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CMBUk I ³ eKalbMNg nigkareRbIR)as;Éksar 

1> eKalbMNg 

edIm,IeGaydMeNIrkarGnuvtþn_ nigkarcat;EcghirBaØvtßúTUeTArbs;mCÄmNÐlRbCaBlrdæedIm,IGPivDÆn_ 

nigsnþiPaB manPaBsuRkwtü tmøaPaB nigmanPaBgayRsYl. 

2> kareRbIR)as;ÉksarKNenyü 

-ÉksarTaMgLayEdlBak;B½n§nwgKNenyü ehIybuKÁlikNamñak;cg;ykeTAeRbIR)as;RtUvEtman 

karGnuBaØatedayKNenyükr. 

      -KNenyükrRtUvEtmanesovePAkt;RtacMeBaHkarx©I nigkarRbKl;ÉksarRtLb;eTAvij. 

 

CMBUk II ³ GMBIcMNUl nigcMNay 

3> cMNUl 

 cMNUlCasac;R)ak; nigkarTTYlxusRtUv 

- ral;R)ak;cMNUlEdlTTYl)anmkBICMnYynigcMNUlepSg²RtUvRbKl;eGayKNenyükrCaGñkrkSa 

TukenAkñúgTUrEdk b¤FnaKarrbs; mCÄmNÐlRbCaBlrdæedIm,IGPivDÆn_ nigsnþiPaB edaymankarcuHhtßelxa 

rvagGñkRbKl; nigGñkTTYlehIymankaryl;RBmBIRbFan. 

     - KNenyükrmantYnaTIrkSaTukÉksar nigkt;RtanUvral;cMNUlTaMgGs;rbs;mCÄmNÐlRbCaBlrdæ 

edIm,IGPivDÆn_ nigsnþiPaBedaymanvik½yb½RtcuHelx nigkalbriecäTRtwmRtUv. 

     -cMeBaHcMNUlEdlTTYl)anCamUlb,Tanb½RtRtUvbBa©ÚleTAkñúgFnaKarCamunsineTIbGacebIkyk 

sac;R)ak;enaH)an. 

     -RKb;EpñkTaMgGs;rbs; mCÄmNÐlRbCaBlrd§edIm,IGPivDÆn_ nigsnþiPaB KµansiTi§cayvayfvika 

rbs;mCÄmNÐledayKµankarGnuBaØatBIGaNab½k eTaHbICafvikaenaHCafvikarbs;kmµviFIxøÜnk¾eday. 

4> vik½yb½Rtbg;R)ak; 

     -vik½yb½Rtbg;R)ak;xagedIm ¬Kl;bBaÞI¦ RtUvrkSaTuk 

    -vik½yb½Rtbg;R)ak;xagcugpþl;eGayeTAGtifiCn 

              -vik½yb½RtEdlmancuHhtßelxaCapøÚvkarehIylubecal RtUvrkSaTukCaÉksarkñúg Folderedayman 

dak;sBaØasMKal;falubecal : Cancel : [)anc,as;EdlsresredaysegçbBImUlehtuénkarlubecal nigman 

cuHhtßelxaTTYlsÁal;BIGñkRtYtBinitüEdlRbFanGnuBaØati[lub. 

 



5>karcMNay 

ral;karcMNayeTAelITMnij b¤esvakmµTaMgLayRtUvmanvik½yb½RtRtwmRtUv ehIymantulüPaBeTAnwg 

tMélTIpSaredayrab;TaMgkarcuHtMélpgEdrRbsinebIman. 

 RbFan KWCaGñkRtYtBinitü nigsMercral;karcMNayepSg²rbs;mCÄmNÐlRbCaBlrdæedIm,IGPivDÆn_ 

nigsnþiPaB. KNenyükr KµansiT§ieFVIkarsMerckñúgkarcMNayeT EtmansiT§irkSaTuksac;R)ak;b¤fvikarbs; 

mCÄmNÐlPIDIPI. ral; Payment Edl)aneFVIkarcMNayrYcehIyRtUvmane)aHRta Paid CasMKal; nige)aHRta 

Post eRkayeBlcuHRbtibtþikarrYc.  

 

CMBUk III  kardak; nigdkR)ak;BIFnaKar 

6> kardak; nigdkR)ak; 

- karbBa©ÚlfvikaeTAkñúgKNnIFnaKarRtUveFVIeLIgedayKNenyükr b¤buKÁlikEdlRtUvpþl;siT§i[. 

mCÄmNÐlPIDIPI RtUvbegáIt nigbB©ÚalfvikaeTAkñúgKNnIedayELkBIKñarvagm©as;CMnYymYyeTAm©as;CMnYymYy 

eTot kñúgkrNImankaresñIsuMBIm©as;CMnYy. 

