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kmwJy (]©mb¯v) 

2011-12 {]mcw` amk§fnse CS]mSpIÄ¡pÅ samUyqÄþ  

amÀ¤ \nÀt±i§Ä 

1. kmwJy Hm¬sse³ BIp¶Xp hscbpÅ CS]mSpIÄ 

Poh\¡mcpsS ]cnioe\w ]qÀ¯nbm¡n 2011 HIvtSm_À apXepÅ hnhn[ 

amk§fnemWv {XnXe ]©mb¯pIfnð kmwJy Hm¬sse³ Bbn {]hÀ¯\amcw`n¨Xv.  

AXphscbpÅ CS]mSpIÄ am\zð coXnbnð ]gb k{¼Zmb¯nð (Imjv 

ASnØm\¯nepÅ knwKnÄ F³{Sn kwhn[m\w) tcJs¸Sp¯nbncn¡pw. Chsb 

kmwJybpambn tNÀ¯nW¡n 2011-12þse hmÀjnI [\Imcy ]{XnIIÄ kmwJybnð 

X¿mdm¡n HmUnän\p kaÀ¸n¡Ww.  CXn\mbn X¿mdm¡nb samUyqÄ BWv Ct¸mÄ 

\n§fpsS ap¶nepÅXv.  

HmUnän\p kaÀ¸n¡p¶Xv kmwJybnð \n¶pw e`n¡p¶ hmÀjnI [\Imcy 

]{XnIIfmWv. F¶mð kmwJy Hm¬sse³ Bbn {]hÀ¯\amcw`n¨ amkw apXð¡v 

hÀjm´yw hscbpÅ CS]mSpIfpsS hniZmwi§Ä am{Xta Iw]yq«dnð \n¶p 

e`n¡pIbpÅp. 2011 G{]nð apXð kmwJy Hm¬sse\mbn {]hÀ¯\amcw`n¨Xp 

hscbpÅ amk§fnse CS]mSpIfpsS hniZmwi§Ä ]gb k{¼Zmb¯nepÅ Imjv

_p¡v, hchv/sNehv cPnÌdpIÄ F¶nhbnð \n¶v am{Xta e`n¡pIbpÅq.  AXn\mð 

Ahbpw HmUnän\p kaÀ¸nt¡ïXmWv. 

2. HmÀ¯ncnt¡ï Imcy§Ä : 

Cu {]hÀ¯\w \S¯p¶Xn\p ap¼mbn Nne Imcy§Ä HmÀ¯ncnt¡ïXv 

AXymhiyamWv.

2.1 Cu samUyqÄ Bhiyanñm¯ ]©mb¯pIÄ 

2011 G{]nð apXepÅ Fñm CS]mSpIfpw ]qÀ®ambn kmwJybnð 

tcJs¸Sp¯nbn«pÅ Nne ]©mb¯pIÄ Dïv. AhÀ Cu samUyqÄ D]tbmKnt¡ïXnñ.

2.2 samUyqfnð F³{Sn hcp¯nbXn\p tijw 

Imjv ASnØm\am¡nb k{¼Zmb¯nð \n¶v dkoäv Bâv t]bvsaâv tÌävsaâv 

am{Xta e`n¡pIbpÅq.  AXn\mð Ct¸mÄ X¶ncn¡p¶ samUyqfnð hnhc§Ä 

tcJs¸Sp¯nbmð kmwJybnte¡v BhiyapÅ apgph³ hnhc§fpw e`n¡pIbnñ.  

AXn\mbn aäp NneImcy§Ä IqSn sNt¿ïXpïv.  Ah Cu amÀ¤\nÀt±i§fpsS 

Ahkm\ `mK¯v hniZoIcn¡p¶pïv.

2.3 A¡uïv slUvtImUpIÄ Xpeyañ. 

A{Iqhð ASnØm\am¡nb U_nÄ F³{Sn k{¼Zmb¯nepÅ ]pXnb A¡uïv slUv 

tImUpIÄ¡v Xpeyañ ]gb k{¼Zmb¯nse tImUpIÄ. 



2

 DZm:þ ]pXnb k{¼Zmb¯nð hkvXp \nIpXn F¶ tImUnð tPWð hu¨À hgn 

A{Iqhð hcpam\w tcJs¸Sp¯p¶p ;  “e`n¡m\pÅ hkvXp \nIpXn” F¶ tImUnð 

dkoäv hu¨À hgn XpI kzoIcn¡pIbpw sN¿p¶p  F¶mð ]gb k{¼Zmb¯nð XpI 

kzoIcn¨Xv “hkvXp \nIpXn” F¶ tImUnemWv.

 asämcp DZm:þ “i¼fw” F¶ tImUnð tPWð hu¨À hgn ]pXnb k{¼Zmb¯nð 

sNehv tcJs¸Sp¯p¶p. “s\äv kmedn t]b_nÄ” F¶ tImUnð t]bvsaâv hu¨À hgn 

XpI \ðIpIbpw sN¿p¶p.  F¶mð ]gb tImUnð XpI \ðInbXv “i¼fw” F¶ 

tImUnemWv. 

