cg';"rL $ M k|ltj]bg vfsf

e"ld tyf s[lif clwsf/ cfGbf]ng

aflif{s k|utL k|ltj]bg

        lhNnf e"ld clwsf/ d~r, =========

kmf]6f]

======================= b]lv =============================== ;Dd

ljifoj:t' 

3!= kl/ro


3@= cleofg k|ultsf] ;f/ ;If]k


3@=! glthf pknlAwsf] cj:yf


4@=@ lqmofsnfk ;DkGg ul/Psf] cj:yf


4@=#= d'Vo pknAwL M pknlAwsf] glthf / lqmofsnfk ;DkGgtfsf] lrGtg dgg\


5@=$ pNn]vgLo ;jfn


5#= cleofg sfof{Gjog kl5sf] c;/ / kl/jlt{t ;Gbe{sf] ljZn]if0f


5$= ljlQo sfo{ ;Dkfbg


5$=! ;du|df


5$=@ ah]6 pkof]lutf


6%= ljlQo k|ltj]bg




e"ld tyf s[lif clwsf/ cfGbf]ng, aflif{s k|ltj]bg

======================= b]lv =============================== ;Dd

;f/f+z
k|ltj]bgaf/]] 5f]6s/Ldf kl/ro lbO{ / of] jif{ ePsf d'Vo pknlAwsf] pNn]v ug'{xf];\ . olb of]hgfaf6 ljrlnt ePdf To;nfO{ csf]{ cjlwdf s;/L ;dfof]hg ug]{ of]hgf ug'{ePsf] 5 ;f] ;d]t pNn]v ug'{xf];\ . ;fy} o; cjlwdf ef]luPsf r'gf}tLx? s] s] lyP, To;nfO{ s;/L ;fdgf ug'{eof] / o; cjlwsf l;sfO{x? ;d]t n]Vg'xf];\ . cGTodf o; aif{sf] ah]6 / aflif{s k|utL k|sfz kfg'{xf];\ . 
!= kl/ro
o; k[i7df lgDg a'bfFx?dfly k|i6 kfg'{xf];\
· k|ltj]bgsf] pb]Zo

· cleofgsf] k[i7e"ld, aflif{s pb]Zox?, nfeflGjt ;d'x

· ;"rgf ;+sng tyf ljZn]if0f -;"rgf ;+sng k|lqmofdf sf] sf] ;xefuL x'g'eof] < / k|ltj]bg s;/L tof/ ug'{eof] ;f] ;d]t pNn]v ug'{xf];\ .
· of] k|ltj]bg ;+:yfleq / aflx/ cyjf cGo ;/f]sf/jfnfn] s;/L pkof]udf Nofpg]5g <  
@= cleofg k|utLsf] ;f/ ;If]k 
@=! glthf pknlAwsf] cj:yf
· tnsf] tflnsfdf aflif{s of]hgf / ah]6 cg';f/sf] nIo / pknlAwnfO{ d'Nofs+g ug'{xf];\ .

   tflnsf g+ ! cleofgsf] glthf pknlAwsf] cj:yf -kmf/fddf cfa:ostf cg';f/ nfO{g yKg'xf];\_
	kl/0ffd jf glthf
	;"rs -aflif{s of]hgfaf6 Nofpg]_
	nIo -@)&=_
	l8;Plu|u]6 8f6f -cfjZostf cg';f/ sf]nd yKg'xf];\_
	;"rs cg';f/sf] k|ult


	of]hgfaf6 lad'v x'g'sf] sf/0f
	cfufdL sbd

	pknlAw ! -aflif{s of]hgfaf6 Nofpg'xf];\_ 
	aflif{s of]hgfaf6 Nofpg'xf];\
	aflif{s of]hgfaf6 Nofpg'xf];\
	d= 
	k'=
	h=
	b=
	hhf
	dw];L
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Gflthf ! -aflif{s of]hgfaf6 Nofpg'xf];\_
	aflif{s of]hgfaf6 Nofpg'xf];\
	aflif{s of]hgfaf6 Nofpg'xf];\
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	pknlAw ! -aflif{s of]hgfaf6 Nofpg'xf];\_ 
	
	
	
	
	
	
	
	
	
	
	

	Gflthf ! -aflif{s of]hgfaf6 Nofpg'xf];\_
	
	
	
	
	
	
	
	
	
	
	


