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4 sSIvÌv 

t_mIvkv 

(Text Box) 

I¼yq«dnte¡v A£c§fpw hm¡pIfpw tcJs¸Sp¯p¶Xn\pÅ 

ØeamWv sSIvÌv t_mIvkv. sSIvÌv t_mIvkpIÄ hgnbmWv  

am\IoIcn¡m\mhm¯ hnhc§Ä tcJs¸Sp¯p¶Xv. 

 
Nn{Xw 2 

sSIvÌv t_mIvkv 

 

5

. 

enÌv 

t_mIvkv (List 

Box) 

H¶nð IqSpXð hnhc§Ä hcnhcnbmbn Xmtgm«v ]«nI cq]¯nð 

ImWm³ km[n¡p¶ kuIcyamWv enÌv t_mIvkv (Nn{Xw 3). 

enÌv t_mIvknð D]tbmàmhn\v hnhc§Ä ImWm³ am{Xta 

km[n¡q. Ahbnð amä§Ä hcp¯m³ Ignbnñ. Io t_mÀUnse 

 apIfntebv¡pÅ Btcm _«Wpw (�) Xmtgbv¡pÅ Btcm 

_«Wpw (�) D]tbmKn¨mWv enÌv t_mIvknse Hcp {]tXyI 

hnhcw sXcsªSp¡p¶Xv. 

DZm : Nn{Xw 3 ð Nne hmÀUpIfpsS t]cpIÄ \ðInbncn¡p¶Xv 

{i²n¡pI. 

 
FNn{Xw 3  

enÌv t_mIvkv 

6 tImt¼m 

t_mIvkv 

(Combo Box) 

sSIvkväv t_mIvkpw enÌv t_mIvkpw IqSnt¨À¶pÅ Hcp 

{]hÀ¯\ kma{KnbmWv tImt¼m t_mIvkv. tImt¼m 

t_mIvknsâ heXv hi v̄ ImWp¶ _«¬ ¢n¡v sNbvXmð Hcp 

enÌv t_mIvkv e`n¡pw.  Ahbnð \n¶pw tbmPn¡p¶ hnhcw 

sXcsªSp¡mhp¶XmWv. 

DZm : km¼¯nI hÀjw tImt¼mbnð \n¶pw 

sXcsªSp¯ncn¡p¶p (Nn{Xw 4). Iot_mÀUnse 

apIfntebv¡pÅ Btcm _«Wpw  (�)  Xmtgbv¡pÅ Btcm 

_«Wpw  (�) D]tbmKn¨mð tImt¼mbnse hnhn[ \ncIfnð 

tcJs¸Sp¯nbn«pÅXnð\n¶pw Hcp {]tXyI C\w 

sXcsªSp¡mhp¶XmWv. 

 
Nn{Xw 4 tImt¼m t_mIvkv 

7 sN¡v 

t_mIvkv 

]«nIbnð DÄs¸Sp¯nbncn¡p¶ hnhc§fnð Bhiym\pkrXw 

hnhc§Ä tcJs¸Sp¯nbn«ptïm Cñtbm F¶v ImWn¡p¶ 

13
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6. kmt¦XnI ]Z§fpsS hniZoIcWw

{Ia 

\¼À 
C\w kmt¦XnI ]Z§fpsS hniZoIcWw 

(1) (2) (3) 

1. kv{Io³ 

(Screen) 