2.4 Imjv Bbn e`n¡m¯Xpw \ðIm¯Xpamb XpIIÄ 

Imjv/sN¡v Bbn e`n¡m¯Xpw Imjv/sN¡v Bbn \ðIm¯Xpamb XpIIfpw 

Imjv ASnØm\am¡nb knwKnÄ F³{Sn k{¼Zmb¯nepÅ dkoäv Bâv t]bvsaâv 

k{¼Zmb¯nð DÄs¸Sp¶pïv.

 DZm:þ “i¼fw” F¶ tImUnð t{Kmkv XpIbmWv ]Ww \ðIð `mK¯v (Payment

Side) sNehmbn ImWn¡p¶Xv.  bYmÀ°¯nð i¼fw C\¯nð Imjv/sN¡v Bbn 

hnXcWw sNbvXXv s\äv XpI am{Xambncp¶p.

 asämcp DZm:þ  i¼f _nñnð \n¶pw hÀ¡v _nñnð \n¶papÅ dn¡hdnIÄ hchmbn 

]Ww hchv `mK¯v (Receipt Side) ]mÀ«v cïnð sUäv slUv Bbn ImWn¡p¶p.  

bYmÀ°¯nð Cu XpIIsfm¶pw Imjv/sN¡v Bbn ]©mb¯nð e`n¨hbñ. 

F¶mð Imjv/sN¡v Bbn e`n¡pItbm \ðIpItbm sNbvX XpIIÄ am{Xta 

kmwJybnse dkoäv & t]bvsaâv tÌävsaânð DÄs¸SpIbpÅq F¶ Imcyw 

{i²n¨ncn¡patñm. 

2.5 ]pXnb samUyqÄ 

tað]dª Imcy§Ä IW¡nseSp¯mWv Ct¸mÄ \ðIp¶ samUyqÄ 

X¿mdm¡nbncn¡p¶Xv.

3. aps¶mcp¡§Ä 

]pXnb samUyqfnð tcJs¸Sp¯p¶Xn\v ap¼v Xmsg]dbp¶ Imcy§Ä 

]qÀ¯nbm¡nbncn¡Ww. 

3.1  kmwJy Hm¬sse³ BIp¶ kab¯v Hm¸WnwKv _me³knð Nne 

F³{SnIÄ Hm¬sse³ BbXn\p sXm«pap¼pÅ amkm´y _me³kv Bbncn¡pw 

\ðInbncn¡p¶Xv.  DZm: s\äv kmedn t]b_nÄ, dn¡hdnIÄ, sUt¸mknäpIÄ, 

AUzm³kpIÄ apXembh. B _me³kpIÄ amän ]Icw 2011 amÀ¨v 31 sâ _me³kv 

\ðIWw

3.2 Fñm _m¦v/{Sjdn A¡uïpIfpw kmwJybnð Unss^³ sNbvXncn¡Ww. 

GsX¦nepw _m¦v/{Sjdn A¡uïv Unss^³ sN¿msX _m¦v/{Sjdn A¡uïnsâ 

_me³kv Hm¸WnwKv _me³kv kv{Io³ hgn tcJs¸Sp¯nbn«ptïm F¶v ]cntim[n¡pI. 
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kmwJy Hm¬sse³ BIp¶ kab¯v t¢mkv sNbvXpt]mb GsX¦nepw _m¦v A¡uïv 

2011 G{]nð 1þ\v \nehnepïmbncpt¶m F¶pw ]cntim[n¡pI. Dsï¦nð DS\Sn _m¦v 

Unss^³ sN¿Ww (VPF Account IV,V F¶nhbpsS Imcyw {]tXyIw {i²n¡pI) 2011 amÀ¨v 

31þ\v Ahbnepïmbncp¶ _me³kv Hm¸WnwKv _me³kv kv{Io³ hgn kmwJybnð 

tcJs¸Sp¯nbncn¡Ww.   

3.3 C¯c¯nð Fñm _m¦v/{Sjdn A¡uïpIfptSbpw 2011 amÀ¨v 31þsâ 

_me³kpIÄ Hm¸WnwKv _me³kv Bbn kmwJybnð tcJs¸Sp¯nbncn¡Ww. 

3.4 2011 G{]nð 1 apXð kmwJy Hm¬sse³ Bb amk¯n\p ap¼s¯ amkm´yw 

hscbpÅ {]Xnamk A¡uïv ]gb k{¼Zmb¯nð X¿mdm¡nbncn¡Ww.  _m¦v/{Sjdn 

dn¡¬knentbj\pw ]qÀ¯oIcn¨ncn¡Ww. 

3.5 Imjv t_kvUv knwKnÄ F³{Sn k{¼Zmb¯nð ‘Imjv’ _me³knð Cw{]Ìv, 

^nIvkvUv sUt¸mknäv. klIcW kwLw sjbÀ XpS§nbhbpw DÄs¸«ncn¡m³ 

km²yXbpïv. U_nÄ F³{Sn k{¼Zmb¯nð bYmÀ° Imjv am{Xta Imjv _me³knð 

DÄs¸SpIbpÅq.  AXn\mð U_nÄ F³{Sn k{¼Zmb¯n\p _m[Iamb coXnbnð 

Cw{]Ìv, ^nIvkvUv sUt¸mknäv, sjbÀ XpS§nbh {]tXyI BkvXnIfmbn Hm¸WnwKv 

_me³knð tcJs¸Sp¯pI. 

