrs qf{<
rym <j-{q[?Fl, qtffis r<qr"ffi, FNT {nrt, rqsf{, lTffilfkrK ffi r ,qsfr{ "i-fi (E-sqT <a <+h ter+
q<st ftfulqT TI etl$-ms ,s{ crGI c(BA frffiqqq{ qn-serott $"66'ftfta;a6 Rhn]q {K'€ i

{o}b {fr{'{ slf, xtzq q-ft crs-{f q{ qF$ xrq &q+wffi ffilqqi sr<'€ m, &.cqqR&k q('frqgffi-{r6
Fterq*{ eq(R{ffisatfrqtrs qtsE'{is'rm ffi+es-*lfr {<(fi{igq6q-6ryfr-a1qq mxrsq"rflTfi-$"mt (qErss
frB&firsmqrrcqq-cq'S Ge&el !r+{ls+-<mrElqm rWq"l cae?H c?qffi{Tr{{-{slqetffiouElfr
q+?r qm-* rrc' 6arq frFKq-s<T qr r q? qqwfi {<s]r umqqefr-rs t&s m.r sm qtq-<'r rsffi$ts<T.sffiT
frrr qne'Fil +-<& st {ks'E q'sxt e+pi{ r .{sE effiT $Ylsm Er<fl? sM sa6s qm Trlr sys rya{ffi
gr\Erq-s 4.lT"l KrTq rq Erd qry(E -Xffs <T-s' {(c{l'fr c'i{r{er {efi $qs. rT rs-{)'

F I rE q<( T$ssF elretsreftssT Tmrq (syqx rnqft.a 66s $sffi 13"r +rre fr-+1,

aq

t

i

q-rffi" <i<qtalift&qral r 1*t* | an
ffiq€c



{}qs
'J:a1 : r"l

a

t I qfir<$a qi q46qq'f. €<( (< {k{s "fryrq <} <?.gmmaeft.< rFEr'4cf q1<1qqi3 qI q<r{qt <l
,l< dft zrtrm frffiu-f, niurc q+N q-wiq T{fuEc{t qE zq-rcqlaqa war, rmi T&-ifu, T{?${ qs{st.
{iaft'-{ q{q6r Ti "EtTck .r{='Fl-{qr{-< r.rst qE'{-IrEfr-{ 6,r{a.t sy s qqm-sr{ gmre*x-s'r fiI?l {r
srrn< fuii:oa <l q{c{"rir E-dTqF,€ {frtf+r< EECE {m I

xs m-l+s Ftszr qlq" wfr. Frs <I {d fiftrfis +fr a F frsr{K {& ftqfi< f<r<r_df T-<I inru 'r1rq I <]sekq*i
;K+-B Flsrq{ q-{iul-< tclrs <-E:'i +tr2s, Fierqx =E..lrq.K Si 1?-+-trmgftE$-s-sf r{t"rf 4-<(s, fi-gti i \: s'ii+--{
<-rqa fr<ttqa s"frci qWscT"lalFBIS-{ Ts. qsl$ ftFr,s +aro e<iFN e g+o-g{-'A-ffi? q<-ff'ffi EfE s<rs {rsq
aa.rg q-dt qiqE.?i6iqq 6rr{E {qq FtrliFiat :rcFI sm.r& I 4p qq-1'riGi-d q-dt qq-{q-sT Fie ,{sq 'i?l]ffry
q("*r4 qrrfi €pcErr4n {lIqt frc8-i {ffi gTclT {F{ r

ii<s-fr rTqx"wK {fcrtlmi als {fls-{T qHf{.i-6 T{.s u<q qrfu o<< or+r "ik<izr-< qqqfftT 1R s{ **1; frro
..{?Ft Ei-S{rq-{ qi'(?I A{<i}I -{ffi{ I e-lft3 xrtfro qEl xsqri. *rlfilBo q'$:rsi 4t t-l?lt" uqk{l {Gr Q"im r

m''ffttg lfixia-ffii-<t qtfr{ $s<-<r$&T Trsr{ q-l: q'{'sriq, T<sf. ;tfrr+r.r. qlTfi&o. ei&fu3fi, qqi}qtk

"!<i 
q-{rdhf*T{ G"iq qiq"fuir< a6a1fi1;a"1q56-a I {T sqris T<t't< vd F-unt,

q r fierqr ftairea .3 q't<r{qKtqlrg <.s-iTA
{ I {r"m-r&-{ Tr{, Et fr"orr"n qfreifu.qrs s-ff
uf r frfi"irl .r ss. +ffiq{ :rryT fr{F ,R Frsrq< <-s q€TI frFF'g $at'
q I qTs fre ,-{<q g<FrIfi{ s-6qT rrqFpq (,rcs- r'.rFT a-{(E qqTs'r r{eRT I

qT"Ft -flLiF.rlX qcfr qrt qcfi Ftu g+-l r .{6 Ediq ftcTr< Gfto. <'t BcE?Rq.|$ xft< vwma.T ,sos f"terET
-<EFt +TR Be< Fft frca- +r< r {{ rr{r Fils Ws,t "rqfu qsw Brnrq':{i r<ria.e Fie qqr<f Ecs('l<er&fa.xl
ql-Ir$ eflr{ $ r<&Etr< frF,<q +ql qii 

I

!e.ls r eqrcff <tvlffi c{e?m (Fraud Register}
eEFqI at qffi q{ q(EK qercft"r <t q.lft-s <ierr3 strt qlffs \5qt Et q-{].t-{] 6-s6sfr-{ RmTtr.
{ffi, $ sqk- qfl<-r<qlrro rfl"H <'-flT ci-$ <I q-{rqflT q?qE {frq| qq?d{ qql qffi\E q\rts'K frfu-
wq&-q-{<rx"rq r 6{T{;

