
wnmve wefvMxq bxwZgvjv 

Accounts Policy 
                                               

wnmve wefvM KviLvbvi me©vwaK ¸i“Z¡c~b© Ges ms‡e`bkxj GKwU Ask| cY¨ Drcv`‡bi ïiƒ †_‡K †kl 

ch©š— Ges cÖkvmwbK cÖvq mKj Kvh©µ‡gi mv‡_ wnmve kvLvi m¤ú„³Zv i‡q‡Q| GB Kvi‡b wnmve kvLvi 

hveZxq Kvh©cÖbvjx‡Z MwZkxjZv Ges ¯̂”QZv wbwðZ Ki‡Z KZ©„c¶ AÎ bxwZgvjv cªYqb Ki‡Q| 

1. A‡_©I Pvwn`v Kib (Requisition for money) t 

 K) KviLvbvi Drcv`b cÖwµqvq ev cÖkvmwbK †Kvb Kvh©µg cwiPvjbvi Rb¨ †h †Kvb 

ª̀e¨-mvgMªxi cÖ‡qvRb Abyf~Z n‡j Zv wba©vwiZ Pvwn`v c‡Îi gva¨‡g wnmve wefv‡M 

`vwLj Ki‡Z n‡e| 

 L) Pvwn`v c‡Î D‡jwLZ ª̀‡e¨i bvg, AvbygvwbK g~j¨, Kx Kv‡R e¨envi n‡e, evqv‡ii 

bvg, óvBj b¤̂i BZ¨vw` cwi®‹vi fvlvq D‡jL Ki‡Z n‡e| 

 M) ‡h‡Kvb Pvwn`vcÎ mswkó wefvMxq cÖavb Ges wR Gg/wR Gg (wc) KZ©„K 

¯v̂¶wiZ n‡Z n‡e| 

 N) Pvwn`vcÎ MÖn‡bi ci KviLvbvi wnmve wefvM Pvwn`v c‡Î D‡jwLZ ª̀e¨-mvgMÖxi 

cÖ‡qvRbxqZv, fvÛvi kvLvq eZ©gvb gRy‡`i cwigvb, evRvi g~j¨ BZ¨vw` 

cÖv_wgKfv‡e hvPvB-evQvB c~e©K cÖavb Kvh©¨vj‡qi wnmve wefv‡M `vwLj Ki‡eb| 

 O) cÖv_wgK hvPvB-evQvB Gi mgq wnmve wefv‡Mi wbKU hw` †Kvb welq  A¯̂vfvweK 

g‡b nq ev †Kvb cÖ‡kœi D‡ ª̀K nq Z‡e mswkó wefvMxq cÖavb mn KviLvbvi wR 

Gg (wc)/wR Gg †K AewnZ Ki‡Z n‡e Ges Zv‡`i Aby‡gv`bµ‡g cieZ©x 

wm×vš— MÖnb Ki‡Z n‡e| 

 P) Pvwn`vcÎ MÖn‡bi ci wnmve wefvM hZ ª̀“Z m¤¢e cÖavb Kvh©¨vjq n‡Z cÖ‡qvRbxq 

A_© †hvMv‡oi hveZxq cÖwµqv m¤úbœ Ki‡e| 

2. Pvwn`v c‡Îi cÖKvi‡f` (Classification of requisition) t 
fvÛvi Ges wnmve kvLvi hveZxq Kvh©¨µg‡K MwZkxj Ki‡Z fvÛvi e¨e¯’vcbv bxwZgvjv Abymv‡i Pvwn`vcÎ 

