
 

1- 

dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB ;sFkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;krhy dk;sZ o drZO; ;kaapk ri'khy% 

dk;kZy;kpss uko    % ns;d d{k] foRr o ys[kk foHkkx] eaqcbZ fo|kihB - 

iRrk     % foRr o ys[kk foHkkx] ns;d d{k] :e ua- 13] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh 
       midqylfpo ¼foRr o ys[kk½ 
 

d{k izeq[k    % lgk¸;d dqylfpo 3 

'kkldh; foHkkxkps uko   % eaqcbZ fo|kihB] eaqcbZ 

dks.kR;k ea=ky;krhy [kkR;kP;k   
vf/kuLr     % mPp o ra=f’k{k.k foHkkx] egkjkYVª Skklu- 
 
dk;Z{ks=     % eaqcbZ 

fof’k”V dk;Z                       % fofo/k foHkkx / d{k ;kapsdMwu izkIr >kysys ns;ds fLodkj.ks      

rs rikl.ks o laca/khr vFkZ f’k”kZadkuqlkj R;kph Payment 

Register e/;s uksn ?ks.ks o R;kps Voucher cuowu rs 

jks[k foHkkxkr ikBfo.ks- 
foHkkxkps /;s;                      % lkekU; iz’kklu foHkkxke/khy vFkZladYike/;s dsysY;k 

rjrqnhuqlkj dk;Zokgh dj.ks- 

foHkkxkps /kksj.k                     % lkekU; iz’kklu foHkkx ³General Fund´                          
vFkZladYikuqlkj uewn dsysys dkedkt fu;ekauqlkj dj.ks- 

 
 
 
  



 

                                      2- 
loZ laCkf/kr deZpkjh % 
 

v- Ø- deZpk&;kaph ukos inuke 

1 fjDr lgk¸;d dqylfpo 3 

2 LkkS- eR.kkyh fn- xkslkoh- miys[kkiky 

3 Jh- fHkok v- Hkkaxs lgk¸;d ys[kkiky 

4 Jherh ek/koh ‘kstoydj ofj"B fyfid 

5 fjDr dfu"B fyfid ³3´ 

6 fjDr f'kikbZ ³1´ 

 
dk;Z     % fof’k”V dk;kZe/;s uewn dsysys dkedkt 
 
dkekps foLr`r Lo:i                % fofo/k foHkkxkrhy @d{kkrhy ns;ds fLodkj.ks] rikl.ks 

Voucher cufo.ks] eatqjhlkBh fVi.kh r;kj d#u foRr o 

ys[kk vf/kdkjh @ekuuh; dqyxq# ;kaP;kdMs ikBfo.ks] o 

eatqjh feGkY;kuarj Payment Voucher  cuowu R;kPkh   

Payment Register e/;s uksan ?ks.ks o lac/khr ikVhZyk 

ns;d vnk dj.ks rlsp General Voucher   r;kj 

dj.ks] Transfer Voucher r;kj dj.ks] uk gjdr 

izek.ki= r;kj dj.ks- 
ekyeRrspk ri’khy   %  -------------------- 
 
bekjrh o tkxspk ri’khy  % foRr o ys[kk foHkkx] ns;d d{k] :e ua- 13] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

miyC/k lsok    % General Fund e/;s uewn dsysys dkedkt 

  
 
 



 

                                        3- 
 
 
laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 
 

foRr o ys[kk vf/kdkjh 
 

midqylfpo ¼1½ 
 

lgk¸;d dqylfpo& 3 ¼1½ 
  

miys[kkiky ¼1½ 
 

 lgk¸;d ys[kkiky ¼2½ 
 

ofj"B fyfid  ¼1½ 
 

dfu"B fyfid ¼3½ 
 

f'kikbZ ¼1½ 
 

 
dk;kZy;hu nwj/ouh Øekad o osGk % 022&22613228 o 22708772@773 
      ldkGh 10%20 rs 6%00 oktsi;Zar 
      tso.kkph osG & nqikjh 1%00 rs 1%30 
 
lkIrkfgd lqV~Vh o fof’k”V lsoslkBh   
BjfoysY;k osGk             % loZ jfookj o efgU;krhy nqljk o pkSFkk ‘kfuokj                 

o lkoZtfud lqÍ;k- 
 

 
 

  



 

4- 

dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB ;sFkkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaaP;k 
vf/kdkjkapk ri'khy% 

v 

vuq- 
Ø- 

inuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 
’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 lgk¸;d dqylfpo  3 1.  Administrative 

Sanction for 

Purchases/ 

Expenditure up to 

Rs. 5,000/- 

2.   Passing of 

Vouchers up to Rs. 

25,000/- 

  

The Maharashtra 

Universities  

Accounts Code 

 

 
f'k{kdsrj deZpkjh 

fujad 

 

 
 
                                           c 
vuq- 
Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k 
@fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj 

vfHkizk
; 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo 3 

 1- egkjk”Vª fo|kihB   
Accounts Code o egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 



 

2 miys[kkiky 
fof’k”V dk;kZe/;s uewn 
dsysys dkedkt 

 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

3 lgk¸;d ys[kkiky 
fof’k”V dk;kZe/;s uewn 
dsysys dkedkt 

 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

4 ofj"B fyfid 

fof’k”V dk;kZe/;s uewn 
dsysys dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh 
feGkysY;k funsZ’kkuwlkj 
dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

5 dfu"B fyfid  

fof’k”V dk;kZe/;s uewn 
dsysys dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh 
feGkysY;k funsZ’kkuwlkj 
dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

6 f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

 
 

d 

vuq- 
Ø- inuke vf/kdkj & QkStnkjh 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

M 

vuq- 
Ø- inuke vf/kdkj & vFkZU;kf;d 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 
 
 



 

                                     6- 
 
 

dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB ;sFkkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaaP;k 
vf/kdkjkapk ri'khy% 

v 

vuq- 
Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo 3 

The 

Maharashtra 

Universities  

Accounts 

Code 

1- egkjk”Vª fo|kihB   Accounts 

Code o egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

     

c 
vuq- 
Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k 
@fu;e@’kklufu.kZ;@ ifji=dkuqlkj vfHkizk; 

     

1 
lgk¸;d 
dqylfpo 3 

fof’k”V dk;kZe/;s uewn 
dsY;kizek.ks o vf/kdkj 
iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1- egkjk”Vª fo|kihB  Accounts 

Code o egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’k”V dk;kZe/;s uewn 
dsY;kizek.ks o vf/kdkj 
iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

3 
lgk¸;d 
ys[kkiky 

fof’k”V dk;kZe/;s uewn 
dsY;kizek.ks o vf/kdkj 
iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 



 

4 ofj"B fyfid 

fof’k”V dk;kZe/;s uewn 
dsY;kizek.ks o vf/kdkj 
iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

5 
dfu"B 
fyfid 

fof’k”V dk;kZe/;s uewn 
dsY;kizek.ks o vf/kdkj 
iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

6 f'kikbZ 
foHkkxkrhy deZpk&;kuh 
ekfxrysyh dkxni= iqjfo.ks o 
brj dk;kZy;hu lacf/kr dkes  

1- egkjk”Vª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 

 

 
 

dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:I          % fofo/k foHkkxkrhy @d{kkrhy ns;ds fLodkj.ks] rikl.ks Voucher 

cufo.ks] eatqjhlkBh fVi.kh r;kj d#u foRr o ys[kk vf/kdkjh @ekuuh; 

dqyxq# ;kaP;kdMs ikBfo.ks] o eatqjh feGkY;kuarj Payment Voucher  

cuowu R;kPkh   Payment Register e/;s uksan ?ks.ks o lac/khr ikVhZyk 

ns;d vnk dj.ks rlsp General Voucher   r;kj dj.ks] Transfer 

Voucher r;kj dj.ks] uk gjdr izek.ki= r;kj dj.ks- 

 
lacf/kr rjrwn  % 

vf/kfu;ekps uko % fo|kihB dk;nk 1994 

fu;e   % egkjk”Vª ukxjh lsok fu;e 

‘kklu fu.kZ;  % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys ‘kklu fu.kZ;  

ifji=d              % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps   

ifji=d 

dk;kZy;hu vkns’k % 



 

                                         8- 

 

vuq- 
Ø- 

dkekkps Lo:i                
¼f’k{kdsrj deZpk&;kP;kckcr½ 

dkyko/kh@ 
fnol 

dkeklkBh tckcnkj 
vf/kdkjh 

vfHkizk
; 

1 

To ensure that the various 

payments made are within 

budget provision allocation & 

Sanction 

2 rs 3 
fnol lgk¸;d dqylfpo 3 

miys[kkiky] lgk¸;d 
ys[kkiky 

 

2 
Reply the  Audit queries, 

Preparation  of Budget Estimate. 

2 rs 3 
fnol 

miys[kkiky] lgk¸;d 
ys[kkiky 

 

3 
Scrutiny of Bills & submission 

of Notes for sanction. 

2 rs 3 
fnol 

lgk¸;d ys[kkiky  

4 Passing Payment  Voucher 
2 rs 3 
fnol 

lgk¸;d ys[kkiky  

 

 

 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼v½ 

uewU;ke/;s dkekps izdVhdj.k 

la?kVukaps y{k ¼okf”kZd½ 

vuq- Ø- dke @ dk;Z dkekps izek.k vkfFkZd y{k vfHkizk; 
 

 

 

 

 



 

9- 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼c½ 

dkekph e;kZnk 

dke iw.kZ gks.;klkBh izR;sd dkekph dkye;kZnk 

vuq- 
Ø- dke @ dk;Z 

fnol @rkl 
dke iw.kZ 
dj.;klkBh tckcnkj vf/kdkjh 

rØkj fuokj.k 
vf/kdkjh 

1 

Attend the University 

Statutory Auditors 

/Internal auditors & 

Accounts General Audit 

2 rs 3 
fnol lgk¸;d dqylfpo 3 

miys[kkiky] lgk¸;d 
ys[kkiky 

midqylfpo 
³foRr o ys[kk´ 

 

2 

To ensure that the various 

payments made are within 

budget provision 

allocation & Sanction 

1 rs 2 
fnol lgk¸;d dqylfpo 3 

miys[kkiky] lgk¸;d 
ys[kkiky 

midqylfpo 
³foRr o ys[kk´ 

 
 

3 
Reply the  Audit queries, 

Preparation  of Budget 

Estimate & Budget Notes 

2 rs 3 
fnol miys[kkiky] lgk¸;d 

ys[kkiky 

midqylfpo 
³foRr o ys[kk´ 

 
 

4 
Scrutiny of Bills & 

submission of Notes for 

sanction of FAO & VC 

1 rs 2 
fnol 

lgk¸;d ys[kkiky midqylfpo 
³foRr o ys[kk´ 

 
 

5 
Passing Payment  

Voucher 

1 rs 2 
fnol 

lgk¸;d ys[kkiky midqylfpo 
 

³foRr o ys[kk´ 
 

 

  



 

10- 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys fo”k; fu;e Øekad o o”ksZ vfHkizk; 
 fo|kihB vf/kfu;e 1994 uqlkj 

foHkkxk’kh lacf/kr vkysys fo”k; 
fo|kihB dk;nk 1994 
uqlkj 
 

 

 
dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr ‘kklu fu.kZ; 

vuq- Ø- ‘kklu fu.kZ;kuqlkj fnysys fo”k; ‘kklu fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k fu.kZ;kuqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh 
fuxZfer dsysys ‘kklu fu.kZ; 

 

 
dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- ‘kklfd; i=dkuqlkj fnysys fo”k; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k ifji=dkuqlkj 

foHkkxk’kh lacf/kr vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh 
fuxZfer dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- fo”k; Øekad o rkjh[k vfHkizk; 
 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
eaqcbZ fo|kihBkus osGksosGh 
fuxZfer dsysys 

 

 

  



 

              11- 

dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB ;sFkkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;krhy nLr,sotkph oxZokjh  

vuq- 
Ø- fo”k; 

nLr,sotkapk izdkj 
uLrh @ eLVj@ 

uksaniqLrd Ogkmpj b- 

izeq[k 
ckchapk 
ri’khy 

lqjf{kr Bso.;kpk 
dkyko/kh 

1 ekfgrh vf/kdkj uLrh Okkf”kZd 5 rs 10 o”ksZ 

2 ifji=d uLrh Okkf”kZd 5 rs 10 o”ksZ 

3 ns;d ¼Payment s½ Ogkmpj] uksaniwLrd Okkf”kZd 5 rs 10 o”ksZ 

4 ikorh ¼Receipt s½ uLrh Okkf”kZd 5 rs 10 o”ksZ 

5 
osxosxG;k foHkkxkauh ?ksrysY;k 
vxzhekaph uksan 

vxzhe uksaniwLrd 
Okkf”kZd 5 rs 10 o”ksZ 

6 ,dk QaMkrwu nql-;k QaMkr 
jDde ?ks.;kr ;s.;kph uksan 

 cnyh uksaniwLrd 
Okkf”kZd 5 rs 10 o”ksZ 

7 
vkWQhl dkeklkBh ?ksrysY;k 
osxosxG;k oLrwaph uksan 

lkBo.kh uksaniwLrd 
Okkf”kZd 5 rs 10 o”ksZ 

8 nql-;k foHkkxkl uLrh 
ikBfo.;kph uksan 

Tkkod uksaniwLrd  
Okkf”kZd 5 rs 10 o”ksZ 

9 deZpk-;kauh ?ksrysY;k jtsph uksan jtk uksaniwLrd] uLrh Okkf”kZd 5 rs 10 o”ksZ 

10 
lkekU; iz’kklu foHkkx 
(General Fund) uqlkj 
[kpkZph uksan ?ks.ks- 

[kpZ uksan iqLrd 
Okkf”kZd 5 rs 10 o”ksZ 

11 
nqj/ouh dzekad uqlkj ekfld 
uksan.kh 

nqj/ouh uksan ogh 
Okkf”kZd 5 rs 10 o”ksZ 

12 
fo|qr ehVj dzekad uqlkj fo|qr 
ns;dkph uksan.kh 

fo|qr fcy uksan ogh 
Okkf”kZd 5 rs 10 o”ksZ 

13 Journal Voucher uksan 
ogh 

uksan iqLrd 
Okkf”kZd 5 rs 10 o”ksZ 

14 
jtk izokl loyr @ egkjk”V ª 
n’kZu izokl loyr  

Dkyko/khuqlkj izR;sd 
deZpk-;kps uksaniqLrd  

Okkf”kZd 5 rs 10 o”ksZ 

15 
fo|kihBkrhy ufou cka/kdkekps 
da=kVnkj uqlkj ekghrh @[kpkZph 
uksan 

Contract 

Register 

Okkf”kZd 5 rs 10 o”ksZ 

16 deZpk-;kauh dsysY;k vfrdkyhd HkRrk uksan Okkf”kZd 5 rs 10 o”ksZ 



 

vfrdkyhd dkekph uksan- ogh- 

17 
izk/;kidkauh ?ksrysY;k vfrfjDr 
rklkaph uksan 

Incidental 

Register-1 

Okkf”kZd 5 rs 10 o”ksZ 

18 
izk/;kidkaps ekSf[kd eku/ku o 
izokl HkRrk ;kaph uksan 

Viva / T.A. 

Register 

Okkf”kZd 5 rs 10 o”ksZ 

19 

oxZ 1 o 2 Js.khrhy          
vf/kdk-;kauk ns.;kr ;s.kkjk 
o`Rri=] f’kikbZ HkRrk] vfrfjDr 
HkRrk ( Late siting 

charges) 

Incidental 

Register -2 

Okkf”kZd 5 rs 10 o”ksZ 

  

dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;krhy vf/kdkjh o deZpkjh-;kaph ukos 
]HkRrs o R;kaps ekfld osruhdj.k 
 

vuq- 
Ø- oxZ inuke 

vf/kdkjh o deZpk&;kps 
uko :tw fnukad nwj/ouh Øekad ,dw.k osru 

1  
 
lgk¸;d dqylfpo 3 
 

fjDr    

2  
 
miys[kkiky 
 

Jherh eR.kkyh fn- xkslkoh 20-09-1996 9967490867 54387@& 

3  
 
lgk¸;d ys[kkiky  
 

Jh- fHkok v- Hkkaxs 11-02-2004 8796456530 38619@& 

4  
ofj"B fyfid 
 

Jherh ek/koh eq- 
‘kstoydj 

03-01-1996 9869411133 35100@& 

5  
 
dfu"B fyfid 
 

fjDr    

6  
 
f'kikbZ 
 

fjDr    

 
                                        



 

                                       13- 

 

dye 4 ¼1½ ¼c½ ¼x½ 
eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  

osrukph foLr`r ekghrh izdkf’kr dj.ks 
 

vuq- 
Ø- 

vf/kdkjh o deZpk&;kps uko] 
inuke o osru Js.kh 

brj vuqKs; HkRrs 
 

  
fu;fer egkxkbZ 

HkRrk 
?kjHkkMs 
HkRrk 

‘kgj 
HkRrk 

izlaxkuqlkj  
tls izokl 

HkRrk 

fo'ks”k tls 
izdYi HkRrk] 
izf’k{k.k HkRrk 

 1 lgk¸;d dqylfpo 3 
fjDr 

fjDr      

2 Jherh eR.kkyh fn- xkslkoh 
miys[kkiky 
¼9300&34800 xszM osru 
4400½ 

25925 6222 300 1200 ukgh 

3 Jh- fHkok v- Hkkaxs 
lgk¸;d ys[kkiky 
¼9300&34800 xszM osru 
4300½ 

18588 4461 300 400 ukgh 

4 Jherh ek/koh eq- ‘kstoydj 
ofj"B fyfid 
¼5200&20200 xszM osru 
2400½ 

16863 4047 300 400 ukgh 

5 dfu"B fyfid 
fjDr 

     

6 f'kikbZ 
fjDr 

     

 
 

  



 

           14- 

dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;kps eatwj vankti=d  o [kpkZpk 
ri’khy ;kph foLr`r ekfgrh izdkf’kr dj.ks- 
 
vankti=dkP;k izrhps izdk’ku 
 
vuqnkukP;k forj.kkP;k izrhps izdk’ku 

vuq- 
Ø- 

vankti=fd; f’k”kZdkps 
o.kZu vuqnku 

fu;ksftr okij {ks+= 
o dkekpk ri’khy 

vf/kd vuqnku visf{kr 
vlY;kl :i;kr vfHkizk; 

      
 

dye 4 ¼1½ ¼c½ ¼xi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;krhy vuqnku okVikP;k dk;ZØekaph 
dk;Zin~/krh izdkf’kr dj.ks- 
 
 

  



 

   



eqacbZ fo|kihB 

foRr o ys[kk foHkkx 

dk;kZy; izeq[k 

foRr o ys[kk vf/kdkjh 

Jh- v- vk- QG.khdj 

QksVZ dfyuk 

foHkkxizeq[k 

midqylfpo ¼foRr o ys[kk½ 

Jh- fot; Q- rk;Ms 

eq[; ys[kkiky 

Jh-jktsanz uk- vkacoMs 

lgk;d dqylfpo & II 

fjDr 

lgk;d dqylfpo & I 

Jh- lqjs’k j- HkMdqacs 

lgk;d dqylfpo & III 

fjDr 

lgk;d dqylfpo & IV 

fjDr 

lgk;d dqylfpo & V 

Jherh jksfg.kh l- lqis 

 

lgk;d dqylfpo & VI 

fjDr 

 

lgk;d dqylfpo & VII 

fjDr 

 

lgk;d dqylfpo & varxZr ys[kk ifj{k.k@leUo;d d{k 

fjDr 

 

lgk;d dqylfpo & osru d{k 

Jh- v:.k e- tk/ko 

 

 

 lnj d{kizeq[k lgk;d dqylfpo ;kaps d{kfugk; dke o R;k foHkkxklacaf/kr ekfgrh iq<hyizek.ks vkgs- 
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i

-v 

”

” ” ”

” ”

” ”

”

” ”

”

”



2 
 

-v

”
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”

”

”
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ii

1 

-v 

1.  Administrative Sanction   

    for Purchases/Expenditure   

    up to Rs. 5,000/- . 

2. Passing of Vouchers up to  

    Rs. 25,000/-. 

3. Signing of Cheques up to  

    Rs. 25,000/- 

4. Signing of Cash Book  

    Signing Monthly Abstract  

The Maharashtra 

Universities  Accounts 

Code – Appendix – I 

Delegation of Powers 

(Financial) 
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ii

”

-v

The Maharashtra 
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”

iii

”

” ”

” ”

” ”

”

” ”

”

”
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”

1 

Attend the University Statutory Auditors 

/Internal auditors & Accounts General 

Audit. 

V,

2 To ensure that the various payments made.  

V,

3 Replay the  Audit queries.  

4 

Maintenance of Book of Accounts of 

General Provident Fund (BOB), 

Contributory Provident Fund (SBI) & 

Define Contributory Pension Scheme (SBI) 

Making  Correspondence with Bank, 

Attending Audit Queries, Preparing Books 

of Accounts & Final Accounts, to tally 

Non-Revenue Account, Reconciliation of 

the ledger maintain by the GPF, CPF & 

DCPS Payment Register. 

5 
Preparation & issued of yearly statement 

for university employees. 

6 
To send Proposal for Investment  & To 

maintain Investment Register 

7 
Scrutiny of Bills & submission of 

sanctioned in respects of GPF/CPF. 

8 
Correspondence with to the Financing 

bodies and head of Departments 

9 Made 25 colams statements    

10 

Providing Information under Right From 

Information Act  Asked by the Individual, 

the state & Central Governments  & 

University Authority on Demand 

11 Passing Payment  Voucher 



9 
 

12 Made nomination register 

 

iv

 

 

iv

1 

Attend the University Statutory 

Auditors /Internal auditors & 

Accounts General Audit. 

V,

2 
To ensure that the various 

payments made.  