G frqlTt'"rql"Ht
q sc3'rrff"1-q4-$

"rfr crsstq'fsTv{R.qrs1{fuEsx1.6" e-{I e<(qiffrftB u qqf<fifrgg qrdmqFi <lo, <Fm afr$ftqqqglrfilffi s ES&-{ $EqM q€$Rts rr{f fr.ft\, srl €tffifq*{ rr Hglfi-{ \oRffi +,frBffi wms
Brsi*lT tnT.GT ftEfiI <I<.{f'{ sE]"E{ t qf{xfq+-{^t "tmp[iFf r*+nfom-<trr qFff $-ril{ rq "ffr cr\9-{"11sjT

fisgefr fitt, q.osl q<q fif{'ftffifsffi "rBursri FT"m {<( ,rfr ruosqT ,{3 qr$ {r$ +.ffi T-<rq.{ EIcq*{ siq
Telrq qlr<r6i{ }irffm xffffi HR s-ffiT i tfr rr-slt EIT clllB rqFr al*rns p q&q', s,r wffi ffi( ES& <I
ql&{E Erzs{ q-cI q.{qffil-{ qfiI<.{F qeI ffitrr EI r slT E-{I esBr ffi'&EH fr{fus c{Eq#td's-fi ET I

..{e ft&E tfr ooql es ,{sE qtffi ffi qst EffBfuft nrqB ?sftq eqr rT(qr cqR" s'flcr{ BEF.

iry&+ xn !E'f{ 
"'Rff< 

qexFP,cB{ $"fr{rtt q(E {r-{R r qq ri&tl{frco wffi qfrr<'t{, c"{tEs-{cr q<(
frr"s +-srs q,-{I qE( ,rfr cu-glt r+ eslfrio rqrqe qq'rq{@ <r eTs q1frxrrfr{'fr$r6 FF6or Eqrs,f €R{qT
qqrffi{ $Tt qr frEv e qi-s:.qe1ffir a6P,}R Bm &fr +rs ffi I ,{q ft& qt&TtB rrfsrffiqT'sFfs{
Er<qt 'S{IFI" qttfr erflBrfiREt€ :re? Tr< r rrffia ftBqs Bes$ qq qtffi e<s EitB rxm-ikqta
s*4T "rft {Esql(s'c-sds-fl r +fr co-"--* ersffi<T-qlffifrL"rftE?qrrrufqfi-a1"fl-q-{$rq r {Krr{i qr{
eFE srffi Ft5rt$ c-{-<-dR $-m"{m-R qK :E$ q'rfr-$frT "tt+r slEqr E-d,s qra q{q "ifr cu-rmisTcs

Erffi RLqTft c(TB ffiFr qcr | ,{t +'fi;tfizrt-< tscsrt{ 1'ft 6sw ,rr vqfr"6q-s q'sr-sft{ e<q <Rfrtqg
Ei4<I{.{{-<-{ fr-f,ffi €Sfr WS't emiq +ZA r

}e.)c 1+ffiln's'ESE?E cre?F (Conflict of Interest Register)
<lf i\5 6i x-"t1M; tr{ ess, T'i.tlrro q}R-F !T qIRrF< {Ht qstcsr sr{ff r<{qs {e'1. q; ji&
qfr$ryerTESmsui({{q.s'sr?r.{tq'rfr{=TtElisTqRfIrqTqlr.rst-{€q($-{$<lG-{qTB,sicfuswiq
rq:rq; qcf, ffi, m1q, qagf q q:Tfr sl Ercq-{ TIq, EIs {s( / qem fiqlg$qr fr-Ecqq qru "lirg frr'r El ftcs

tr

o

qfi64;qq11arfiif,:iq'i6il r 1BT at, i ,uo
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.?f$ rc1"rE I Ttlq ,{ u,fq{ {frRe rqc[ ffix", E?fd c1sf{6p q'{$[6. u1fiT q{q1-gci +3rg; {qt qT q<1 '1E
$m.{q q?fiist6 ispcvm$ffiM-{ Es r

s. I qiEf(E{ q'-s.fi.ril fi-{ {,?H'rcH.s q]&q Tt rrgt{ $ft-slilftq qERsfr \5.f(q-{ s-rq, Els qq( / qcRI

fiqfs{Rq "15"fli5fr1 q1u +fm ftn| iot fr.rr gtg tent +ra r

ef rqmqlcq-dIT{8,.{frf< E'q'{q$rq*s'{Trone q&'rrtr,r--<frcntrf+dfco, qI qqqrrp'f-+e rTq}T
:dTcl!l&4€ q${Rc€H rsrE <l&'iu EIs f,q€ ({''{'13"lr{q Io1rs qqftqK E{ 31 rs-H\B 8"fi1R..

<}&'fE S]lE{ q-{i ErCq-{ Wrqr{CS Hm qtailX 
r

4 r sEr6q3 sq'efr"{.1tlT-Iq s.lffi ftfrRqH elirs I

'{i?'ck Ery\o .g<i }gKr Be-s rsr-st 'mmir{El e-<"R' qrriwf $*t{ &{s qqq nffi) e<g{4 <m erb r

E"ief{ q# q'?f{ rolore qrfr rons f}q (q}-{61 <r fusr<rflt) +fu-<++ TTT .{<( frh-fB qffi 1 66Fr6 frq.{
(6aqx;* e?FB qEl<l "rnsf< qs si c&f4lril{ qEfqT qi{ ftc.i EI {.l.fierT{ srfcq AAI-ri'6 $-4]."i 4lTi r qqi.{

qHrcT{ Trs-< a{i qrzn E?l-n EqRe asr<{ rcott e+9"$ r .{t a-t<.."jQ qEtcqr cs,tml.i +-ci e+g{c{ r

eisl"i {q cTqsqE e6B EriT\t wt$rfr-o qa( nRqg.?ifuTi rfi r<Fffit qsq'ld sE?$ qq ETkIraK qET fi}&
.?iqsl s-Krs I $&,:tIB -srzq"q 6:( e<( &E-lB"{ (<li"trl Tt ariscq6) sFf+lk.'si rq LI<q q-<fftR $-{26 :q1n-s1

q{R Effir.B strlEl T|r1ij" frr<irrs*qfr L{frrs qFrE q.q'Tz( Ti, Erd E$Tkfr- T-{ $xrs c"E]x_'c-| +-fis 1tffi
q{fiffir, E[?tcq{ g3o frr<te+< {i-+.rTi q-qrs ckrir m{ qf. -\rrd qS q6$e.lrc rrf+t<El 63rc S16-qr-lm

se.*-u., +zA r e6rs"frrsx $fF Ti1't{ "ifu iaft66t a qQfr 
"1rfrAft MT "rft<-6 Er*frcf{xrrB 1elis+

sa.rra 'q<( frale nex,q qTffi rEsTtT q-{l'ylr?f{ qsRi E,rEk .{B( q]rq q.s Sort 3s'r.t sa w*914 I