@=@ lqmofsnfk ;DkGg ul/Psf] cj:yf  

aflif{s nIo cg';f/sf] of] jif{ leq ;Dkfbg ul/Psf lqmofsnfk -klxnf] cjlw b]lv_ sf]     d'Nofs+g ug'{xf];\ .
tflnsf g+ @ cleofgsf] lhNnfut ultljlw ;DkGgtfsf] cj:yf

	lqmofsnfk
	Afflif{s nIo
	s] slt ;DkGg ul/P
	ljd'v x'g'sf] sf/0f
	K|f:tfljt sfo{x?
	s}lkmot

	pknlAw ! -cleofgsf] lhNnfut nuk|]md af6 Nofpg]_

	lqmofsnfk !
	
	
	
	
	

	lqmofsnfk @
	
	
	
	
	

	pknlAw @ –cleofgsf] lhNnfut nuk|m]d af6 Nofpg]

	;DalGwt lqmofsnfk hf] k'j{ of]hgfdf /flvPsf] lyPg (crosscutting activities)

	;+:yfut Ifdtf / zf;g k4lt
	
	
	
	
	

	;+:yfut ljsf;;Fu ;DalGwt ultljlw
	
	
	
	
	

	;dLIff, lrGtg dgg\ / l;sfO{ ;Fu ;DalGwt lqmofsnfk
	
	
	
	
	

	cGo ultljlwx?
	
	
	
	
	


@=#= d'Vo pknAwL M pknlAwsf] glthf / lqmofsnfk ;DkGgtfsf] lrGtg dgg\ 
@=#=! pknlAwsf] ljj/0f
dfly tflnsfdf pNn]v ul/P cg';f/ pknlAwx?sf] rrf{ ug'{xf];\ . pknlAwnfO{ ljleGg 36gf cWoog, lrGtg dgg\, kmf]6f]x?, lrq, sf]6]zg tyf cGt/jftf{ cg';"lrdf pNn]v ug'{ ePdf cem pTs[i6 x'g]5 . ;Dej eP;Dd 36gf cWoog lbOPsf] 9fFrfdf n]Vg'xf]nf . 
@=#=@ of]hgf gul/Psf] glthf tyf kl/0ffdsf] ljZn]if0f
s[kof o; cjlwdf b]lvPsf g;f]r]sf kl/0ffdx? -;sf/fTd jf gsf/fTds b'j}sf]_ JofVof ug'{xf];\ . lsg / s] sf/0fn] oL kl/0ffdx? b]vf k/]sf x'g\ pNn]v ug'{xf]nf . eljiodf o:tf gsf/fTds kl/0ffdsf] /f]syfdsf nflu s] ug'{kb{5 xf]nf < cfufdL of]hgfsf] b[li6sf]0faf6 oL kl/0ffdaf/] s]xL lrGtg dgg\ ug'{xf]nf .

@=#=#  o; cjlwdf ;fdgf ul/Psf r'gf}tLx?
o; cjlwsf r'gf}tLx?sf] d'Nofs+g ug'{xf];\ / s;/L o;nfO{ s;/L ;fdfgf ug'{eof] < 

Joj:yfkg b[li6sf]0faf6 aflif{s of]hgfdf ;dfj]z eP cg';f/ s]xL hf]lvd wf/0ffx?nfO{ x]/km]/ ug'{ kg]{ ePdf pNn]v ug'{xf];\ .
#=#=$ d'Vo l;sfO{x? -;sf/fTds jf gsf/fTds b'j}_

cleofg sfof{Gjogsf] k|lqmofdf ePsf l;sfO{x? pNn]v ug'{xf];\ . oL l;sfO{x? cfufdL lbgdf s;/L k|of]u ul/G5 pNn]v ug'{xf];\ . /fd|f cEof;x?nfO{ cg';'rLdf ptfg'{xf]; tf ls of] c? ;dodf klg k'gM k|of]u ug{ ;lsof];\ cyjf cem} a9fP/ n}hfg ;lsof];\ . 
@=$ pNn]vgLo ;jfn

r'gf}tLsf] cj:yfaf/] 5nkmn ug'{xf]; / ;++u7gaf6 o;sf] cg'udg jf kmnf]cksf nflu s] of]hgf ul/Psf] 5 pNn]v ug'{xf];\ .