I¼yq«dnsâ tamWn«dnð {]Xy£s¸Sp¶,  tkm v̂ävshbÀ 

B¹nt¡j\pambn kwhZn¡m³ D]tbmàmhns\ klmbn¡p¶ 

Zriycq]amWv kv{Io³. Hmtcm B¹nt¡j³ tkm v̂ävshbdn\pw 

\nch[n kv{Io\pIfpïmIpw. Hcp kv{Io\nð \n¶pw ASp  ̄

kv{Io\nte¡v IS¡phm³  kwhn[m\apïmIpw. Nne kv{Io\pIfnð 

\n¶v ap³]pÅ kv{Io\nte¡v {]thin¡m\pÅ kwhn[m\hpw 

DïmIpw. C c̄ n̄ð hnhn[  kv{Io\pIÄ  D]tbmKn̈ mWv 

tkm v̂ävshbÀ B¹nt¡j³ {]hÀ n̄ ņ¡pI. Htc kab p̄Xs¶ 

H¶ne[nIw kv{Io\pIÄ {]hÀ n̄ ņ¡m\mInñ. kv{Io\pIfnse 

Fñm _«WpIfpw Ft m̧gpw {]hÀ \̄£aamIWsa¶nñ. 

Bhiyamb kµÀ`§fnð am{XamWv _Ôs¸« _«WpIÄ 

{]hÀ¯\£aamhpI. 

2 sa\p (Menu) D]tbmàmhn\v kuIcy{]Zamb coXnbnð aukp]tbmKn v̈ 

sXcsªSp¡mhp¶Xpw, kv{Io\nsâ apIÄ `mK v̄ 

ImWp¶Xpamb \nÀt±i§fmWv sa\p. 

3

. 

_«¬ 

(Button) 

I¼yq«dn\v \nÀt±iw \ðIp¶Xn\mbn D]tbmKn¡p¶ Hcp 

D]m[nbmWv _«WpIÄ. km[mcWbmbn kv{Io\nð \n¶p 

Að¸w DbÀ¶p \nð¡p¶ coXnbnð ImWs¸Sp¶ Chbnð 

\nÀt±i§Ä tcJs¸Sp n̄bn«pïmIpw. (Nn{Xw 1) 

 
Nn{Xw.1 
_«¬ 

DZm: ]pXnb hÀ¡pIÄ I¼yq«dnð tcJs¸Sp p̄hm³ Nn{Xw 1þð 

ImWp¶ “\yq” F¶ _«¬ D]tbmKn¡mhp¶XmWv. 

aukp]tbmKn v̈ Ch {]hÀ n̄ ņ¡mw. Iot_mÀUnse Enter Key 

D]tbmKn p̈w Space Bar D]tbmKn p̈w Cu _«¬ 

{]hÀ n̄ ņ¡mhp¶XmWv. 

 

BapJw
Xt±i`cW Øm]\§fpsS I¼yqhð¡cWt¯msSm¸w  ]²Xn

\nÀÆlW Hm^okpIÄ Iw¼yq«À hð¡cn¡p¶Xnsâ `mKambn,
hn\ykn¡p¶ B¹nt¡j³ tkm^vävshbdmWv “kmwJy sh_v A[njvTnX
B¹nt¡j³”. 2009þ10 hÀjs¯ sF.sI.Fw.sâ hmÀjnI ]²XnbpsS
`mKambn ss]eäSnØm\¯nð Ingphnew {Kma]©mb¯nemWv Cu ]²Xn
\S¸nem¡p¶Xv. Xt±i`cW Øm]\¯nse Fñm \nÀÆlW
DtZymKØÀ¡pw Cu B¹nt¡j³ D]tbmKn¡¯¡ coXnbmemWv CXnsâ
cq]Ið¸\ {IaoIcn¨ncn¡p¶Xv. Xt±i`cW Øm]\¯nse A¡uïnwKv
ssIImcyw sN¿p¶ kmwJy B¹nt¡j\nð, ]²Xn \S¸nem¡p¶Xnsâ
`mKamb Atem«vsaâ v sNehv hnhc§Ä F¶nh tcJs¸Spt¯ïXpïv.
CXn\mbn _Ôs¸« \nÀÆlW Dt±ymKØÀ ]²Xn \nÀÆlWhpambn
_²s¸«v Hmtcm ]²Xn¡pw Nnehm¡p¶ XpIbpsS hniZmwi§Ä kmwJy
sh_v samUyqÄ hgn tcJs¸Sp¯n Xt±i`cW Øm]\¯nse skÀhÀ
I¼yq«dnte¡v Abbv¡p¶p. C¡mcyw tcJs¸Sp¯p¶Xn\pÅ sh_v
A[njvTnX B¹nt¡j³ tkm^vävshbdnsâ {]hÀ¯\ coXnbmWv Cu
am\phenð hniZoIcn¨ncn¡p¶Xv.