<rto r+-Ft's ftmr< <l er *-l fi{r<q +tseo 4r,-r il +t<q r5t-q frms <t a.oa <t SrqirEs qffi rqe r

ettfi q+.{ crns aliffi'];q.ls .F{eE'[?$c. q'i s& esF kca'q Rqir{ ffi q{s 'iiK. s-44. qf?i;il-q

q"fi<gRqR ql qcrrtrd{ qx{fu. frB.rc {<( {B-ro rcqe-r-ffiTsftrq ,{ Ercjts s;tr{ I istgl fism *. ffi@"
fqfen q""{4"*-r"'r fqcq.rE Aaffir<rr-qi +fa <t q(qit6 "rftTTA{f €{K E?dT fS];te qksn-ff ?sk +ars *llm Ef
qlea'Bs. 

"r_TiT.df fifo qenr.or $T16 qtr{ I 'qTqE Em, fr-s]g.l Ora.,, {sfr ejBIcE ef<]r, :I| qEfiq_< Erq-S X'ry

fr.ffi mfq iF-{iK qq-{i Eqfu r<nn"fs. t +r< r &-snt +-{'iT r+T;.r.s sG IaE 
..-.-.- 

Irelse <tfu, Rqi $ W &"spif
ni sr{ q6-a5 ffi +BrE 4rr{ r qfrd< q{W qi.?r.s.5 q-€(s wlx-<'} F:F sfr 6: ffE-E s"K qrt q'E €qi
srfdfqftasl q-{ffi614'' i
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qffisq1<I-{EfrHT 1qe
(Management system of linancial information)

rg r \flFfs\o{IqrE{."Frt ffi (Management system of
financial informati on)
)8.1 r $Fr+ e ffi+ erez{s{ (Monthly & Quarterly
statement)
fa.\ r qtsqfr,a e&[q!il{ (Annual Financial Report)
!8.e | (tm{fffi-*qq (Costing procedure)

)8.8 rvlffi+q.flrmqfu{F{ (Report of Financial
Evaluation)

)8.8.) r efsErrf,qlllrr (Project Evaluation)
)8.8.q r<frntgaET (Evaluationn of Badget)
)8.8.e I <Fl-{f"m {rynR-{ (Evaluation of
management)
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ffi
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\{$ls

wffir <iqqfqat qfut qltro Eqt w<-srq s <r<-{t+t{ anB q\oiq qsg t{ qlfrEt:i fr'qr r qQ qqGr

s.f{r{I. iTqq-{ qlffi-{ <I{-qpmT emBTfu "$qqt q(r$!n e<( qlffis <l-{"Eiet{t eTE q'{el-{T qeTE{ lBffiT
W-{ qT r uttSiF-{E qlffiF qenri-{ s q{'SH"{ Ti<-ffi qi{f< S'ef frsg-r \o-et, c.{<-{fq sTl w.{ r q'tflf+ strr{Eq
eFT-(;t-{ Cry-m "rft Cuu-qtfr-elefima{Eqn<e4tsr{ |

)8.5 rTlff{ e kqlffrqBlaqT (Monthly & Quarterly statement)

"B-<-tr 
qtc{-{ rel:fu{ {kuf-q-dla s-q] csqH fu{ fr-q."i qfu X11,,K ot (r"io) \5tfi'HK T-6{, <T efu tqflfis.

etm E<-{q ol Ftrs) frrq-a:qrqrfrTX]su]Ffu qfu<q{q{qers'ss-fiEF I

F r ffiru-{fr{{fr (Expenditure statement)
rI r eflB rs qfiqRqlE (Receipt & payment statement)
11Iqtfq el<R {Cash Recap information)
q lFlH$lffi (Cash Balance Conformation Cerfificate)
B i qfiqs fi?Ts-{cl sfrmpr{ (Bank Reconsilation Report)
u r v&Tffi qfu<qT (Breakdown of Outstanding Advance)

e tq-S+ara.*fr{-{ft (Fixed Asset Status Report)
q r qfret qffASgT \€ qsql (Budget varience and observation)
3r r ffiTl"$K<fcefi (Budget for next month)

oi4 qipl q{r;l-< ffi cer<"r +E-ro qc< t rlq ft&o <tgt .s 
"mmr &fireg s'qEH fr{'R

fispf <r.qqft<i qfu.<ET aEE T-{iF r

5s.{ ; qt'${R-s Ee:inqq (A,nnual Financial Report)
TFry &fr-s w1f{s efurrna efuE <Nqfr-s vlff-s qfurqr (Annual Financial Report) ff€-E g{'eu qr:{ 

|

E<aff <qr<-{ qqx {.rq{ )o (E-{) gtfrc"E rr<l8 Eq& {qrffi <tqR-+. qtffis qea q:q. er€E TTIS Efi t .{q
qersqm fu$F fr{q'sffi q'{"Bq q-e@ o<r.s qrq r

e r qi& s Eq't-{ (Receipt and Payment Statement)
{ rqm € <rrs{Rcf{ (Income and Expenditure Statement)
uf r ms$'frq M {Preparation of Trial Balance)
s rqtRAffi (Cash Flow)
s 1e5a"6 ftfu6@"m (Balance Sheet) €f€rs+TroECT r

E I {Fr+ qqr{{,{sF +-6s Balance Sh eet Rqr< ftetrt qru €r$5 s:ms EK I

l8.e I 6qqf <I$fttr m (Costing procedure)
csqr{ ffi{l qH fr.mfcr{ rT{rrr ,sls ro{T rTcqH E1tr's qB-fim{ qBffi.ra'E rt<im q}ffi fuF <I<-qHffi E.qT