V,

3 Replay the Audit queries.  

4 

Maintenance of Book of Accounts 

of General Provident Fund (BOB), 

Contributory Provident Fund (SBI) 

& Define Contributory Pension 

Scheme (SBI) Making  

Correspondence with Bank, 

Attending Audit Queries, 

Preparing Books of Accounts & 

Final Accounts, to tally Non-

Revenue Account, Reconciliation 

of the ledger maintain by the GPF, 

CPF & DCPS Payment Register. 

5 
Preparation & issued of yearly 

statement for university 



10 
 

employees. 

6 

To send Proposal for Investment  

& To maintain Investment 

Register 

7 
Scrutiny of Bills & submission of 

sanctioned in respects of GPF/CPF. 

8 

Correspondence with to the 

Financing bodies and head of 

Departments 

9 Made 25 colams statements    

10 

Providing Information under Right 

From Information Act  Asked by 

the Individual, the state & Central 

Governments  & University 

Authority on Demand 

11 Passing Payment  Voucher 

12 Made nomination register 

 

v

”

”

v

”

”
”
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v

”

”

”

v

”

”

vi

”

”

Payment

Receipts

8 Bank Statement (SBI & BOB)   

9 Investment   

10 
Cash book, Ledger, Final 

Account, 
  

11 Cheque  Register   

12 Master Transfer   

13 Stock Register   

14 Inward/Outward (Computer)   

15 Nomination Register   

16 Staff Leave register   
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ix

-v
64,793/- 

- 46,854/-

41,526/- 

30,331/-

27,195/-

21,536/-

 

x

”

”

”

-v 
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xi

” ”

”

”

”
”

xi

”



dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;krhy dk;sZ o drZO; ;kaapk ri'khy% 

dk;kZy;kpss uko    % ys[kk iqLrds d{k] foRr o ys[kk foHkkx] eaqcbZ fo|kihB - 

iRrk     % foRr o ys[kk foHkkx] ys[kk iqLrds d{k] :e ua- ‹] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh 

       midqylfpo ¼foRr o ys[kk½ 
 

d{k izeq[k    % lgk;d dqylfpo 

'kkldh; foHkkxkps uko   % foRr o ys[kk eaqcbZ fo|kihB] eaqcbZ 

dks.kR;k ea=ky;krhy [kkR;kP;k   

vf/kuLr     % mPp o ra=f’k{k.k foHkkx] egkjk"Vª ‘'kklu- 

 

dk;Z{ks=     % eaqcbZ 

fof’k"V dk;Z    % lkekU; fu/kh CaWkd vkWQ cjksMk  [kkrs Ø- 515]1399]169o 2008 ps njegk  

                                      jks[k o [kkrsogh r;kj dj.ks- lkekU; iz’kklu o QksVZ ifjljkrhy „Š fofo/k 

                                      foHkkx] o olrhx`gkaps okf"kZd ys[kk rkGscan r;kj dj.ks- fo|kihB inO;qRrj  

                                      dkslZ rFkk ih-,p-Mh- la’kks/ku ifjikB ’kqYd fgLlk] egkfo|ky; o  

                                      fo|kF;kZuqlkj uksan ogh o Qh ph uksan.kh dj.ks- laLFkk@egkfo|ky;kal  

                                      layfXudrk u feGkY;kl lnj foHkkxkus lknj dsysY;k izLrkokuq#i ijrkok      

                                      dj.ks- [kkrs iwfLrdk] jks[kiqfLrdk] okf"kZd rkGscan o brj egRokph dkes                                      

                                      dj.ks- 

 

foHkkxkps /;s;    % fof’k"V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 

 

foHkkxkps /kksj.k    % fof’k"V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 

 

 

 

  



loZ laCkf/kr deZpkjh % 

v- Ø- deZpk&;kaph ukos inuke 

1 fjDr lgk¸;d dqylfpo &II 

2 Jh- lqHkk"k fu- ckxMs  miys[kkiky 

3 Jherh izHkkorh u- Äqys  lgk¸;d ys[kkiky 

4 fjDr ofj"B fyfid 

5 Jherh- lk?kuk x- vkatysZdj dfu"B fyfid 

6 Jh- çfre ç- iqtkjh dfu"B fyfid 

7 fjDr dfu"B fyfid 

Š fjDr 
dfu"B fyfid 

 

‹ fjDr 
dfu"B fyfid 

 

ƒ‚ Jh- fot; dkas- xk;dokM nIrjh  

ƒƒ fjDr f’kikÃ 

 

dk;Z     %fof’k"V dk;kZe/;s uewn dsysys dkedkt 

 

dkekps foLr`r Lo:i                % lkekU; fu/kh CaWkd vkWQ cjksMk  [kkrs Ø- 515]1399]169o 2008  ps   

                                       njegk jks[k o [kkrsogh r;kj dj.ks- lkekU; iz’kklu o QksVZ ifjljkrhy  

                                       „Š fofo/k foHkkx olrhx`gkaps okf"kZd ys[kk rkGscan r;kj dj.ks- fo|kihB  

                                       inO;qRrj dkslZ rFkk ih-,p-Mh- la’kks/ku ifjikB ’kqYd fgLlk] egkfo|ky;  

                                       o fo|kF;kZuqlkj uksan ogh o Qh ph uksan.kh dj.ks- laLFkk@egkfo|ky;kal  

                                       layfXudrk u feGkY;kl lnj foHkkxkus lknj dsysY;k izLrkokuq#i ijrkok  

                                       dj.ks- layfXudrk Qh ph ukasn.kh dj.ks-  [kkrs iwfLrdk] jks[kiqfLrdk] okf"kZd  

                                       rkGscan o brj egRokph dkes dj.ks- 

 

ekyeRrspk ri’khy   %-------------------- 

 

bekjrh o tkxspk ri’khy   % foRr o ys[kk foHkkx] ys[kk iqLrds d{k] :e ua- ‹] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 



 

miyC/k lsok    % fof’k"V dk;kZe/;s uewn dsysys dkedkt 

  

 

laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 

 

foRr o ys[kk vf/kdkjh 

 

midqylfpo ¼1½ 

 

lgk¸;d dqylfpo&II ¼1½ 

  

miys[kkiky ¼1½ 

 

 lgk¸;d ys[kkiky ¼1½ 

 

ofj"B fyfid  ¼1½ 

 

dfu"B fyfid ¼5½ 

 

nIrjh ¼1½ 

 

f'kikbZ ¼1½ 

 

 

dk;kZy;hu nwj/ouh Øekad o osGk         % 022& 22708766 

      ldkGh 10%20 rs 6%00 oktsi;Zar 

      tso.kkph osG & nqikjh 1%00 rs 1%30 

 

lkIrkfgd lqV~Vh o fof’k"V lsoslkBh   

BjfoysY;k osGk             % loZ jfookj o efgU;krhy nqljk o pkSFkk ’kfuokj o lkoZtfud lqÍ;k- 

 

 

 

  



dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 

ri'khy% 

v 

vuq- 

Ø- 

inuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 

’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 lgk¸;d dqylfpo&II 1.  Administrative Sanction 

for Purchases/ Expenditure 

up to Rs. 5,000/- 

2.   Passing of Vouchers up 

to Rs. 25,000/- 

3.  Signing of Cheques up to 

Rs. 25,000/- 

4.  Signing of Cash Book 

Signing Monthly Abstract  

The Maharashtra 

Universities  Accounts 

Code 

 

 

f'k{kdsrj deZpkjh 

fujad 
 

 

 

c 

vuq- 

Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj 

vfHkizk; 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo&II 

 1- egkjk"Vª fo|kihB   Accounts Code        

   o egkjk"Vª  ukxjh lsok fu;e 

2- ’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt 

 

1- egkjk"Vª fo|kihB   Accounts Code        

   o egkjk"Vª ukxjh lsok fu;e 

2- ’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

3 lgk¸;d ys[kkiky 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt 

 

1- egkj"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

4 ofj"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt 

 

1- egkjk"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

 



5 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 

funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 

2- ’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

6 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 

funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

7 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 

funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

8 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 

funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

‹ dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 

funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

ƒ‚ nIrjh 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

ƒƒ f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

 

d 

vuq- 

Ø- inuke vf/kdkj & QkStnkjh 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

M 

vuq- 

Ø- inuke vf/kdkj & vFkZU;kf;d 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 



dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 

ri'khy% 

v 

vuq- 

Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 
lgk¸;d 

dqylfpo&II 

The Maharashtra 

Universities  

Accounts Code 

1- egkjk"Vª fo|kihB   Accounts Code o 

egkjk"Vª ukxjh lsok fu;e 

2- ’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

  
   

c 

vuq- 

Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj vfHkizk; 

  
   

1 
lgk¸;d 

dqylfpo&II 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 

vf/kdkj iz’kklfd; ;kaP; vu"aqkaxkus 

vlysyh drZO;s 

1- fo|kihB dk;nk 1994 egkjk"Vª 

fo|kihB  Accounts Code  

o egkjk"Vª ukxjh lsok fu;e 

2- ’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 

vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 

vlysyh drZO;s 

1- fo|kihB dk;nk 1994 egkjk"Vª 

fo|kihB  Accounts Code  

o egkjk"Vª ukxjh lsok fu;e 

2- ’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

3 
lgk¸;d 

ys[kkiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 

vf/kdkj iz’kklfd; ;kaP; vuq"akaxkus 

vlysyh drZO;s 

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

4 ofj"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 

vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 

vlysyh drZO;s 

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

5 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 

vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 

vlysyh drZO;s 

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 



6 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 

vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 

vlysyh drZO;s 

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

7 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 

vf/kdkj iz’kklfd; ;kaP;k vuaq"kaxkus 

vlysyh drZO;s 

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

8 dfu"B fyfid 

foHkkxkrhy deZpk&;kuh ekfxrysyh 

dkxni= iqjfo.ks o brj dk;kZy;hu 

lacf/kr dkes  

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

‹ dfu"B fyfid 

foHkkxkrhy deZpk&;kuh ekfxrysyh 

dkxni= iqjfo.ks o brj dk;kZy;hu 

lacf/kr dkes  

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

ƒ‚ nIrjh 
iz'kkldh; vf/kdkj ukghr- 

 

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

ƒƒ f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

 

dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:i           % lkekU; fu/kh CaWkd vkWQ cjksMk  [kkrs Ø- 515]1399]169o 2008  ps     

                                       njegk jks[k o [kkrsogh r;kj dj.ks- lkekU; iz’kklu o QksVZ ifjljkrhy  

                                       „Š fofo/k foHkkx olrhx`gkaps okf"kZd ys[kk rkGscan r;kj dj.ks- fo|kihB  

                                       inO;qRrj dkslZ rFkk ih-,p-Mh- la’kks/ku ifjikB ’kqYd fgLlk] egkfo|ky; 

                                       o fo|kF;kZuqlkj uksan ogh o Qh ph uksan.kh dj.ks- [kkrs iwfLrdk]    

                                       jks[kiqfLrdk] okf"kZd rkGscan o brj egRokph dkes dj.ks- 

 

 

 

 

 

 

 



lacf/kr rjrwn % eaaqcbZ fo|kihBkP;k vFkZladfYi; rjrwnhuqlkj  

 

vf/kfu;ekps uko  % fo|kihB dk;nk 1994 

fu;e   % egkjk"Vª ukxjh lsok fu;e 

'kklu fu.kZ;  % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys 'kklu fu.kZ;  

ifji=d   % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps ifji=d 

dk;kZy;hu vkns’k % 

vuq- 

Ø- 

dkekkps Lo:i        ¼f’k{kdsrj 

deZpk&;kP;kckcr½ 

dkyko/kh@ 

fnol dkeklkBh tckcnkj vf/kdkjh vfHkizk; 

1 

Attend the University Statutory Auditors 

/Internal auditors & Accounts General 

Audit 

 

rkRdkG 
lgk¸;d dqylfpo&II, 

miys[kkiky] lgk¸;d ys[kkiky 

 

2 
Replay the  Audit queries, Preparation  of 

Budget Estimate & Budget Notes 
rkRdkG 

miys[kkiky] lgk¸;d ys[kkiky 
 

3 

Maintenance of Book of Accounts of 

General Fund –I (Bank of Baroda). Making  

Correspondence with Bank, Attending 

Audit Queries, Preparing Books of 

Accounts & Final Accounts, to tally Non-

Revenue Account, Reconciliation  of Cash 

Book with Bank Statement. 

 

lgk¸;d ys[kkiky 

 

4 Posting of C.R. A/c. No.2008.  lgk¸;d ys[kkiky  

5 

Assist to Reconciliation of 4 Funds. Assist 

to prepare Final Account of 28 

Departments. Entering Cheque Reverse. 

 lgk¸;d ys[kkiky  

6 
Correspondence with to the Financing 

bodies and head of Departments 
 lgk¸;d ys[kkiky  

7 
Preparation of Statement of Unspent 

Balance as on 31
st
  March every year  

 lgk¸;d ys[kkiky  

8 

Assist to preparation of Trial Balance. 

Assist for recovering University share of 

Tuition Fees from various 

colleges/Institutes. 

 lgk¸;d ys[kkiky  

9 

Providing Information under Right From 

Information Act  Asked by the Individual, 

the state & Central Governments  & 

University Authority on Demand 

 lgk¸;d ys[kkiky  

10 

Preparing of Journal Voucher of salaries, 

office correspondence. Reply to audit 

queries 

 lgk¸;d ys[kkiky  

11 
Checking all types of refund. Any other 

work entrusted by the higher authorities. 
 lgk¸;d ys[kkiky  



 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼v½ 

uewU;ke/;s dkekps izdVhdj.k 

la?kVukaps y{k ¼okf"kZd½ 

vuq- Ø- dke @ dk;Z dkekps izek.k vkfFkZd y{k vfHkizk; 

 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼c½ 

dkekph e;kZnk 

dke iw.kZ gks.;klkBh izR;sd dkekph dkye;kZnk 

vuq- 

Ø- dke @ dk;Z 

fnol @rkl 

dke iw.kZ 

dj.;klkBh tckcnkj vf/kdkjh 

rØkj fuokj.k 

vf/kdkjh 

1 

To attend the University Statutory 

Auditors /Internal auditors & 

Accounts General Audit 

 
lgk¸;d dqylfpo&II, 

miys[kkiky] lgk¸;d ys[kkiky 

midqylfpo 

2 Reply the  Audit queries,  
 

miys[kkiky] lgk¸;d ys[kkiky 
midqylfpo 

3 

Maintenance of Book of Accounts 

of General Fund –I (Bank of 

Baroda). Making  Correspondence 

with Bank, Attending Audit 

Queries, Preparing Books of 

Accounts & Final Accounts, to 

tally Non-Revenue Account, 

Reconciliation  of Cash Book with 

Bank Statement. 

 

lgk¸;d ys[kkiky 

midqylfpo 

4 Posting of C.R. A/c. No.2008. 
 lgk¸;d ys[kkiky midqylfpo 

5 

Assist to Reconciliation of 4 

Funds. Assist to prepare Final 

Account of 28 Departments. 

Entering Cheque Reverse. 

 lgk¸;d ys[kkiky midqylfpo 



6 

Correspondence with to the 

Financing bodies and head of 

Departments 

 lgk¸;d ys[kkiky midqylfpo 

7 

Preparation of Statement of 

Unspent Balance as on 31
st
  March 

every year  

 lgk¸;d ys[kkiky midqylfpo 

8 

Assist to preparation of Trial 

Balance. Assist for recovering 

University share of Tuition Fees 

from various colleges/Institutes. 

 lgk¸;d ys[kkiky midqylfpo 

9 

Providing Information under Right 

From Information Act  Asked by 

the Individual, the state & Central 

Governments  & University 

Authority on Demand 

 lgk¸;d ys[kkiky midqylfpo 

10 

Preparing of Journal Voucher of 

salaries, office correspondence. 

Reply to audit queries 

 lgk¸;d ys[kkiky midqylfpo 

11 

Checking all types of refund. Any 

other work entrusted by the higher 

authorities. 

 lgk¸;d ys[kkiky midqylfpo 

12 

Maintenance of Book of Accounts 

of General Fund –I (Bank of 

Baroda). Making  Correspondence 

with Bank, Attending Audit 

Queries, Preparing Books of 

Accounts & Final Accounts, to 

tally Non-Revenue Account, 

Reconciliation  of Cash Book with 

Bank Statement. 

 

lgk¸;d ys[kkiky 

midqylfpo 

13 Posting of C.R. A/c. No.2008. 
 lgk¸;d ys[kkiky  

 

  



 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys fo"k; fu;e Øekad o o”ksZ vfHkizk; 

 fo|kihB vf/kfu;e 1994 uqlkj foHkkxk’kh 

lacf/kr vkysys fo"k; 

fo|kihB dk;nk 1994 uqlkj 

 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr ‘kklu fu.kZ; 

vuq- 

Ø- 

'kklfd; i=dkuqlkj fnysys 

fo"k; ‘'kklu fu.kZ;kuqlkj fnysys fo"k; ‘'kklu fu.kZ; Øekad o rkjh[k  vfHkizk; 

 egkjk"Vª 'kklukP;k 

ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo"k; 

egkjk"Vª ‘'kklukP;k fu.kZ;kuqlkj 

foHkkxk’kh lacf/kr vkysys fo"k; 

egkjk"Vª ‘'kklukP;k osGksosGh fuxZfer 

dsysys 'kklu fu.kZ; 

  

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- 'kklfd; i=dkuqlkj fnysys fo"k; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 

 egkjk"Vª 'kklukP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo"k; 

egkjk"Vª 'kklukP;k osGksosGh fuxZfer 

dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼ c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- fo"k; Øekad o rkjh[k vfHkizk; 

 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh lacf/kr 

vkysys fo"k; 

eaqcbZ fo|kihBkus osGksosGh 

fuxZfer dsysys 

 

 



dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;krhy nLr,sotkph oxZokjh  

vuq- Ø- fo"k; 

nLr,sotkapk izdkj uLrh @ 

eLVj@ uksaniqLrd Ogkmpj 

b- 

izeq[k ckchapk 

ri’khy 

lqjf{kr Bso.;kpk 

dkyko/kh 

1 Voucher/Journal Voucher 
 

uksaniqLrd 

  

2 Cash Book uksaniqLrd   

3 General Ledger uksaniqLrd   

4 Reconciliation Register uksaniqLrd   

5 Final Account uksaniqLrd   

6 Pay Tally uksaniqLrd   

7 ekfgrh vf/kdkj uLrh   

8 'kklu i=O;ogkj uLrh   

9 
fo/kkulHkk] fo/kkuHkou rkjkafdr o 

vrkjkafdr iz’u 
uLrh 

  

10 ifji=d uLrh   

11 ns;d ¼Payments½ Ogkmpj] uksaniwLrd 
 

 

 

12 ikorh ¼Receipts½ uLrh 
  

13 
Bank Statement (Bank of 

Baroda) 
uLrh 

  

14 R.T.I.,  Old Record  uLrh 
  

15 
Cash book, Ledger, Final 

Account, 
uksaniwLrd 

  

16 Advance Register uksaniwLrd   

17 Cheque  Register uksaniwLrd 
  

18 Master Transfer uksaniwLrd 
  

19 Stock Register uksaniwLrd   

20 Inward/ Outward uksaniwLrd (Computer)   

21 L C Register uksaniwLrd   

22 Staff Leave register uksaniwLrd] uLrh 
  

  

 



 

 

 

dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB ;sFkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaph ukos ]HkRrs o R;kaps 

ekfld osruhdj.k 

 

vuq- 

Ø- oxZ inuke 

vf/kdkjh o deZpk&;kps 

uko :tw fnukad nwj/ouh Øekad ,dw.k osru 

1  

 

lgk¸;d dqylfpo&II 

 

fjDr    

2  Jh- lqHkk"k fu- ckxMs  miys[kkiky 27-12-1984 9892528464 66398@& 

3  Jherh izHkkorh u- Äqys  lgk¸;d ys[kkiky 29-05-1992 9702369169 42291@& 

4  fjDr ofj"B fyfid    

5  
Jherh- lk?kuk x- 

vkatysZdj 
dfu"B fyfid 01-01-2005 9969523776 25437@& 

6  Jh- çfre ç- iqtkjh dfu"B fyfid 01-08-2015 8291507353 20924@& 

7  fjDr dfu"B fyfid    

8  fjDr 
dfu"B fyfid 

 
   

9  fjDr 
dfu"B fyfid 

 
   

10  Jh- fot; dkas- xk;dokM nIrjh  11-04-1984 9969262505 32500@& 

11  fjDr f’kikÃ    

 

  



 

dye 4 ¼1½ ¼c½ ¼x½ 
eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  osrukph foLr`r 

ekghrh izdkf’kr dj.ks 

 

vuq- 

Ø- 

vf/kdkjh o deZpk&;kps uko] 

inuke o osru Js.kh 

brj vuqKs; HkRrs 

 

  

fu;fer 

egkxkbZ 

HkRrk 

?kjHkkMs 

HkRrk 

‘'kgj 

HkRrk 

izlaxkuqlkj  

tls izokl 

HkRrk 

fo'ks"k tls 

izdYi HkRrk] 

izf’k{k.k HkRrk 

1  

lgk¸;d dqylfpo&II 

 

      

2 Jh- lqHkk"k fu- ckxMs  31813 7635 300 1200 ukgh 

3 Jherh izHkkorh u- Äqys  20388 4893 300 400 ukgh 

4 fjDr      

5 Jherh- lk?kuk x- vkatysZdj 12175 2922 200 400 ukgh 

6 Jh- çfre ç- iqtkjh 9963 2391 200 400 ukgh 

7 fjDr      

8 fjDr      

9 fjDr      

10 Jh- fot; dkas- xk;dokM 15613 3747 200 400 ukgh 

11 fjDr      

 

 



dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;kps eatwj vankti=d  o [kpkZpk ri’khy ;kph 

foLr`r ekfgrh izdkf’kr dj.ks- 

 

vankti=dkP;k izrhps izdk’ku 

 

vuqnkukP;k forj.kkP;k izrhps izdk’ku 

 

vuq- 

Ø- vankti=fd; f’k"kZdkps o.kZu vuqnku 

fu;ksftr okij {ks+= o 

dkekpk ri’khy 

vf/kd vuqnku visf{kr 

vlY;kl :i;kr vfHkizk; 