- ral;kardkR)ak;BIFnaKar RtUvmankardwgB¤BImnusSya:gticKWRbFan b¤RbtiPUepÞrsiTæinigKNeny,kr. 

7>karepÞógpÞat;CamYyFnaKar (Bank Reconcile) 

karepÞógpÞat;CamYyFnaKar KWedIm,IFnafamanRbtibtþikar Transaction EdlRtUvkt;RtabBa©ÚleTA 

kñúgKNnIrbs;mCÄmNÐlPIDIPI enAFnaKarBitCaRtwmRtUvtamkardknigdak;R)ak;. karepÞógpÞat;enHRtUveFVI 

eLIgCaerogral;Ex ehIyKNenyükrRtUvTTYlxusRtUvcMeBaHlMhUrsac;R)ak; nigÉksarepÞógpÞat;CamYyFnaKar 

nigyl;RBmBIRbFanmCÄmNÐlPIDIPI.   

 

CMBUk IV³ GMBIR)ak;kñúgéd nigkarebIkR)ak;mun 

 

8>R)ak;kñúgéd (Cash on Hand) 

karrkSaTukR)ak;pÞal;éd ¬ Cash on hand¦ enAkñúgTUEdksMrab; mCÄmNÐlPIDIPI ya:geRcInbMput 2500 

duløar nigticbMput 500 duløar. KNenyükr KµansiT§i ykfvikaTaMgenaHeTArkSaTukenApÞH b¤ehae):A 

nigeFVIkarcat;EcgedayKµankarGnuBaØatiBIRbFan b¤ RbtiPUepÞrsiT§ieLIy. 

9>R)ak; (Petty Cash) 



karrkSaTukR)ak; Petty Cash sMrab;mCÄmNÐlPIDIPI ya:geRcInbMput 200 duløar nigticbMput 50 

duløar.  

10> karrab;R)ak;kñúgéd ¬Cash Count¦ 

- karrab;R)ak;kñúgédRtUveFVIeLIgenAerogral;cugExénRbtibtþikar 

- karrab;R)ak;kñúgédRtUvmankarcUlrYmBI KNenyü nigRbFan b¤RbtiPUepÞrsiT§i 

- kMNt;ehtuénkarrab;R)ak;enAkñúgédenaHRtUvmankarcuHhtßelxayl;RBmBIGñkrkSaTuk nigGñkRtYtBinitü. 

 11>karebIkfvikamun  (Advance) 

- buKÁlikGacsuMebIkR)ak;ebovtSmunya:geRcInbMputmYyExénR)ak;Exrbs;BYkeK ehIyRtUveFVI karkat; 

sgvijenAcugEx. kñúgkrNIcaM)ac;buKÁlikGaceFVIkaresñIrsuMebIkR)ak;ebovtS)anya:geRcInbMputRtwm3ExkrNI 

enHk¾RtUvBinitüemIleTAelIlT§PaBrbs;GgÁkarpgEdr. cMeBaHbuKÁlikEdlmin Tan;)aneFVIkarTUTat;sgvijenaH 

mCÄmNÐlPIDIPIminGnuBaØateGayesñIsuMebIkR)ak;ebovtSmunCafµIeTot)aneLIy. 

 -BaküsuMebIkR)ak;Exmun buKÁlikRtUveFVIkarbBa¢ak;eGay)anc,as;las;BIeKalbMNgcMnYnR)ak;EdlsuM 

ebIkmunedaymanhtßelxarbs;samIuxøÜnRBmTaMgmankaryl;RBmBIRbFan b¤RbtiPUepÞrsiTi§. 

12> karkan;esar nig elxsMgat; 

Gñkkan;esar nig kan;elxsMgat; KWRtUvEtCamnusSepSgBIKña .  

 -mRnþIhirBaØvtßúCaGñkkan;esar 

 -CMnYykarb¤ebLaCaGñkkan;elxsMgat; 

elxsMgat;RtUvrkSaTukkñúgeRsamsMbuRtbiTCitedaymankarcuHhtßelxay:agticbInak; KWRbFan mRnþI 

hirBaØvtßú nig mRnþIkmµviFI . GacebIkeRsamsMbuRtenH )anluHRtaNaEt Gñkkan;elx sMgat;maneRKaH 

fñak;minGacniyayR)ab;)anb¤ Qb;BIkargaredayminCUndMNwgb¤minGacTak;TgsYrrkelxsMgat;)an.  