Ttr{-$q € T(TEF;I T-st w( r :rltrfl-$rsc aF sTcH {Krm sql{ cffi'f qrs c{E fr-*f"f T-{l qE-{ r fiqts qrt
xFurq{sqB s-o<mfr.mm4T'l Gr(o {t(T I

o
D

a

sTq( {Pr-) {"f-{. {l"f-s $"1-8 qPf-r

u1trss<"'$"mfiel[1ei r lSin luu

W

tlis,stsTil

m6rtrts

gFs'eTt-it

"i&pe-++;

-6ffii <TTtr"{nqx
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!8.8 rqtrrf5rffrqGtnqT (Report of Financial Evaluation)
qqqF qtffis nr{{f+ffi e Rfis <1<Epm q(@E q1.$qftT ue[' 6a6q € c({rFct e<( q.1ffis <1EE1,F61
qr.qtqfts Sqs{ qrcffid 6{r qtFf$ {qrffi wls qqffi Rqr I q1ff's {{-JtT6r q{r frqts qH erEI
fi66rp6qHls-

18.8.5 I elsrfrT{lEFr (Project Evaluation)
x{(BE qTEf c(El Eq( q{it-dl Sqw qm ef+E &frs '{AE 

q6e <]{-{-{ e <ffi+f{l{ (rF(q qgq.6I €
<.rtclET fr-qqr-.K q.{r'qlffs {sTtT{ $irm qc< r qlEm-qss q(B? figt qqt qam trd enr{-fift q"qt<

"ls ws qiffio qExT{ s-{l e3T e1-66 1 qffi {drxTfia I'r4 c(qK q]fsF <I{-ffi-{.|e <r<.qq q"(6ls

sr{qT\s.celm qftTqqq# 
1 p-<fitefr<-<qftcqr&fusqTfrfsTdnEm qGzqq{ er€scrcsq{s' I

)8.8.q t<Emaplsq (Evaluationn of Badget)
cQl-{ qfiE <rm6r &fuis +]{-eeq-{ qqr Elqt qdra--{ *cq q'ie1s-si 

'* <rfut fr-+qra--< q-{T <|{qt
Tsilff-{ qffi ryqaa;6 q"r* esB q{]sq 'tqrs'r I {eingfs <l6qB {ffiflrT{ ETTrffi qftE <tE#T
{afi"fui ,4<.(. <Tls-TE qt"k q-{qr{ qq qtffio {(@rs <efiA selT <]reB qExTCqK ql"{rc{ 1T€Tt qs{ 

r

<].(siB {qffiTEa' qfu-<qr qTFf-s <FqtE-{ cq{s"=ls q6{-s. eralqfrT sr8-{ q&F-fi qttT r ng{tr, <"kqt
q-ffrxqi{s{ EIE {EJw{ q&c{q{ etds e Tfi"{R $m e56gffin s6* qfrs-{-{ EDiTo Effi ,

)8.8.e t II-<{."EI {;lIT{ (Evaluation of management)
cqR qf{.qPF{I {-{Xs6{T T'FrfiT r'(El{ Tiffis qTqis.r s 3}FfuB SftTSq xBn-qt qr I csqK q.'tffiF

<rqqlqTH r{'fr{[ qlff-s qq6'B frxx aqe sfrS sic<' qle r +rE. <r<-qt"ffi T{-ffiiqr $<ftq qf$s
!]qEfeiql qq@'fs rsqlr q{{ 

{E-XTE qfu<qT{ EIE <-<cs {ffi q<( q qq1Tfr'grT r{(ET-{ s {efqlrq
s-ffi"{'R +qlo E { r kc"m vk{ Effi'41 6{, q'qf{ frq-{ EfuI.K q'lTrIT cq'{ frfrs Xciis-{
periodical Short Term Self Evaluation) +aro Er{ €<( <lfu-r {ryflIw-$tft qcm qaTftlElr
(Extemal evaluation or consultant) $ilcT q wfiTT{nT{TTcuEF I
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)a r ct1&qq (ANNEXURE)
)c.o) trelDs.nfm$ftB
)G.ot rErsrqrRKsfiq
)c.oe t<iTq+qw{
)c.o8 tqrftElBfi?
tc.oc I ?qfr-s 4{E <rrrfr eHsPrq
)c.og I e\5tTfrfr$E r{lb (Good Received Note)
tc.oq I fis 6&BE (Risk Register)
}c.ob I FB Wsr 6r&?'d (dz{E{rdft)
)C.oh I Gifts/t{ospitality Register
)c.)o I lHsffld (II-{Ti) (?fufK
(fig {frsr, ffi-rw*tft efrraH, mefa e Rtrcs etfrcl
)c.t) I +qffi qF tErcr? CdeEH

la.)e, I Su' (Fraud) Getm
tc.)e rrP,fh 6<ebB
tc.!s I Gr('crd rfrffir q6Tft (ToR)
tc.tc I qls'qq 6det.F
sc. )s I <rI(F kfifrrrml;r Rr"ftr qffiE
)c.)t I Period End Cash Balance Confirrnation
Certificate
)c.)b r Cash Recap by Bank Account
!c.)b r ChallarlStore Requisition Form (SRF)
)c.\o I Cheque Register Form
)a.i) r Contra Voucher
)c.r,t I Donation Received Register
5c.{e r Motorcycle Log Book
)C.t8 I Motorcycle Bench Mark (KPL) Setting Format

)c.qc r Breakdown of Outstanding Advance
)c.\s r Purchase Requisition Fonn
)c.\t I Requisition for Cash/Advance
)c.lv r Salary and other Benefits Regrster
)a.qb I Fixed Asset Modification (Depreciation)
Report
5c.eo I Yeady Fixed Asset Verification Report
)c.e! I Time Sheet
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q{{&{q 4:NTIBFM{IT TS'{r
)&.o) fiEqmeep':f'E
)t"o{ Bpr qlfs{KFfq

)t.o0 {I'CSstE}-K

)t.o8 st-;fm glwr
)0.oG ffi6 n5]r" <Tf{i'|{ q.ttq'Hq

)("o$ ss{frfrss sib (Good ReceivedNote)
)t.oq fr-s 6fh?H iRisk Register)