      

 

dye 4 ¼1½ ¼c½ ¼xi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;krhy [kkrs iqfLrdk] jks[k iqfLrdk] okf"kZd rkGscan   

dk;ZØekaph dk;Zin~/krh izdkf’kr dj.ks- 

 

 



dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ladh.kZ foHkkx]  dk;kZy;krhy dk;sZ o drZO; ;kaapk ri'khy% 

dk;kZy;kpss uko    % ladh.kZ foHkkx] foRr o ys[kk foHkkx] eaqcbZ fo|kihB - 

iRrk     % foRr o ys[kk foHkkx] ladh.kZ foHkkx] :e ua- 8] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh   
       midqylfpo 
 
d{k izeq[k    % lgk¸;d dqylfpo & 6 

'kkldh; foHkkxkps uko   % eaqcbZ fo|kihB] eaqcbZ 

dks.kR;k ea=ky;krhy [kkR;kP;k   
vf/kuLr     % mPp o ra=f’k{k.k foHkkx] egkjkYVª Skklu- 
 
dk;Z{ks=     % eaqcbZ 

fof’k”V dk;Z % fofo/k 12 fu/khph ns;d r;kj dj.ks- fofo/k vuqnku vk;ksx tls] fo|kihB   
vuqnku vk;ksx] egkjk”Vª ‘kklu] dsanz   ’kklu o brj vk;ksxkakdMwu fodkl 
dkeklkBh vkysY;k fuf/kaps ;ksX; okVi dj.ks vkf.k vuqnku fo”k;d brj dkes 
tls] ns;ds rikl.ks] ns;diqfLrdk r;kj dj.ks] mi;qDrrk izek.ki=s cufo.ks] 
okf”kZd vankti=d] [kkrs iwfLrdk] jks[kiqfLrdk] okf”kZd rkGscan o brj 
egRokph dkes dj.ks- 

 
foHkkxkps /;s;    % fof’k”V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 
foHkkxkps /kksj.k    % fof’k”V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 
 
 
  



loZ laCkf/kr deZpkjh % 
 

v- Ø- deZpk&;kaph ukos inuke 

1 fjDr lgk¸;d dqylfpo 

2 fjDr miys[kkiky 

3 Jherh lqfurk Hkjr dkGs lgk¸;d ys[kkiky 

4 Jh- f’kokth e- felkG lgk¸;d ys[kkiky 

5 dq- xhrk n HkksbZj lgk¸;d ys[kkiky 

6 Jherh Lusgk lq- [kkaMsdj lgk¸;d ys[kkiky 

7 Jherh furk jk- okykoydj ofj"B fyfid 

8 dq- efu”kk gjh Hkks;s dfu"B fyfid 

9 fjDr dfu"B fyfid 

10 fjDr dfu"B fyfid 

11 fjDr f'kikbZ 

 
 
dk;Z     %fof’k”V dk;kZe/;s uewn dsysys dkedkt 
 
dkekps foLr̀r Lo:i % ns;ds rikl.ks] ns;diqfLrdk r;kj dj.ks]  mi;qDrrk izek.ki=s cufo.ks] 

okf”kZd vankti=d]  [kkrs iwfLrdk] jks[kiqfLrdk] okf”kZd rkGscan o brj 
egRokph dkes dj.ks 

ekyeRrspk ri’khy   %-------------------- 
 

bekjrh o tkxspk ri’khy  %  foRr o ys[kk foHkkx] ladh.kZ foHkkx] :e ua- 8] 

     eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

miyC/k lsok   %  fof’k”V dk;kZe/;s uewn dsysys dkedkt 
  
 
 



 
laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 
 

foRr o ys[kk vf/kdkjh 
 

midqylfpo ¼1½ 

 
lgk¸;d dqylfpo VI&¼1½ 

  
miys[kkiky ¼1½ 

 
 lgk¸;d ys[kkiky ¼4½ 

 
ofj"B fyfid  ¼1½ 

 
dfu"B fyfid ¼3½ 

 
f'kikbZ ¼1½ 

 
 
dk;kZy;hu nwj/ouh Øekad o osGk %  022& 22708765 o 22708770 
      ldkGh 10%20 rs 6%00 oktsi;Zar 
      tso.kkph osG & nqikjh 1%00 rs 1%30 
 
lkIrkfgd lqV~Vh o fof’k”V lsoslkBh   
BjfoysY;k osGk            %  loZ jfookj o efgU;krhy nqljk o pkSFkk ‘kfuokj o lkoZtfud lqÍ;k- 

 
 
 

  



dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk fodkl d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 
ri'khy% 

v 

vuq- 
Ø- 

inuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 
’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 lgk¸;d dqylfpo&VI 1.  Administrative Sanction 

for Purchases/ Expenditure 

up to Rs. 5,000/- 

2.   Passing of Vouchers up 

to Rs. 25,000/- 

3.  Signing of Cheques up to 

Rs. 25,000/- 

4.  Signing of Cash Book 

Signing Monthly Abstract  

The Maharashtra 

Universities  Accounts 

Code 

 

 
f'k{kdsrj deZpkjh 

fujad 
 

 

c 
vuq- 
Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj 

vfHkizk; 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo& VI 

 1- egkjk”Vª fo|kihB  Accounts Code 

o egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

3 lgk¸;d ys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

4 lgk¸;d ys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 



5 lgk¸;d ys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

6 lgk¸;d ys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

7 ofj"B fyfid 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

8 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

9 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

10 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

11 f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

 
 

d 

vuq- 
Ø- inuke vf/kdkj & QkStnkjh 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

M 

vuq- 
Ø- inuke vf/kdkj & vFkZU;kf;d 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 



dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ladh.kZ foHkkx dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 
ri'khy% 

v 

vuq- 
Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 
lgk¸;d 
dqylfpo&VI 

The Maharashtra 

Universities  

Accounts Code 

1- egkjk”Vª fo|kihB   Accounts Code o 

egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

     

c 

vuq- 
Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

     

1 
lgk¸;d 
dqylfpo& VI 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1- egkjk”Vª fo|kihB  Accounts Code 

o egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

3 
lgk¸;d 
ys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

4 
lgk¸;d 
ys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

5 
lgk¸;d 
ys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 



6 
lgk¸;d 
ys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

7 ofj"B fyfid 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

8 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

9 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

10 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

11 f'kikbZ 
foHkkxkrhy deZpk&;kuh ekfxrysyh 
dkxni= iqjfo.ks o brj dk;kZy;hu 
lacf/kr dkes  

1- egkjk”Vª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 

 

 

dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:i % fofo/k vuqnku vk;ksx tls] fo|kihB vuqnku vk;ksx] egkjk”Vª ‘kklu] dsanz ’kklu o brj 
vk;ksxkakdMwu fodkl dkeklkBh vkysY;k fuf/kaps ;ksX; okVi dj.ks vkf.k vuqnku fo”k;d brj 
dkes tls] ns;ds rikl.ks] ns;diqfLrdk r;kj dj.ks] mi;qDrrk izek.ki=s cufo.ks] okf”kZd 
vankti=d] [kkrs iwfLrdk] jks[kiqfLrdk] okf”kZd rkGscan o brj egRokph dkes dj.ks- 

lacf/kr rjrwn  % 

vf/kfu;ekps uko  % fo|kihB dk;nk 1994 

fu;e   % egkjk”Vª ukxjh lsok fu;e 

‘kklu fu.kZ;  % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys ‘kklu fu.kZ;  

ifji=d   % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps ifji=d 

dk;kZy;hu vkns’k % 



vuq- 
Ø- dkekkps Lo:i ¼f’k{kdsrj deZpk&;kP;kckcr½ 

dkyko/kh
@ fnol dkeklkBh tckcnkj vf/kdkjh vfHkizk; 

1 

i)Attend the University Statutory Auditors 

/Internal auditors & Accounts General Audit. 

ii) To ensure that the various payments made 

are within budget provision allocation & 

Sanction 

 
rkRdkG lgk¸;d dqylfpo&VI, 

miys[kkiky] lgk¸;d ys[kkiky 

 

2 
Reply the  Audit queries, Preparation  of 

Budget Estimate & Budget Notes. 

Preparation of Final Accounts 

rkRdkG 
miys[kkiky] lgk¸;d ys[kkiky 

 

3 

1)Sports Activities Fund:-  

i)The contribution from the students from 

the different Colleges received through 

Director of Physical Education & Sports. 

 ii) The Books of Accounts maintain.  

iii) The payments are also made in respect of 

different sports activities conducted by the 

Director of Physical Education & sports.  

vi) Preparation of Bank Reconciliation 

Statement in respect of Sports activities 

Fund. 

v) Preparing and passing the vouchers for 

payments of bills. 

vi)General Correspondence relating to the 

Sports Activities Fund 

2)Student’s Welfare & Cultural Activities 

Fund :-  

i)The contribution from the students from 

the college received through Director of 

Students’ Welfare. 

ii) The payments are also made in respect 

different programmers.  

iii) Maintaining Books of Accounts. 

vi) Preparation of Bank Reconciliation 

Statement in respect of  Students’s Welfare 

& Cultural Activities Fund. 

v) Preparing and passing the vouchers for 

payments of bills.  

vi)General Correspondence relating to the 

Student’s Welfare & Cultural Activities 

Fund. 

3) Vice-Chancellor Fund:  
i) For reimbursement of Medical bills of 

Teaching & Non-Teaching staff of the 

University. 

ii) Claims are disbursed by the Accounts 

Section after receiving from Director of 

Student’s Welfare. 

 

lgk¸;d ys[kkiky 

 



iii) Maintaining Books of Accounts 

v) Preparing and passing the vouchers for 

payments of bills.  

vi)General Correspondence relating to the 

Vice- Chancellor Fund. 

4) Staff Welfare Fund:  

i) For reimbursement of Medical bills of 

Non-teaching Staff of the University. 

ii) Payment of Ad-hoc Pension. 

iii)Maintaining Books of Accounts. 

vi) Arranging meeting of M.M.Sharma 

Endowment Fund & Passing of bills of 

Education & Medical of the Staff. 

5)  Development Fund : 

i)Writing of Cash Book, Ledger posting and 

preparation of Bank Reconciliation 

Statement in respect of  Development Fund. 

ii) Preparing and passing the vouchers for 

payments of bills.  

6)  Sinking Fund : 

i) Maintaining  Books of  Accounts 

7) Gratuity Fund :  

i) Maintaining   Books of  Accounts                 

8)  Reserve Fund : 

i) Maintaining   Books of  Accounts 

9)  Contingency Fund : 

i) Maintaining   Books of  Accounts 

10) New Campus Development Fund: 

i) Maintaining   Books of  Accounts 

 

4 

1)  National Service Scheme: 

 i) Grant  received from State Liosion 

Officer Special Duty for NSS regular 

and Special Programmes. 

ii) Claims are disbursed by the 

Accounts Section after receiving 

from different Colleges through NNS 

Programme Co-ordinator. 

iii)Preparation & Submission  

Statement of Accounts & Utilization 

Certificate   

2) Cultural Exchange Programme : 

 i) Telegrams received from UGC 

informing the name of student & 

period of staying for accommodation. 

ii) Claims are disbursed by the 

Accounts Section after receiving 

from Hostel (where accommodation 

made throught GAD) 

 

lgk¸;d ys[kkiky 

 



iii) Preparation & submission the 

claim and received grant. 

3) Adult & continuing Education :  

i) Grant sanctioned by UGC. 

ii) Claims are disbursed by the 

Accounts Section after receiving 

throught Director of D.A.A.C.E.E. 

iii)Preparation & submission the 

statement of Accounts & Unitlisation 

Certificate. 

4) Teacher Fellowship Scheme : 

 i) Grant received from UGC. 

ii) Claims are disbursed by the 

Accounts Section after receiving by 

Teachers. 

iii) Preparation & submission  the 

statements of Accounts & Utilisation  

Certificate. 

5) Unassigned Grant Group : 

 i) Amount Allocated by the UGC.  

ii) Claims are disbursed by the 

Accounts Section after sanctioning 

by Unassigned Grant Commission. 

iii) Preparation Statement of 

Accounts & Utilisation Certificate 

along with UGC’s format for Group 

ABCD 

6) Other UGC Schems :  

i) Grant received from UGC  

ii)  Claims disbursed by the Accounts 

Section. 

 iii) Preparation the Statements of 

Accounts/ Utilisation Certificate. 

7) Financial Assistance on Accounts 

Grant to the Universities for 

Academic staff College of 

organizing on orientation courses.  

i) Grant received frm UGC.  

ii) Claims are disbursed by the 

Accounts section after receiving 

throught Director, A.S.C. 

8) Other Central Government 

Scehmes:  

 i) Grant received from Central 

Government for various purpose. 

ii) Claims are disbursed by the 

Accounts Section after receiving 

through various Department 

iii) Preparation & submission the 



Statements  of Accounts & 

Utilisation Certificate. 

9) Other State Government Schemes :  

i)Grant received from  State 

Government for various purpose. 

(same as above  ‘Point 8’)  

10) Non- Government Colleges Salary 

Grant to the Teaching & Non-

teaching Staff of Sadhubella 

College: 

 i) Grant received from Join Director 

of Higher Education.  

ii) Claims are disbursed by the 

Accounts Section after receiving 

from Sadhubella College through 

Joint Director of Higher Education.  

iii) Grant sanctioned by UGC 

11) UGC NET Exam :  
i) Grant Sanctioned by UGC.  

ii) Claims are disbursed by the 

Accounts Section received through 

Co-ordinator, UGC NET Exam. 

 

5 

Grants Fund –II  
1) Scholarship/SC/ST/OBC/NT/VJNT/OS 

& MS Government Scholarship to 

Children of freedom fighters, & primary 

School teachers: 
i) Grant received from District Social 

Welfare Officer & Education Inspector, 

Jogeshwari. 

ii) Claims are disbursed by the Accounts 

Section after receiving from different 

students through different Department. 

iii) Send Statement fo Accounts & 

Utilisation Certificate. 

iv) Correspondence to Government. 

v) Claim to be sent to Government  

vi) Disbursement Certificate.  

 

2)R.B.I Grants Fund II SBI: 

i) Books of Accounts such as Cash Book, 

Ledger are maintained by the Unit & 

prepration of Final Accounts in respect of 

R.B.I & S.B.I. 

 

3) PG. Junior/ Senior Research 

Fellowship Emeritus Fellowship : 

i) Received from UGC. 

 

lgk¸;d ys[kkiky 

 



ii) Claims are disbursed by the Accounts 

Section. 

 

4) CSIR Secnior Research Fellowship : 

i) Received from CSIR . 

ii) Claims are disbursed by the Accounts 

Section. 

 

5) ICHR Fellowship ICSSR Fellowship: 

i) Grant received from ICHR, ICSSR. 

ii) Amount disbursed to fellows, Audited 

Utilisation Certificates sent to sponsoring 

bodies. 

 

6) NBHM Research Awards NBHM 

Library Grant: 

i) Received from DAE. 

ii) Disbursed to students & Departments 

iii) Utilisation Certificates sent to NBHM, 

DAE. 

 

7) Other Scholarship Scheme : 

i) Received from various Governments. 

ii) Disbursed to Students. 

iii) Disbursement sent.  

 

6 

Staff Housing Fund : 

i)Writing of Cash Book, Ledger posting and 

preparation of Bank Reconciliation 

Statement in respect of Staff Housing Fund. 

ii)Preparation  of accrued Interest 

Certificate. 

iii)Preparation of No dues Certificate. 

iv)Preparation of Interest Calculation. 

v)General Correspondence relating to the 

Staff Housing Fund. 

vi)Writing of Recovery Register. 

vii)Preparation of Final Accounts. 

 

lgk¸;d ys[kkiky 

 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼v½ 

uewU;ke/;s dkekps izdVhdj.k 

la?kVukaps y{k ¼okf”kZd½ 



vuq- Ø- dke @ dk;Z dkekps izek.k vkfFkZd y{k vfHkizk; 
 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼c½ 

dkekph e;kZnk 

dke iw.kZ gks.;klkBh izR;sd dkekph dkye;kZnk 

vuq- 
Ø- dke @ dk;Z 

fnol @rkl 
dke iw.kZ 
dj.;klkBh 

tckcnkj 
vf/kdkjh 

rØkj fuokj.k 
vf/kdkjh 

1 
Reply the  Audit queries, Preparation  of Budget 

Estimate & Budget Notes. Preparation of Final 

Accounts 

rkRdkG miys[kkiky] 
lgk¸;d 
ys[kkiky 

midqylfpo 

2 
Reply the  Audit queries, Preparation  of Budget 

Estimate & Budget Notes. Preparation of Final 

Accounts 

rkRdkG miys[kkiky] 
lgk¸;d 
ys[kkiky 

midqylfpo 

3 

1)Sports Activities Fund:-  

i)The contribution from the students from the 

different Colleges received through Director of 

Physical Education & Sports. 

 ii) Maintaining Books of Accounts.  

iii) The payments are also made in respect of 

different sports activities conducted by the Director 

of Physical Education & sports.  

vi) Preparation of Bank Reconciliation Statement in 

respect of Sports activities Fund. 

v) Preparing and passing the vouchers for payments 

of bills. 

vi)General Correspondence relating to the Sports 

Activities Fund 

 

2)Student’s Welfare & Cultural Activities Fund :-  

i)The contribution from the students from the college 

received through Director of Students’ Welfare. 

ii) The payments are also made in respect different 

programmers.  

iii) Maintaining Books of Accounts. 

vi) Preparation of Bank Reconciliation Statement in 

respect of  Students’s Welfare & Cultural Activities 

Fund. 

v) Preparing and passing the vouchers for payments 

of bills.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 

lgk¸;d 
ys[kkiky 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

midqylfpo 



vi)General Correspondence relating to the Student’s 

Welfare & Cultural Activities Fund. 

 

3) Vice-Chancellor Fund-  

i) For reimbursement of Medical bills of Teaching & 

Non-Teaching staff of the University. 

ii) Claims are disbursed by the Accounts Section after 

receiving from Director of Student’s Welfare. 

iii) Maintaining Books of Accounts 

v) Preparing and passing the vouchers for payments 

of bills.  

vi)General Correspondence relating to the Vice- 

Chancellor Fund. 

 

4) Staff Welfare Fund:  

i) For reimbursement of Medical bills of Non-

teaching Staff of the University. 

ii) Payment of Ad-hoc Pension. 

iii)Maintaining Books of Accounts. 

vi) Arranging meeting of M.M.Sharma Endowment 

Fund & Passing of bills of Education & Medical of 

the Staff. 

5)  Development Fund : 

i)Writing of Cash Book, Ledger posting and 

preparation of Bank Reconciliation Statement in 

respect of  Development Fund. 

ii) Preparing and passing the vouchers for payments 

of bills.  

6)  Sinking Fund : 

i) Maintaining  Books of  Accounts 

7) Gratuity Fund :  

i) Maintaining   Books of  Accounts                 

8)  Reserve Fund : 

i) Maintaining   Books of  Accounts 

9)  Contingency Fund : 

i) Maintaining   Books of  Accounts 

10) New Campus Development Fund: 

i) Maintaining   Books of  Accounts 

 

4 

1) 1 National Service Scheme: 

 i) Grant  received from State Liosion Officer 

Special Duty for NSS regular and Special 

Programmes. 

ii) Claims are disbursed by the Accounts 

Section after receiving from different 

Colleges through NSS Programme Co-

ordinator. 

iii)Preparation & Submission  Statement of 

Accounts & Utilization Certificate   

  

lgk¸;d 
ys[kkiky 

midqylfpo 



2) Cultural Exchange Programme : 

 i) Telegrams received from UGC informing 

the name of student & period of staying for 

accommodation. 

ii) Claims are disbursed by the Accounts 

Section after receiving from Hostel (where 

accommodation made throught GAD) 

iii) Preparation & submission the claim and 

received grant. 

3) Adult & continuing Education :  

i) Grant sanctioned by UGC. 

ii) Claims are disbursed by the Accounts 

Section after receiving throught Director of 

D.A.A.C.E.E. 

iii)Preparation & submission the statement of 

Accounts & Unitlisation Certificate. 

4) Teacher Fellowship Scheme : 

 i) Grant received from UGC. 

ii) Claims are disbursed by the Accounts 

Section after receiving by Teachers. 

iii) Preparation & submission  the statements 

of Accounts & Utilisation  Certificate. 

5) Unassigned Grant Group : 

 i) Amount Allocated by the UGC.  

ii) Claims are disbursed by the Accounts 

Section after sanctioning by Unassigned 

Grant Commission. 

iii) Preparation Statement of Accounts & 

Utilisation Certificate along with UGC’s 

format for Group ABCD 

6) Other UGC Schems :  

i) Grant received from UGC  

ii)  Claims disbursed by the Accounts Section. 

 iii) Preparation the Statements of Accounts/ 

Utilisation Certificate. 

7) Financial Assistance on Accounts Grant to 

the Universities for Academic staff College 

of organizing on orientation courses.  

i) Grant received frm UGC.  

ii) Claims are disbursed by the Accounts 

section after receiving throught Director, 

A.S.C. 

8) Other Central Government Scehmes:  

 i) Grant received from Central Government 

for various purpose. 

ii) Claims are disbursed by the Accounts 

Section after receiving through various 

Department 

iii) Preparation & submission the Statements  



of Accounts & Utilisation Certificate. 

9) Other State Government Schemes :  

i)Grant received from  State Government for 

various purpose. (same as above  ‘Point 8’)  

10) Non- Government Colleges Salary Grant to 

the Teaching & Non-teaching Staff of 

Sadhubella College: 

 i) Grant received from Join Director of 

Higher Education.  

ii) Claims are disbursed by the Accounts 

Section after receiving from Sadhubella 

College through Joint Director of Higher 

Education.  

iii) Grant sanctioned by UGC 

11) UGC NET Exam :  
i) Grant Sanctioned by UGC.  

ii) Claims are disbursed by the Accounts 

Section received through Co-ordinator, UGC 

NET Exam. 