3.6 {Sbð _me³kv {]nâv Hu«v FSp v̄ kq£n¡pI.

 2011 G{]nð 1 apXð kmwJy Hm¬sse³ BbXn\p sXm«p ap¼s¯ 

amkm´yw hscbpÅ {Sbð _me³kv {]nâv Hu«v FSp¯v ]n¶oSpÅ ]cntim[\bv¡p 

thïn kq£n¡pI. 

3.7 XobXn sXämbn tcJs¸Sp¯nbn«psï¦nð

  {Sm³km£³ t^mÀ Zn ]ocoUv F¶ `mKs¯ sU_näpw s{IUnäpw 

]cntim[n¡pI. A{Iqhð hcpam\¯n\pw aäpambn tcJs¸Sp¯nb tPWð 

F³{SnIsf¸än Cu L«¯nð {i²nt¡ïXnñ. F¶mð kmwJy Hm¬sse³ BbXn\p 

ap¼pÅ GsX¦nepw XobXnIfnð Date Change  hgn, Hcp ]t£, Cash/Bank \v 

sU_näv/s{IUnäv \ðIn GsX¦nepw XpIIÄ sXämbn tcJs¸Sp¯nbncn¡mw. Interrupt

Receipt, Payment Order  F¶nh hgnbmbncn¡mw C{]Imcw sNbvXXv. Ch {]tXyIw 

Ipdn¨p hbv¡pI. Ch Xncp¯nbn«nsñ¦nð samUyqfnse tcJs¸Sp¯epIÄ¡v tijw 

FSp¡p¶ dnt¸mÀ«pIfnð hyXymk§Ä Itï¡mw. 

3.7 seäÀ Hm^v AtXmdnän ap³ XobXnIfnð tcJs¸Sp¯nbn«psï¦nð

Appropriation Control Register  icnbm¡p¶Xn\v thïn Nne 

]©mb¯pIfnð kmwJy Hm¬sse³ BIp¶Xn\p ap¼pÅ XobXnIfnð seäÀ Hm^v 

AtXmdnän sdkoäv hu¨À hgn tcJs¸Sp¯nbncn¡mw, F¦nð B XpIIÄ Cu 

samUyqfnð Hgnhm¡Ww. 
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4. samUyqfnð {]thin¡p¶ coXn.

kmwJybnð A¡uïâv temKn³ sN¿pI. sk{I«dn¡pw temKn³ sNbvXv 

samUyqfnð {]thin¡mhp¶XmWv. AUvan\nkvt{Sj³ sa\phnð Hm¸WnwKv Imjv _p¡v 

(Nn{Xw 1) skeIvSv sN¿pI. Cu kv{Io\nð Cu samUyqfnð e`n¡p¶ Ggv kv{Io\pIfpsS 

hnhcw CSXp hi¯v tcJs¸Sp¯n«pïv. 

(Nn{Xw 1) 

5. samUyqfnð hnhc§Ä tcJs¸Sp¯p¶ coXn

Xmsg¸dbp¶ Ggv kv{Io\pIfnembmWv XpIIÄ tcJs¸Spt¯ïXv. 

1. Online Date 

2. Opening Balance 

3. Receipts

4. Payments

5. Closing Balance 

6. Verify R &P Statement 

7. Generate Voucher 
Ch Hmtcm¶mbn ]cntim[n¡mw. 

5.1 Online Date
FXv ZnhkamtWm kmwJy ]©mb¯nð Hm¬sse³ BbXv, B XobXn 

kv{Io\nð ImWn¨ncn¡pw.  XpSÀ¶v Hm¬sse³ Bb amk¯nsâ 1þmw XobXn “Select 

Saankhya Online Date” F¶ `mK¯v (Nn{Xw 2) skeIvSv sN¿pI. 
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(Nn{Xw 2) 

  DZm: kmwJy Hm¬sse³ Bbn {]hÀ¯\w XpS§nbXv 2011 HIvtSm_À 

10þ\mbncp¶p F¶p IcpXpI.  A§s\ BsW¦nð XobXn 2011 HIvtSm_À 1 F¶v 

tcJs¸Sp¯pI. XpSÀ¶v tkhv _«Wnð ¢n¡v sN¿pI, XpSÀ¶v s\IvÌv(next) _«¬ 

¢n¡p sN¿pI, At¸mÄ Opening Balance Sheet Amount Verification F¶ kv{Io³ 

e`n¡pw, (Nn{Xw 3)

5.2 Opening Balance 

(Nn{Xw 3) 

Hm¸WnwKv _me³kv kv{Io³ hgn kmwJybnð tcJs¸Sp¯nbn«pÅ  

Imjv/_m¦v/{Sjdn A¡uïpIfnse _me³kpIÄ Cu kv{Io\nð ImWmhp¶XmWv. Cu 

kv{Io\nð \memas¯  tImfw Bank Status BWv.  kmwJybnð Administration Menuþhnð 

Bank Accounts hgn define sNbvXn«pÅ Bank Account IfpsS t\sc Bank Status F¶

tImf¯nð SnIv  amÀ¡v Dïmbncn¡pw.  F¶mð define sN¿m¯ Hcp _m¦nsâ 
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Hm¸WnwKv _me³kv tcJs¸Sp¯nbn«psï¦nð ‘×’F¶ amÀ¡v Bbncn¡pw ImWp¶Xv.  