)O.ob frpa 1amt ffieBH (r{tx.qrrfrl
)o.oh Gift s,&{ospitality Register
)fr.)o rc-'F{M ffs'i) e{f,ai$t<

Fns a<iFt, rfr-T a:KFl,qfu3T{, (qsK 's e{rq"T 6]kr)
ir. )) sqffiq:rt$fs? r<ffit-{

Su (Fraud) ca&?H
ryqq 6fr5P.1<

)6.)8 ffi'-sr<K s'l-cq3 -sffi (ToR )

5(.)A qlrsqq (<&?t{

ar;qq fr-ar*fr-m"x? &T"rlfr Ffulb
Period End Cash Balance Conflmration Certificate

)f .)b Cash R-ccap by Bar:k Account
5r. )b Chal lan/Store Reqriisition Form (SRF)

)t.{o Cheque Register Fornr
5(.a,) Contra Voucher
)c.qa Donation Received Register
)r.l\} Motorcycle Log Book
)a.a.8 Motorcycie Bench Mark (KPL; Setting Fonrat
5{.\c B reakdc\,\,t of Outstanding Advanc e
)r.q'b Furchase Requisifion Fonn
)e.a.t Reference Check Form
)r.ib Salaly ar:d other Benefits Register
)tt.a.b Fixed As set Modifi cati on (Depreciation) Report
)(.eo Yearly Fixed Asset Verification Reporl

Time Sheet
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qtffi a.<-qt"rfi ftft$4 r 1fo at I t*u

)c.)$



#
qt{&q-tc.5 r,i6cittgsnFfiF

# "rft ru-*lt
rqlgfr's'f, qfi(]tq[, Tltrfi-rT

r"fiarl-{€$fuB
qTCffiT

Tgrdtr r@&E

Elk{ Ei-

{(
f{"lr-1i<.f l+lt{'s "if<I]{ 6xr slEl{ sf\gFr{;R ]lfiFi€.I r+T{s 4anlr 4lE

€

$

a
t,

* tu ...+ 
- 

./--\c€rr#dfi?
srffis<I+,{EEIft&crqT r q*iat l*t



{\#
./: )i '.>., !:.,.

q'(dBq\-)a.\ffi{rB{<frq

€

.P

IESqIF

urfr1,

(slsit {Fxtq {<rlsT\ r$-q+',{/fr "iffid"

T{F E{E

lrrsl

{}q5 "rfr msm
rqlvftsr, Efifiqf, cr\re?t

fi"{, 6rlft e qrftrT{e"rqrqs eF&qr'm

?ffi'etk?Fm s$um qr

qEET'K-S ru-oqR (eF\r'gAe el{rffi

4

i W
utffs <F-qtrTtAreatsi r 1*tar ; ua



#
's :!({Bx-ra.salK6utE;ota

q

$

gtRq

'{slESfsls-rR zquqs slft' 'tRI]'{ cstB$mtsit rqg'Em e7tr' {ffi

ffiTi <dliF Bt"

* "rfr cEsqt
mtg&Tl, qfsE[, cr\re{r

frq, G{fr $ <c.f{ q{stitrrg,ssFqqls,

qfl'$t.glBul+ vEsRaq

rsffi I@frb

ercl56r<-6 Ib*O SR qeF-ss<rt dR"l"Ftfr

4

t @ @€tr
qttr"+ sr-<-qPnrfiefiEi I $rr, l rn



#
(i

ra qt1&{q-ra.s qffi-{qBr'rd

Office:
Project:
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Paltri Chetana
Jordia. Bangdaha, Satkhira

Journal Voucher

Checked b.v:

IJate:
JVNO
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Falli Chetann
Jordia, Bangdaha, Satkhira

GOODS (OR SEI{VICES PROVIDED) RECEMD NOTE

d

c

Nanre o{ Supplier

{}rder/Other Reler"en ce Number

Namc of Goods

Quanrity 0r Amount {BI}T value)
Receiyed

Qudity of Gaods

Name ofReceiver

Signature of Receir.er

D ate Goods/Ser-vices Received

tu
effio<l<"Sqlt"ft&:nq r 1*tar I rt

ffirya-
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RISK REGISTER

Name of the Organization: PALLI CHETANA
Name of the Project: Marginalized People's Agency and Platform Building for Upholding their
Digniry, Supporting their Livelihood Promotion, and Enhancing their Capacity to Claim their Right ta
Fublic Services and Resources {APLE)
Periods:

., it

ri

$

e

t tu
qtffio<l<Q+clfr&Erq r 1$tar, i rc

SL Risk
Tr'"pc

Datc of
Risk

Desuiption
of Risk

Risk
Categtrn'

l\litigation
Sfrate{rv

Dare of
h{iti-0atinn

Mitigation
flescrintion

Mitigation
Status
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Sin'wqrqr q+rqcrg
Bqfq{.f

rnq& q+ra.b ffiT av {qFfiRE ceeaB

GIFTS/HOSPITALITY RE GISTER

REGTSTER OF GIFTS/HOSPITALITY RECEIVED & PROVIDED
Llse this .form to recrtrd details of actual or proposed gi/k or hospitality, received.frrnu *r
provided to third parties

NAME OF ORGANIZATION
FINANCIAL YEAR.

>,
F.
J
3F
rA

F<
k
rl
r-f

F.
fr
ra

Fr
tr]

TYPES
{Either'provision' or'Receipt'}

BRIEF DESCRIPTION OF' ITEM
(Give a brief description of the gtft or ltospitality
vesister)

REASONS FOR GIFT OR
HOSPITALITY
{Summar"ize t}te reasons or occasion for the gtft or
hospitalitv )

DATE(S) OF PROYTTTON
{Give the date(s) on which it was provided or ofl'ered)

YALUE OP ITEMS
{Give the knoww ot, estintated value - if unl<nown then
state 'unkuown' and explain further under the 1'eason

for gifto coluwn)

LOCATION WHERE PROVIDEI}
(Give the name of the ve?tue or location aI which the
gi{t *r ltaspitaltty was provided)

ACTION OF GMTS RECEI\rED
(For grft received on$t, spec{y what happened to the
item{s) after it was receit ed)

--

t

ftq {qqt-d

1l{

qB({lrf
€r{(iK
qfr{

r{fi{(q
qB?.E f

{l{
fi'"rr6

qenT'f

sl?,r
qf.s-i11rf

frffis

$Tfisq*dr
+t&e-l-di-$
Tfi'qTfiC{T

qIfrEq

qiqr
+Y+

1tu
"lqrsl

s.Tq

r{:Ggf-t{F?