Ingphnew {Kma]©mb¯nse skÀÆÀ I¼yq«dnemWv B¹nt¡j³
tkm^vävshbÀ hn\ykn¡p¶Xv, skÀÆÀ I¼yq«À Fñm \nÀÆlW
DtZymKØcptSbpw I¼yq«dpIfpambn irwJehgn _Ôn¸n¨ncn¡pw.
{Kma]©mb¯nse hnhn[ \nÀÆlW DtZymKØcpsS Hm^okpIsf,
tem¡ð Gcnbm s\ävhÀ¡v, KSWAN s\ävhÀ¡v, sSent^m¬ Ubð A]v
F¶o s\ävhÀ¡pIÄ D]tbmKn¨mWv _²n¸n¨ncn¡p¶Xv. C§s\
_²n¸n¨ncn¡p¶Xn\mð \nÀhlW Dt±ymKØÀ¡v Hcp XSkhpw IqSmsX
Xt±i`cW Øm]\hpambn CeIvt{SmWnIv irwJehgn hnhc§Ä
ssIamdm³ km[n¡pw. sh_v A[njvTnX B¹nt¡j³ D]tbmKnt¡ï
D]tbmàm¡sf \ntbmKn¡p¶Xv {Kma]©mb¯v sk{I«dnbmWv
(AUvan\nkvt{SäÀ). Xt±i`cW Øm]\¯nð B¹nt¡j³
hn\ykn¡pt¼mÄ Xs¶ Cu {]hÀ¯\w \S¯nbncn¡pw. AXpsImïv Xs¶
Cu {]hÀ¯\w am\phenð hniZoIcn¡p¶nñ.

\nÀÆlW DtZymKØÀ¡v Cu am\phð Hcp amÀ¤tcJbmbn
D]tbmKn¡m³ Ignbpsa¶v {]Xymin¡p¶p.

s{]m^. Fw.sI. {]kmZv
FIvknIyp«ohv sNbÀam³ & UbdIvSÀ

C³^Àtaj³ tIcf anj³
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e£y§Ä:

P\Iobmkq{XW ]²XnIfpsS cq]oIcWw \nÀÆlWw, sNehv
hnhc§fpsS dnt¸mÀ«nwKpw AhtemI\hpw F¶nh Imcy£ahpw
Nn«s¸Sp¯p¶Xn\pambn 2009þ10 hmÀjnI ]²XnbpsS `mKambn
ss]eäSnØm\¯nepÅ t{]mPIvSmbn«mWv Ingphnew
{Kma]©mb¯nð Cu ]²Xn \S¸nem¡p¶Xv. {]mtZinI
hnIk\¯nsâ `mKambn P\Iobmkq{XW {]hÀ¯\§fpsS
kp{][m\ \nÀÆlWw {Kma]©mb¯pIÄ tI{µoIcn¨mWv
\S¡p¶Xv. {Kma]©mb¯pIfpambn irwJem_Ôw Øm]nt¡ïXv
P\Iobmkq{XW {]hÀ¯\¯nsâ A\nhmcy LSIamWv.
{Kma]©mb¯v Hm^okpIÄ I¼yq«Àhð¡cn¨Xnsâ
ASnØm\¯nð t_m[yamb Imcyw hnhn[ \nÀÆlW
Hm^okpIfpambn CeIvt{SmWnIv   irwJem _Ôw Øm]n¨mð
am{Xta tað¸dª {]mtZinI hnIk\w Nn«tbmsS \S¸nem¡³
Ignbq F¶XmWv. AXnsâ ASnØm\¯nð \nÀÆlW
Hm^okpIfpambn KSWAN IWIvSnhnän, hbÀekv, s\ävhÀ¡nwKv
kwhn[m\w F¶nh hgn CeIvt{SmWnIv irwJem _Ôw
Øm]n¡pIbmWv Cu ]²XnbpsS e£yw, AtXmsSm¸w Cu
]²Xnbnð Xmsg tNÀ¯ncn¡p¶ Imcy§fpw DÄs¸Sp¯nbn«pïv.