C§s\bmsW¦nð kmwJybnð Bank Account F¶ sa\p hgn {]kvXpX _m¦nsâ 

hniZmwi§Ä (Details) \nÀ_Ôambpw Umäm F³{Sn sNbvXv Bank Define sN¿Ww.

ChnsS ImWp¶ _me³kv Hmtcm _m¦v/{Sjdn A¡uïnsâbpw Imjv _p¡v _me³kv 

BWv.  ]mkv_p¡v _me³kv Añ. 

 kp{][m\amb ]cntim[\bv¡p thïnbmWv Cu kv{Io³ \ðInbn«pÅXv.  ]gb 

k{¼Zmb¯nepÅ hmÀjnI [\Imcy ]{XnI {]Imcw 2011 amÀ¨v 31þsâ Cash/ 

Bank/Treasury A¡uïpIfnse Ifnse t¢mknwKv _me³kv  BWv 2011þG{]nense 

Hm¸WnwKv _me³kv  Bbn ]gb k{¼Zmb¯nepÅ {]Xnamk A¡uïnð

tcJs¸Sp¯nbncn¡p¶Xv.  CtX _me³kv Xs¶bmbncn¡Ww kmwJybnepw Hm¸WnwKv 

_me³kv Bbn tcJs¸Spt¯ïXv.  A{]Imcw Xs¶bmtWm sNbvXn«pÅXv F¶v 

Ct¸mÄ Dd¸phcp¯pI. (Hcp ]t£ kmwJy Hm¬sse³ BbXn\p sXm«p ap¼pÅ 

amkm´y¯nse _me³kv Bbncn¡mw Hm¸WnwKv _me³kv Bbn kmwJybnð 

DÄs¸Sp¯nbn«pÅXv.) hyXymkw Dsï¦nð kmwJybnse Hm¸WnwKv _me³kv kv{Io³

hgn Bhiyamb Xncp¯epIÄ hcp¯pI.

]gb k{¼Zmb¯nepÅXpw kmwJybnð DÅXpamb 2011þamÀ¨v 31þse 

Cash/Bank/Treasury A¡uïpIfnse _me³kv H¶pXs¶bmsW¶v Dd¸p hcp¯pI.  

(Nn{Xw 4) 

]gb k{¼Zmb¯nð Cw{]kväv, ^nIvkvUv sUt¸mknäv, klIcW kwLw sjbÀ 

F¶nhbpw Imjv C³ lm³Uv  F¶ XpIbpw Imjv _me³knð DÄs¸«ncn¡pw. U_nÄ 

F³{Sn k{¼Zmb¯nð Chbvt¡mtcm¶pw {]tXyIw A¡uïv slUpIÄ DÅXn\mð 

hyXykvX BkvXn A¡uïpIfpsS Iognð Chtbmtcm¶pw tcJs¸Sp¯Ww. 

(Nn{Xw 4) 



7

 XpSÀ¶v Verify F¶ _«³ ¢n¡v sN¿pI.  At¸mÄ Opening Balance Verified F¶ 

kt iw e`n¡pw. XpSÀ¶v Next _«³ ¢n¡p sN¿pI.  

5.3 Receipts

\mev D]hn`mK§Ä Cu kv{Io\nð Dïv. 

i. Panchayat Fund 

ii. Debt Heads 

iii. Heads not in single entry 

iv. Recoveries 

5.3.1 ]mÀ«v I ]©mb¯v ^ïv (Panchayat Fund)

{i²nt¡ï Imcy§Ä 

Hcp knwKnÄ F³{Sn slUv tImUn\p t\sc Hcp U_nÄ F³{Sn A¡uïv tImUv 

am{XamWv am¸v sNbvXv sImSp¯n«pÅXv.  CXv A\ptbmPyasñ¶pw ]Icw asämcp U_nÄ 

F³{Sn A¡uïv slUv tImUv thWsa¶pw tXm¶pIbmsW¦nð B hnhcw Ipdn¨p 

shbv¡pI. aq¶mas¯ D]hn`mK¯nð A\ptbmPyamb U_nÄ F³{Sn tImUv skeIvSv 

sNbvXv XpI tcJs¸Sp¯mhp¶XmWv. AXsñ¦nð Cu samUyqfnse {]{Inb 

]qÀ¯nbmbn¡gnªtijw tPWð hu¨À hgnbpw Bhiyamb amäw hcp¯mhp¶XmWv.

A{Iqhð hcpam\§fpsS (DZm:hkvXp \nIpXn, sXmgnð \nIpXn) Imcy¯nð 

knwKnÄ F³{Sn dkoäv  tImUpIÄ¡p t\sc am¸v sNbvXncn¡p¶Xv U_nÄ F³{Snbnse 

BkvXn tImUpIfmWv. ( DZm: e`n¡m\pÅ hkvXp \nIpXn) . 

hmÀjnI [\Imcy ]{XnIbnse hchp `mKs¯ ]©mb¯v ^ïnð DÅ hchpIÄ F³{Sn 

\S¯p¶Xv Cu `mK¯mWv.   (Nn{Xw 5) 
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(Nn{Xw 5 ) 