 

   

5 

Grants Fund –II  
1) Scholarship/SC/ST/OBC/NT/VJNT/OS & MS 

Government Scholarship to Children of freedom 

fighters, & primary School teachers: 
i) Grant received from District Social Welfare Officer 

& Education Inspector, Jogeshwari. 

ii) Claims are disbursed by the Accounts Section after 

receiving from different students through different 

Department. 

iii) Send Statement fo Accounts & Utilisation 

Certificate. 

iv) Correspondence to Government. 

v) Claim to be sent to Government  

vi) Disbursement Certificate.  

 

2)R.B.I Grants Fund II SBI: 

i) Books of Accounts such as Cash Book, Ledger are 

maintained by the Unit & prepration of Final 

Accounts in respect of R.B.I & S.B.I. 

 

3) PG. Junior/ Senior Research Fellowship 

Emeritus Fellowship : 

i) Received from UGC. 

ii) Claims are disbursed by the Accounts Section. 

 

4) CSIR Secnior Research Fellowship : 

i) Received from CSIR . 

ii) Claims are disbursed by the Accounts Section. 

 

lgk¸;d 
ys[kkiky 

midqylfpo 



 

5) ICHR Fellowship ICSSR Fellowship: 

i) Grant received from ICHR, ICSSR. 

ii) Amount disbursed to fellows, Audited Utilisation 

Certificates sent to sponsoring bodies. 

 

6) NBHM Research Awards NBHM Library 

Grant: 

i) Received from DAE. 

ii) Disbursed to students & Departments 

iii) Utilisation Certificates sent to NBHM, DAE. 

 

7) Other Scholarship Scheme : 

i) Received from various Governments. 

ii) Disbursed to Students. 

iii) Disbursement sent.  

 

6 

Staff Housing Fund : 

i)Writing of Cash Book, Ledger posting and 

preparation of Bank Reconciliation Statement in 

respect of Staff Housing Fund. 

ii)Preparation  of accrued Interest Certificate. 

iii)Preparation of No dues Certificate. 

iv)Preparation of Interest Calculation. 

v)General Correspondence relating to the Staff 

Housing Fund. 

vi)Writing of Recovery Register. 

vii)Preparation of Final Accounts. 

 

lgk¸;d 
ys[kkiky 

midqylfpo 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys fo”k; fu;e Øekad o o”ksZ vfHkizk; 
 fo|kihB vf/kfu;e 1994 uqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
fo|kihB dk;nk 1994 uqlkj 
 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr ‘kklu fu.kZ; 

vuq- Ø- ‘kklu fu.kZ;kuqlkj fnysys fo”k; ‘kklu fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k fu.kZ;kuqlkj foHkkxk’kh lacf/kr 

vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh fuxZfer 
dsysys ‘kklu fu.kZ; 

 

 

 



dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- ‘kklfd; i=dkuqlkj fnysys fo”k; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh fuxZfer 
dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- fo”k; Øekad o rkjh[k vfHkizk; 
 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh lacf/kr 

vkysys fo”k; 
eaqcbZ fo|kihBkus osGksosGh 
fuxZfer dsysys 

 

 



dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ladh.kZ foHkkx] dk;kZy;krhy nLr,sotkph oxZokjh  

vuq- Ø- fo”k; 

nLr,sotkapk izdkj uLrh @ 
eLVj@ uksaniqLrd Ogkmpj 

b- 
izeq[k ckchapk 

ri’khy 
lqjf{kr Bso.;kpk 

dkyko/kh 

1 

 
fofo/k ;kstukaph ekfgrh ¼fo|kihB 
vuqnku vk;ksx] egkjk”Vª ‘kklu] dsafnz; 
;kstuk] la’kks/ku ;kstuk½ 
 

uLrh 
 

     
 

 
 fofo/k   
;kstukaps  

3 rs 10 o”kZ 

2 ekfgrh vf/kdkj uLrh 
 izkIr 

 vuqnku o 
brj ekfgrh 

3 rs 10 o”kZ 

3 ‘kklu i=O;ogkj uLrh  3 rs 10 o”kZ 

4 
fo/kkulHkk] fo/kkuHkou rkjkafdr o 
vrkjkafdr iz’u 

uLrh 
 3 rs 10 o”kZ 

5 ifji=d uLrh  3 rs 10 o”kZ 

6 ns;d ¼Payments½ Ogkmpj] uksaniwLrd  Okkf”kZd 1 rs 10 o”kZ 

7 ikorh (Receipts½ uLrh 
 Okkf”kZd 1 rs 10 o”kZ 

8 
Bank Statement (SBI, 

CANARA, & BOB) 
uLrh 

 Okkf”kZd 1 rs 10 o”kZ 

9 Investment uLrh 
 Okkf”kZd 1 rs 10 o”kZ 

10 
Cash book, Ledger, Final 

Account, 
uksaniwLrd 

 Okkf”kZd 1 rs 10 o”kZ 

11 Advance Register uksaniwLrd  Okkf”kZd 1 rs 10 o”kZ 

12 Cheque  Register uksaniwLrd  Okkf”kZd 1 rs 10 o”kZ 
13 Master Transfer uksaniwLrd  Okkf”kZd 1 rs 10 o”kZ 
14 Stock Register uksaniwLrd  Okkf”kZd 1 rs 10 o”kZ 
15 Inward/ Outward uksaniwLrd (Computer)  Okkf”kZd 1 rs 10 o”kZ 
16 L C Register uksaniwLrd  Okkf”kZd 1 rs 10 o”kZ 
17 Staff Leave register uksaniwLrd] uLrh  Okkf”kZd 1 rs 10 o”kZ 

  

 

 



 

dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ladh.kZ foHkkx] dk;kZy;krhy vf/kdkjh o deZpkjh ;kaph ukos ]HkRrs o R;kaps 
ekfld osruhdj.k 
 
vuq- 
Ø- oxZ inuke vf/kdkjh o deZpk&;kps uko :tw fnukad nwj/ouh Øekad 

,dw.k 
osru 

1  

 
lgk¸;d 
dqylfpo&VI 

 

fjDr & & & 

2  
 
miys[kkiky 
 

fjDr & & & 

3  
 
lgk¸;d ys[kkiky  
 

Jherh lqfurk Hkjr dkGs 30@12@1995 8286265683 53281 

4  
 
lgk¸;d ys[kkiky  
 

Jh- f’kokth e- felkG 04@04@1983 9869998811 52134 

5  
 
lgk¸;d ys[kkiky  
 

dq- xhrk n HkksbZj 01@11@2003 9004697192 42500 

6  
 
lgk¸;d ys[kkiky  
 

Jherh Lusgk lq- [kkaMsdj 17@07@1987 9819119674 46854 

7  
ofj"B fyfid 
 

Jherh furk jk- okykoydj 01@01@2005 9969023314 30357 

8  
dfu"B fyfid 
 

dq- efu”kk gjh Hkks;s 01@10@2013 9594717100 22172 

9  
dfu"B fyfid 
 

fjDr & & & 

10  
 
dfu"B fyfid 
 

fjDr & & & 

11  
 
f'kikbZ 
 

fjDr & & & 

 
  



 

dye 4 ¼1½ ¼c½ ¼x½ 
eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ladh.kZ foHkkx] dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  osrukph foLr`r 
ekghrh izdkf’kr dj.ks 
 

vuq- 
Ø- 

vf/kdkjh o deZpk&;kps uko] inuke 
o osru Js.kh 

brj vuqKs; HkRrs 
 

  
fu;fer 

egkxkbZ HkRrk 
?kjHkkMs 
HkRrk 

‘kgj 
HkRrk 

izlaxkuqlkj  
tls izokl 

HkRrk 

fo'ks”k tls izdYi 
HkRrk] izf’k{k.k 

HkRrk 
1 lgk¸;d dqylfpo&VI 

fjDr 
fjDr & & & & 

2 miys[kkiky 
fjDr 

fjDr & & & & 

3 Jherh lqfurk Hkjr dkGs  
lgk¸;d ys[kkiky ¼9300&34800 
xszM osru 4400½ 

25775 6186 300 400 ukgh 

4 Jh- f’kokth e- felkG  
lgk¸;d ys[kkiky ¼9300&34800 
xszM osru 4300½ 

25213 6051 300 400 ukgh 

5 dq- xhrk n HkksbZj  
lgk¸;d ys[kkiky ¼9300&34800 
xszM osru 4300½ 

20400 4896 300 400 ukgh 

6 Jherh Lusgk lq- [kkaMsdj  
lgk¸;d ys[kkiky ¼9300&34800 
xszM osru 4300½ 

22588 5421 300 400 ukgh 

7 Jherh furk jk- okykoydj 
ofj"B fyfid 
¼5200-20200 xszM osru 2400½ 

14538 3489 300 400 ukgh 

8 dq- efu”kk gjh Hkks;s  
dfu"B fyfid 
¼5200&20200 xszM osru 1900½ 

10525 2538 200 400 ukgh 

 dfu"B fyfid 
fjDr 

fjDr & & & & 

 dfu"B fyfid 
fjDr 

fjDr & & & & 

 f'kikbZ 
fjDr 

fjDr & & & & 

 

 



dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ladh.kZ foHkkx] dk;kZy;kps eatwj vankti=d  o [kpkZpk ri’khy ;kph foLr`r 
ekfgrh izdkf’kr dj.ks-  
 
vankti=dkP;k izrhps izdk’ku 
 
vuqnkukP;k forj.kkP;k izrhps izdk’ku 

vuq- 
Ø- vankti=fd; f’k”kZdkps o.kZu vuqnku 

fu;ksftr okij {ks+= o 
dkekpk ri’khy 

vf/kd vuqnku visf{kr 
vlY;kl :i;kr vfHkizk; 

      
 

dye 4 ¼1½ ¼c½ ¼VI½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ladh.kZ foHkkx] dk;kZy;krhy vuqnku okVikP;k dk;ZØekaph dk;Zin~/krh 
izdkf’kr dj.ks- 
 
 



1 

 

dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k dk;kZy;krhy dk;sZ o drZO; ;kaapk 
ri'khy% 

dk;kZy;kpss uko    % varxZr ys[kk ifj{k.k@leUo; d{k] foRr o ys[kk foHkkx] eaqcbZ fo|kihB - 

iRrk     % foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k] :e ua- 15] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh 
       midqylfpo ¼foRr o ys[kk½ 
 
d{k izeq[k    % lgk¸;d dqylfpo 

'kkldh; foHkkxkps uko   % eaqcbZ fo|kihB] eaqcbZ 

dks.kR;k ea=ky;krhy [kkR;kP;k   
vf/kuLr     % mPp o ra=f’k{k.k foHkkx] egkjkYVª ‘Skklu- 
 
dk;Z{ks=     % eaqcbZ 

fof’k”V dk;Z % [kjsnh lferhph cSBd Bso.ks] okf“kZd ys[kk vgoky r;kj dj.ks] 
vFkZladfYi; vankt r;kj dj.ks- vafre ns;ds rikl.ks] okf”kZd rkGscan o brj 
egRokph dkes dj.ks- 

 
foHkkxkps /;s;    % fof’k”V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 
foHkkxkps /kksj.k    % fof’k”V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
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loZ laCkf/kr deZpkjh % 
 

v- Ø- deZpk&;kaph ukos inuke 

1 fjDr lgk¸;d dqylfpo 

2 Jh- efPNnzukFk j?kqukFk MksbZQksMs miys[kkiky 

3 fjDr miys[kkiky 

4 Jh- olar jkepanz lkGoh lgk¸;d ys[kkiky 

5 Jh- fouk;d ckGÑ“.k dyHkkVs ofj"B fyfid 

6 fjDr dfu"B fyfid 

7 fjDr f'kikbZ 

 
dk;Z     %fof’k”V dk;kZe/;s uewn dsysys dkedkt 
 

dkekps foLr̀r Lo:i % [kjsnh lferhph cSBd Bso.ks] okf“kZd ys[kk vgoky r;kj 
dj.ks] vFkZladfYi; vankt r;kj dj.ks- vafre ns;ds 
rikl.ks] okf”kZd rkGscan o brj egRokph dkes dj.ks- 

 
ekyeRrspk ri’khy   %-------------------- 
 
bekjrh o tkxspk ri’khy   % foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k] :e ua- 15] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

miyC/k lsok    % fof’k”V dk;kZe/;s uewn dsysys dkedkt 
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laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 
 

foRr o ys[kk vf/kdkjh 

 
midqylfpo ¼1½ 

 
lgk¸;d dqylfpo ¼1½ 

  
miys[kkiky ¼2½ 

 
 lgk¸;d ys[kkiky ¼1½ 

 
ofj"B fyfid  ¼1½ 

 
dfu"B fyfid ¼1½ 

 
f'kikbZ ¼1½ 

 
 
dk;kZy;hu nwj/ouh Øekad o osGk  % 022&22708776 o 22708778 
      ldkGh 10%20 rs 6%00 oktsi;Zar 
      tso.kkph osG & nqikjh 1%00 rs 1%30 
 
lkIrkfgd lqV~Vh o fof’k”V lsoslkBh   
BjfoysY;k osGk             % loZ jfookj o efgU;krhy nqljk o pkSFkk ‘kfuokj o lkoZtfud lqÍ;k- 
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dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB ;sFkhy foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaaP;k 
vf/kdkjkapk ri'khy% 

v 

vuq- 
Ø- 

inuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 
’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 lgk¸;d dqylfpo 1.  Administrative Sanction 

for Purchases/ Expenditure 

up to Rs. 5,000/- 

 

The Maharashtra 

Universities  Accounts 

Code 

 

 
f'k{kdsrj deZpkjh 

fujad 
 

 

 

c 
vuq- 
Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj 

vfHkizk; 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo 

 1- egkjk”Vª fo|kihB   Accounts 

Code  egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

3 miys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

4 lgk¸;d ys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

5 ofj"B fyfid 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 
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6 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

7 f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

 

d 

vuq- 
Ø- inuke vf/kdkj & QkStnkjh 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

M 

vuq- 
Ø- inuke vf/kdkj & vFkZU;kf;d 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 
dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk fodkl d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 
ri'khy% 

v 

vuq- 
Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo 

The Maharashtra 

Universities  

Accounts Code 

1- egkjk”Vª fo|kihB   Accounts Code 

egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 
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c 

vuq- 
Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

     

1 
lgk¸;d 
dqylfpo 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1- egkjk”Vª fo|kihB  Accounts Code  

egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

3 miys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

4 
lgk¸;d 
ys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

5 ofj"B fyfid 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

6 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

7 f'kikbZ 
foHkkxkrhy deZpk&;kuh ekfxrysyh 
dkxni= iqjfo.ks o brj dk;kZy;hu 
lacf/kr dkes  

1- egkjk”Vª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 
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dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:i % [kjsnh lferhph cSBd Bso.ks] okf“kZd ys[kk vgoky r;kj dj.ks] 
vFkZladfYi; vankt r;kj dj.ks- vafre ns;ds rikl.ks] okf”kZd rkGscan o 
brj egRokph dkes dj.ks- 

lacf/kr rjrwn  % 

vf/kfu;ekps uko  % fo|kihB dk;nk 1994 

fu;e   % egkjk”Vª ukxjh lsok fu;e 

‘kklu fu.kZ;  % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys ‘kklu fu.kZ;  

ifji=d   % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps ifji=d 

dk;kZy;hu vkns’k % 

vuq- 
Ø- 

dkekkps Lo:i                   ¼f’k{kdsrj 
deZpk&;kP;kckcr½ 

dkyko/kh@ 
fnol dkeklkBh tckcnkj vf/kdkjh vfHkizk; 

1 

1) Pre-Audit  

a) Payment of Final bills pertaining to the 

work of construction. 

b) Final Payment of C. P. F. & G. P. F. 

 

 
lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

2 

2) Post Audit 

a) Audit of various receipts and payment 

pertaining to the Departments, University 

all Hostel and Registrars Office and 

checking of all the Accounts Registers. 

b) Audit of Service Books of all the 

employees of the University.  

C) Disposal of Stores in various 

Departments/ Units rendered unserviceable 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

3 

Assist for preparation of statutes, 

ordinances, regulations & rules affecting 

financial administration of the University 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

4 

Disposal of Audit Report drawn up by the 

Statutory Auditors of the University and to 

assist the auditors in all respect. 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

5 
To convey the meeting of Purchase 

Committee 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

6 

Correspondence with different Banks and 

Departments and Open New Bank Account 

Department 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 
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7 
Appointment of Statutory Auditor of the 

University 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

8 

To help Government Auditors and give 

replies to the Audit Observations raised by 

the Auditors 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

9 

Physical Verification of various 

departments /sections/units and prepare 

reports of the same 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

10 
Disposal of waste and old materials 

through the proper formalities 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

11 
Co-ordination work of Budget Estimates 

and its Printing 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

12 
Co-ordination work of Annual Accounts 

and its Printing 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

13 
To Convey meetings of Accounts & 

Budget Scrutiny Committee 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

14 

To collect Statistical Information from the 

various departments/sections/units and 

inform the same to UGC/Government in 

consolidated format 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

15 Opening & Closing of Bank Accounts 
 lgk¸;d dqylfpo] 

miys[kkiky] lgk¸;d 
ys[kkiky 

 

16 
Balance Sheet submitted by the Auditor is 

also getting printed from the press 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

17 
To convey the meeting of Co-ordination 

Committee and preparing minutes 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

18 
To convey the Advisory Committee and 

preparing minutes 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼v½ 

uewU;ke/;s dkekps izdVhdj.k 
la?kVukaps y{k ¼okf”kZd½ 

vuq- Ø- dke @ dk;Z dkekps izek.k vkfFkZd y{k vfHkizk; 
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dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼c½ 

dkekph e;kZnk 

dke iw.kZ gks.;klkBh izR;sd dkekph dkye;kZnk 

vuq- 
Ø- dke @ dk;Z 

fnol @rkl 
dke iw.kZ 
dj.;klkBh tckcnkj vf/kdkjh 

rØkj fuokj.k 
vf/kdkjh 

1 

1) Pre-Audit  

a) Payment of Final bills pertaining to 

the work of construction. 

b) Final Payment of C. P. F. & G. P. F. 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

2 

2) Post Audit 

a) Audit of various receipts and 

payment pertaining to the Departments, 

University all Hostel and Registrars 

Office and checking of all the 

Accounts Registers. 

b) Audit of Service Books of all the 

employees of the University.  

C) Disposal of Stores in various 

Departments/ Units rendered 

unserviceable 

 

lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

3 

Assist for preparation of statutes, 

ordinances, regulations & rules 

affecting financial administration of the 

University 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

4 

Disposal of Audit Report drawn up by 

the Statutory Auditors of the 

University and to assist the auditors in 

all respect. 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

5 To convey the meeting of Purchase 

Committee 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

6 
Correspondence with different Banks 

and Departments and Open New Bank 

Account Department 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

7 Appointment of Statutory Auditor of 

the University 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

8 
To help Government Auditors and give 

replies to the Audit Observations raised 

by the Auditors 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 



10 

 

9 
Physical Verification of various 

departments /sections/units and prepare 

reports of the same 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

10 Disposal of waste and old materials 

through the proper formalities 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

11 Co-ordination work of Budget 

Estimates and its Printing 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

12 Co-ordination work of Annual 

Accounts and its Printing 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

13 To Convey meetings of Accounts & 

Budget Scrutiny Committee 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

14 

To collect Statistical Information from 

the various departments/sections/units 

and inform the same to 

UGC/Government in consolidated 

format 

 
lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

15 Opening & Closing of Bank Accounts 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

16 
Balance Sheet submitted by the 

Auditor is also getting printed from the 

press 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

17 
To convey the meeting of Co-

ordination Committee and preparing 

minutes 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

18 To convey the Advisory Committee 

and preparing minutes 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 
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dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys fo”k; fu;e Øekad o o”ksZ vfHkizk; 
 fo|kihB vf/kfu;e 1994 uqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
fo|kihB dk;nk 1994 uqlkj 
 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr ‘kklu fu.kZ; 

vuq- Ø- ‘kklu fu.kZ;kuqlkj fnysys fo”k; ‘kklu fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k fu.kZ;kuqlkj foHkkxk’kh lacf/kr 

vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh fuxZfer 
dsysys ‘kklu fu.kZ; 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- ‘kklfd; i=dkuqlkj fnysys fo”k; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh fuxZfer 
dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- fo”k; Øekad o rkjh[k vfHkizk; 
 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh lacf/kr 

vkysys fo”k; 
eaqcbZ fo|kihBkus osGksosGh 
fuxZfer dsysys 
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dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k dk;kZy;krhy nLr,sotkph oxZokjh  

vuq- Ø- fo”k; 

nLr,sotkapk izdkj uLrh @ 
eLVj@ uksaniqLrd Ogkmpj 

b- 
izeq[k ckchapk 

ri’khy 
lqjf{kr Bso.;kpk 

dkyko/kh 

1 ekfgrh vf/kdkj uLrh   

2 ‘kklu i=O;ogkj uLrh   

3 
fo/kkulHkk] fo/kkuHkou rkjkafdr o 
vrkjkafdr iz’u 

uLrh 
  

4 ifji=d uLrh   

5 Stock Register uksaniwLrd   
6 Inward/ Outward uksaniwLrd (Computer)   
7 L C Register uksaniwLrd   
8 Staff Leave register uksaniwLrd] uLrh   
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dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaph 
ukos ]HkRrs o R;kaps ekfld osruhdj.k 
 
vuq- 
Ø- oxZ inuke vf/kdkjh o deZpk&;kps uko :tw fnukad nwj/ouh Øekad ,dw.k osru 

1  
 
lgk¸;d dqylfpo 
 

fjDr    

2  
 
miys[kkiky 
 

Jh- efPNnzukFk j- MksbZQksMs 24-07-1984 22708778 66]678 

3  
 
miys[kkiky 
 

fjDr    

4  
 
lgk¸;d ys[kkiky  
 

Jh-olar jk- lkGoh 
 

16-08-1985 
22708778 

55]551 

5  
 
ofj"B fyfid 
 

Jh- fouk;d ck- dyHkkVs 14-09-1989 
22708778 

35]712 

6  
 
dfu"B fyfid 
 

fjDr    

7  
 
f'kikbZ 
 

fjDr    
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dye 4 ¼1½ ¼c½ ¼x½ 
eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  
osrukph foLr`r ekghrh izdkf’kr dj.ks 