mgyn‡K ỳBwU  

fv‡M wef³ Kiv n‡q‡Q- 

 K) gvwmK Pvwn`vcÎ t ‡h mKj ª̀e¨-mvgMÖx cÖwZwbqZB KviLvbvi Drcv`b Kvh©µ‡g 

ev cÖkvmwbK Kv‡R cÖ‡qvRb nq †m mKj ª̀e¨ mvgMÖx gvwmK wfwË‡Z µq Ki‡Z 

n‡e Ges GB j‡¶, cÖ‡qvRbxq mKj ª̀‡e¨i GKwU mgwš̂Z ZvwjKv ÔÔfvÛvi 

e¨e¯’vcbv bxwZgvjvÓ Gi Aby‡”Q`(1) Dcvby‡”Q` (L) Abymv‡i wnmve kvLvq †ck 

Ki‡Z n‡e| 

 L) mvßvwnK Pvwn`cÎ t  †h mKj ª̀e¨-mvgMªx Drcv`b ev cÖkvmwbK Kvh©µ‡g me©`v 

cÖ‡qvRb nq bv wKš‘ wbw ©̀ó wKQy Kv‡R e¨envi Kiv nq A_v©r me©`v cÖ‡qvRbxq  

ª̀e¨-mvgMÖx bq †m mKj ª̀e¨-mvgMÖx mvßvwnK wfwË‡Z µq Ki‡Z n‡e Ges GB 

j‡¶¨, cÖ‡qvRbxq mKj ª̀e¨-mvgMÖxi GKwU mgw¤̂Z ZvwjKv ÔÔfvÛvi e¨e ’̄vcbv 



bxwZgvjvÕÕ Gi Aby‡”Q` (2) Dcvby‡”Q` (K) Abymv‡i wnmve kvLvq †ck Ki‡Z 

n‡e| 

 M) Ri“ix Pvwn`v cÎ t cÖkvmwbK Kv‡R ev Drcv`b cÖwµqv Ae¨vnZ ivL‡Z hw` †Kvb 

ª̀e¨- mvgMªx Zvr¶wYKfv‡e cÖ‡qvRb nq Z‡e – 

  (i)         Ri“ix wfwË‡Z Aby‡”Q` (1) Gi Dcvby‡”Q` (L) Ges (M) Gi 

kZ© c~iY mv‡c‡¶  

             GKwU Pvwn`vcÎ wnmve kvLvq `vwLj Ki‡Z n‡e| 

           (ii)               Pvwn`vcÎ MÖn‡bi ci KviLvbvi wnmve wefvM cÖavb Kvh©¨vj‡qi 

wnmve wefv‡Mi mv‡_ Av‡jvPbv c~e©K Pvwn`cÎwU d¨v·‡hv‡M cÖavb 

Kvh©¨vj‡q cvwV‡q †`‡eb| 

           (iii)              ‡Kvb Ae ’̄vi †cÖw¶‡Z hw` cÖavb Kvh©vjq ª̀“Z A‡_©i ‡hvMvb 

w`‡Z e¨_© nq Z‡e KviLvbvi gnve¨e¯’vcK-Gi Aby‡gv`bµ‡g 

Ges cÖavb Kvh©¨vj‡qi wnmve kvLvi mv‡_ Av‡jvPbv mv‡c‡¶ 

KviLvbvi †cwU K¨vk (Petty cash) n‡Z cÖ‡qvRbxq ª̀e¨ 

mvgMÖx µ‡qi Rb¨ A‡_©i ‡hvMvb †`qv †h‡Z cv‡i| 

3. A_© cÖ`vb (payment) t 
 K) ‡h‡Kvb Pvwn`vc‡Îi wecix‡Z cÖ‡qvRbxq A_© cÖvwßi ci wnmve wefvM mswkó 

wefvMxq cÖavb‡K AewnZ Ki‡eb Ges wba©vwiZ †iwRóv‡i MÖnxZvi ¯v̂¶i MÖnb 

c~e©K A_© n¯—vš—i Ki‡eb| 

 L) ‡Kvb Ae ’̄v‡ZB Abby‡gvw`Z †Kvb e¨w³i wbKU A_© n¯—vš—I Kiv hv‡e bv  Ges 

cÖ‡qvR‡bi AwZwi³ A_© cÖ`vb Kiv hv‡e bv| 

 M) A_© MÖnbKvix‡K Aek¨B mswkó wefvMxq cÖavb ev wRGg(wc)/ wRGg KZ©„K 

g‡bvbxZ n‡Z n‡e| 

4. wej/Ae¨vwqZ A_© MÖnb (Receiving of bills/refund) t 
 K) cÖ‡qvRbxq cb¨ µq Kivi ci cÖ`Ë A_© Ges µqK…Z c‡Y¨I cwigvb D‡jK 