1. {Kma]©mb¯pw \nÀÆlW Hm^okpIfpw \S¸nem¡p¶ hnhn[
hnIk\ {]hÀ¯\§fpsS DZv{KY\w km[yam¡pI.

2. hnhn[ hnIk\ ]²XnIfpsS Imcy£aamb tamWn«dnwKv
\S¸nem¡pI.

3. {]mtZinI hn`h t{kmXÊpIsf¡pdn¨pw hnhn[ tkh\§sf
Ipdn¨papÅ ]©mb¯vXe hnhc tiJcw X¿mdm¡pI.

4. ]©mb¯v Hm^okpw \nÀÆlW Hm^okpIfpw hfsc
DÄ{]tZi¯v \S¸m¡p¶ hnIk\ ]²XnIfpsSbpw aä v
tkh\§fpsSbpw CS]mSpIÄ ssIImcyw sN¿pI.

5. hbÀekv B¹nt¡j³ t{]mt«mtImÄ (WAP), samss_ð
ASnØm\ kwhn[m\w Umä ssIImcyw sN¿p¶Xn\pÅ
kwhn[m\w F¶nh ]ckv]cw kwtbmPn¸n¨v
]co£WmSnØm\¯nð \S¸m¡pI.

11

irwJem _ÔwhgnbpÅ aäp D]tbmK§Ä

\nÀÆlW Hm^okpIfpw {Kma]©mb¯v Hm^okpw X½nð

irwJem_Ôw Øm]n¨ncn¡¶Xn\mð P\Iobmkq{XW ]²XnIfpsS

A¡uïnwKv Imcy§Ä¡p ]pdta CeIvt{SmWnIv hnhc§Ä ]ckv]cw

ssIamdp¶Xn\v Cu kwhn[m\w D]tbmKs¸Sp¯m³ Ignbpw. CtâÀWð

Cþsabnð kwhn[m\w hgn \nc´cw hnhc§Ä ssIamdp¶Xn\v CXv

{]tbmP\s¸Sp¯mh¶XmWv. ASp¯ L«¯nð ]²Xn cq]oIcW

hnhc§Ä CtX coXnbnð irwJe hgn {Kma]©mb¯v Hm^oknte¡pw

Xncn¨pw Ab¡m³ Ignbpw.
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u {Sjdnbnð _nð kaÀ¸n¨v XpI ssI¸änb tijw \nÀÆlW
DtZymKØÀ {Sjdn hgn e`yamb XpIbpsS hnhc§Ä
B¹nt¡j\nte¡v tcJs¸Spt¯ïXpïv. AXn\mbn Requisition

sa\phnð \n¶pw Withdrawal F¶ `mKw sXcsªSp¡pI. Nn{Xw.10

Nn{Xw.10
{Sjdnbnð \n¶pw s]n³hen¨ncn¡p¶ XpI Withdrawal F¶

t]Pnð  tcJs¸Sp¯nbtijw k_vanäv sN¿pI. C§s\ kmwJy sh_v
B¹nt¡j\nð hnhc§Ä tcJs¸Sp¯p¶ apdbv¡v Xt±i`cW
Øm]\¯nse kmwJy A¡uïnwKv B¹nt¡j\nð Cu hnhcw
e`yamIpw. (Nn{Xw.11) ]n³hen¨ XpIbpsS hniZmwi§Ä Cu kv{Io³
hgnbmWv tcJs¸Sp¯p¶Xv.

10 3

cïv L«§fnembmWv Cu ]²Xn \S¸nem¡p¶Xv.