 

vuq- 
Ø- 

vf/kdkjh o deZpk&;kps uko] 
inuke o osru Js.kh 

brj vuqKs; HkRrs 
 

  
fu;fer egkxkbZ 

HkRrk 
?kjHkkMs 
HkRrk 

‘kgj 
HkRrk 

izlaxkuqlkj  
tls izokl 

HkRrk 

fo'ks”k tls izdYi 
HkRrk] izf’k{k.k 

HkRrk 
1 lgk¸;d dqylfpo& 

fjDr 
      

2 miys[kkiky 
fjDr 

     

3 Jh- efPNnzukFk j- MksbZQksMs 
miys[kkiky 
¼9300&34800 xszM osru 
4400½ 

31]950 7]668 300 1]200 ukgh 

4 Jh-olar jk- lkGoh 
lgk¸;d ys[kkiky 
¼9300&34800 xszM osru 
4300½ 

26]888 6]453 300 400 ukgh 

5 Jh- fouk;d ck- dyHkkVs  
ofj"B fyfid 
¼      ½ 

17]163 4]119 300 400 ukgh 

6 dfu"B fyfid 
fjDr 

     

8 f'kikbZ 
fjDr 

     

 
 



15 

 

dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k dk;kZy;kps eatwj vankti=d  o [kpkZpk 
ri’khy ;kph foLr̀r ekfgrh izdkf’kr dj.ks- 
 
vankti=dkP;k izrhps izdk’ku 

 
vuqnkukP;k forj.kkP;k izrhps izdk’ku 

vuq- 
Ø- vankti=fd; f’k”kZdkps o.kZu vuqnku 

fu;ksftr okij {ks+= o 
dkekpk ri’khy 

vf/kd vuqnku visf{kr 
vlY;kl :i;kr vfHkizk; 

      
 

dye 4 ¼1½ ¼c½ ¼xi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k dk;kZy;krhy vuqnku okVikP;k dk;ZØekaph 
dk;Zin~/krh izdkf’kr dj.ks- 
 

 



dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB ;sFkhy foRr o ys[kk foHkkx] lsok fuo`Rrh ykHk d{k ;sFkhy dk;sZ o drZO; ;kaapk ri'khy% 

dk;kZy;kpss uko    % lsok fuo`Rrh ykHk d{k] foRr o ys[kk foHkkx] eaqcbZ fo|kihB - 

iRrk     % lsok fuo`Rrh YkkHk d{k] :e ua- 02] rGetyk] foRr o ys[kk foHkkx]  
       dqylfpo dk;kZy;] eaqcbZ fo|kihB] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh 
       midqylfpo ¼foRr o ys[kk½ 
 
d{k izeq[k    % lgk;d dqylfpo ¼foRr o ys[kk½ & 5 

'kkldh; foHkkxkps uko   % eaqcbZ fo|kihB] eaqcbZ 

dks.kR;k ea=ky;krhy [kkR;kP;k vf/kuLr % mPp o ra=f’k{k.k foHkkx] egkjkYVª Skklu- 
 
dk;Z{ks=     % eaqcbZ 

fof’k”V dk;Z % eaqcbZ fo|kihBkrhy f’k{kd o f’k{kdsrj deZpk&;kaP;k lsok fuoR̀rh uarj egkjk”Vª 
‘kklukP;k ;kstus[kkyhy rlsp eaqcbZ fo|kihBkP;k fu/khe/kwu R;kauk ns; gks.kkjs 
fuoR̀rh osru fo”k;d ykHk ¼fuoR̀rh osru] minku o fuoR̀rh osrukps 
va’kjk’khdj.kkps eqY; b-½ R;kauk feG.;klkBh [kkyhy izek.ks dk;Zokgh dj.;kr 

;srs- 
 ¼1½ f’k{kd fu;qDrh foHkkx o vkLFkkiuk foHkkxkdMwu lacaf/kr deZpk&;kaP;k lsok 

fuoR̀rhph @LosPNk fuo`Rrhph ys[kh lwpuk@ ;knh izkIr >kY;kuarj R;kaP;k lanHkkZr 
vko’;d rh dkxni=s @izek.ki=s@ fu;qDrhps vkns’k@ ewG lsok iqLrd@ uk gjdr 
izek.ki= b- ;k foHkkxkl lknj dj.;kfo”k;h lacaf/krkauk ys[kh Lo:ikr dGfo.ks- 

 ¼2½ lacaf/kr lsok fuoR̀rkauk lnj ykHk feG.;klkBh vko’;d vlysys fofgr 
ueqU;karhy vtZ ¼izR;sdh pkj izrhr½ miyC/k d:u ns.ks- 

 ¼3½ lacaf/kr foHkkxkdMwu vkysY;k ;k dkxni=kaph@ lsok iqLrdkarhy uksanhaph 
iMrkG.kh dj.ks- 

 ¼4½ lsok iqLrdkr dkgh =qVh vk<GY;kl@ rlsp dkgh dkxn i=s ulY;kl 
lacaf/krkaP;k fun’kZukl vk.kwu nsÅu R;kaph iwrZrk dj.;klanHkkZr ys[kh Lo:ikr 
dGfo.ks- 

 ¼5½ lsok iqLrdkrhy ;ksX; uksanhaP;k rlsp lacaf/kr dkxn i=kaP;k vk/kkjs egkjk”Vª 
‘kklukP;k ;kstus[kkyhy ik= vlysY;k lacaf/kr lsok fuo`Rr deZpk&;kl ns; 
gks.kk&;k fuoR̀rh osru fo”k;d ykHkkaph ifjx.kuk d:u] brj vko’;d R;k 
izek.ki=kalg QkbZy r;kj d:u mi&dqylfpo ¼foRr o ys[kk½] foRr o ys[kk 
vf/kdkjh ;kapsekQZr  ek- dqylfpo ;kaP;k Lok{kjhlkBh lknj dj.ks- 
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 ¼6½ egkjk”Vª ‘kklukP;k fuoR̀rh osru o minku ;kstus[kkyhy ykHkkalkBh ik= 
vlysY;k lsok fuòRr deZpk&;kaph fuoR̀rh osru izdj.ks ek- egkys[kkiky ;kapsdMs 
vafre eatqjhdfjrk ikBfo.;klkBh ek- lglapkyd ¼mPp f’k{k.k½ eaqcbZ ;kapsekQZr 

nksu izfrr lknj dj.ks- 
 ¼7½ eaqcbZ fo|kihBkP;k fu/kh[kkyhy ykHkkalkBh ik= vlysY;k lsok fuòRr 

deZpk&;kaph fuòRrh osru izdj.ks ek- dqyxq:aP;k eatqjh uarj lacaf/kr deZpk&;kaP;k 
ukaos isU’ku isesaV vkWMZj (P.P.O.) r;kj dj.ks- 

 ¼8½ lnj deZpk&;kauk ns; gks.kk&;k minku o fuoR̀rh osrukP;k va’kjk’khdj.kkps 
eqY; ;kaph ns;ds r;kj d:u mi&dqylfpo ¼foRr o ys[kk½@ foRr o ys[k 
vf/kdkjh ;kapsekQZr vafre iznkuklkBh jks[kiky ;kapsdMs lknj dj.ks- 

 ¼9½ eaqcbZ fo|kihBkP;k fu/kh[kkyhy ykHkkalkBh ik= vlysY;k lsok fuoR̀r 
deZpk&;kaps ekfld fuoR̀rhosru r;kj dj.ks o rs cWad vkWQ bafM;kP;k eq[; 
‘kk[kse/ks R;kaP;k oS;fDrd fuoR̀rh [kkR;ke/;s tek dj.;klkBh ns.ks- 

 ¼10½ fo|kihBkP;k QaMkrhy fuo`Rrh osru /kkjdkaps njo”khZ vk;dj ifjx.khr dj.ks 
o R;kizek.ks R;kauk QkWeZ ua- 16 r;kj d:u ns.ks- 

 ¼11½ fo|kihBkP;k QaMkrhy uohu fuo`̀Rrh osru /kkjdkaph vko’;d rh fuo`Rrhosru 
Fkdckdh ifjx.khr d:u iznku dj.ks- 

 ¼12½ fo|kihB fuoR̀rh osru QaMkps okf”kZd ys[ks&rkGscan fofgr eqnrhr r;kj d:u 
varxZr ys[kk ifj{k.k o lunh ys[kkiky ;kapsdMwu R;kaph rikl.kh d:u ?ks.ks- 

 ¼13½ lunh ys[kkiky ;kaps dMwu uksan dj.;kr vkysY;k vk{ksikaps fujlu dj.ks] 
iz/kku egkys[kkiky ;kaps dMwu uksan dj.;kr vkysY;k vk{ksikaps fujlu dj.ks bR;knh 
dk;kZy;hu dkes dsyh tkrkr- 

 
 
foHkkxkps /;s;    % fof’k”V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 

foHkkxkps /kksj.k    % fof’k”V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
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loZ laCkf/kr deZpkjh % 
 

v- Ø- deZpk&;kaph ukos inuke 

1 Jherh jksfg.kh l- lqis lgk;d dqylfpo ¼foRr o ys[kk½&5 

2 Jh- lafni c- ijekj miys[kkiky 

3 Jh- lrh’k e- izHkqnslkbZ lgk;d ys[kkiky 

4 Jh- veksy lq- iksrnkj ofj"B ys[kk fyfid 

5 Jherh fnihdk fn- tkelaMsdj ofj"B Vad fyfid 

6 Jh- fot; ck- :ds f'kikbZ 

 
dk;Z     %fof’k”V dk;kZe/;s uewn dsysys dkedkt 
 
dkekps foLr̀r Lo:i % eaqcbZ fo|kihBkrhy f’k{kd o f’k{kdsrj deZpk&;kaP;k lsok fuoR̀rh uarj egkjk”Vª 

‘kklukP;k ;kstus[kkyhy rlsp eaqcbZ fo|kihBkP;k fu/khe/kwu R;kauk ns; gks.kkjs 
fuoR̀rh osru fo”k;d ykHk ¼fuoR̀rh osru] minku o fuoR̀rh osrukps 
va’kjk’khdj.kkps eqY; b-½ R;kauk feG.;klkBh [kkyhy izek.ks dk;Zokgh dj.;kr 
;srs- 

 ¼1½ f’k{kd fu;qDrh foHkkx o vkLFkkiuk foHkkxkdMwu lacaf/kr deZpk&;kaP;k lsok 
fuoR̀rhph @LosPNk fuo`Rrhph ys[kh lwpuk@ ;knh izkIr >kY;kuarj R;kaP;k lanHkkZr 
vko’;d rh dkxni=s @izek.ki=s@ fu;qDrhps vkns’k@ ewG lsok iqLrd@ uk gjdr 
izek.ki= b- ;k foHkkxkl lknj dj.;kfo”k;h lacaf/krkauk ys[kh Lo:ikr dGfo.ks- 

 ¼2½ lacaf/kr lsok fuoR̀rkauk lnj ykHk feG.;klkBh vko’;d vlysys fofgr 
ueqU;karhy vtZ ¼izR;sdh pkj izrhr½ miyC/k d:u ns.ks- 

 ¼3½ lacaf/kr foHkkxkdMwu vkysY;k ;k dkxni=kaph@ lsok iqLrdkarhy uksanhaph 
iMrkG.kh dj.ks- 

 ¼4½ lsok iqLrdkr dkgh =qVh vk<GY;kl@ rlsp dkgh dkxn i=s ulY;kl 
lacaf/krkaP;k fun’kZukl vk.kwu nsÅu R;kaph iwrZrk dj.;klanHkkZr ys[kh Lo:ikr 
dGfo.ks- 
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 ¼5½ lsok iqLrdkrhy ;ksX; uksanhaP;k rlsp lacaf/kr dkxn i=kaP;k vk/kkjs egkjk”Vª 

‘kklukP;k ;kstus[kkyhy ik= vlysY;k lacaf/kr lsok fuo`Rr deZpk&;kl ns; 
gks.kk&;k fuoR̀rh osru fo”k;d ykHkkaph ifjx.kuk d:u] brj vko’;d R;k 
izek.ki=kalg QkbZy r;kj d:u mi&dqylfpo ¼foRr o ys[kk½] foRr o ys[kk 

vf/kdkjh ;kapsekQZr  ek- dqylfpo ;kaP;k Lok{kjhlkBh lknj dj.ks- 
 ¼6½ egkjk”Vª ‘kklukP;k fuoR̀rh osru o minku ;kstus[kkyhy ykHkkalkBh ik= 

vlysY;k lsok fuòRr deZpk&;kaph fuoR̀rh osru izdj.ks ek- egkys[kkiky ;kapsdMs 
vafre eatqjhdfjrk ikBfo.;klkBh ek- lglapkyd ¼mPp f’k{k.k½ eaqcbZ ;kapsekQZr 
nksu izfrr lknj dj.ks- 

 ¼7½ eaqcbZ fo|kihBkP;k fu/kh[kkyhy ykHkkalkBh ik= vlysY;k lsok fuòRr 
deZpk&;kaph fuòRrh osru izdj.ks ek- dqyxq:aP;k eatqjh uarj lacaf/kr deZpk&;kaP;k 
ukaos isU’ku isesaV vkWMZj (P.P.O.) r;kj dj.ks- 

 ¼8½ lnj deZpk&;kauk ns; gks.kk&;k minku o fuoR̀rh osrukP;k va’kjk’khdj.kkps 
eqY; ;kaph ns;ds r;kj d:u mi&dqylfpo ¼foRr o ys[kk½@ foRr o ys[k 
vf/kdkjh ;kapsekQZr vafre iznkuklkBh jks[kiky ;kapsdMs lknj dj.ks- 

 ¼9½ eaqcbZ fo|kihBkP;k fu/kh[kkyhy ykHkkalkBh ik= vlysY;k lsok fuoR̀r 

deZpk&;kaps ekfld fuoR̀rhosru r;kj dj.ks o rs cWad vkWQ bafM;kP;k eq[; 
‘kk[kse/ks R;kaP;k oS;fDrd fuoR̀rh [kkR;ke/;s tek dj.;klkBh ns.ks- 

 ¼10½ fo|kihBkP;k QaMkrhy fuo`Rrh osru /kkjdkaps njo”khZ vk;dj ifjx.khr dj.ks 
o R;kizek.ks R;kauk QkWeZ ua- 16 r;kj d:u ns.ks- 

 ¼11½ fo|kihBkP;k QaMkrhy uohu fuo`̀Rrh osru /kkjdkaph vko’;d rh fuo`Rrhosru 
Fkdckdh ifjx.khr d:u iznku dj.ks- 

 ¼12½ fo|kihB fuoR̀rh osru QaMkps okf”kZd ys[ks&rkGscan fofgr eqnrhr r;kj d:u 
varxZr ys[kk ifj{k.k o lunh ys[kkiky ;kapsdMwu R;kaph rikl.kh d:u ?ks.ks- 

 ¼13½ lunh ys[kkiky ;kaps dMwu uksan dj.;kr vkysY;k vk{ksikaps fujlu dj.ks] 
iz/kku egkys[kkiky ;kaps dMwu uksan dj.;kr vkysY;k vk{ksikaps fujlu dj.ks bR;knh 
dk;kZy;hu dkes dsyh tkrkr- 

ekyeRrspk ri’khy % -------------------- 
 
bekjrh o tkxspk ri’khy  %  lsok fuo`Rrh YkkHk d{k] :e ua- 02] rGetyk] foRr o ys[kk foHkkx]   
       dqylfpo dk;kZy;] eaqcbZ fo|kihB] QksVZ] eaqcbZ & 400 032-  

miyC/k lsok   %  fof’k”V dk;kZe/;s uewn dsysys dkedkt 
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laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 
 

foRr o ys[kk vf/kdkjh 

 
midqylfpo ¼1½ 

 
lgk;d dqylfpo&¼foRr o ys[kk½&5 

  
miys[kkiky ¼1½ 

 
 lgk;d ys[kkiky ¼1½ 

 
ofj"B ys[kk fyfid  ¼1½ 

 
ofj"B Vad fyfid  ¼1½ 

  
f'kikbZ ¼1½ 

 
 
dk;kZy;hu nwj/ouh Øekad o osGk  % 022&22708760 o 22632708 ¼FksV½ 
      ldkGh 10%20 rs 6%00 oktsi;Zar 
      tso.kkph osG & nqikjh 1%00 rs 1%30 
 
lkIrkfgd lqV~Vh o fof’k”V lsoslkBh   
BjfoysY;k osGk             % loZ jfookj o efgU;krhy nqljk o pkSFkk ‘kfuokj                     
   o lkoZtfud lqÍ;k- 
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dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] lsok fuoR̀rh ykHk d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 
ri'khy% 

v 

vuq- 
Ø- 

inuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 
’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 lgk;d dqylfpo ¼foRr 
o ys[kk½&5 

1.  Administrative Sanction 

for Purchases/ Expenditure 

up to Rs. 5,000/- 

2.   Passing of Vouchers up 

to Rs. 25,000/- 

3.  Signing of Cheques up to 

Rs. 25,000/- 

4.  Signing of Cash Book 

Signing Monthly Abstract  

The Maharashtra 

Universities  Accounts 

Code 

 

 
f'k{kdsrj deZpkjh 

fujad 
 

 

 

c 
vuq- 
Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj 

vfHkizk; 

f'k{kdsrj deZpkjh 

1 
lgk;d dqylfpo ¼foRr 
o ys[kk½&5 

 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª fo|kihB   Accounts 

Code o egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 
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2 miys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

3 lgk;d ys[kkiky ¼1½ 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 
 

 

4 ofj"B ys[kk fyfid ¼1½ 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

5 ofj"B Vad fyfid 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

6 f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

 

d 

vuq- 
Ø- inuke vf/kdkj & QkStnkjh 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

M 

vuq- 
Ø- inuke vf/kdkj & vFkZU;kf;d 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

 

 



& 8 & 

 

dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] lsok fuoR̀rh ykHk d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 
ri'khy% 

v 

vuq- 
Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 
lgk;d dqylfpo 
¼foRr o ys[kk½&5 

The Maharashtra 

Universities  

Accounts Code 

1- egkjk”Vª fo|kihB   Accounts Code  

o egkjk”Vª  ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

     

c 

vuq- 
Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

     

1 

lgk;d 
dqylfpo 
¼foRr o 
ys[kk½&5 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1- egkjk”Vª fo|kihB  Accounts Code 

o egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 
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3 
lgk¸;d 
ys[kkiky ¼1½ 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

4 
ofj"B ys[kk 
fyfid ¼1½ 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 
 

 

5 
ofj"B Vad 
fyfid 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

6 f'kikbZ 
foHkkxkrhy deZpk&;kuh ekfxrysyh 
dkxni= iqjfo.ks o brj dk;kZy;hu 
lacf/kr dkes  

1- egkjk”Vª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 

 

 

 

 

 

 

 

 

 

 

  

 



& 10 & 

 

 dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:i % eaqcbZ fo|kihBkrhy f’k{kd o f’k{kdsrj deZpk&;kaP;k lsok fuoR̀rh uarj egkjk”Vª 
‘kklukP;k ;kstus[kkyhy rlsp eaqcbZ fo|kihBkP;k fu/khe/kwu R;kauk ns; gks.kkjs 
fuoR̀rh osru fo”k;d ykHk ¼fuoR̀rh osru] minku o fuoR̀rh osrukps 
va’kjk’khdj.kkps eqY; b-½ R;kauk feG.;klkBh [kkyhy izek.ks dk;Zokgh dj.;kr 
;srs- 

 ¼1½ f’k{kd fu;qDrh foHkkx o vkLFkkiuk foHkkxkdMwu lacaf/kr deZpk&;kaP;k lsok 
fuoR̀rhph @LosPNk fuo`Rrhph ys[kh lwpuk@ ;knh izkIr >kY;kuarj R;kaP;k lanHkkZr 
vko’;d rh dkxni=s @izek.ki=s@ fu;qDrhps vkns’k@ ewG lsok iqLrd@ uk gjdr 

izek.ki= b- ;k foHkkxkl lknj dj.;kfo”k;h lacaf/krkauk ys[kh Lo:ikr dGfo.ks- 
 ¼2½ lacaf/kr lsok fuoR̀rkauk lnj ykHk feG.;klkBh vko’;d vlysys fofgr 

ueqU;karhy vtZ ¼izR;sdh pkj izrhr½ miyC/k d:u ns.ks- 
 ¼3½ lacaf/kr foHkkxkdMwu vkysY;k ;k dkxni=kaph@ lsok iqLrdkarhy uksanhaph 

iMrkG.kh dj.ks- 
 ¼4½ lsok iqLrdkr dkgh =qVh vk<GY;kl@ rlsp dkgh dkxn i=s ulY;kl 

lacaf/krkaP;k fun’kZukl vk.kwu nsÅu R;kaph iwrZrk dj.;klanHkkZr ys[kh Lo:ikr 
dGfo.ks- 

 ¼5½ lsok iqLrdkrhy ;ksX; uksanhaP;k rlsp lacaf/kr dkxn i=kaP;k vk/kkjs egkjk”Vª 
‘kklukP;k ;kstus[kkyhy ik= vlysY;k lacaf/kr lsok fuo`Rr deZpk&;kl ns; 
gks.kk&;k fuoR̀rh osru fo”k;d ykHkkaph ifjx.kuk d:u] brj vko’;d R;k 

izek.ki=kalg QkbZy r;kj d:u mi&dqylfpo ¼foRr o ys[kk½] foRr o ys[kk 
vf/kdkjh ;kapsekQZr  ek- dqylfpo ;kaP;k Lok{kjhlkBh lknj dj.ks- 

 ¼6½ egkjk”Vª ‘kklukP;k fuoR̀rh osru o minku ;kstus[kkyhy ykHkkalkBh ik= 
vlysY;k lsok fuòRr deZpk&;kaph fuoR̀rh osru izdj.ks ek- egkys[kkiky ;kapsdMs 
vafre eatqjhdfjrk ikBfo.;klkBh ek- lglapkyd ¼mPp f’k{k.k½ eaqcbZ ;kapsekQZr 
nksu izfrr lknj dj.ks- 

