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;fgf] gubL sf]if Joj:yfkg;DaGwL gLlt (Petty Cash Management Policy) 
 
! k|of]hg, nIo / p2]Zo  
 
o; gLltsf] k|of]hg ;fgf] gubL sf]if;DaGwL clen]v /fVg] / To;sf] cfGtl/s lgoGq0f ug]{ 
sfo{ljlw agfpg' xf] . ;fgf] gubL sf]ifsf] :yfkgf ug{'sf] d'Vo p2]Zo x/]s vr{sf] 5'§f5'§} r]s 
agfpg'sf] ;§f kl/eflift vr{sf] ;+ljt/0f (Disbursement) / k'gMe'Qmfg 
(Reimbursement) Ps};fy ldnfpg' xf] .  
 
@ sf]ifsf] ;Ldf (Level of Fund) 
 
dfly p4[t ;fgf] gubL sf]ifsf] Psk6s vr{sf] sf/f]af/ ;Ldf ? *))) /xg] 5 / sf]ifsf] /sd 
;Ldf ? !),))) /xg]5 .  
 
# ;fgf] gubL sf]ifsf] ;+/Ifs (Petty Cash Custodian) 
;fgf] gubL sf]ifsf] Jo:yfkgf ug{ sfof{non] ;+/Ifs tf]Sg'kg]{5 . tf]lsPsf] ;+/Ifsn] k};fsf] 
sf/f]af/ x]g'{sf ;fy} sf]ifsf] k|efjsf/L ;~rfngsf] pQ/bfloTj axg ug'{kg]{5 .  
 
$ ;+ljt/0f clen]v / k'g{e'Qmfg (Disbursement, Recording and Replenishment ) 
 
;fgf] gubL sf]ifsf] ;+/Ifsn] /l;b / c? ;DalGwt sfuhft kfPsf] v08df /l;bx¿ 7Ls 5g\÷ 
5}gg\ /fd|/L hfFrL ;DalGwt kIfnfO{ k};f e'Qmfg ug'{kg]{5 / ;f]sf] clen]v ;fgf] gubL sf]ifsf] 
ljj/0f /fVg'kg]{5 . o:tf] ljj/0f b:tfj]h -hardcopy) jf sDKo'6/df /fVg ;lsG5 t/ 
sDKo'6/df /fv]sf] v08df kf;{j8{åf/f ;+/If0f ug'{kg]{5 .  
sf/f]af/sf] dfqf x]/L ;fKtflxs jf dfl;s?kdf ;f]wegf{af/] cg'/f]w ug{ ;lsg]5 . ;f]wegf{sf] 
nflu ;a} z'Ns ltl/Psf] /l;b;lxt ;fgf] gubL sf]ifsf] ljj/0f a'emfpg'kg]{5 .  
h'g;'s} v08df klg :jLs[t e'Qmfg /sd / afFsL gub df}Hbftsf] /sd a/fa/ ;fgf] gubL 
sf]ifsf] s'n /sd x'g'kb{5 .  
 
% ;fgf] gubL sf]ifsf] vr{ juL{s/0f  
;fgf] gubL sf]ifcGtu{t kg]{ vr{x¿ o; k|sf/ 5g\ M 

 clkm; k|of]hgsf ;fdfgx¿ h:t} lrof, b"w, lrgL, la:s'6 ;fa'g, zf}rfnodf k|of]u x'g] 
;fdfgx¿ cflb . 

 sf]ifsf] ;Ldfleq k/]sf] v08df Utility Bills. 
 6]lnlehg, OG6/g]6 tyf klqsfsf] gjLs/0f ;fy} cGo gjLs/0f vr{x¿ 
  clkm;df k|of]u ePsf] pks/0fsf] ;fdfGo dd{t ;+xf/  



 kmf]6f]skL, lk|G6/ d;L  
 >d z'Ns 
 a}7ssf] qmddf vfPsf] vfhf, gf:tf, lrof, h'; cflbsf] vr{ 
 sfof{nosf] sfdsf] nflu k|of]u ePsf] oftfoft ;fwgsf] z'Ns÷ef8f jf OGwg vr{ 
 :6]:g/L vr{ 
 gljs/0f vr{ 
 klqsf tyf c? k|sfzg v/Lb vr{ 
 s'l/o/ vr{ 
 ;fgf] lsl;dsf] bfg 
 ;/;kmfO{ vr{ 
 ;fdfGo k|'kml/l8ª, leHo"n Ol86 tyf ;fdfGo ;Dkfbg sfo{sf] vr{ 
 ;fgf] gubL sf]ifsf] ;Ldfleq kg]{ c? ;fdfGo vr{  

 
;fgf] gubL sf]ifåf/f r'Qmf ug{ gldNg] vr{x¿ 

 sd{rf/LnfO{ lbg] tna eQf 
 s'g} k|sf/sf] sfo{qmd cg';Gwfg jf tflndsf] clu|d e'Qmfg 
 xjfO{ l6s6 vl/b 

 
-gf]6 M ;fgf] gubL sf]ifsf] ;+/Ifsn] s'g} vr{ ;fgf] gubL sf]ifcGtu{t kg]{ xf] jf xf]Og eGg] 
lg0f{o ug{ g;s]sf] v08df ;f] ;d:ofsf] lg0f{o n]vf ko{j]Ifsn] ug'{kg]{5 _ 
 
^ ;'/Iff  
;fgf] gubL sf]ifcGtu{tsf] gubL /l;b, rnfgL /l;b cflbsf] ;'/Iffsf] lhDd]jf/L ;+/Ifssf] x'g]5 
/ ;f] 5'§} ;'/lIft :yfgdf tfnfaGb u/L /fVg'kg]{5 .  
 
& gub u0fgf 
c;f/sf] d;fGt;Dddf gub u0fgf u/L ;fgf] gubL sf]ifsf] vr{;Fu ;Gt'ng ldnfpg] sfd ljQ 
sf/f]af/ ;DxfNg] JolQmn] ug{'{kg{]5 .  
 
  
 
 
 
 