ChnsS SE AccHead Code F¶ `mK¯v knwKnÄ F³{Sn A¡uïv slUv tImUv skeIvSv 

sN¿pI.  AXnt\mSv am¸v sNbvXn«pÅ U_nÄ F³{Sn A¡uïv slUvtImUpw AXnsâ 

^Mvj\pw {]Xy£s¸Spw.  XpI tcJs¸Sp¯pI.  XpSÀ¶p Hmtcm knwKnÄ F³{Sn 

A¡uïv slUvtImUv skeIvSv sNbvXv XpI tcJs¸Sp¯n `mKw 1 ]©mb¯v ^ïv 

]qÀ¯nbm¡pI. A¡uïv tImUnsâ {KnUnð ssdäv _«¬ ¢n¡v sNbvXv hyq _«Wnð 

¢n¡v sNbvXmð hnhc§Ä apgph³ ImWm³ km[n¡pw. XpSÀ¶v B _«Wnð Xs¶ 

¢n¡v sNbvXmð ]qÀÆ ØnXnbnð BIpw. (Nn{Xw 6) 

(Nn{Xw 6) 

Nne slUpIfpsS Imcy¯nð(DZm: kmaqly kpc£ s]³j\pIÄ) s\Käohv XpIIÄ 

Isï¶p hcmw. Ignª hÀjs¯ s]³j³ aWntbmÀUÀ XpI XncnsI e`n¨Xpw aäpw 

BImw ImcWw. Ch 280200402 Prior Period Income-Recovery of unutilised Grants 
F¶ ]pXnb U_nÄ F³{Sn tImUnð aq¶mw D]hn`mK¯nð tcJs¸Sp¯pI. 
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5.3.2 ]mÀ«v II sUäv slUpIÄ (Debt Heads) 

{IaoIcnt¡ïXpw XncnsI sImSpt¡ïXpw, aäv Øm]\§fnð HSpt¡ïXpw  Bb 

XpIIfmWv sUäv slUnð hcp¶Xv. 

{i²nt¡ï Imcy§Ä

knwKnÄ F³{Sn k{¼Zmb¯nð i¼f _nñnð \n¶pw hÀ¡p _nñnð \n¶pw e`n¨ 

dn¡hdn XpIIÄ sUäv slUnð Dïmbncn¡pw.  Ch Imjv/sN¡v Bbn e`n¨hbñ.  

AXn\mð Ch U_nÄ F³{Sn k{¼Zmb¯nð Imjv/_m¦v A¡uïn\v sU_näv/ 

s{IUnäv sN¿mhp¶ hcpam\§fñ.  C¡mcWw sImïpXs¶ i¼f _nñntebpw, hÀ¡v 

_nñntebpw dn¡hdn XpIIÄ Hgnhm¡pI.  Ch C{]Imcw Cu `mK¯v Hgnhm¡nbtijw 

\memas¯ D]hn`mK¯nð (Recoveries) DÄs¸Spt¯ïXmWv. s^Ìnhð AUzm³kv 

HgnsI asäs´¦nepw AUzm³kv XpI Poh\¡mcnð \n¶pw Imjv Bbn Xncn¨p 

]nSn¨n«psï¦nð Ah aq¶mw D]hn`mK¯nð DÄs¸Sp¯pI. sse{_dn skkv, \ncX{Zhyw 

(Earnest Money Deposit) skIyqcnän sUt¸mknäv, A[nIamtbm ap³IqÀ Btbm e`n¨ 

hcpam\§Ä XpS§n Imjv/sN¡v Bbn e`n¨ hcpam\§Ä sUäv slUnð ImWmw.  Ch 

skeIvSv sNbvXv XpI tcJs¸Sp¯pI. 

5.3.3 knwKnÄ F³{Snbnð Cñm¯ tImUpIÄ (Heads not in Single Entry)

knwKnÄ F³{Sn A¡uïv slUpIfpsS Iq«¯nð MGNREGA, Maintenance Fund (Road), 

Maintenance Fund (Non Road), KLGSDP Grant XpS§n ]e A¡uïv slUv tImUpIfpw 

Cñ.  (ImcWw Chsbms¡ hcp¶Xn\p ap¼mWv {]kvXpX tImUpIÄ \nÝbn¨Xv).  

AXn\mð icnbmb U_nÄ F³{Sn A¡uïv slUvtImUpIÄ sXcsªSp v̄ 

Bhiyamb XpIIÄ tcJs¸Sp¯pI. 

`mKw 1 ]©mb¯v ^ïnð GsX¦nepw U_nÄ F³{Sn A¡uïv 

slUvtImUvBhiym\pkcWw am¸v sNbvXp In«nbn«nsñ¦nð, B U_nÄ F³{Sn tImUv 

ChnsS skeIvSv sNbvXv XpI tcJs¸Sp¯mhp¶XmWv.  H¶pInð C{]Imcw sN¿pI, 

Asñ¦nð samUyqfnð F³{Sn ]qÀ¯nbm¡nb tijw tPWð hu¨À hgn Xncp¯pI. 

A\ptbmPyamb ^Mvj\pw skeIvSv sN¿pI. 