 ¼7½ eaqcbZ fo|kihBkP;k fu/kh[kkyhy ykHkkalkBh ik= vlysY;k lsok fuòRr 
deZpk&;kaph fuòRrh osru izdj.ks ek- dqyxq:aP;k eatqjh uarj lacaf/kr deZpk&;kaP;k 
ukaos isU’ku isesaV vkWMZj (P.P.O.) r;kj dj.ks- 
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 ¼8½ lnj deZpk&;kauk ns; gks.kk&;k minku o fuoR̀rh osrukP;k va’kjk’khdj.kkps 

eqY; ;kaph ns;ds r;kj d:u mi&dqylfpo ¼foRr o ys[kk½@ foRr o ys[k 
vf/kdkjh ;kapsekQZr vafre iznkuklkBh jks[kiky ;kapsdMs lknj dj.ks- 

 ¼9½ eaqcbZ fo|kihBkP;k fu/kh[kkyhy ykHkkalkBh ik= vlysY;k lsok fuoR̀r 

deZpk&;kaps ekfld fuoR̀rhosru r;kj dj.ks o rs cWad vkWQ bafM;kP;k eq[; 
‘kk[kse/ks R;kaP;k oS;fDrd fuoR̀rh [kkR;ke/;s tek dj.;klkBh ns.ks- 

 ¼10½ fo|kihBkP;k QaMkrhy fuo`Rrh osru /kkjdkaps njo”khZ vk;dj ifjx.khr dj.ks 
o R;kizek.ks R;kauk QkWeZ ua- 16 r;kj d:u ns.ks- 

 ¼11½ fo|kihBkP;k QaMkrhy uohu fuo`̀Rrh osru /kkjdkaph vko’;d rh fuo`Rrhosru 
Fkdckdh ifjx.khr d:u iznku dj.ks- 

 ¼12½ fo|kihB fuoR̀rh osru QaMkps okf”kZd ys[ks&rkGscan fofgr eqnrhr r;kj d:u 
varxZr ys[kk ifj{k.k o lunh ys[kkiky ;kapsdMwu R;kaph rikl.kh d:u ?ks.ks- 

 ¼13½ lunh ys[kkiky ;kaps dMwu uksan dj.;kr vkysY;k vk{ksikaps fujlu dj.ks] 
iz/kku egkys[kkiky ;kaps dMwu uksan dj.;kr vkysY;k vk{ksikaps fujlu dj.ks bR;knh 
dk;kZy;hu dkes dsyh tkrkr- 

lacf/kr rjrwn  % 
 

vf/kfu;ekps uko   % fo|kihB dk;nk 1994  

 

fu;e    % egkjk”Vª ukxjh lsok fu;e 

 

‘kklu fu.kZ;   % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys ‘kklu fu.kZ;  

ifji=d    % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps ifji=d  
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dk;kZy;hu vkns’k % 

vuq- 
Ø- dkekkps Lo:i ¼f’k{kdsrj deZpk&;kP;kckcr½ 

dkyko/kh@ 
fnol dkeklkBh tckcnkj vf/kdkjh vfHkizk; 

1 
Attend the University Statutory Auditors 

/Internal auditors & Accounts General 

Audit 

 
rkRdkG lgk;d dqylfpo&5 

miys[kkiky] lgk;d ys[kkiky 

 

2 
To ensure that the various payments made 

are within budget provision allocation & 

Sanction 

 lgk;d dqylfpo&5 

miys[kkiky] lgk;d ys[kkiky 

 

3 Replay the  Audit queries, Preparation  of 

Budget Estimate & Budget Notes 
 rkRdkG miys[kkiky] lgk;d ys[kkiky  

4 

Maintenance of Book of Accounts of 

Employees Pensionery and Other 

Retirement Benefits Fund  

Making  Correspondence with Bank, 

Attending Audit Queries, Preparing Books 

of Accounts & Final Accounts, to tally 

Non-Revenue Account, Reconciliation of 

the ledger maintain by the Employees 

Pensionery and Other Retirement Benefits 

Fund Payment Register. 

 

miys[kkiky 
lgk;d ys[kkiky 

 

5 To send Proposal for Investment  & To 

maintain Investment Register 

 lgk;d ys[kkiky  

6 Scrutiny of Bills & submission of Notes in 

respects of Commutation Value & Gratuity 
 lgk;d ys[kkiky  

7 Correspondence with to the Financing 

bodies and head of Departments 
 lgk;d ys[kkiky  

8 

Providing Information under Right From 

Information Act  Asked by the Individual, 

the state & Central Governments  & 

University Authority on Demand 

 lgk;d ys[kkiky  

9 Passing Payment  Voucher  lgk;d ys[kkiky  
10 Made nomination register  lgk;d ys[kkiky  
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dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼v½ 

uewU;ke/;s dkekps izdVhdj.k 

la?kVukaps y{k ¼okf”kZd½ 

vuq- Ø- dke @ dk;Z dkekps izek.k vkfFkZd y{k vfHkizk; 
 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼c½ 

dkekph e;kZnk 

dke iw.kZ gks.;klkBh izR;sd dkekph dkye;kZnk 

vuq- 
Ø- dke @ dk;Z 

fnol @rkl 
dke iw.kZ 
dj.;klkBh tckcnkj vf/kdkjh 

rØkj fuokj.k 
vf/kdkjh 

1 
Attend the University Statutory 

Auditors /Internal auditors & 

Accounts General Audit 

rkRdkG lgk;d dqylfpo&5 
miys[kkiky] lgk;d ys[kkiky 

midqylfpo 

2 
To ensure that the various 

payments made are within budget 

provision allocation & Sanction 

 lgk;d dqylfpo&5 
miys[kkiky] lgk;d ys[kkiky 

midqylfpo 

3 
Replay the  Audit queries, 

Preparation  of Budget Estimate & 

Budget Notes 

 
miys[kkiky] lgk;d ys[kkiky 

midqylfpo 

4 

Maintenance of Book of Accounts 

Employees Pensionery and Other 

Retirement Benefits Fund 

Correspondence with Bank, 

Attending Audit Queries, 

Preparing Books of Accounts & 

Final Accounts,  Reconciliation of 

the ledger maintain by the 

Employees Pensionery and Other 

Retirement Benefits Fund Payment 

Register. 

 

lgk;d ys[kkiky 

midqylfpo 
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5 
To send Proposal for Investment  

& To maintain Investment 

Register 

 lgk;d ys[kkiky midqylfpo 

6 
Scrutiny of Bills & submission of 

Notes in respects of Commutation 

Value of Pension & Gratuity. 

 lgk;d ys[kkiky midqylfpo 

7 
Correspondence with to the 

Financing bodies and head of 

Departments 

 lgk;d ys[kkiky midqylfpo 

8 

Providing Information under Right 

From Information Act  Asked by 

the Individual, the state & Central 

Governments  & University 

Authority on Demand 

 lgk;d ys[kkiky midqylfpo 

9 Passing Payment  Voucher 
 lgk;d ys[kkiky midqylfpo 

10 Made nomination register 
 lgk;d ys[kkiky midqylfpo 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys fo”k; fu;e Øekad o o”ksZ vfHkizk; 
 fo|kihB vf/kfu;e 1994 uqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
fo|kihB dk;nk 1994 uqlkj 
 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr ‘kklu fu.kZ; 

vuq- Ø- ‘kklu fu.kZ;kuqlkj fnysys fo”k; ‘kklu fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k fu.kZ;kuqlkj foHkkxk’kh lacf/kr 

vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh fuxZfer 
dsysys ‘kklu fu.kZ; 
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dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- ‘kklfd; i=dkuqlkj fnysys fo”k; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh fuxZfer 
dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- fo”k; Øekad o rkjh[k vfHkizk; 
 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh lacf/kr 

vkysys fo”k; 
eaqcbZ fo|kihBkus osGksosGh 
fuxZfer dsysys 

 

 

dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] lsok fuoR̀rh ykHk d{k dk;kZy;krhy nLr,sotkph oxZokjh  

vuq- Ø- fo”k; 

nLr,sotkapk izdkj uLrh @ 
eLVj@ uksaniqLrd Ogkmpj 

b- 
izeq[k ckchapk 

ri’khy 
lqjf{kr Bso.;kpk 

dkyko/kh 

1 ekfgrh vf/kdkj uLrh   

2 ‘kklu i=O;ogkj uLrh   

3 ifji=d uLrh   

4 ns;d (Payments) Ogkmpj] uksaniqLrd 
 
 

 

5 ikorh (Receipts) uLrh 
  

6 Investment uLrh 
  

7 Cash book, Ledger, Final 

Account, 
uksaniqLrd   

8 Stock Register uksaniqLrd   
9 Inward/ Outward uksaniqLrd (Computer)   
10 Nomination Register uksaniqLrd   
11 Staff Leave register uksaniqLrd] uLrh   
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dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] lsok fuoR̀rh ykHk d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaph ukos ]HkRrs o R;kaps 
ekfld osruhdj.k 
 
vuq- 
Ø- oxZ inuke vf/kdkjh o deZpk&;kps uko :tw fnukad nwj/ouh Øekad ,dw.k osru 

1  
lgk;d dqylfpo 
 ¼foRr o ys[kk½&5 

Jherh jksfg.kh l- lqis 30-08-1996 9029134323 64]793@& 

2  miys[kkiky Jh- lafni c- ijekj 04-10-1996 9867070990 59]884@& 
3  lgk;d ys[kkiky Jh- lrh’k e- izHkqnslkbZ 30-04-1987 9869222488 47]748@& 
4  ofj"B ys[kk fyfid Jh- veksy lq- iksrnkj 01-01-1994 9821974412 35]712@& 
5  ofj"B Vad fyfid Jherh fnihdk fn- tkelaMsdj 02-07-1990 9869279277 43]872@& 
6  f'kikbZ Jh- fot; ck- :ds 03-08-1984 9167429057 34]431@& 

 
 

dye 4 ¼1½ ¼c½ ¼x½ 
eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] lsok fuoR̀rh ykHk d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  osrukph foLr̀r 
ekghrh izdkf’kr dj.ks 
 

vuq- 
Ø- 

vf/kdkjh o deZpk&;kps uko] 
inuke o osru Js.kh 

brj vuqKs; HkRrs 
 

  
fu;fer egkxkbZ 

HkRrk 
?kjHkkMs 
HkRrk 

‘kgj 
HkRrk 

izlaxkuqlkj  
tls izokl 

HkRrk 

fo'ks”k tls izdYi 
HkRrk] izf’k{k.k 

HkRrk 
1 Jherh jksfg.kh l- lqis 

lgk;d dqylfpo 
 ¼foRr o ys[kk½&5 
¼15600&39100 xzsM osru 
5400½ 

30438 7305 300  2400 ukgh 

2 Jh- lafni c- ijekj 
miys[kkiky 
¼9300&34800 xzsM osru 
4400½ 

28600 6864 300 1200 ukgh 
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3 Jh- lrh’k e- izHkqnslkbZ 
lgk;d ys[kkiky 
¼9300&34800 xzsM osru 
4300½ 

23063 5535 300 400 ukgh 

4 Jh- veksy lq- iksrnkj 
ofj"B ys[kk fyfid 
¼5200&20200 xzsM osru 
2400½ 

17163 4119 300 400 ukgh 

5 Jherh fnihdk fn- tkelaMsdj 
ofj"B Vad fyfid 
¼5200&20200 xzsM osru 
2400½ 

21163 5079 300 400 ukgh 

6 Jh- fot; ck- :ds 
f'kikbZ 
¼5200&20200 xzsM osru 
1900½ 

15775 3786 200 2000 ukgh 

 
 

dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] lsok fuoR̀rh ykHk dk;kZy;kps eatwj vankti=d  o [kpkZpk ri’khy ;kph foLr`r 
ekfgrh izdkf’kr dj.ks- 

 
vankti=dkP;k izrhps izdk’ku 
 
vuqnkukP;k forj.kkP;k izrhps izdk’ku 

vuq- 
Ø- vankti=fd; f’k”kZdkps o.kZu vuqnku 

fu;ksftr okij {ks+= o 
dkekpk ri’khy 

vf/kd vuqnku visf{kr 
vlY;kl :i;kr vfHkizk; 

      

 

dye 4 ¼1½ ¼c½ ¼xi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] lsok fuoR̀rh ykHk d{k dk;kZy;krhy vuqnku okVikP;k dk;ZØekaph dk;Zin~/krh 
izdkf’kr dj.ks- 
 
 



dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] jks[k d{k dk;kZy;krhy dk;sZ o drZO; ;kaapk ri'khy% 

dk;kZy;kpss uko    % jks[k d{k] foRr o ys[kk foHkkx] eaqcbZ fo|kihB- 

iRrk     % foRr o ys[kk foHkkx] jks[k d{k] :e ua- 12] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh 
       midqylfpo ¼foRr o ys[kk½ 
 
d{k izeq[k    % lgk¸;d dqylfpo 2 

'kkldh; foHkkxkps uko   % eaqcbZ fo|kihB] eaqcbZ 

dks.kR;k ea=ky;krhy [kkR;kP;k   
vf/kuLr     % mPp o ra=f’k{k.k foHkkx] egkjk"Vª ‘'kklu- 
 
dk;Z{ks=     % eaqcbZ 

fof’k"V dk;Z    % jks£ d{kkr Hkj.kk dj.;k lkBh fdzMk] lYyXurk ;s.kkjs psd 

fllfVe e/;s ekj.;kps dke- rlsp f’k{kd] fo|kFkhZ] fo|kfiB deZpkjh] NEFT / 

RTGS On~kjs ikVhZph ns;ds ns.;kps dke] vWMfe’kuph dkes- osru foHkkxkrwu 
ikBoysY;k isVWyhoj dke d#u loZ f’k{kd o f’k{kdsRrj deZpk&;kaps osru vnk 
dj.;kps egRokps dke] jks£ d{kkr Hkj.kk dj.;klkBh ;s.kkjh ik.;kph] ykbZVph] 
VsyhQksuph] rlsp ojh"B vf/kdk&;kaph eksckbyph fcys- rlsp fofo/k QaMkrwu ;s.kkjs 
psd fllfVe e/;s ekjY;koj R;kaP;k fjlhV R;k R;k QaMkyk osGsr iksgkspo.;kps 
dke- rlsp f’k{kd] fo|kihB deZpkjh] ikVhZph ns;ds fnY;koj R;kaph tek gks.kkjh 
okOgplZ Qk;yhax dj.;kps dke o brj egRokph dkes dj.ks- 

 
foHkkxkps /;s;    % fof’k"V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 

 
foHkkxkps /kksj.k    % fof’k"V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 
 
 
  



loZ laCkf/kr deZpkjh % 

v- Ø- deZpk&;kaph ukos inuke 

1 fjDr lgk¸;d dqylfpo 

2 fjDr jks[kiky  

3 Jh- egs’k d`- ckxos lgk¸kd jks[kiky 

4 Jh- v’kksd Kk- tk/ko lgk¸kd jks[kiky 

5 lkS- Lokrh la- dkjsdj ofj"B fyihd 

6 dq- lqjs[kk jk- rkacs ofj"B fyihd 

7 Jh- _f"kds’k uk- Egk=s dfu"B Vad fyihd 

8 fjDr dfu"B Vad fyihd 

9 fjDr dfu"B Vad fyihd 

10 fjDr dfu"B Vad fyihd 

11 Jh- dkf’kukFk vk- tk/ko gokynkj 

12 Jh- izYgkn uk- yks.kkjs f’kikbZ 
 
dk;Z     % fof’k"V dk;kZe/;s uewn dsysys dkedkt 

dkekps foLr̀r Lo:i                % jks£ d{kkr Hkj.kk dj.;k lkBh fdzMk] lYyXurk ;s.kkjs psd 

fllfVe e/;s ekj.;kps dke- rlsp f’k{kd] fo|kFkhZ] fo|kfiB deZpkjh] NEFT / 

RTGS On~kjs ikVhZph ns;ds ns.;kps dke] vWMfe’kuph dkes- osru foHkkxkrwu 
ikBoysY;k isVWyhoj dke d#u loZ f’k{kd o f’k{kdsRrj deZpk&;kaps osru vnk 
dj.;kps egRokps dke] jks£ d{kkr Hkj.kk dj.;klkBh ;s.kkjh ik.;kph] ykbZVph] 
VsyhQksuph] rlsp ojh"B vf/kdk&;kaph eksckbyph fcys- rlsp fofo/k QaMkrwu ;s.kkjs 
psd fllfVe e/;s ekjY;koj R;kaP;k fjlhV R;k R;k QaMkyk osGsr iksgkspo.;kps 
dke- rlsp f’k{kd] fo|kihB deZpkjh] ikVhZph ns;ds fnY;koj R;kaph tek gks.kkjh 
okOgplZ Qk;yhax dj.;kps dke o brj egRokph dkes dj.ks- 



ekyeRrspk ri’khy   %-------------------- 
 
bekjrh o tkxspk ri’khy   % foRr o ys[kk foHkkx] jks[k d{k] :e ua- 12] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

miyC/k lsok    % fof’k"V dk;kZe/;s uewn dsysys dkedkt 

laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 
 

foRr o ys[kk vf/kdkjh 
 
 

midqylfpo ¼1½ 
 
 

lgk¸kd dqylfpo ¼1½ 
  
 

jks[kiky ¼1½ 
 

lgk¸kd jks[kiky ¼2½ 
 
 

ofj"B fyfid  ¼2½ 
 
 

dfu"B fyfid ¼4½ 
 

 
gokynkj 1 

 
 

f'kikbZ ¼1½ 
 

 
 
 



dk;kZy;hu nwj/ouh Øekad o osGk % 022& 22708771 
      ldkGh 10%20 rs 6%00 oktsi;Zar 
      tso.kkph osG & nqikjh 1%00 rs 1%30 

lkIrkfgd lqV~Vh o fof’kLV lsoslkBh   
BjfoysY;k osGk             % loZ jfookj o efgU;krhy nqljk o pkSFkk ’kfuokj                    

o lkoZtfud lqÍ;k- 

 

dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk fodkl d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 
ri'khy% 

v 

vuq- 
Ø- 

Iknuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 
’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 lgk¸;d dqylfpo 2 1.  Administrative Sanction 

for Purchases/ Expenditure 

up to Rs. 5,000/- 

2.   Passing of Vouchers up 

to Rs. 25,000/- 

3.  Signing of Cheques up to 

Rs. 25,000/- 

4.  Signing of Cash Book 

Signing Monthly Abstract  

The Maharashtra 

Universities  Accounts 

Code 

 

 
f'k{kdsrj deZpkjh 

fujad 

 

c 
vuq- 
Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo&II 

 1- egkjk"Vª fo|kihB   Accounts Code        

   o egkjk"Vª  ukxjh lsok fu;e 
2- ’kklu fu.kZ; 
3- fo|kihBkps ifji=d 



2 jks[kiky 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

3 lgk¸;d jks[kiky 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkj"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

4 ofj"B fyfid  

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 
 

5 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

6 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

7 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

8 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

9 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

10 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

11 gokynkj 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

12 f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 



 

 

d 

vuq- 
Ø- inuke vf/kdkj & QkStnkjh 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

M 

vuq- 
Ø- inuke vf/kdkj & vFkZU;kf;d 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] jks[k d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk ri'khy% 

v 

vuq- 
Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 lgk¸kd dqylfpo&II 

The Maharashtra 

Universities  

Accounts Code 

1- egkjk"Vª fo|kihB   Accounts Code o 

egkjk"Vª 
 ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

 

 
 
 
 
 
 
 

   



c 

vuq- 
Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

1 
lgk¸;d 
dqylfpo&II 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vu"aqkaxkus 
vlysyh drZO;s 

1-egkjk"Vª fo|kihB  Accounts Code  

2-fo|kihB dk;nk 1994 
3- egkjk"Vª ukxjh lsok fu;e 
4- ’kklu fu.kZ; 
5- fo|kihBkps ifji=d 

 

2 jks[kiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

3 
lgk¸kd 
jks[kiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuq"akaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

4 
lgk¸kd 
jks[kiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

5 ofj"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

 ofj"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

6 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

7 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 
 

 



 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

 gokynkj 
iz'kkldh; vf/kdkj ukghr- 

 

- egkjk"Vª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 

 

8 f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 
1- egkjk"Vª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 

 

 

dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:i % fofo/k vuqnku vk;ksx tls] fo|kihB vuqnku vk;ksx] egkjk"Vª ‘’kklu] dsanz ’kklu o brj 

vk;ksxkakdMwu fodkl dkeklkBh vkysY;k fuf/kaps ;ksX; okVi dj.ks jks£ d{kkr Hkj.kk dj.;k 
lkBh fdzMk] lYyXurk ;s.kkjs psd fllfVe e/;s ekj.;kps dke- rlsp f’k{kd] 

fo|kFkhZ] fo|kfiB deZpkjh] NEFT / RTGS On~kjs ikVhZph ns;ds ns.;kps dke] 
vWMfe’kuph dkes- osru foHkkxkrwu ikBoysY;k isVWyhoj dke d#u loZ f’k{kd o 
f’k{kdsRrj deZpk&;kaps osru vnk dj.;kps egRokps dke] jks£ d{kkr Hkj.kk 
dj.;klkBh ;s.kkjh ik.;kph] ykbZVph] VsyhQksuph] rlsp ojh"B vf/kdk&;kaph 
eksckbyph fcys- rlsp fofo/k QaMkrwu ;s.kkjs psd fllfVe e/;s ekjY;koj R;kaP;k 
fjlhV R;k R;k QaMkyk osGsr iksgkspo.;kps dke- rlsp f’k{kd] fo|kihB deZpkjh] 
ikVhZph ns;ds fnY;koj R;kaph tek gks.kkjh okOgplZ Qk;yhax dj.;kps dke o brj 
egRokph dkes dj.ks- o brj egRokph dkes dj.ks- 

lacf/kr rjrwn  % 

vf/kfu;ekps uko % fo|kihB dk;nk 1994 

fu;e   % egkjk"Vª ukxjh lsok fu;e 

’kklu fu.kZ;  % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys ’kklu fu.kZ;  

ifji=d   % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps ifji=d 

dk;kZy;hu vkns’k % 



vuq- 
Ø- 

dkekkps Lo:i 
¼f’k{kdsrj deZpk&;kP;kckcr½ 

dkyko/kh@ 
fnol dkeklkBh tckcnkj vf/kdkjh vfHkizk; 

3 

Replay the  Audit queries, payment from 

various University Fund A/c , To maintain a 

register for the safe custody of the Investment 

documents like Insurance Policies, agreements 

etc. To maintain Registrar for the safe custody 

of gold medals and recording the date of 

receipt of the medal, name of the medal, 

name of the awarded, dated of delivering of 

the medal, name of the awarded, dated of 

delivering of the madal and obtaining 

signature of the receipient. to maintain the 

register showing the detail regarding day to 

day movement of cahs between the office and 

other different banks as also other counter 

and department. To looking after the work of 

cash handling allowances to all university staff 

handling the cash. 

