
tIm¨{^≥kp-I-fp-sSbpw Gcnb Iu¨kn-ep-I-fpsS hm¿jnI HmUn‰v

tIm¨{^≥kp-I-fp-sSbpw Iu¨kn-ep-I-fp-sSbpw hchp Nne-hp-Iƒ knÃ-am-‰n-°mbn FgpXn kq£n-

t°-≠Xpw bYm-hn[n HmUn‰v sNbvXp dnt∏m¿´p-Iƒ ka¿∏n-t°-≠-Xp-am-Wv.

I. C≥tS-W¬ HmUn‰nwKv

1. tIm¨{^≥kp-Ifpw Iu¨kn-ep-Ifpw Hcw-KsØ C≥tS-W¬ HmUn‰-dmbn \nb-an-°-Ww.

2. C≥tS-W¬ HmUn‰¿am¿ ka-bm-k-a-b-ß-fn¬ cko-Xp-Iƒ, hu®dpIƒ, tbmK Xocp-am-\-ßƒ F∂n-h-bp-

ambn \mƒhgn HØp t\m°n F√mw icn-bmbpw {Ia-ambpw tcJ-s∏-Sp-Øn-bn-́ p-≠v F∂v km£y-s∏-Sp-

ØWw. Fs¥-¶nepw hyXym-k-ap-s≠-¶n¬ Ah F{Xbpw thKw XncpØn tcJ-s∏-SpØn {Iao-I-cn®p

F∂pw Dd∏p hcp-Ø-Ww.

3. Ct‚-W¬ HmUn‰v h¿jm-h-km-\-tØ°p am‰n h°msX aq∂p amk-Øn¬ Hcn-°¬ sNøp-I-bm-sW-¶n¬

tPmen ̀ mcw Ipd-bp-Ibpw IrXyX h¿≤n-°p-Ibpw sNøpw. Ct‚-W¬ HmUn‰¿ a‰w-K-ß-fpsS klmbw

kzoI-cn®v HmUn‰v sNøp-∂Xv IqSp-X¬ A`n-Im-ay-am-Wv.

4. C≥tS-W¬ HmUn‰v ]q¿Øn-bm-°n-b-Xn\p tij-amWv hm¿jnI dnt∏m¿´p-Iƒ Xøm-dm-t°-≠-Xv. AXn-\m¬

G{]n¬ BZy-hmcw Xs∂ C≥tS-W¬ HmUn‰v ]q¿Øn-bm-°-Ø-°-hn[w ap≥Iq´n HmUn‰v \S-Ø-Ww.

5. C≥tS-W¬ HmUn‰¿am¿ F√m cko-Xp-Ifpw hu®-dp-Ifpw ]cn-tim-[n-°p-Ibpw Ah \º¿ klnXw \mƒ

hgn-bn¬ tcJ-s∏-Sp-Øn-bn-́ pt≠m F∂p ]cn-tim-[n-°-Ww.

6. ap≥h¿jsØ \o°p _m°n (Closing Balance) Xs∂-bmtWm X∂m-≠sØ ap≥_m°n

(Openning Balance) F∂p ]cn-tim-[n-°-Ww.

7. _m¶v ]m v _p°p-Ifpw \mƒ hgnbpw XΩn¬ HØp t\m°n icn-bm-sW∂p Dd∏p hcp-Ø-Ww.

8. \mƒ hgn-bnse F√m hchp Nne-hp-Ifpw _‘-s∏´ seUvP-dn¬ Fgp-Xn-bn-́ pt≠m F∂p ]cn-tim-[n®v

Dd∏p hcp-Ø-Ww.

9. D]cn Iu¨kn¬ HmUn‰v dnt∏m¿´n¬ ]d-™n-cn-°p∂ a‰p Imcy-ßfpw ]cn-tim-[n®v icn-sb∂v Dd∏p

hcp-Øp-I.

10. amkm¥y dnt∏m¿´p-Iƒ, hm¿jnI dnt∏m¿ v́ F∂n-h-bnse IW-°p-Iƒ eUvP-dp-ambn HØp t\m°n Smen

BtWm F∂p ]cn-tim-[n-°-Ww.