c~e©K we¯—vwiZ wnmve KviLvbvi wnmve wefv‡M `vwLj Ki‡Z n‡e| 

 L) ‡h †`vKvb/cÖwZôvb n‡Z ª̀e¨-mvgMªx µq Kiv n‡q‡Q D³ †`vKvb/cÖwZôvb KZ…©K 

cÖ`Ë Ges ¯v̂¶wiZ fDPvi/iwk`/wej/Bbf‡qm/K¨vk †g‡gv wnmve wefv‡M `vwLj 

Kiv eva¨Zvg~jK| 

 M) we‡µZv cÖwZôvb cÖ`Ë fvDPvi/iwk`/wej/Bbf‡qm/K¨vk †g‡gv `vwLj Ges wnmve 

kvLv KZ©„K MÖnb Kivi c~‡e© wbæwjwLZ welqmgyn h_vh_fv‡e cvjb AZ¨vek¨Kxq – 

           (i)         wbivcËv kvLvi wba©vwiZ ‡iwRóv‡i wbeÜb c~e©K `vwqZ¡cÖß 

Kg©KZ©vi ¯v̂¶i Ges wbeÜb µwgK D‡jK _vK‡Z n‡e|  

           (ii)                fvÛvi kvLvi wba©vwiZ †jRv‡i wbeÜb c~e©K mswkó †óvi wKcvi 

I fvÛvi e¨e ’̄vcK Gi ¯v̂¶i Ges wbeÜb µwgK I c„ôv b¤̂i 

D‡jL _vK‡Z n‡e| 

           (iii)              mswkó wefvMxq cÖavb Ges wR Gg (wc)/wR Gg KZ…©K ¯̂v¶wiZ 

n‡Z n‡e| 



 N) cª‡qvRbxq cY¨ µq Kivi ci AwZwi³ A_© (hw` _v‡K) 

fvDPvi/iwk`/wej/Bbf‡qm/K¨vk †g‡gv `vwL‡ji mgq wnmve kvLvq n¯—vš—i 

Ki‡Z n‡e| 

 O) ‡h‡Kvb Kvi‡b wba©vwiZ mg‡qi g‡a¨ cY¨ µq Ki‡Z e¨_© n‡j mgy`q A_© wnmve 

kvLvq Rgv Ki‡Z n‡e| 

 P) ª̀e¨-mgMªx µ‡qi D‡Ï‡k¨ A_© MÖnxZv KZ…©K Dcvby‡”Q` (N) I (O) jw•NZ n‡j ev 

h_vh_fv‡e cvj‡b Mwogwm Ki‡j ev AvswkK cvjb Ki‡j wnmve wefvM D³ 

e¨w³i wbKU n‡Z cÖvc¨ A_© Zvi †eZb n‡Z mgš̂q Kivi AwaKvi msi¶b K‡ib| 

5. †eZb cÖ ‘̄Z Ges weZib (Salary preparation & disbursement) t 
Myô Ges mwVK wbq‡g †eZb cÖ ‘̄Z Ges weZi‡Yi j‡¶ KZ©„c¶ GKwU mqs m¤ú~b© ÔÔ‡eZb cÖ ‘̄Z Ges 