#= cleofg sfof{Gjog kl5sf] c;/ / kl/jlt{t ;Gbe{sf] ljZn]if0f
:yfgLo tyf /fli6«o ljsf;sf] bfFhf]df cleofg c;/sf] :ki6Ls/0f -;'zf;g k4ltsf] r'gf}tL / ;d:of ljZn]if0f_ h:t} /fli6«o gLltut sfo{qmdx?, >f]t;fwg, ;/sf/L tyf u}/;/sf/L ;+nUgtf, h;n] cleofg c;/sf] lg/Gt/tfnfO{ hf]8 lbG5 . cyjf cfufdL aif{sf nflu cleofgsf] c;/ tof/ ubf{ s]xL x]/km]/ ug'{kg]{ ePdf ;f] ;d]t pNn]v ug'{xf];\ . .
oL afx]s, lhNnfut nuk|m]dsf] 9fFrfdf lrGtg\ dgg\ ug'{xf];\ . ;fy} hf]lvd Go"gLs/0f Dofl6«S; cg';f/sf] d'Nof+sg ul/ pQm Dofl6«S;sf] k|efjsfl/tf ;d]t pNn]v ug'{xf];\ . 

-lhNnfut hf]lvd Dofl6«S; agfpg cfa:os 5, gagfO{;s]sf] xsdf of] 5f]l8lbg' xf]nf_ 
	hf]lvd
	k|:tfljt hf]lvd /0fgLlt
	hf]lvd Go"gLs/0f /0fgLltsf] k|efjsfl/tf

	hf]lvd ! hf]lvd Go"gLs/0f Dofl6«S;
	hf]lvd /f]syfd, Go'gLs/0f tyf ;'wf/sf nflu ckgfOPsf pkfox? 
	Go'gLs/0f pkfosf] k|efjsfl/tf -hf]lvd ! nfO{ Wofgdf /fVbf_

	hf]lvd ! hf]lvd Go"gLs/0f Dofl6«S;
	hf]lvd /f]syfd, Go'gLs/0f tyf ;'wf/sf nflu ckgfOPsf pkfox?
	Go'gLs/0f pkfosf] k|efjsfl/tf -hf]lvd @ nfO{ Wofgdf /fVbf_

	hf]lvd ! hf]lvd Go"gLs/0f Dofl6«S;
	hf]lvd /f]syfd, Go'gLs/0f tyf ;'wf/sf nflu ckgfOPsf pkfox?
	Go'gLs/0f pkfosf] k|efjsfl/tf -hf]lvd # nfO{ Wofgdf /fVbf_


$= ljlQo sfo{;Dkfbg
$=! ;du|df

s[kof cleofgsf] pknlAwsf] cfwf/df ljlQo k|bz{gsf] d'Nofs+g ug'{xf];\ . vr{sf] cg'kftdf lqmofsnfkx? slt ul/P < slt ldtJooL eP jf ePgg\ < ;fy} cleofg k|ult / ljlQo k|ult ljr s] ;DaGw 5 < 

$=@ ah]6 pkof]lutf
	pknlAw
	aflif{s ah]6 -s_
	jf:tljs vr{ -v_
	leGgtf
s— v 
	ah]6 pkof]lutf –k|ltzt_

	Gflthf ! aflif{s of]hgfaf6 Nofpg]
	
	
	
	

	glthf @ aflif{s of]hgfcg';f/ Nofpg]
	
	
	
	

	glthf # aflif{s of]hgfcg';f/ Nofpg]
	
	
	
	

	glthf $ aflif{s of]hgfcg';f/ Nofpg]
	
	
	
	

	s'n cleofg lqmofsnfk vr{
	
	
	
	

	s'n ;dLIff, cg'udg / d'Nofs+g vr{
	
	
	
	

	s'n oftfoft vr{
	
	
	
	

	s'n dfgjLo >f]t vr{
	
	
	
	

	s'n k'hLF tyf cf}hf/ vr{ 
	
	
	
	

	s'n cleofg nfut
	
	
	
	


%= ljlQo k|ltj]bg
s[kof tnsf cg';"rLx? k|of]u ug'{xf]nf .
· cfly{s k|ltj]bgsf] ;f/fz (Summery)
· cfly{s k|lta]bg (Financila Report)
· ;Gt'ng k/LIf0f (Trial Balance)
· a}+s lx;fa ldnfg laa/0f (Bank Reconcilation)
· ah]6 dfu kmf/fd  (Fund request form)
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