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ivSw:-  skUl p`Dr qy srv is`iKAw AiBAwn ADIn kYSbu`k Aqy bYNk 

rIknsweIlySn krn sbMDI [ 

1H0  auprokq ivSy dy sMbD iv`c Awp jI nUM iliKAw jWdw hY ik ;ot f;Zfynk 

nfGnkB nXhB ijlHw p`Dr, blwk p`Dr Aqy skUl p`Dr qy stYcutrI Awft 

krvwieAw jw irhw hY [stYcutrI Awft dIAW tImw duAwrw v`K-v`K ijilHAW 

dw lyKw pVqwl kIqw jw irhw hY[ies nUM iDAwn ivc r`Kdy hoey kYSbu`k Aqy 

p?Ae rIknsweIlySn sbMDI hdwieqw ByjIAw jw rhIAW hn jo ik hyT ilKy 

Anuswr hn[ 

;ot f;Zfynk nfGnkB nEkoNh Bkb ;pzXs ;e{b gZXo s/ ftZsh foekov w/BN/B eoB ;ot f;Zfynk nfGnkB nEkoNh Bkb ;pzXs ;e{b gZXo s/ ftZsh foekov w/BN/B eoB ;ot f;Zfynk nfGnkB nEkoNh Bkb ;pzXs ;e{b gZXo s/ ftZsh foekov w/BN/B eoB ;ot f;Zfynk nfGnkB nEkoNh Bkb ;pzXs ;e{b gZXo s/ ftZsh foekov w/BN/B eoB 
bJh jdkfJsKLbJh jdkfJsKLbJh jdkfJsKLbJh jdkfJsKL^ 
 
1H e?;a pZ[ee?;a pZ[ee?;a pZ[ee?;a pZ[e L^ ;ot f;Zfynk nfGnkB nXhB ftZsh b?D^d/DK Bz{ doi eoB bJh e?;a pZ[e fJZe 

gqkfJwoh ns/ w[Zy foekov j? e?;a pZ[e Bz{ ;ot f;Zfynk nfGnkB nEkoNh d/ fB:wK nB[;ko 

w/BN/B eoB bJh j/m fbfynk rZbK fXnkB ftu oZfynk ikDk ukjhdk j?L^ 

� e?;a p[Ze ftZu nkwdBh ns/ yofunK dk foekov g;te dk ;eZso fsnko eo/rk. 

� e?;a p[Ze vpb n?ANoh f;;Nw nB[;ko fsnko ehsh ikDh ukjhdh j?. 

� ftZsh ;kb bJh tZyoh e?;a p[Ze fsnko ehsh ikDh ukjhdh j?. 

� e?;a p[Ze ftZu nkwdBh ns/ yofunk dh jo n?ANoh Descriptive go ;zy/g j'Dh ukjhdh 

j?, fit/ fe L^ 

 

rqKN dh gqkgsh ns/ you dhrqKN dh gqkgsh ns/ you dhrqKN dh gqkgsh ns/ you dhrqKN dh gqkgsh ns/ you dh    n?ZNoh eoB ;w/ e?;a p[Ze ftZu j/m fbyhnk wZsK fbyDhnK n?ZNoh eoB ;w/ e?;a p[Ze ftZu j/m fbyhnk wZsK fbyDhnK n?ZNoh eoB ;w/ e?;a p[Ze ftZu j/m fbyhnk wZsK fbyDhnK n?ZNoh eoB ;w/ e?;a p[Ze ftZu j/m fbyhnk wZsK fbyDhnK 
io{oh jB.io{oh jB.io{oh jB.io{oh jB.    
Receipt side of cash book    Expenditure side of cash book 

bVh BzLbVh BzLbVh BzLbVh BzL    t/otk t/otk t/otk t/otk     bVh BzLbVh BzLbVh BzLbVh BzL    t/otk t/otk t/otk t/otk     
1 fwsh 1 fwsh 
2 rqKN dk ;o's 2 cow dk BK fi; s' ;wkB yohfdnk j? 
3 rqKN dk wzst 3 fpb BzH, u?e BzL 
4 u?e iK vhHvh Bzpo 4 fpZb T[go nzfes fwsh 
5 ok;ah 5 tkT[uo BzL  

(fJjh BzL fpZb T[go th nzfes eoBk j?) 
  6 ok;ah 



 jo fJe tkT[uo bJh fJZe bVhtko nze ikoh eoBk ukjhdk j?, fijVk 

 fe e?;a p[Ze ftZu you/ dh n?Noh d/ ;kjwD/ th fbyDk j't/rk. 
 