Yfu'
xdfiq
*rut

*ire

wsl
qg,lsxE c

&-ffifld
Q.o\o

ffi{
ET-{rfr
(ffifitr)

cf+E
F,T-'iffirfr

a. q-{

4tfl s{I
b fiircr{ Erg

Sltrl, ?Za

i5r1$ tsF

c3lr9r.<kl'l

qTi<rdqf
gR"i

TFTF,iqlgi qemi"j
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I,iAn'lE OIr PERSON OR BODY
(Give the n*me of the individudl or orgcmi:utiorz
prot,iriing ar of{c.rittg the gill or hosTti{alitt)

PROVIDER ADDRESS
lGiw the rtddress af'the prot,ider)

CONTACT NAME
{Give a contact nawe if an indivitlual is not specified
as a provider - atherwise leave blank)

CONTACT E.MAIL I PHONE
(Give contact eruail or Telephone nuuber Jbr the
providet)

RELATIONSHIP TO PALLI CHETANA
{Speefy the relationship of the provider to tlte
depat*xent e.g, alumnus, supplier, sponsor etc" - if the

organieatiott is the provider then leave blank)

r+

i

J

rn
F.l

3
kr

Fiz

U
trl

rr{ANrE oF THE PERSON(S) OR BODY
{Give llrc ncme of the individuals or organizatiott
receivittg tke gifi t' hospita.litl, - il here rite mulliple
recipien.ls .sltr:cifl earh an o separ*t.e line)

RECIPIENT AI}DRESS
(Give the *ddress aJ'the redpients - leave blank if the
organization, a ruember af slalJ or representative is the
recipieut)

CONTACT NAME
(Give a contact name iJ.an individual is not speciJied
as a recipient - othervise leave blank)

COI.,ITACT E-ilIAIL i PHONE
(Give xtntar:i emoil ar Telepltone tuttilter.fbr ear:h

rei'ipient (if linott:n) )

RELATIONSHIP TO PALLI CHETANA
(Spectf1, lhe relatiorzship of the recipients to the
depafirnent e.g. alutnnus, supplier, spotxsot etc" - iJ'the
depafiment, staffs or representalives af the
organization is lhe recipients then leave blank)

tu qtfqfo<reqPrTtfifr$$ r giii* | rr
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qHE rt-5c.)a, ss (Fraud) 6e?F

qru (Fraud) ffi&?K
qffisq-.11lqae|T,flff 6-s{'
ef$'[fl{I'IT: APLE
ftfrTu,

If necessary, seperate sheet/s may be used to write the results / actions or any other
information.

tu

.'fr

*

SL Particulars with Steps and Actions Rrsults and Remarks

{}2 Particulars of Complaint relating to fraud with receiving
date

03 Name, address of the infonner,'finder i anonymous

04 Name of the person with position who bring the issue to
the fraud management committee / senior management

about the fi'aud by

06 The decision of the fraud management cornmittee I
senior firanagement team with the actioil plan

The summary of the investigation team report with the
date of submission
The decision of the fraud management committee /
senior filanagement team base on the repofi with date

Action Implemented I not with date {if not what are the
reasons)

Final settlement of the fraud with date

t2 Decision of fraud management committee / senior
management team about reporting to Specified Donors
with justification and date

Follow up action if any

+:laaf,-
qtffi <lEqtqeTftft{m r 1$tat I ra

0l Narns, address, Telephone no. of the personiorganization
against the Fraud raised

s5

07 Narne of the investigation tearn tnernbers (if needed) r,vth

their responsibility (TOR) with last date of reporling
08

{}9

10

11

13
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q'sT qifl EBroet's qcl"-rf .!"( xf$ffi'srql eBr*i'ilca]< >Ezffimm "Marginatrized Peoples

Agency and Platfbrm Building for Upholding theil Dignity. Srippo(ing th*ir Livelihor:d
Promotion and F-nhancing Capacity to Clairn their Righis to Public Services and Resorirces
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qtl& qq- ra'. )c Advance Register

PaIIi Chetana
Jordiii. Baugrlaha. Satkhila

Advance Register

Name of ddvance Receiver: Designation of Receiver:

frac eQ cafrem sftEBF &ra fi? sq Et-+tcg $sqf{ Tat E{r q<\ Ecb:r+ sff{ q-{r TFF $t <ir*a wt
Eg{ I

t

o

W

SL
No

Particular
of

Advance

Received Signature
of

Receiver
L9

e!ui74

Realization with
biIl

a

U

E{)
bI) 0,

14

6^

b!3a<

=rr

.sua*

Ilate Amount
(BDr)

Date Amount
(BDr)

%c
vtffia3"aqt"rfifrlfrxlal r gtxt laq
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qq{ffi ry- }s. }'b B an k Reco n ciliation Rep ort (BRR}

'i

Palli Chetana
Jorrlia, Bangdaha. Satl<hir a

Bank Reconciliation Report (BRR)
Nams of Project: APLE,

Bark Ltd"Name ofRank: TheAs on: 31 March'2020

+

q

Bank Account Nanre PALLI CHETANA.MJF A}LE
PROJECT

Bank Accoutrt Nunrbe r : 1i0256 l i 12{i{} 1

l. Balance as per Bank Statemrnt
Amount in

BDT.
I25,01)fi

2" Deposit in Transit:
Date : Slip # Arlount

2"*.Total f)eposits in Transit: EDT

3. Sutr Total (L.ine 1+2a): 125,000

4. Oulstanding ('heque:
Date: Cheqne # Amount Tk.

27.A3"2A2A i02282{l 5000

4.n Tntal {)utstanding Cheque: BDT 5000

5. Adiustetl Bank tsalance {3-4a) 120,0$ll
6. Baok balance (4 tif tsarrk Recap) 120,000

Diff'erence: 0.{}fi

Prepared by:
Signature
Name:
Designation:
I)ate:

Reviewed by:
Signahrre
Name:
Designation:
Date:

Approved by:
Signature
Name:
Designationr
Date;

vtffiqmqrmfresleT I 1*1ar lue
W



#
' :r r:. j':

'i
qqg&m-re"lq Period End Cash Balance Confirmation Certifiicate

Palli Chetana
Jordia, Bangdaha, Satkirira

PEruOD ENID CASH BALANCE CONFTR-.MATION CERTIFICATE
Period Endinc 25th N'Iarch' 2020

Narle of-Projert :

This is to that the cash balance of above mentioned as un 25/03/2020 is T'k.1366.00

{11 \.Varci

€

The denomination of cash balance is as follows:

I also corehrm that all cash funds are kept officially in a secured locked box.a

Prepared by:
Signatue
Name:
Designation:
lllate:

Revieu'ed by:
Signaturc
Fiame;

I)esignation:
]JaIe:

Approved by:
Signatrre
Name:
l)csignat ion:
Date:

1,000 {) 0

2 1 000500
L 200100

15CI50 J

20 0 0

l0 l 10

5 0 0

2 J 6

I 0 0

qtffo<l-{"qtq-{fte{rff r th+t lurW

Denornination Ouantitv Amount

Total - 1366.00
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q'{Eruq-}€.}b Cash Recap by Bank Aceount

''1 I

{

$

Name of Project:

Prepared by:
Signature:
Name:
Designation;
I)ate:

Palli Chetana
Jordia, Bangdaha, Satkhira

Cash Recap by Bank Account
Period: I st March to 3 lth March' 2020

Rcviewed by:
Sigtratuc:
Name:
Tlesignation:

Date:

Approved by:
S ignature:
N:inre :

I)esignation:
Datc:

Ynucher
no,

Date Cheque
nl},

Description Debit
Tk

Credit
TK.

Balance
T',k.

Opening Balanee 85,000

35 3.3.2020 3{)22822 Acln.iin & Frograin .A./C 5.000 8tl.00ii

38 10.3.2020 3022823 Stalf Basir": Training AIC 12,000 68,000

40 t2.3.2020 Fund AiC 250.000 318.000
A'a; 153.2A2A 3A72824 Khas land procsss lbe ArC 6U.000 258.000

+s 25.3.2020 3022825 StalTSalarl & Bonus A/C 121)"00iJ 138,000

wRfEry<qi"FTftfurffi r {ful.i iue
W
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e-t@ x<-*e.m Challan/Store Requisition Form (SRf)

Palli Chetana
Jordi a., Bangdaha, Satkhira

Challan/Store Requisition Form (SRF)

Name of Project:
Name of Purpo se,{Program :

Issued by:
Signaturc:
Name:
Designation
Project:
Date:

Date:

t

\

sl.
No

Description of MaterialslGaotlsiAssets Quantity Remarks

Above listed materiais received in full quartity and good condition. yes: No:

Received by:
Signature:
Name:
Desigpration:
Project:
Date:

@ @d8-

vlffi<:-a$a*-frltxrql r 1$txr Iuu
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q,qpq\-)a.qo Cheque Register Form

"i1

frat etqs c{lsE{s Ge?K qiorli{qt-{T?1'Ecr 
I

Palli Chetana
Jordia, Bangdaha. Satkhira

Cheque Register

ffi.4--

g

"

sr" Date Cheque
No.

Particulars Amount
(BDT}

Signature ol'
Cheque Recciver

Signature of Signatory Remarks
EC Memtrer Director

qtffis <r+{i"Ffi ftGrFlt r 1$t a.t I rr

tu
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\t
{qB1\-}a\) Contra Youcher

In Word Tk-

Approved by

In Word Tl<.

Approved by

PALLI CI{ETANA
"lo rriia, llangdaha. Satkliira

Contra Youcher

PAI,LI CHETA]\A
Jordia. Bangrlaha" Satkhira

Contra Youcher

VoucherNo.

Date:

Paid h;"t
i:

Voucher No

Date:

Paid by

tu

Particulars Head of Account
Taka

Dr Cr.

Total Taka:

Par-ticulars Head of Account Taka
llr. Cr"

'fotal'l'aka:

etfd+<irqt"i-+tftexmi r {$Ier lra
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et$q+r*"qe" Donation Received Register
tr \'.l

a\*' Palli Chetana
Jordia. Bangdaha, Satkhira

Donation Received Register

i

4

Name of Project:
Narne ofDonor:

Preparcd by:
Signature:
Name:
Designation:
Date:

@

Received by:
Signature:
Name:
Designation:
Date:

SI. # Date Rel'erence/ Chequr lio Amount
(BDT)

Grand
Total

Remarks

effi{<F-qrflrTtteqml r "i*tar lru
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q({Gft-ra'.qo Motorcycle Log Book

tr

*

For the Month of:

t]ser n*me:

Prepared by:
lryt
Signature:
Nanre:
Desigaation:
Date:

Palli Chetana
Jardia, Bangdaha, Satkhira

F{ame of Project:
Motorcycle Log Book

Designation Motor Cycle no.:

Revie*ed try:

Signature:
Name:
Designation:
Date:

@

rdpproved

Signature:
Name:
Designation:
Date:

Date Out
tfl.I1e

Opening
rneter

Description hr
Time

Closing
meter

Total
used KM

Per.sonal

medKM
Official

used KM
I:ueLtMobil Other

Cost
Total
Cost

p
E
i-d

b[::

-u
u
il.!
f)

From To Quantity Araount

Illate
Startirg

K}\4
Closing

KM
Total use

KM
Personal
use KM

Ofllcial
use Kl\4

Ailor.vancc
per KM

Total
fuel cost

Mobil
COSt

Maintenance
Cost

Total
cost

vtftIs<r<qtErTftft$ff r {&ar lao

*
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EqB&qq**e"{* Motorcycle Benchmark (KPL) Setting Format

Palli Chetana
Jordia, Bangdaha, Satkhira

Name of the project:

Motorcvcle Benchmark (KPL) Setting Sormat

01. KM Calculation:

02. Fuel Caleulation:

Location Jordia, Satkhira
Rcg, hia SATKHIRA HA.16.7543
CC 1OO CC
Date 22.09.2A20

Starting K1\,t of l*'Time Fuel Taken 22467 KM
Ending KM of 2"d Time Fuel Taken 22788 Khif
Total KX,{ Taken 321 KM

&

*

.l

lttTime Fuel Taken 05 Lt,
^nrl -./ l Ime iuer I aKen 06 Lr"

03. Bench Mark Calculation:
53.5 KPLTotal KM Rurl,2"n Time Fuel Taken

Signature of Rider/User:
Name:
Designation:
Date:

Revierved Lry:

Name:
Dcsignation:
Date :

Approved by:
Name :

DesiEiation:
Date:

qffiffqfffifrBqqT r $ar lur

@



#
tl.

qq&& Eq"- r*.\* B reakdown of Outstandin g Advan ce

Palli Chetana
Jordia. Bangdaha, Satkhir a

e

I

Name of Project:

Prepared by;
Signature:
Name:
Designation:
Ilate:

Breakdown af Outstanding Adv*nce
As of 31 March'2020

Reviewed by;
Signatru'e:
Na:le:
Designation:
Date:

Approved by:
Signafure:
Name :

I)es-ignation:
I)ate:

@ ffid-

1

2
J

4

-.: qL"-L
--=---qq-o

I

z

4
{
6

v.ttrs<i<qtffitfrB{m r 1&itr lrq

Purpose of
advance arnount (Tk.) of advance

'f entativeNanre of
Rrcipienl

Ilesignation
paymrn{

ii#,iftYl{iti{riif}ii,.i::, $1it#ii*;,$,ii{iiPill,,iiffi

st. # Narne of
SPiBranch/Area
oflicelVendorl
Others

0pening
Balance

Adv*nce during
period

Atljustment
during
period

Outstanding
advancr
Amunt {Tk)

Reruarks

+iii11**{*i7$.*6,i$}iiti?ii$ffi}TAL
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fr@ Eq5s.aru Furchase Requisition Form

Palli Chetana
Jordia, Rangdalra, Satkhira

PR#
Date

Purchase Form

Head office/Centre :

HI} # Name of ltems Budget
Provision

Unit Rate
(Tk )

Estimated Cost
(rk.)

Total:

Total (ln Ward): Tk.

Appraved by:

i

.i

a

l{ame of ProjectlProgram :

Requested by:

B
Cheeked by:

qtfrqqrqt4nt*&aeT r 1*tm }a.*
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qq$ qq-l*. {e Requisition for CashlAdvance

Palli Chetana
Jordia, Bangdaha, Satkhira

uisition for CashlAdvance
Date:

Name of ProjwtlProgram :

Head olficelCentre :

HD# Particulars Quantity Unit
Cost

Amount
{Tk.)

Remarks

Total:

In Ward: Tk.

Approved hy:Requested hy: Checked by:

qf{+<r{-qrfiifteTrET r 1&iat Iaa
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M
qX$nt-lc.{u Salary and other Benelits Register

Namc of Pro-ject:

Payment Month.

Palli Chetana
Jordia, Biingdaha, Satkhira

Salary and other Benefits Register

ryn/aa

Pavn:ent I)ate :

SI Name Ilesignation Salary' Arrear Bonus
Local

Conveyance
Mobile

Biil
T'otal

Favmcnt
Signature
& Date

Remarks

qtflfaamqpnifrfrqiff r 1&r* iar
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StBp *-*u"qm Fixed Ass et Modi{ication (Depreciation} Report

'\. ,\
Palli Chetana

Jordia, Bangdaha, Satkhira

Fixed Asset Modilication (Depreciation) Report
As of 31ut December' 2019
Name of Project: APLE
Name of Centre: Head of'fice

NB: We have depreciations charge deducted of our fixed assets according to cur previous
practices. That depreciatitn for only 1't year

Prepared by:
Signature
Name:
Designation;
Date:

,{fter lliext Year:

Prepared by:
Signature
Name:
Designation:
Date:

Reviewed hy:
Signatur"e

Name:
Designation:
I)ate;

Reviewed hy:
Signatrire
Name:
Designation:

Date:

Approved by:
Signature
Name:
Designation:
Date:

Approved hy:
Signature
Name:
Designaticn:
Dale;

NB: V/e have depreciations charge deducted of our fixed assets according to our previous
practices. That depreciation for only2nd year

SI. # N*rne cf Assct : Corrrputer Rernarks
F{o. of Assets Cost Valuc

{Tk}
Ilepreciatirin
{'%)

flepreciation
(rk)

Writtcn durqn
value

Estimated
Sale Yalue

0i 01 39"4AA r <0 I 5,910 tt 4q0 0 1tt year

Grant Totd (Lu'

Year)
39,400 l5o/o 5,910 33,,t90 0

sl. # Nanr* of Asset : Computcr Remarks
No of ,4ssets Cost Yalue

{Tk.)
flepreciation
{"lt)

Depreciation
{'uk.i

Wriften down
value

Estimated
Sale Yalue

0i 01 33,498 15% 50?4 28,466 0 2"u Year

Grant Tctal {1"
Year)

33,490 r5% 5024 29,466 0

erfib<l<qnrTfrBxml r 1Sr * 1 >'u
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qq{&qv}#.eo Yearly Fixed Asset Yerification Report

Palli Chetana
Jordia. Bangdaha, Satkhira

Yearly Fixed Asset Verification Report
Up to flate: 31" Decemtrer' 2019

Name af APLE

lype of Verilication: Physically verit'ication by verification cornmiitee.

Signature ol- verilication committee:
,{pproved by:

0l Signature:
Name:
Position:
Date:

02 Signature:
Name:
Position:
Date:

03 Signature:
Name:
Fasition:
Date:

SI ID No. Narne af
Asset

Quanfitv I)esrription
(Make &
)Iodel)

Source Date ol'
Acquisition

l,ocation Responsible
Ferson

Rem*ks (l'rrsent
Conditiou

GoodlFnir/Foor)

..srfcf$ <i{A"Fifrtft{rq,t i 1& lt I tr
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