 

 

 

rkRdkG 

jks[kiky] lgk¸kd jks[kiky 
 

 

4 

To accept and account for all Cash/Cheques 

after verifying the receipts issued during the 

day by the various section/units departments, 

hostel, and issue a consolidated receipts for all 

the receipts and enter in his cash register. To 

keep and maintain stock registrar of various 

forms i.e. M.A., M.Sc, admission form etc. To 

look after correspondence of receipts side.  

To assist the auditor and look after audit 

queries pertaining to receipt side. To verify the 

receipts issued by the clerk (Receipt) and tally 

with the total receipt with actual cash and 

cheques amounts at the end of the day and 

enter the same in the cash tally Register. To 

prepare statement of cheques to be deposite  

with the bank in various fund A/c and paying 

slips as per requirement of the bank. 

 

 

 

 

lgk¸kd jks[kiky 
 

 

5 

Physical verification of daily receipt through 

cheques of by cash and payment through 

chequ and cash and to make entry in cash tally 

register at the end of the day. To verify the 

collections made by Cheques and cash on the 

 lgk¸kd jks[kiky 
 

 



previous day deposited in to the respective 

banks in proper bank A/c on the following day. 

Checking of payment voucher their budget 

head from impress balance cas as mentioned 

in the cash Registrar by the counter clerk. 

 

 

 

6 

1 Collections of the cash and issued a 

receipt for the same as detail below:- 

I) General Fund (Receipt) 

(19430) 

a) Tuition fees 

b) Un-spent balance 

amount of various 

advance taken from 

general fund. 

c) Miscellaneous cash 

receipts (Postage, 

Tender, Cost of 

Various University 

form, Graduate 

Registration fee,  

Teaching Post 

application fee, 

Application fee., 

Miscellaneous 

Receipt books etc) 

II) Other fund 

Un-spent balance amount 

of advance taken from 

following funds other than 

General Fund. 

a) Sport Activities 

Fund 

b) Student Welfare 

Fund 

c) Trust Fund 

d) Grants fund I 

e) Grants Fund II etc. 

2 Collection of cheques and issue a 

receipt for the above mentioned 

General Fund and other Univ. Fund 

 ofj"B fyfid    

7 

 

To collect the cheques recovered from the 

Inward Section and forward the same to 

respective unit for their remark. To maintain 

Cash Register amout enter in it total cas 

 ofj"B fyfid    



received and total cheques amout received 

during the same pertaining to each fund, To 

writer the pay-in-slip of the bank of different 

funds and to make statement of Cheque  as 

per requirement of the bank. To collect the 

money order amout received from the 

students by post and issue the receipt for the 

same and forward the same to the student 

and inform the concern section in the matter. 

 

 

 

 

 

 

8 

The drawal of cheques, The disposal of 

cheques, To prepare salary statement for 

sending respective bank. To prepare salary 

packets and assist to distribution of salary. To 

draw a demand draft as per requirement and 

maintain demand draft register. Preparation 

of money order form and statement of 

pensioner. To reverse the cheques which have 

become stale and pursue the matter and 

maintain cheques reverse register and issue 

fresh Cheque if required. Typing work.  

 dfu"B fyfid  

9 

 

Payment of T.A./D.A. to various examiner 

payment of T.A. to members of various 

committee, payment of honorarium to 

examiner. Disbursement of Overtime 

payment. Payment of Government of India 

Scholarship to students. To send intimation 

car to students. To draw cheques or 

NEFT/RTGS of T. A Payment. To prepare RB.I. 

Statement to withdraw cash from RB.I. and to 

do such other duties as may be assigned by 

superiors. Typing work. 

 

 

 

 

 

 

 

 

 

 dfu"B fyfid  
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The disposal of cheques, To filling and 

distribution of salary packets, To attend the 

quire and letters. To send reminder in respect 

of cheques not colleted. To made payment 

from imprest and look after the work of 

receipt side in absence of payment clerk and 

receipt side clerk. To prepare challan deducted 

at source from the contracts and arrange to 

send the same to bank and makng file for it 

and also to prepare challan of income tax of 

salary of university employee 

 

 dfu"B fyfid  

11 

To prepare challan deducted at source from 

the contracts and arrange to send the same to 

bank and makng file for it and also to prepare 

challan of income tax of salary of university 

employee. The draw of cheques. To attend the 

quire and letters. To send reminder in respect 

of cheques not colleted. To made payment 

from imprest and look after the work of 

receipt side in absence of payment clerk and 

receipt side clerk. To maintain undisbursed 

salary register. 

 

 dfu"B fyfid  

12 

Depositing chques of Telephone bill, BEST bill, 

BMC bill etc. Depositing RBI, P.T., & I.T. 

challans in to bank. Deposing various fund 

cheques & cash in to banks. Voucher filling. 

The disposal of cheques 

 

 

 gokynkj  

13 
Deparmental filing. 

Attending all duties of peon. 

 

 f'kikbZ  

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys fo”k; fu;e Øekad o o”ksZ vfHkizk; 
 fo|kihB vf/kfu;e 1994 uqlkj foHkkxk’kh 

lacf/kr vkysys fo"k; 
fo|kihB dk;nk 1994 
uqlkj 
 

 

 

 



dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr ’kklu fu.kZ; 

vuq- Ø- ‘’kklu fu.kZ;kuqlkj fnysys fo”k; ‘’kklu fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk"Vª ’kklukP;k fu.kZ;kuqlkj foHkkxk’kh lacf/kr 

vkysys fo"k; 
egkjk"Vª ’kklukP;k osGksosGh fuxZfer 
dsysys ’kklu fu.kZ; 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- ‘kklfd; i=dkuqlkj fnysys fo”k; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk"Vª ’kklukP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo"k; 
egkjk"Vª ’kklukP;k osGksosGh fuxZfer 
dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- fo”k; Øekad o rkjh[k vfHkizk; 
 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh lacf/kr 

vkysys fo"k; 
eaqcbZ fo|kihBkus osGksosGh 
fuxZfer dsysys 

 

 



dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] jks[k d{k dk;kZy;krhy nLr,sotkph oxZokjh 

vuq- Ø- fo"k; 

nLr,sotkapk izdkj uLrh 
@ eLVj@ uksaniqLrd 

Ogkmpj b- 
izeq[k ckchapk 

ri’khy 
lqjf{kr Bso.;kpk 

dkyko/kh 

1 

 
fofo/k ;kstukaph ekfgrh ¼fo|kihB 
vuqnku vk;ksx] egkjk”Vª ‘kklu] 
dsafnz; ;kstuk] la’kks/ku ;kstuk½ 
 

uLrh 
 

  

2 ekfgrh vf/kdkj uLrh   

3 ’kklu i=O;ogkj uLrh   

4 
fo/kkulHkk] fo/kkuHkou rkjkafdr o 
vrkjkafdr iz’u 

uLrh 
  

5 ifji=d uLrh   

6 ns;d  uLrh 
 
 

 

7 ikorh ¼Receipts½ uLrh 
  

8 Cheque counter Register uksaniwLrd 
  

9 Cash Receipt Register uksaniwLrd 
  

10 Revenue Stamp Register uksaniwLrd   

11 Daily Receipt Register uksaniwLrd   

12 
Disburment of daily 

receipt register 
uksaniwLrd 

  

13 Reversed cheque register uksaniwLrd   

14 By hand register uksaniwLrd   

15 Stock Register uksaniwLrd    
16 Income Tax Register uksaniwLrd   
17 Professional Tax Register uksaniwLrd] uLrh   

  

 

 



dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] jks[k d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaph ukos ]HkRrs o R;kaps 
ekfld osruhdj.k 
 
vuq- 
Ø- oxZ inuke vf/kdkjh o deZpk&;kps uko :tw fnukad nwj/ouh Øekad ,dw.k osru 

1  
 
lgk¸;d dqylfpo&2 

 
fjDr    

2  
 
jks[kiky 
 

fjDr    

3  

 
lgk¸kd jks[kiky 
  
 

Jh- egs’k d`- ckxos 26-6-1987 8097584470 47079@& 

4  
 
lgk¸kd jks[kiky 
 

Jh- v’kksd Kk- tk/ko 1-4-1985 9702699726 52434@& 

5  
 
ofj"B fyfid 
 

lkS- Lokrh la- dkjsdj 3-4-1996 9967495892 34891@& 

6  
 
ofj"B fyfid 
 

dq- lqjs[kk jk- rkacs 5-12-1996 9892053028 34865@& 

7  
 
dfu"B Vad fyfid 
 

Jh- _f"kds’k uk- Egk=s 17-2-2014 9076245271 21786@& 

8  
dfu"B fyfid 
 

fjDr    

9  
dfu"B fyfid 
 

fjDr    

10  
dfu"B fyfid 
 

fjDr    

11  gokynkj Jh- dkf’kukFk vk- tk/ko 18-5-1982 
8451814349 
 

33669@& 

12  
 
f'kikbZ 
 

Jh- izYgkn uk- yks.kkjs 1-1-1986 8652159445 29268@& 

 
  



 
dye 4 ¼1½ ¼c½ ¼x½ 

eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] jks[k d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  osrukph foLr̀r 
ekghrh izdkf’kr dj.ks 
 

vuq- 
Ø- 

vf/kdkjh o deZpk&;kps uko] 
inuke o osru Js.kh 

brj vuqKs; HkRrs 
 

  
fu;fer egkxkbZ 

HkRrk 
?kjHkkMs 
HkRrk 

‘’kgj 
HkRrk 

izlaxkuqlkj  
tls izokl 

HkRrk 

fo'ks’k tls izdYi 
HkRrk] izf’k{k.k 

HkRrk 
1 lgk;d dqylfpo&2 

fjDr 
      

2 jks[kiky 
fjDr 

     

3 Jh- egs’k d`- ckxos  
lgk¸kd jks[kiky 
¼9300&34800 xszM osru 
4300½ 

22588 5421 300 400 300 

4 Jh- v’kksd Kk- tk/ko  
lgk¸kd jks[kiky 
¼9300&34800 xszM osru 
4300½ 

25213 6051 300 400 300 

5 lkS- Lokrh la- dkjsdj  
ofj"B fyfid 
¼9300&34800 xszM osru 
4300½ 

16638 3993 300 400 250 

6 dq- lqjs[kk jk- rkacs  
ofj"B fyfid 
¼5200&20200 xszM osru 
2400½ 

16625 3990 300 400 250 

7 Jh- _f"kds’k uk- Egk= 
dfu"B Vad fyfid 
¼5200&20200 xszM osru 
1900½ 

10263 2463 200 400 250 

8 Jh- dkf’kukFk vk- tk/ko 
Gokynkj ¼5200&20200 xszM 
osru 1900½ 

16088 3861 200 400 200 

9 Jh- izYgkn uk- yks.kkjs 
f'kikbZ ¼5200&20200 xszM 
osru 1900½ 

15788 & 200 400 200 

 



      dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] jks[k d{k dk;kZy;kps eatwj vankti=d  o [kpkZpk ri’khy ;kph foLr`r 
ekfgrh izdkf’kr dj.ks- 
 
vankti=dkP;k izrhps izdk’ku 
 
vuqnkukP;k forj.kkP;k izrhps izdk’ku 

vuq- 
Ø- 

vankti=fd; f’k”kZdkps 
o.kZu vuqnku 

fu;ksftr okij {ks+= o 
dkekpk ri’khy 

vf/kd vuqnku visf{kr 
vlY;kl :i;kr vfHkizk; 

      
 

dye 4 ¼1½ ¼c½ ¼xi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] jks[k d{k dk;kZy;krhy vuqnku okVikP;k dk;ZØekaph dk;Zin~/krh izdkf’kr 
dj.ks- 

 
 
 



1 

 

Ekkfgrhpk vf/kdkj vf/kfu;e 2005 e/khy dye 4 vUo;s 
Lokf/kdkjh @ Lo;aizsj.ksus ¼ Sou Moto Disclosoure½- 

 
 

dk;kZy;kps uko   % foRr o ys[kk foHkkx] fo|kuxjh ifjlj]  
eqacbZ fo|kihB 

 
iRrk    % egkRek Qqys Hkou] fo|kuxjh ifjlj] 

lkarkØqt ¼iwoZ½] eqacbZ & 400 098 
 
 dk;kZy; izeq[k   %  foRr o ys[kk vf/kdkjh 
         eq[; ys[kkiky 
 

d{k izeq[k  % 1-Jh- lqjs’k j- HkMdqacs 
   2- fjDr 

  
 ‘kklfd; foHkkxkps uko % eqacbZ fo|kihB 
 
 dks.kR;k ea=ky;krhy  
 [kkR;kP;k vf/kuLr   %  mPp o ra= f’k{k.k foHkkx] egkjk”Vª ‘kklu 
  
 dk;Z{ks=    %  eqacbZ fo|kihB 
 
 HkkSxksfyd    % eqacbZ] eaqqcbZ miuxj] Bk.ks] jk;xM] jRukfxjh 
      o fla/kwnqxZ ftYgk dk;kZLo:i 
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fof'k”V dk;Z @ /kksj.ks % foRr o ys[kk foHkkx] eqacbZ fo|kihB gs fo|kihBkrhy 
fofo/k QaMke/khy [kpZ o R;k vuq”kaxkus feG.kkjs mRiUu ;koj fu;a=.k djhr 
vlrs- ;ke/;s mnk- xqaro.kwd] fofo/k LFkk;h nku o fo|kihBke/khy loZ ‘kS{kf.kd 
foHkkxklkBh dsysY;k vFkZladYih; rjrqnhuqlkj [kpZ o mRiUUk ;koj fu;a=.k 
djhr vlrs- 
 foRr o ys[kk foHkkx gk nksu ifjljke/;s dk;Zjr vkgs- 1½ foRr o ys[kk 
foHkkx] QksVZ ifjlj  2½ foRr o ys[kk foHkkx] fo|kuxjh ifjlj- midqylfpo] 
foRr o ys[kk gs fo|kuxjh ifjlj ;sFkhy foRr o ys[kk foHkkxkoj fu;a=.k djhr 
vlrkr- ;ke/;s fo|kuxjh ifjljke/;s vlysY;k fofo/k ‘kS{kf.kd foHkkx] ifj{kk 
foHkkx ;kapk izkeq[;kus lekos’k vkgs- ;ke/;s ifj{kk foHkkxkr mRrjif=dk 
rikl.;klkBh ;s.kk&;k izk/;kidkaph eku/kukph ns;ds rlsp brj lsok miyC/k 
d:u ns.;kph ns;ds ikfjr dsyh tkrkr rlsp fo|kFkhZ] izk/;kid] fofo/k 
izkf/kdj.kkps lnL; bR;knhaph ns;ds ikfjr dsyh tkrkr-  
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Ikfjf’k”V ^v* 
 

fo|kuxjh ifjlj foRr o ys[kk foHkkxk’kh laca/khr deZpk&;kaph ukos o in 
 
 
 

        Jh jktsanz ukFkk vakcoMs] eq[; ys[kkiky] ¼foRr o ys[kk½ 

 
 

1  
Jh- lqjs’k j- HkMdqacs] lgk;d dqylfpo]foRr o ys[kk & ¼1½] ifj{kk foHkkx 
 
 

 

 jks[k d{k   ns;d d{k  
v-  
Ø 

deZpk&;kps uko  in v-
Ø- 

deZpk&;kps uko  in 

2 Jh- Jhdkar uk- /kcMs jks[kiky 1 Jh- v’kksd v- ikVhy miys[kkiky 
3 Jherh Hkkjrh eks- esuu lgk;d 

jks[kiky 
2 Jherh fLerk m- ikVdj Lkgk;d 

ys[kkiky 
4 Jh- iznhi ih- okMdj lgk;d 

jks[kiky 
3 Jh- x.ks’k fo- larks”kokj Lkgk;d 

ys[kkiky 
5 Jherh iz.kksrh ih- jkekus ofj"B 

ys[kk 
fyihd 

4 Jherh v:.kk fn- banwydj  Lkgk;d 
ys[kkiky 

6 Jh- lat; ,l- ekaMkodj ofj"B 
ys[kk 
fyihd 

5 Jh- izdk’k uk- jkÅG ofj"B ys[kk 
fyihd 

7 Jh- ckGq vkj- Hkqlkjs  dfu"B 
ys[kk 
fyihd 

6 Jh- rstl l- dne  ofj"B ys[kk 
fyihd 

8 dq- vuk?kk v- lqosZ  dfu"B 
ys[kk 
fyihd 

7 Jh- jkes’oj uk- dqaHkkjs  dfu"B ys[kk 
fyihd 

9 Jh- v’kksd ,l- ckbZax gokynkj 8 Jh- fdj.k o- rGsys dfu"B ys[kk 
fyihd 
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10 Jh- ftrsanz ch- xqjo  f’kikbZ  9 Jh- ;qojkt fl- gjGsdj dfu"B ys[kk 
fyihd 

11 Jh- ‘kkarkjke ch- HkkaMdksGh f’kikbZ  10 Jh- xtkuu /k- xqflaxs dfu"B ys[kk 
fyihd 

 dsafnz; eqY;kadu d{k  11 Jh- lehj e- lq;Zoa’kh dfu"B ys[kk 
fyihd 

1 Jh- iz’kkar v- pkSxqys miys[kkiky 12 Jh- v:.k dq- lqis  dfu"B ys[kk 
fyihd 

2 Jherh T;ksrh ,e- vkpjsdj lgk;d 
ys[kkiky 

13  fjDr dfu"B ys[kk 
fyihd 

3 fjDr Lkgk;d 
ys[kkiky 

14 Jh- lqns’k uk- dkacGs  f’kikbZ 

4 Jh- d`”.k vkj- eGsdj Lkgk;d 
ys[kkiky  

   

 
 

1  

fjDrin] lgk;d dqylfpo]foRr o ys[kk & ¼4½] ‘kS{kf.kd /ifj{kk foHkkx 

 

 

 ys[kk iqfLrdk d{k   ns;d d{k  
v-  
Ø 

deZpk&;kps uko  in v-
Ø- 

deZpk&;kaps uko in 

2 Jh- euksgj e- usojsdj miys[kkiky 1 fjDr miys[kkiky 
3 fjDr lgk;d 

ys[kkiky 
2 Jh- lqHkk”k lq- Bqcsq Lkgk;d 

ys[kkiky  
4 Jh- lat; lq- ckxys lgk;d 

ys[kkiky 
3 Jherh fo|kLusgh ck- lkoar dfu”B ys[kk 

fyihd  
5 Jh- eaxs’k euksgj uMs Lkgk;d 

ys[kkiky 
   

6 Jh- ujsanz nk- ekGh ofj"B ys[kk 
fyihd 

   

7 Jherh izf.krk Hk- xksjys dfu"B ys[kk 
fyihd 

   

8 Jherh ‘kj;q ‘kS- dqioMsdj dfu"B ys[kk 
fyihd 

   

9 Jh- Kkus’oj Hk- Tkk/ko dfu"B ys[kk 
fyihd 

   

10 Jh- fouksn ck- rGsdj dfu"B ys[kk 
fyihd 
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11 Jh- ch- fOg- xqjo nIrjh    

 
1 Jh- ujs’k y- ojsdj] flLVe vkWQhlj] fo|kuxjh 

 
 
dkekps foLRk`r Lo:i % foRr o ys[kk foHkkx] eqacbZ fo|kihB gs fo|kihBkrhy 
fofo/k QaMke/khy [kpZ o R;k vuq”kaxkus feG.kkjs mRiUu ;koj fu;a=.k djhr 
vlrs- ;ke/;s mnk- xqaro.kwd] fofo/k LFkk;h nku o fo|kihBke/khy loZ ‘kS{kf.kd 
foHkkxklkBh dsysY;k vFkZladYih; rjrqnhuqlkj [kpZ o mRiUUk ;koj fu;a=.k 
djhr vlrs- 
 foRr o ys[kk foHkkx gk nksu ifjljke/;s dk;Zjr vkgs- 1½ foRr o ys[kk 
foHkkx] QksVZ ifjlj  2½ foRr o ys[kk foHkkx] fo|kuxjh ifjlj]            
eq[; ys[kkiky] foRr o ys[kk gs fo|kuxjh ifjlj ;sFkhy foRr o ys[kk 
foHkkxkoj fu;a=.k djhr vlrkr- ;ke/;s fo|kuxjh ifjljke/;s vlysY;k fofo/k 
‘kS{kf.kd foHkkx] ifj{kk foHkkx ;kapk izkeq[;kus lekos’k vkgs- ;ke/;s ifj{kk 
foHkkxkr mRrjif=dk rikl.;klkBh ;s.kk&;k izk/;kidkaph eku/kukph ns;ds rlsp 
brj lsok miyC/k d:u ns.;kph ns;ds ikfjr dsyh tkrkr rlsp fo|kFkhZ] 
izk/;kid] fofo/k izkf/kdj.kkps lnL; bR;knhaph ns;ds ikfjr dsyh tkrkr-  
 

eq[; ys[kkiky]foRr o ys[kk gs fo|kuxjh ifjljke/;s vlysY;k ys[kk 
foHkkxkps izeq[k vlwu foRr o ys[kk foHkkxkrhy pkj d{k 1½ ifj{kk foHkkx ns;d 
d{k 2½ ys[kk o iqLrds d{k 3½ ‘kS{kf.kd foHkkx ns;d d{k 4½jks[k d{k  
 