� fJj tkT[uo dh e?;a p[Ze ftZu n?ANoh w?po ;eZso tZb' s;dhe ;[dk ukjhdh j?. 

� fJj tkT[uo g;te d/ w?Apo ;eZso ns/ u?now/B tb'A s;dhe ns/ Paid & 

Cancelled ehsk ikDk ukjhdk j?. 

� e?;a p[Ze dh  pkeh (pekfJnk) jo wjhB/ eZYDh ukjhdh j?. 

� e?;a p[Ze dk jo wjhB/ dk pekfJnk, p?Ae d/ pekJ/ Bkb w/b eodk j'Dk ukjhdk 

j?. i/eo fe;/ soK dk nzso j? sK Bank Reconciliation Statement okjh fJj 

nzso d{o eoBk ukjhdk j?. 

� e?;a p[Ze dk wjhB/tko p?Ab; (pekfJnk) ns/ jo you/ ns/ nkwdBh dh n?ANoh 

w?Apo ;eZso tb' s;dhe ehsh ikDh ukjhdh j?. 

� Over wrting ns/ efNzr Bz{ ;e{b w[yh$DDO tb' fwsh ;fjs s;dhe ehsk 

ikDk ukjhdk j?. 

� fe;/ shih fXo (Third Party) Bz{ ndkfJrh f;oc Account Payee Cheque 

Bkb jh ehsh ikDh ukjhdh j? .Bearer Cheque$e?;$self  u?e okjh ndkfJrh 

Bjh eoBh ukjhdh j?. 

� ;e{b w[Zyh dh r?o jkioh ftu th g;te Bkb ;pzfXs foekov ;e{b ftu w'i{d 

j'Dk ukjhdk j?.ns/ nkfvN iK nuBu/s BohyD bJh T[gbpZX j'Dk ukjhdk j?. 

� fFwv v/ fwb d/ foekov bJh tZyoh e?;a p[Ze brkJh ikt/. 
 

� p?Ae oheB;kJhb/;aB eoB d/ fszB ;N/g jB i' j/m fby/ nB[;ko jBLp?Ae oheB;kJhb/;aB eoB d/ fszB ;N/g jB i' j/m fby/ nB[;ko jBLp?Ae oheB;kJhb/;aB eoB d/ fszB ;N/g jB i' j/m fby/ nB[;ko jBLp?Ae oheB;kJhb/;aB eoB d/ fszB ;N/g jB i' j/m fby/ nB[;ko jBL^̂̂̂    

 1H  p?Ae gk; p[Ze Bz{ ngv/N eoBk. 

 2H  p?Ae gk; pZ[e dhnK fJzNohnK Bz{ e/;a pZ[e Bkb fwbkB eoBk. 

 3H ewhnK Bz{ ikBDk ns/ jZb eoBk. 
 

� p?Ae oheB;kJhb/;aB ;N/Nw?AN fsnko eoB bJh j/m fby/ sZEK tZb fXnkB p?Ae oheB;kJhb/;aB ;N/Nw?AN fsnko eoB bJh j/m fby/ sZEK tZb fXnkB p?Ae oheB;kJhb/;aB ;N/Nw?AN fsnko eoB bJh j/m fby/ sZEK tZb fXnkB p?Ae oheB;kJhb/;aB ;N/Nw?AN fsnko eoB bJh j/m fby/ sZEK tZb fXnkB 

d/D dh io{os j?.d/D dh io{os j?.d/D dh io{os j?.d/D dh io{os j?.    

 1H   e?;a p[Ze ns/ p?Ae gk; p[Ze dk fJe ft;a/;a fwsh dk eb'f;zr p?Ab; fbnk   

  ikt/. 

 2H  fijV/ u?e nkfc; tb'A issue ehs/ iKd/ jB go p?Ae ftu' ebhno BjhA   

  jz[d/. e?;a pZ[e dk  p?b/;  p?Ae Bkb' xZN j't/rk. 

 3H   e[ZM vhHvhH$u?Ae gqkgs ehs/ iKd/ jB go p?Ae tb' gk; BjhA jz[d/ T[;   

  Bkb e?;a p[Ze dk p?b; p?Ae Bkb' tZX ikt/rk. 

 4H   e'Jh th Interest, Cheque,DD iwK j't/ p?Ae ftZu p?Ae gk; pZ[e dk   

  p?b; tZX ikt/rk. 