5.3.4 dn¡hdn XpIÄ (Recoveries)

 sUäv slUnð \n¶v Hgnhm¡nbXpw Imjv Btbm sN¡v Btbm 

e`n¨n«nñm¯Xpamb i¼f _nð/hÀ¡v _nñnð \n¶pÅ dn¡hdn XpIIfpsS knwKnÄ 

F³{Sn tImUv Hmtcm¶mbn sXcsªSp¡pI.  XpI tcJs¸Sp¯pI. 
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5.3.5 kmwJybnð DÄs¸Spt¯ï sam¯w hchv 

 tað]dª aq¶p hn`mK§fpsS sam¯ kwJy subtotal  Bbn {]Xy£s¸Spw.  

CXmWv kmwJybnse sam¯w Receipts. Cu XpI Ipdns¨Sp¡pI. 

5.3.6 sam¯w hchpIÄ 

tað]dª \mev D]hn`mK§fptSbpw sam¯w kwJy Xmsg {]Xy£s¸Spw.  Cu 

XpI {]Xnamk A¡uïnse sam¯w hchn\p Xpeyambncn¡Ww.  Asñ¦nð 

]niIpsï¶À°w.  sXäpsï¦nð Bhiyamb knwKnÄ F³{Sn tImUv sXcsªSp¯v 

FUnäv sN¿pI.  {]Xnamk A¡uïnð ImWp¶Xpw ]pXnb samUyqfnð ImWp¶Xpamb 

sam¯ hcpam\w H¶p Xs¶sb¶v Dd¸phcp¯pI.

C{]Imcw \mep `mK§fnepw F³{Sn hcp¯nb tijw tkhv(Save) _«Wnð ¢n¡p 

sN¿pI. (Nn{Xw 7)

(Nn{Xw 7)

 5.4 Payments 
hchv `mKw t]mse \mev D]hn`mK§Ä Cu kv{Io\nepw Dïv. 

i. Panchayat Fund 

ii. Debt Heads 

iii. Heads not in single entry 

iv. Recoveries 
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5.4.1 ]mÀ«v I ]©mb¯v ^ïv (Panchayat Fund)

hmÀjnI [\Imcy ]{XnIbnse sNehv `mKs¯ ]©mb¯v ^ïnð DÅ sNehpIÄ 

F³{Sn \S¯p¶Xv Cu `mK¯mWv. (Nn{Xw 8) 

(Nn{Xw 8) 

 ChnsS SE AccHead Code F¶ `mK¯v knwKnÄ F³{Sn A¡uïv slUv tImUv 

skeIvSv sN¿pI.  AXnt\mSv am¸v sNbvXn«pÅ U_nÄ F³{Sn A¡uïv slUvtImUpw 

AXnsâ ^Mvj\pw {]Xy£s¸Spw.  XpI tcJs¸Sp¯pI.  XpSÀ¶p Hmtcm knwKnÄ 

F³{Sn A¡uïv slUvtImUv skeIvSv sNbvXv XpI tcJs¸Sp¯n `mKw 1 ]©mb¯v 

^ïv ]qÀ¯nbm¡pI. Xmsg ]dbp¶ Imcy§Ä {]tXyIw {i²n¡pI. 

5.4.1 (1) i¼f _nð XpI 

Single Entry k{¼Zmb¯nð i¼f  C\¯nð tcJs¸Sp¯nbn«pÅXv t{Kmkv XpI 

(Gross Amount)bmWv.  bYmÀ°¯nð Imjv A¡uïpIfnð s{IUnäv sNbvXv 

hnXcWw sNbvXXv s\äv kmedn am{XamWv.  Cu XpIbpw Gross XpIbpw X½nepÅ 

hyXymkw i¼f _nñnð \n¶pÅ dn¡hdn XpIIfmbn Imjv A¡uïns\ s{IUnäv  

sNbvXv AS¨p XoÀ¯n«pÅXmWv.  AXn\mð Net Salary Payable  Xmsg]dbp¶ coXnbnð 

tcJs¸Sp¯pI. [dn¡hdn sNbvX XpIIÄ 4þmw D]hn`mK¯nð (Recovery) 

DÄs¸Spt¯ïXmWv].

1 2 3 

25150010198001
SE Gross Amount

i¼f _nñnð \n¶pÅ 
dn¡hdnIÄ 

50000 
GPF        -   5,000 
KPEPF   – 10,000 
HRA       -   3,000 
Total         18,000 

350110102
]pXnb U_nÄ F³{Sn 
k{¼Zmb¯nð
tcJs¸Spt¯ï Net Salary
XpI
 = 32000 
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5.4.1.(2) Work Bill XpI 

]gb k{¼Zmb¯nse GXv v sNehp tcJs¸Sp¯nbmtWm hÀ¡v _nð XpIIÄ 

\ðInbn«pÅXv, B slUv Hm^v A¡uïnð  \n¶pw hÀ¡v _nñnð \n¶pÅ  dn¡hdn

XpIIÄ Ipd¨ tijw _m¡nbpÅ s\äv XpI am{Xw U_nÄ F³{Sn tImUn\p t\sc 

tcJs¸Sp¯pI.  C{]Imcw ChnsS Ipdhp sNbvX XpIIÄ 4þmw D] hn`mK¯nð 

DÄs¸Spt¯ïXmWv.

C¯c¯nð tcJs¸Sp¯mhp¶ knwKnÄ F³{SnbnepÅ Hmtcm sUäv slUv 

tImUpw skeIvSv sNbvXv XpI tcJs¸Sp¯pI.  