{Kma]©mb¯v Hm^oknepw ]²Xn \nÀÆlW Hm^okpIfnepw

Bhiyamb ASnØm\ `uXnI kuIcy§Ä I¼yq«dpIÄ A\p_Ô

D]IcW§Ä F¶nh Øm]n¨v ]²Xn Nnehv hnhc§fpsS dnt¸mÀ«nwKv,

Atem«vsaâ v, _nð X¿mdm¡ð F¶nhbmWv BZyL«¯nð Cu hÀjw

\S¸m¡p¶Xv. ASp¯hÀjw apXð ]²Xn cq]oIcW hniZmwi§Ä

\nÀÆlW Hm^okpIfnð h¨v Xs¶ \S¸m¡m\mWv e£yan«n«pÅXv.

XpSÀ¶v aäv tkh\§fpw e`yam¡m³ Ignbpw.

kmwJy sh_v A[njvTnX B¹nt¡j³þ{]hÀ¯\coXn

u kmwJy sh_v B¹nt¡j³ Hm¸¬ sN¿pI. XpSÀ¶v e`n¡p¶

t]Pnð, (Nn{Xw.1) bqkÀ s\bnapw ]mÊvthUpw \ðIm\pÅ kv{Io³

e`n¡pw. bqkÀ s\bnw F¶Xn\pt\tcbpÅ t_mIvknð

D]tbmàmhnsâ ‘t]cpw ’ ]mkvthÀUv F¶ Øm\¯v

D]tbmIvXmhnsâ ‘clkytImUpw’ tcJs¸Sp¯nbtijw temKn³

_«¬ ¢n¡v sN¿pI.

Nn{Xw.1
Nn{Xw.11
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Nn{Xw.2

u XpSÀ¶v Requisition sa\phnð \n¶pw New Requisition F¶ sa\p
sXcsªSp¡pI. (Nn{Xw.2) ImWpI

    3.2 Proceedings:

\nÀÆlW DtZymKØÀ ]pds¸Sphn¡p¶ s{]mkoUnwKvkv

hnhc§fmWv Cu kv{Io\nð ImWp¶Xv.

Nn{Xw.8
    3.3 Treasury Bill:

Nn{Xw.9

\nÀÆlW DtZymKØÀ {Sjdnbnð kaÀ¸n¡p¶ _nð BWv

NphsS tNÀ¯ kv{Io\nð ImWp¶Xv.

9
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Requisition sa\p sXcªSp¡pt¼mÄ e`n¡p¶ kv{Io³ {i²n¡pI,

BZyw ¹m³, t\m¬ ¹m³ F¶o sN¡v t_mIvkpIÄ D]tbmKn¨v

t{]mPIvSnsâ Xcw skIvSv sN¿pI. XpSÀ¶v t{]mPIvSv sXcsªSp¡pI.

kpteJ B¹nt¡j\pambn tNÀ¶v {]hÀ¯n¡p¶Xn\mð t{]mPIvSv

sXcsªSp¡pt¼mÄ Project No, Source of Fund, Catagory, Project Cost, DPC

Approval No, DPC Approval Date F¶nh e`yamIpw. Installment No \mw

sXcsªSp¡p¶ t{]mPIvSnsâ C³ÌmÄsaâ nsâ F®¯n\v

A\pkrXambn B¹nt¡j\nð e`yamIpw. t\m¬ ¹m³ F¶XmWv

sXcsªSp¡p¶sX¦nð tað ]dªncn¡p¶ hnhc§Ä ssS¸v sNbvXv

\ðIWw. C\n Functionary, Function, Account Head, Treasury Code, Trea-

sury, Head of  Account (State Budget), Detailed head of Account F¶nh

_²s¸« _«WpIÄ D]tbmKn¨v sXcsªSp¡pI. A¡uïv slUv

hniZoIcn¡p¶ ]pkvXIw {]tXyIw \ðIp¶pïv. XpSÀ¶v XpI

tcJs¸Sp¯n Submit F¶ _«¬ ¢n¡v sN¿pI.