 5H  i/eo e'Jh th p?Ae ftZu rbs Entry ns/ rpB dh jkbs, p?Ae ukofiaia ,  

  ekoB e?;a p[Ze dk p?b/A; xZN ikt/rk. 



�     e?;a pZ[e ns/ gk; p[Ze ftZu nzso d/ nkw ekoDe?;a pZ[e ns/ gk; p[Ze ftZu nzso d/ nkw ekoDe?;a pZ[e ns/ gk; p[Ze ftZu nzso d/ nkw ekoDe?;a pZ[e ns/ gk; p[Ze ftZu nzso d/ nkw ekoD    L^L^L^L^    

 1H  p?Ae ftZu u?e Bk brkT[Dk 

 2H p?e ftu u?e brkT[D d/ pkti{d th ebhno Bk  j'Dk. 

 3H p?Ae d[nkok fdZs/ ftnki Bz{ e/;a p[Ze ftu ;akfwb Bk eoBk. 

 4H  p?e ukofii$ewh;aB nkfd Bz{ e/;a p[Ze ftu fJzdoki Bk eoBk. 

 5H f;ZX/ s"o s/ gkoNh ik ;Nkc tZb' iwAk eotkJ/ rJ/ e/;a, u?e nkfd ekoD          

  p?Ae gk; p[Ze ns/ e/;a p[Ze dk fwbkD Bk j'Dk. 

 6H  fe;/ xgb/ dh jkbs ftu fwbkD Bk j'Dk. 

 7H  xZN oew iwQK eokT[D ekoB. 

 8H  p?e p[Ze ns/ gk; p[Ze ftu fe;/ j'o rbsh ekoD. 
 

�     e?;a p[Ze d/ Bkb p?e p[Ze dk fwbkDe?;a p[Ze d/ Bkb p?e p[Ze dk fwbkDe?;a p[Ze d/ Bkb p?e p[Ze dk fwbkDe?;a p[Ze d/ Bkb p?e p[Ze dk fwbkD    L^L^L^L^    

 1H  e/;a p[Ze ns/ p?e p[Ze d/ Bkb d'B' ;kfJv ;jh dk fwbkB brkT[Dk                              

  ukjhdk j?                           

 2H  nkfc; d[nkok  e[Zb fezB/ u?e fJ;{ fes/ rJ/ ns/ czv Jh^NoK;co ehs/   

  rJ/.      

 3H  fezB/ u?e fJB^e?;a Bjh j'J/. 

 4H  u?e fJ;{ eoB d/ pkti{d, u?e p?e ftu Bk brkT[Dk ns/ T[; d/ ekoD  

  dh gVskb eoBh. 

 5H  gqkgs ehs/ u?e ns/ vhHvhH dk ;w/ s/ iwQK j'D/ jB. 

 6H  feBQK ekoBk eoe/ p?e tZb' Bk iwQK eoB dh d/oh dk ekoD. 

 7H  p?e tZb' fdsk ftnki iK e[b/e;aB ukou, ewh;aBnkfd dk fJzdoki. 

 8H  u?e oew ns/ p?e d[nkok gk; ehs/ u?e dh oew dk nkfg; ftu w/b          

  ykDk.  

 9H  i/eo e'Jh th u?e 6 wjhB/ s/ tZX ;w/ sZe ebhno Bjh j[zdk sK T[; Bz{   

  cancel eoe/ e/;a p[Ze ftu iwQK eo fbnk ikt/. 
 

  ies sbMDI Awp nUM hdwieq kIqI jWdI hY ik ieh hdwieqw do idnW dy 

AMdr-AMdr Awp dy ijlHy dy hr srkwrI skUl ivc pujxIAW cwhdIAw hn Aqy 

srv is`iKAw AiBAwn AQwrtI nwl sbMDq irkwrf myntyn krn leI iehnW 

hdwieqW dI sKqI nwl gkbDk kIqI jwvy[ 

                                                                                                   
    
                    
            
                                                                                                                ;N/N gq'i?eN vkfJo?eNo;N/N gq'i?eN vkfJo?eNo;N/N gq'i?eN vkfJo?eNo;N/N gq'i?eN vkfJo?eNo    
                                ;ot f;Zfynk nfGnkB nEkoNh;ot f;Zfynk nfGnkB nEkoNh;ot f;Zfynk nfGnkB nEkoNh;ot f;Zfynk nfGnkB nEkoNh    
                                                            gzikp, uzvhrVQgzikp, uzvhrVQgzikp, uzvhrVQgzikp, uzvhrVQ    
    

  