Nne slUpIfpsS Imcy¯nð (DZm: kmaqly kpc£ s]³j\pIÄ) s\Käohv XpIIÄ 

Isï¶p hcmw. XncnsI e`n¨ Ignª hÀjs¯ s]³j³ aWntbmÀUÀ {Sjdnbnð 

Ab¨Xpw aäpw BImw ImcWw. CXv aq¶mw D]hn`mK¯nð 280600401 Prior Period 

Expense -Recovery of unutilised Grants to Government F¶ ]pXnb U_nÄ F³{Sn 

tImUnð tcJs¸Sp¯pI. 

5.4.2 ]mÀ«v I I sUäv slUpIÄ (Debt Heads)

\nt£]§fpw ap³IqdpIfpw, AS¨p XoÀ¯ dn¡hdnIÄ XpS§nbh  ChnsS 

tcJs¸Sp¯mhp¶XmWv. s^Ìnhð AUzm³kv HgnsI asäs´¦nepw AUzm³kv XpI 

Poh\¡mcnð \n¶pw Imjv  Bbn Xncn¨p ]nSn¨n«psï¦nð Ah aq¶mw D]hn`mK¯nð 

DÄs¸Sp¯pI. 

5.4.3 knwKnÄ F³{Snbnð Cñm¯ tImUpIÄ 

knwKnÄ F³{Snbnð A\ptbmPyamb A¡uïv slUv tImUv Cñm¯Xpw F¶mð 

U_nÄ F³{Snbnð DNnXamb tImUv DÅXpamb CS]mSpIÄ ChnsS tcJs¸Sp¯pI. 

5.4.4 dn¡hdn XpIÄ (Recoveries)

hchv `mK¯v dn¡hdnIfmbn \memw D]hn`mK¯nð tcJs¸Sp¯nb XpIIÄ 

sNehv `mK¯v  \memw D]hn`mK¯nð Hmt«mtaäUmbn enÌv sNbvXn«pïmbncn¡pw.  

C{]Imcw \mevv  `mK§fnepw F³{Sn hcp¯nb tijw tkhv (Save) _«Wnð ¢n¡v 

sN¿pI.
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(Nn{Xw 9) 

5.5. Cash Book Closing Balance
Imjv _p¡v t¢mknwKv _me³kv F¶ kv{Io³ e`n¡pw.  Hm¸WnwKv _me³knð 

ImWn¨n«pÅ Fñm Imjv/_m¦v/{Sjdn A¡uïpIfpw ChnsS enÌv sNbnXncn¡pw.  

ChnsS Closing Amount Bbn \ðtIï XpI kmwJy Hm¬sse³ Bb amk¯nsâ 

sXm«p ap¼s¯ amkm´y t¢mknwKv  _me³kv BWv. t¢mknwKv F¶ `mK¯v Htcm 

XpIbpw ssS¸v sNbvXv  \ðIn  tkhv _«Wnð ¢n¡p sN¿pI. (Nn{Xw 10) 

(Nn{Xw 10) 
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5.6 Verify Receipt &Payment Statement

Cu kv{Io\nð Hm¸WnwKv _me³kv, ]Ww hchpIÄ (Receipts) BsI ]Ww hchp 

`mKw, ]Ww \ðIepIÄ (Payments), t¢mknwKv _me³kv, BsI ]Ww \ðIð `mKw 

F¶o hnhc§Ä ImWmw.  BsI ]Ww hchv `mKw (Total Receipts) BsI ]Ww \ðIð 

`mKw (Total Payments) F¶o XpIIÄ Xpeyambncn¡pw.  Asñ¦nð ]gb kv{Io\nte¡p 

t]mbn XpIIÄ XpeyamIp¶Xphsc Bhiyamb FUnänwKv \S¯pI.  XpIIÄ 

XpeyamsW¦nð ‘Verify’ _«¬ enabled BIpw(Nn{Xw 11).  Cu _«¬ ¢n¡v sN¿pt¼mÄ 

verified successfully F¶ kt iw ImWmhp¶XmWv. XpSÀ¶v Next F¶ _«¬ ¢n¡v 

sN¿pI.

(Nn{Xw 11) 

5.7. Generate Voucher & Opening Entry in Saankhya

 Cu kv{Io\nð Generate Voucher F¶ _«¬ ¢n¡p sN¿pI, hu¨À 

P\tdäv BIp¶p. XpSÀ¶v Voucher generated successfully F¶ kt iw h¶p 

Ignªmð HmsI _«³ ¢n¡p sN¿pI. (Nn{Xw 12) 
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(Nn{Xw 12)

 CtXmsS ]gb coXnbnð tcJs¸Sp¯nb ]Ww hchpIfpw (Receipts) ]Ww 

\ðIepIfpw (Paymentt#) kmwJybnð DÄs¸Sp¯n¡gnªp. 

6. dnt¸mÀ«pIÄ  ]cntim[n¡pI; Bhiysa¦nð Xncp¯pI 

6.1 kmwJy Hm¬sse³ BbXn\p sXm«pap¼pÅ amkm´y  Znhks¯ _me³kv joäv, 

{Sbð _me³kv, 2011 G{]nð 1 apXð {]kvXpX amkm´y Znhkw hscbpÅ C³Iw Bâv 

FIvkvs]³Un¨À tÌävsaâv, dkoäv Bâv t]bvsaâv  tÌävsaâv F¶nh sjUyqÄ klnXw 

]cntim[n¡pI.