 F¶ _«¬ D]tbmKn¨v apIfnð tcJs¸Sp¯nb

hnhc§fpsS {]nâ v FSp¡mhp¶XmWv. (Nn{Xw.3) {]nâ v FSp¡p¶Xn\mbn

SqÄ _mdnse Cu sF¡¬  (  )D]tbmKn¡mhp¶XmWv.

Nn{Xw.3

5

C§s\ Xt±i`cW Øm]\¯nð AwKoIcn¡s¸Sp¶

dnIznknj\pIfpsS dnt¸mÀ«v B¹nt¡j\nð \n¶v e`yamIpw.

{][m\ambpw aq¶p Xcw dnt¸mÀ«pIfmWv \ap¡v e`yam¡pI. Letter of

Allotment, Proceedings, Treasury Bill F¶nhbmWh. AtXmsSm¸w C§s\

A{]qhv sN¿p¶ hnhc§Ä kmJyw sh_v B¹nt¡j\nð e`yamIpw.

B¹nt¡j\nð e`yamIp¶ {][m\ dnt¸mÀ«pIÄ Xmsg ImWn¨ncn¡p¶p.

Ch Nn{Xw 7 (dnIznknj³), Nn{Xw 8 (s{]mkoUnwKvkv), Nn{Xw 9 ({Sjdn

_nð) F¶nhbnð ImWmw. BhiyapÅ Imcyw Cu kv{Io\nð \n¶v

{]nâ v sN¿mhp¶XmWv. {]nâ v sN¿p¶Xn\v kv{Io\nsâ Xmsg `mK¯v

{]nâ v F¶ _«¬ ¢n¡v sNbvXmð aXn.

3.dnt¸mÀ«pIÄ

     3.1 Letter of Allotment:

Cw¹nsaânwKv Hm^okÀ¡v {Kma]©mb¯v sk{I«dn \ðIp¶

seäÀ Hm^v Atem«vsaâ v BWv NphsS sImSp¯ kv{Io\nð ImWp¶Xv.

Nn{Xw.7

8
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Nn{Xw.3þð hniZoIcn¨ncn¡p¶ kv{Io\nð tcJs¸Sp¯n k_vanäv

sN¿p¶ Umäm Xt±i`cW Øm]\¯nse skÀhÀ I¼yq«dnð

e`yamIpw. IqSmsX Cu Umäm A¡uïvkv Un¸mÀ«vsaânse _²s¸«

Poh\¡mcsâ A¡uïnwKv  B¹nt¡j\nð e`yamIpw.

kmwJy A¡uïnwKv B¹nt¡j³ D]tbmKn¡p¶ hn[w:þ

u sk{I«dnbpsS temKn\nepw ]mÊvthÀUnepw Xt±i`cW

Øm]\¯nse kmwJy B¹nt¡j³ Hm¸¬ sN¿pI. Transaction

sa\phnð \n¶pw Letter of Authority/Allotsments F¶ sa\p

sXcsªSp¡pI XpSÀ¶v Requisition for fund by implementing officers

¢n¡v sN¿pI. NphsS tNÀ¯ kv{Io³ {]Xy£s¸Spw (Nn{Xw.4)

Nn{Xw.4

u XpSÀ¶v \nÀÆlW DtZymKØÀ dnIznknj³ \ðInbncn¡p¶
hnhc§Ä enÌmbn ImWm³ km[n¡pw (Nn{Xw.5)

6

Nn{Xw.6

7

Nn{Xw.5

u Nn{Xw.5 ð ]dªncn¡p¶ kv{Io\nð \n¶pw AwKoImcw \ðtIïh

sXcsªSp¡pI. At¸mÄ, \nÀÆlW DtZymKØÀ k_vanäv sNbvX

hnhc§Ä kmwJy A¡uïnwKv B¹nt¡j\nð e`yamIpw. (Nn{Xw.6)

XpSÀ¶v Cu dnIznknj³ AwKoIcn¡p¶Xn\mbn Approve _«¬

¢n¡v sN¿pI.