13> KN³kmµaFikarRtYtBinitüépÞkñúg 

smasPaBGñkcUlrYmkñúgKNkmµaFikarenHrYmman³ 

 -tMNagRkumRbwkSaPi)almYyrUb 

 -mRnþI b¤CMnYykarkmµviFIcMnYn BIrrUb.  

tYnaTI nig Parkic©BinitüemIl nigepÞótpÞat;elI³ 

-fvikacMNUlcMNay 

 - Bank reconciliation 

 - Cash on hand 

- Petty cash 

- Other supporting documents 



-pþl;eyabl;EklMGepSg²   

karRtYtBinitüépÞkñúgenHnwgeFIVeLIgya:gticBIrdgkñúgmYyqñaM.  

 

CMBUk V  ³ GMBIlT§kmµénkarcuHbBa¢IsareBIP½NÐ nigsvnkmµ 

14> karTij]bkrN_ nigesvakmµepSg² 

  karTijTMnij nigesvakmµepSg² RtUveKarBtameKalkarN_dUcxageRkam ³ 

- mankarRbkYtRbECgCacMhr 

 - mantmøaPaB 

 - BaNiC¢kmµRsbc,ab; 

 - TMniijEdlmantMélelIsBI 400duløaeLIgeTARtUvmankarsaksYréfø (Quotation)  ya:gtic 

cMnYn3. RbFan b¤RbtiPUepÞrsiT§CaGñkEdleFVIkarsMercfayk Quotation NamYy. 

15> karkt;RtanUvGclnRTBü 

       KNenyükr RtUvTTYlxusRtUvkñúgkarEfrkSa nigkt;RtabBa¢I]bkrN_ nigsMPar³kariyal½y 

TaMgLay. RKb;TMnijEdlmantMélelIsBI 20duløa nigmanKuNPaBeRbIR)as;elIsBImYyqñaMRtUvcuHcUleTAkñúg 

bBa¢IGclnRTBü. 

       karkt;RtanUvGclnRTBüTaMgenaHRtUvbMeBjdUcxageRkam ³ 

 - elxerog 

 - elxkUdsMKal; 

 - Éksareyag 

 - tMélTMnij 

 - karFanara:b;rg 

 - karGFib,ayepSg² 

16> r)aykarN_ nigRbB½n§énkarkt;Rta 

       -r)aykarN_hirBaØvtßúRtUveFVIeLIgenAcugbBa©b;énExnimYy²man ³ 

 - Balance Sheet 

 - Income Statement 

 - Income and Expenditure 

        



-GclnRTBüTaMgGs;RtUveFVIkarRtYtBinitü nigeFVIkarvaytMéleLIgvijenAerogral;cug qñaMedayman 

karcUlrYmBI ³ RbFan b¤RbtiPUepÞrsiT§i KNeny, nigrdæ)al edaymaneFVIkMNt;ehtuc,as;las;. 

  -r)aykarN_TaMgGs;RtUvBinitüedaybuKÁlikCMnaj nigmankaryl;RBmedayRbFan ehIyRtUvman 

ÉksarrkSaTukenAkñúg File RbcaMExnImYy². 

        -RbB½n§énkarkt;RtaEdl mCÄmNÐlRbCaBlrdæedIm,IGPivDÆn_ nigsnþiPaBeRbIR)as; sMrab;eFVIkar 

kt;Rtar)aykarN_RtUveFVIenAkñúg Quick Book Accounting . 

17> svnkmµ 

        -karcMNayfvikarbs; mCÄmNÐlPIDIPI RtUvEtmaneFVIsvnkmµ edaysßab½nsvnkmµÉkraCümYy. 

bu:EnþcMeBaHfvikaNamYyEdlm©as;mUlniFimintMrUv[eFVIsvnkmµeTenaHeyIgnwgmineFVIeLIy. 

        -qñaMsareBIBn§rbs;mCÄmNÐlPIDIPI KWkMNt;eBlcab;epþImenAExmkra nigbBa©b;enAExFñÚ 

énqñaMnImYy². 

 

CMBUk VI ³ GMBIkarEkERb 

 18> eKalneya)ayhirBaØvtßú 

       eKalneya)ayhirBaØvtßúenH nigeFVIkarEkERbeTA)anluHRtaNaEtmankarRbCuMGnum½t edayKN³ 

kmµaFikarRbtibtþi. 

 

 

PñMeBjéf¶TI      Ex     qñaM 2011 

                                  RbFan 

 

                                                  yg; KimeGg 

raCFanIPñMeBj/ éf¶TI    Ex     qñaM 2011 

    C>KN³kmµaFikarnayk 

    RbFan   
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