weZib bxwZ 

gvjvÓBwZg‡a¨B cÖYqb K‡i‡Qb| D³ bxwZgvjv Abyhvqx cv‡m©v‡bj †mKkb †eZb cÖ ‘̄Z Ges 

AZ¨vek¨Kxq `vwqZ¡ 

cvjb Ki‡Z n‡e| 

 K) cv‡m©v‡bj BbPvR© ¯v̂¶wiZ †eZb mxU wnmve wefv‡M `vwLjK…Z n‡j wnmve 

wefv‡Mi `vwqZ¡cÖvß Kg©KZ©v †eZb mxUmgyn cy•Lvbycy•Lfv‡e cix¶v-wbix¶v Ki‡eb 

Ges gnve¨e ’̄vc‡Ki Aby‡gv`bµ‡g Zv cÖavb Kvh©¨vj‡qi wnmve wefv‡M n¯—vš—I 

Ki‡Z n‡e| 

 L) ‡eZb weZi‡bi wba©vwiZ w`‡b wnmve wefvM cÖavb Kvh©¨vj‡qi wnmve wefvM n‡Z 

cÖ‡qvRbxq A_© msMÖn Ki‡eb Ges Zv jvBb ev wefvM Abyhvqx fvM K‡i weZi‡bi 

j‡¶¨ weZi‡bi `vwqZ¡cÖvß e¨w³e‡M©I wbKU n¯—vš—I Ki‡eb| 

 M) ‡eZb weZi‡bi m¤úbœ n‡j wnmve wefvM weZi‡Yi j‡¶ A_© MÖnxZv e¨w³M‡bi 

wbKU n‡Z †eZb mxU mn cwic~b© wnmve (†hgb-KZ Rb‡K †eZb †`qv n‡q‡Q, 

KZRb evwK Av‡Q BZ¨vw`) ey‡S wb‡eb| 

6. cÖavb Kvh©¨vj‡q cÖwZ‡e`b †ck Kib I A_© Rgv KiY (Submition of report to Head Office 

& 

refund of money) t 

  
A‡_©I myô e›Ub, myPvi“ wnmve Ges m¤ú©yb cÖwµqvi ¯”̂QZv wbwðZ Kivi j‡¶ KviLvbvi wnmve wefvM      

wbøwjwLZ  

cÖwZ‡e`bmgyn wbqwgZfv‡e cÖavb Kvh©¨vj‡qi wnmve wefv‡M ̀ vwLj Ki‡eb Ges AwZwi³ A_© (hw` _v‡K) 

cÖavb  

 Kvh©vj‡qi wba©vwiZ e¨vs‡Ki wba©vwiZ kvLvq Rgv Ki‡Z n‡e|  

 K) KviLvbvi mKj cÖKvi e¨‡qi wnmve mvßvwnK wfwË‡Z wba©vwiZ Q‡K cÖavb Kvh©vj‡q 

†ck Ki‡Z n‡e| 

 L) gvwmK Pvwn`v c‡Î wecix‡Z cÖ`Ë A‡_©i wnmve gv‡mi cÖ_g mßv‡ni g‡a¨ wba©vwiZ 

Q‡K cÖavb Kvh©vj‡qi wnmve wefv‡M †ck Ki‡Z n‡e| 



 M) wbqwgZ †eZb, eiLv¯— ev c`Z¨vMKvix‡`i †eZbmn mKj cÖKvi †eZb ev 

fvZvw` weZi‡bi ciw`bB wbøwjwLZ cÖwZ‡e`bmgyn cÖavb Kvh©vj‡qi wnmve wefv‡M 

`vwLj Ki‡Z n‡e| 

    (i)        AweZibK…Z A‡_©i wnmve 

   (ii)        KZ©bK…Z A‡_©i (hw` _v‡K) wnmve 

Dc‡i ewb©Z bxwZgvjv Ges wb‡ ©̀kvejx h_vh_fv‡e cvj‡bi gva¨‡g KviLvbvi wnmve kvLvi ‰`bw›`b            

Kvh©µ‡g AviI MwZkxjZv Ges ¯”̂QZv Avbqb Ki‡e e‡j KZ©©„c¶ wek¦vm K‡ib| 

GB j‡¶¨ KZ…©c¶ mswkó mKj‡K  wnmve wefvMxq 

 bxwZgvjvi m¤ú~b© Ges h_vh_ ev¯—evq‡bi wb‡ ©̀k cÖ`vb Ki‡Q| 

  

 