6.2 dkoäv Bâv t]bvsaâv tÌävsaâv FSp¡pI. kmwJybnð DÄs¸Sp¯n ImWn¡p¶ 

Hm¸WnwKv t¢mknwKv _me³kpIÄ am\zð k{¼Zmb¯nepÅ {]Xnamk A¡uïnse 

Hm¸WnwKv/t¢mknwKv _me³kpIfpambn tbmPn¡p¶ptïm F¶p ]cntim[n¨v 

t_m[ys¸SpI. t\ct¯ tcJs¸Sp¯nb hchp sNehp `mK§fnse 1,2,3 D]hn`mK§fpsS 

sam¯w XpI kmwJybnse sam¯w hchp sNehpambn tbmPn¡p¶ptïm F¶p 

]cntim[n¨v t_m[ys¸SpI. 

6.3 dnt¸mÀ«pIÄ ]cntim[n¨v Xncp¯epIÄ BhiyamsW¶p tXm¶nbmð P\tdäv 

sNbvX hu¨dpIÄ apgph³  Iym³kð sN¿m³ Ignbpw. AXn\mbn Verify Receipt And 

Payment Statement ð (Nn{Xw 13) t]mIpI, XpSÀ¶v UndoVoucher Generation F¶ 

_«¬ ¢n¡p sN¿pI. 

(Nn{Xw 13) 
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 At¸mÄ AtX kv{Io\nð All R&P Vouchers Cancelled F¶ satkPv {]Xy£s¸Spw. 

(Nn{Xw 14)XpSÀ¶v satkPnð HsI  _«³ ¢n¡v sN¿pI. XpSÀ¶v Fñm  hu¨dpIfpw 

Hcn¡ð IqSn P\tdäv sN¿m³ km[n¡pw. Hcn¡ð hu¨À P\tdäv sNbvXmð am{Xta 

UndoVoucher Generation F¶ _«¬ BIvSohv BIpIbpÅq. 

(Nn{Xw 14) 

7. ]pXnb samUyqfnð \n¶v ]pd¯pIS¶v aäp Nne F³{SnIÄ IqSn \St¯ïXpïv

7.1 \St¯ï tPWð F³{SnIÄ 

i¼f_nñnð \n¶pw hÀ¡v _nñnð \n¶pw dn¡hdn \S¯nb sUäv slUpIÄ 

hchp `mK¯v kmwJybnð \n¶v Hgnhm¡nbtñm. Xpeyamb Ipdhv i¼fw F¶ C\¯nepw 

hÀ¡v _nñpIfpsS XpIbnepw sNehv `mK¯v hcp¯nbn«pïv. Ct¸mÄ cïv tPWð 

F³{SnIÄ  Bhiyambn hcp¶p. i¼fw C\¯nepw hÀ¡v _nñpIfpsS XpI C\¯nepw  

DÅ bYmÀ° sNehv A¡uïnð DÄs¸Sp¯m\mWv Cu tPWð F³{SnIÄ. 

7.2 i¼f sNehv tcJ¸Sp¯m³ 

210100102 Salaries-Permanent Staff F¶ slUn\p sU_näpw 350200101 XpS§nb hnhn[ 

dn¡hdnIÄ¡pw 350110102, s\äv kmedn t]b_nfn\pw {IUnäv \ðIn tPWð F³{Sn 

tcJs¸Sp¯pI. ^Mvj³: 0002 AUvan\nkvt{Sj³. i¼f _nñnð \n¶papÅ dn¡hdn 

Bbn H¶mw D]hn`mK¯nepw  s\äv kmedn t]b_nÄ Bbn \memw D]hn`mK¯nepw 

t\ct¯ tcJ¸Sp¯nb AtX XpIIÄ¡v Xs¶bmbncn¡Ww s{IUnäv \ðtIïXv. Cu 

XpIIÄ F{XbmsW¶v {Sbð _me³knð \n¶v Hä t\m«¯nð Adnbm³ Ignbpw.  
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7.3  hÀ¡v _nð {]ImcapÅ sNehv tcJs¸Sp¯ð 

hÀ¡v _nñnð \n¶pÅ dn¡hdn XpIIÄ Hgnhm¡nbmbncn¡pw t\scs¯ Nne slUv 

Hm^v A¡uïpIfnð XpI tcJs¸Sp¯nbXv. hÀ¡v _nñnð \n¶pÅ dn¡hdn XpIIÄ 

samUyqfnð t\ct¯ Xs¶ 4þmas¯ D]hn`mK¯nð  tcJ¸Sp¯nbncn¡pw. Cu XpIIÄ 

Ipdns¨Sp¡pI _Ôs¸« sNehv/ BkvXn slUn\v(410200199, 410300102, 230500101 

XpS§nbh) sU_näv \ðIpI. 350200201 XpS§nb dn¡hdn slUpIÄ¡v s{IUnäv 

\ðIpI.

8  Xncp¯epIÄ Bhiysa¦nð 

dnt¸mÀ«pIÄ ]cntim[n¡pI. GsX¦nepw slUv Hm^v A¡uïnð Xncp¯ð 

Bhiysa¦nð tPWð F³{Sn hgn Xncp¯pI.  