II. D]cn Iu¨kn-ens‚ HmUn‰v

1. tIm¨{^≥kp-IfpsS HmUn‰v \S-Øp-∂-Xn-\mbn F.-kn. \ntbm-Kn-°p-∂-h-cmWv D]cn Iu¨kn-en\p

th≠n tIm¨{^≥kp-Iƒ HmUn‰v sNtø-≠-Xv.

2. kn.kn.bn¬ \n∂pw Zonal cordinator am¿ \ntbm-Kn-°p-∂-h-cmWv AC IfpsS HmUn‰v sNtø-≠-Xv.

3 HmUn‰v dnt∏m¿ v́ t^man¬ ]d-™n-cn-°p∂ Imcy-ßƒ F√mw IrXy-ambn ]cn-tim-[n®v dnt∏m¿´p Xøm-dm-°-Ww.

4 HmUn‰n\p apºmbn Ct‚-W¬ HmUn‰v \S-Øn-bn-́ p-≈Xn\m¬ hu®-dp-Ifpw cko-Xp-Ifpw F√mw ho≠pw

]cn-tim-[n-t°-≠-Xn-√.

5 \mƒh-gn-bnepw seU-vP-dnepw F√mw {Ia-ambpw Nń -bmbpw Fgp-Xn-bn-́ pt≠m F∂p ]cn-tim-[n-°p-I.

6 HmUn‰v sNøp-tºmƒ ̀ mc-hm-ln-Iƒs°m∏w Ct‚-W¬ HmUn‰¿am-cpsS km∂n≤yw D≠m-bn-cn-°p-hm≥  {i≤n-°-Ww.

7 hm¿jnI dnt∏m¿´p-Iƒ ]cn-tim-[n®v F√mw IrXy-ambpw ]q¿Æ-ambpw F-gp-Xn-bn-́ pt≠m F∂v ]cn-tim-

[n®v  km£y-s∏-Sp-Ø-Ww.
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8 hm¿jnI dnt∏m¿´pw eUvPpdpw HØp-t\m°n Smen BtWm F∂v ]cn-tim-[n-°-Ww.

9 ap≥h¿jsØ HmUn‰v dnt∏m¿´p {]Im-c-ap≈ \n¿t±-i-ßfpw Xncp-Ø-ep-Ifpw \S-∏n¬ hcp-Øn-bn-́ pt≠m

F∂p ]cn-tim-[n-°-Ww.

10 HmUn‰¿am¿ km£y-s∏-Sp-Ønb hm¿jnI dnt∏m¿´p-I-fmWv D]cn Iu¨kn-en\p \¬tI-≠-Xv. Bb-Xn-

\m¬ \n¿t±-in-°-s∏´ ka-b-Øn\p apºmbn HmUn‰v \S-tØ-≠-Xm-Wv.

11 HmUn‰v dnt∏m¿´p Xøm-dm°n Hcp tIm∏n tIm¨{^≥kn\v/Iu¨kn-en\p \¬I-Ww. Hcp tIm∏n

D]cn Iu¨kn-en\p \¬I-Ww.

12 tIm¨{^≥kp-I-fpsS HmUn‰v ka-b-_-‘n-X-ambn \S-∏n-em-°p-∂-Xn\v ta¬t\m´w hln-°p-hm≥ Hcp

IΩ‰n cq]o-I-cn®v DØ-c-hm-ZnXzw G¬∏n-°-Ww. C≥tS-W¬ HmUn‰pw D]cn Iu¨kn¬  HmUn‰pw IrXy-

ambpw ka-b-_-‘n-X-ambpw \S-°p-∂p≠v F∂v B IΩn‰n Dd∏p hcp-Ø-Ww.

13 Fkn HmUn‰v IΩ‰n I¨ho-\-dpsS t]cpw A{Ukpw t^m¨ \ºdpw Zonal cordinator°pw knkn HmUn‰v

IΩ‰n I¨ho-\-dmb knkn {Sj-d¿°pw Ab®p \¬I-Ww.