1½ ifj{kk foHkkx ns;d d{k % ;k d{kkps izeq[k lgk;d dqylfpo] foRr o ys[kk 
gs vkgsr ;k d{kke/;s izkeq[;kus ifj{kd @ egkfo|ky;s @ fo|kFkhZ o deZpkjh 
;kaph ns;ds izkIr gksrkr vkf.k ;k ns;dkaps ijh{k.k d:u lnj ns;ds lkekU; ys[kk 
lfgrkyk vuql:u ns;ds ikfjr dsyh tkrkr- ifj{kk ns;d d{k e/;s phQ daMDVj 
vkf.k deZpkjh ;kaps egkfo|ky;kdMwu ifj{ksckcr izkIr >kysY;k ns;dkaps iznku 
dsys tkrs- R;ke/;s ifj{kdkps eku/ku] izokl HkRrk] ifj{kkfo”k;d fofo/k ‘kqYdkapk 
ijrkok dsyk tkrks-  
 
2½ ys[kk o iqLrds d{k % ;k d{kke/;s izkeq[;kus fo|kFkhZ o egkfo|ky;s ;kapsdMwu 
izkIr >kysys fofo/k ‘kqYd fLodkjys tkrs- R;kaph uksan] jks[k iqLrd] ys[kk iqLrds] 
[krko.kh bR;knhaph dkes dsyh tkrkr o nLrkostps uksan dsyh tkrs-  
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3½‘kS{kf.kd foHkkx ns;d d{k % ;k d{kke/;s fo|kihBkP;k fofo/k ‘kS{kf.kd 
foHkkxkdMwu izkIr >kysyh ns;ds fLodk:u R;kaph rikluh d:u o uksan d:u lnj 
ns;ds jks[k d{kke/;s iznku dj.;kdjhrk ikBfoys tkrkr-   
 
4½ jks[k d{k % ;k d{kke/;s fo|kihBkrhy fofo/k ‘kS{kf.kd foHkkx] layXuhr 
egkfo|ky;s] fo|kFkhZ] fofo/k izk/khdj.kkaps lnL; bR;knhadMwu izkIr >kysY;k 
ns;dkaps rlsp fo|kihBkl fofo/k lsok iqjfo.kk&;k fofo/k laLFkk] daiU;k ;kapsdMwu 
izkIr >kysY;k ns;dkaps jks[k @ /kukns’kk}kjs vnk;xh dsyh tkrs-  
 
Lkkeku Lo:i @ ekyeRrspk ri’khy % 
 
v- Ø d{k Ø- lkfgR; Lka[;k 
1  Vscy  
2  [kqP;kZ  
3  dikVs  
4  lax.kd  
5  fizaVj  
6  ia[ks  
7  Okkrkuqdqyhr 

;a= 
 

8  nqj/ouh lap  
9  lksQk   
 
 
bekjr o tkxspk ri’khy % महा�मा फुले Hkou] nqljk etyk [kksyh Ø- 41 rs 45 
o [kksyh Ø- 52 fo|kuxjh ifjlj] lkarkØwt ¼iwoZ½] eqacbZ 400 098-  
 
miyC/k lsok %ojhyizek.ks 
dk;kZy;hu nwj/ouh Ø- % 022&2654 3405@06@07@08@09]  
                     022&26526054 
 
dk;kZy;hu osG % ldkGh 10%20 rs lk;a- 6%00]  
 
lkIrkghd lqV~Vh o fof’k”V eapklkBh BjoysY;k osGk % efgU;krhy nqljk o PkkSFkk 
‘kfuokj o loZ jfookj o ‘kklukus tkfgj dsysY;k ‘kkldh; lqV~V;k-  
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foHkkxkpk izk:Ik rDrk % foRr o ys[kk foHkkx] fo|kuxjh ifjlj] eqacbZ fo|kihB  
 

dqyxq: 
 

     foRr o ys[kk vf/kdkjh  
 
    eq[; ys[kkiky ¼foRr o ys[kk½ 
     
lgk;d dqylfpo ¼foRr o ys[kk & 1½ lgk;d dqylfpo ¼foRr o ys[kk &4½ 

            
miys[kkiky          miys[kkiky  

  lgk;d ys[kkiky        lgk;d ys[kkiky  

 ofj”B ys[kk fyihd                      ofj”B ys[kk fyihd  

 dfu”B ys[kk fyihd                     dfu”B ys[kk fyihd 

   dfu”B fyihd         dfu”B fyihd 

     nIrjh         nIrjh 

     f’kikbZ               f’kikbZ 
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dye 4  ¼1½¼c½¼ii½¼v½ 
eqacbZ fo|kihB foRr o ys[kk foHkkx] fo|kuxjh ifjlj ;sFkhy eq[; ys[kkiky  
¼iva<a va laoKa´ o deZpkjh ;kaP;k vf/kdkjkpk ri’khy- 
 
v- Ø- inuke vf/kdkj @ 

drZO; 
iz’kkldh; 

dks.kR;k 
dk;nk@fu;e 
@’kklu fu.kZ;  
@ifji=dkuwlkj 

vfHkizk; 

1 eq[; ys[kkiky  ³1´    
2 sahayak kulasaicava ³pirxaa ivaBaaga´³1´    
3 sahayak kulasaicava ³XaOxaiNak 

ivaBaaga´³1´ 
   

4 isasTma Aa^proXana\ Aa^fIsar ³1´    
5 ]plaoKapala ³4´    
6 raoKpala ³1´    
7 sahayak raoKpala ³2´    
8 sahayak laoKapala ³13´    
9 vairYz laoKa ilaipk³4´    
10 kinaYz laoKa ilaipk³9´    
11 dPtrI³1´    
12 hvaaladar³1´    
13 iXapa[-³2´    
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dye 4  ¼1½¼c½¼ii½¼v½ 
eqacbZ fo|kihB foRr o ys[kk foHkkx] fo|kuxjh ifjlj ;sFkhy eq[; ys[kkiky  
¼iva<a va laoKa´ o deZpkjh ;kaP;k drZO;kpk ri’khy- 

 
inuke drZO; dks.kR;k 

dk;nk@fu;e 
@’kklu fu.kZ;  
@ifji=dkuwlkj 

vfHkizk; 

Chief Accountant  

(F&A) 
1) To approve forward various proposal 

of relating to Accounts, official 

notes,  approving vouchers, signing  

on the cheques, pertain to college.  

Assessment various supplier’s. 
2) Information pertaining to RTI 2005. 
3) To perform various duties assign by  

Finance & Accounts Officer, Vice-

Chancellor and the authority. 

egkjk"Vª 
fo|kihB 
vf/kfu;e 
1994 vuqlkj 
@o izek.k 
lafgrk  

 

Cash Unit 
Asstt. Registrar 

(F&A) 
 

iva<a va laoKa ivaBaagaatIla pirxaa ivaBaaga¸ raoK 
ivaBaaga AaiNa koMid̀ya maulyaaMkna kxa yaa ivaBaagaat 
yaoNaaro Tpala %yaacap`maaNao ivaivaQa doyako¸ kayaa-layaIna 
iTpNaI yaavar kaya-vaahI krNao %yaacap`maaNao ivaivaQa 
p`aPt doyako maMjaUr k$na %yaaAaQaaro kaZlaolyaa   
$ 25000À¹ pya-Mtcyaa QanaadoXaavar svaaxarI krNao. 
maaihtIcaa AiQakar AMtga-t p̀aPt Jaalaolyaa Ajaa-var 
kaya-vaahI krNao. 
Pirxaa doyak ivaBaaga¸ raoK ivaBaaga AaiNa koMid`ya 
maulyaaMkna kxa yaaMcaa kamakajaacaI doKroK k$na 
%yaaMcyaa kamaasaMbaMiQat yaoNaa¹yaa ADI¹ADcaNaIMcaI cacao-
d\vaaro saaoDvaNaUk krNao. 
              

  

Cashier  The cashier will be in-charge of the 

Cash Section and will be responsible for 

the custody and accounting of the Cash 

including Cheques Demand Drafts, 

Blank Receipt Books/ ChequeBooks and 

also responsible for all cash transactions 

of receipt and payments including 

disbursement of monthly pay and 

allowances of the office staff.  

The following duties have been assigned 

to Cashier :- 

1) Checking of cheques issued from 
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various University Fund Account.  

2) Signing of Cheques up to Rs.5000/-  

3) Physical verification of stock of all 

cheque books lying with cash unit at the  

end of the day. 

4) To send requisition for order cheques 

for Bank Account as and when requited 

through Assistant Registrar (F. & 

A.)/Deputy Registrar (F. & A.)  

5) To maintain Register for the stock 

Receipt Book, Cheque Forms Control 

Register, remittance for draft Cheque 

pay slip etc.  

6) To obtain Bank Balance of University 

funds and submit to the higher authority 

as and when required.  

7) To check daily Receipt Reports along 

with offical receipt issued and collection 

received on behalf of the University 

including cash/cheque/draftetc and also 

payment Reports along with payment 

voucher. (Imprest payment) submitted 

by Assistant Cashier (payment & 

receipt) at the end of the day.  

8) Jo look after correspondence of 

Receipt and payment side.  

9) To assist to the auditor and look after 

audit queries etc.  

10) To check the daily Cash Tally 

Register Accordingly check the 

remittance of  

dailycollection in Bank Account etc.  

11) And do such other duties as may be 

assigned by Head of Section. 
Asst.Cashier  1) To accept and account for all 

collection by Cheque/Cash/Demand 

Draft etc. after verifying the receipt 

issued during the day to day by the 

SectionlUnit departments and issue a 

consolidated receipt for all receipts.  

2) To check the daily Receipt Reports as 

per the funds.  

3) To write the Cash Tally Register at 

the end of the day.  

4) To go to bank for deposit all 

cash/cheque/Demand draft collected on 
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the previous  

day. 

5) To verify the receipts issued by 

counter clerk (receipt) and tally the total 

receipt        

withactual cash/cheque/Demand draft 

amounts at the end of the day and enter  

the same the Cash Tally as per fund.  

6) To prepare statement of Cheque/DD 

to be deposited with the bank in various  

fundAccount and paying slips as per 

requirement of the Bank.  

7) To issue the receipt Book to the 

UnitiDepartment as when demanded and  

maintain the records for the same.  

8) To maintain cheque Revenue Stamp 

Register and prepare reimbursement  

statement etc.  

9) To prepare monthly cash receipt 

record (C.R.)  

10) To keep and maintain stock register 

of various forms i.e. M.A., M.Sc. 

admission  

forms etc. 

11) To look after correspondence of 

receipt side. 

12) To assist the auditor and look after 

audit queries pertaining to receipt side.  

13) And do such other duties as may be 

assigned by the Head of Unit. 

14 ) To verify to check of daily voucher 

payment and cash payment, Imprest 

payment  

submitted by Counter Clerk (payments) 

and tally the remaining cash balance  

and enter the same in Cash Tally 

Register.  

15) To maintain and look after Cheque 

forms control Register in respect of all 

stock  

of Bank cheque Books.  

16) Verifying of cross cheque counter 

Register and Self Cheque Counter 

Register.  

17) To look after the work of payment 

of Telephone bill, BMC bill etc., 
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18) To prepare challans i.e. Income Tax 

VAT etcinrespect of Tax deducted from  

Contractor Examiner and issued the 

TDS Certificate.  

19) The checking and verify of cheques 

of Salary pertaining to salary payment 

form  

pay tally of Permanent Staff and Temp. 

Salary.  

20) Payment of Festival Advance and 

Food Allowance O.T. etc.  

21) And do such other duties as may be 

assigned by Head of the Unit.  

22) To go to Bank for deposit all 

cash/cheques. 
Sr. Accounts Clerk 
 

Collection by Cash/Cheque/D.D. etc and 

issue the receipt for the same as below. 

1) Tuition fees.  

2) Exam fees, Revaluation, Verification, 

Statement of Marks, Convocation 

MKCL,  

web site connectivity E-Charges, EMD, 

Tender Form fees, Registrar fees for  

seminar, Eligibility, Migration, 

Enrollment fees, Penalty Charges, Guest 

House  

Charges, Unspent balance amount of 

various advance miscellaneous cash etc.  

3) To collect the cheques recovered 

incurred section.  

4) To prepare the daily receipt Report 

pertaining to each fund.  

5) To write the pay-in-slip in Bank of 

different fund and make the statement of  

Cheque/D.D as per requirement of the 

Bank.  

6) In absence of Assistant Cashier 

accept Cash/Cheque from Department 

write the Cash Tally etc. 

7) Forwarding receipts of cheque to the 

concern unit/section/Department of   

Colleges and other institution.  

8) To keep 'revenue stamp account.  

9) To assist the Assistant Cashier for the 

printing of Receipt Book, forms etc.  

10) And do such other duties as may be 
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assigned by superiors. 
Jr. Accounts Clerk 
 

1) Payment of T.A/D.A to various 

Examiners (Imprest Payment).  

2) Payment of T.A.to member of various 

committees.  

3) Payment of honorariurn to examiner.  

4) Payment of Refund of Exam Fees etc.  

5) Payment of Government of India 

scholarship to students  

6) To send intimation card to students.  

7) To draw Cheques of T.A.  

8) To assist to Salary Payment and 

Overtime /Food Allowances etc and do 

such  

other duties as may be assigned by 

superiors. 

  

Hawaldar 1) Depositing Cheque of Telephone  

M.S.E B.  B.M.C. etc.  

2) Depositing VAT/Income Tax 

Challans in to Bank.  

3) Depositing various Fund Cheques 

and Cash in to Bank.  

4) Voucher filling.  

  

Peon  1) Departmental filling.  

2) To assist Depositing Cheque/Challans 

etc. in absence of Hawaldar.  

3) Attending all duties of Peon.  

4) Filling work.  

5) Attending all duties.   

6)And such other duties as may be 

assigned by Head of Department. 

  

Bills Unit  
Deputy Accountant 
 
 

1. Bills such as Travelling Bills, 

Remuneration Bills, Chief Conductor & 

Practical Bills, Hired Vehicle, O.T. & 

Food Allowance Bills, Party Bills, Petty 

Cash Bills, Postage Bills, Repairs & 

Maintenance Bills, Contingency & 

Hospitality Bills, Checking Collection 

of share from the Colleges which is 

received from Assistant Accountant of 

Bills unit has been checked & signed by 

the Deputy Accountant. 

2. The Bill which is signed by 

Deputy Accountant is send to assistant 

Registrar for further process. 
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Asstt. Accountant 
 

1. Full Exam Bldg., Overtime Bills 

2.Various Types of Advances/Petty 

Cash 

3. Kalina Campus Canteen Bills 

4.Other T. A. (For Staff) 

5.Hired Vehicles 

6.Fuel Charges (University Vehicles) 

7.Postage (Shreeji) 

8.No Dues Certificate 

9.Others Bills 

10,Digital Exam Paper Delivery System 

(Intelligent Quotients) 

Vehicles Repairs Bills (University 

Vehicles) 

11.Assessment, Moderation, Paper 

Setting, Prof. Correction, Translation, 

Practical, Jury & Dissertation in respect 

of Engineering, Architecture, Pharmacy, 

M.C.A. 

12.Passing the bills of Food Allowance 

of Permanent & Temporary Staff. 

13.Convince Allowance of Dispatch 

Unit & Ratnagiri Sub Center for the 

work of delivery of Answer Books and 

Stationery to various colleges in 

Mumbai and Ratnagiri Sub Center 

advance adjusted.  

14.Revaluation of Answer Assessed 

Books send for online assessment 

(Technology Faculty.) 

15. Bills of lab. Supervisor Experts and 

other staff, practical Exam bills received 

from various colleges for conducting 

practical exam T.Y.B.Sc/M.Sc/ Home 

Science/ Pharmacy/M.C.A.  

16. Bills of cost of materials 

consumables, chemicals etc. for 

conducting practical exam of 

T.Y.B.Sc/M.Sc/Home science/ 

Pharmacy/M.C.A. 

17. Bills of advance for conducting 

practical exam of all Medical 
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Colleges/J. J. School of architecture/ 

Fire Art & Applied Art. 

18. Prepare journal voucher of advances 

received from various colleges. 

Travelling expenses bills for University 

work of 

19. Paper setters meeting 

20. Submission of mark list/ Answer 

book/ question paper for theory exam 

21. Proof Correction of Question papers 

22. Meeting of Boards of Examination  

23. Meeting of Instruction from 

chairman’s before practical exam. 

24. Setting of mark list before result 

25. Exam squad for theory exam various 

centers. 

26. Conducting practical/ viva voce    

27. Control room seating on exam day. 

28. Revolution Answer books various 

exam. 

19. Unfair means enquiry committee. 

Sr. Accounts Clerk 
 
 

1. Full Exam Bldg., Overtime Bills 

2. Various Types of 

Advances/Petty Cash 

3. Kalina Campus Canteen Bills 

4. Other T. A. (For Staff) 

5. Hired Vehicles 

6. Fuel Charges (University 

Vehicles) 

7. Postage (Shreeji) 

8. No Dues Certificate 

9. Others Bills 

10. Digital Exam Paper Delivery 

System (Intelligent Quotients) 

11 Vehicles Repairs Bills 

(University Vehicles) 
12.Bills of lab. Supervisor Experts and 
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other staff, practical Exam bills received 

from various colleges for conducting 

practical exam T.Y.BSC/M.SC/ HMC 

science/ Pharmacy/M.C.A.  

13. Bills of cost of materials 

consumables, chemicals etc. for 

conducting practical exam of 

T.Y.BSC/M.SC/Home science/ 

Pharmacy/M.C.A. 

14. Bills of advance for conducting 

practical exam of all Medical 

Colleges/J. J. School of architecture/ 

Fire Art & Applied Art. 

15. Prepare journal voucher of advances 

received from various colleges. 

Jr.Accounts Clerk 
 
 

1. Bills of various parties  

2. Refund of exam fees to student 

3. Payment of Xeroxing of question 

papers. 

4. Bills of Chief conductors  
5. Passing of Remuneration Bills of 

Science, Commerce, Arts, Law, 

Fine Art faculties. 

6. Theory Paper Setting Bills --- 

sets, proof correction, translation 

7. Assessed & Moderation Bills 

8. Practical remuneration Bills 

9. Internal Assessed Bills. 

10. Project work bills. 

11. Assessment, Moderation, Paper 

Setting, Prof. Correction, 

Translation, Practical, Jury & 

Dissertation in respect of 

Engineering, Architecture, 

Pharmacy, M.C.A. 

12. Passing the bills of Food 

Allowance of Permanent & 

Temporary Staff. 

13. Convince Allowance of Dispatch 

Unit & Ratnagiri Sub Center for 

the work of delivery of Answer 

Books and Stationery to various 

colleges in Mumbai and Ratnagiri 
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Sub Center advance adjusted.  

14. Revaluation of Answer Assessed 

Books send for online assessment 

(Technology Faculty.) 

15. Work of receiving exam fees 

university share verify make entry 

of the share in computer. 

16. Check Remuneration file make 

entry.  

17. Remuneration bill 

assessment/moderation passing  

18. Advances to colleges. 

Travelling expenses bills for University 

work of 

22. Paper setters meeting 

23. Submission of mark list/ Answer 

book/ question paper for theory exam 

24. Proof Correction of Question papers 

25. Meeting of Boards of Examination  

26. Meeting of Instruction from 

chairman’s before practical exam. 

27. Setting of mark list before result 

28. Exam squad for theory exam various 

centers. 

29. Conducting practical/ viva voce    

30. Control room seating on exam day. 

31. Revolution Answer books various 

exam. 

32. Unfair means enquiry committee. 

 
Central Assessments Unit  
Deputy Accountant 
 
 

1. To check and sign bills such as 

Cap allowance, D.A. , Travelling 

allowance, Staff remuneration and 

Administrative charges to  College 

which are received from Assistant 

Accounts in respect of 

Examiners/Moderators. To check and 

sign the bills of Advances, of  400 CAP 
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CENTERS situated in various Colleges.  

2.  To check daily cash handled by 

Assistant Accounts and verify the 

registers, such as Payment Register, 

Advance Register, J.V. Register etc.  

3. To look after correspondence 

regarding Advances paid to various 

Colleges for conducting CAP, which are 

not settled by colleges for long time. 

4. To attend the queries raised by 

CAP Centers in respect of CAP 

allowance T.A., D.A. and solve the 

same. 

5. To supervise over the staff 

working in the unit. 

6. Do such other duties as may be 

assigned by Head of Section. 

 
Asstt. Accountant 
 

1. Passing the bills of Cap 

allowance, T.A., D.A. and Advances to 

various Cap Centers. 

2. To check files received from 

Cap Centers in respect of advances paid 

them for conducting Cap. 

3. To make cash payment of CAP 

allowance, T.A., D.A. to  

Examiners/Moderators. 

4. To prepare Journal Voucher and 

take entries in various registers. 

5. To attend telephonic queries  the 

CAP centers. 

6. To attend College staff and CAP 

Coordinators, who are coming for 

submit the files of Cap expenditure.  

  

Asstt. Accountant 
 

1. Passing the bills of Cap 

allowance, T.A., D.A. and Advances to 

various Cap Centers. 

2. To check files received from 

Cap Centers in respect of advances paid 

them for conducting Cap. 

3. To make cash payment of CAP 

allowance, T.A., D.A. to  

Examiners/Moderators. 

4. To prepare Journal Voucher and 

take entries in various registers. 

5. To attend telephonic queries  the 
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CAP centers. 

6. To attend College staff and CAP 

Coordinators, who are coming for 

submit the files of Cap expenditure. 
Asstt. Accountant 
 

1. To check files received from 

Cap Centers in respect of advances paid 

them for conducting Cap. 

2. To prepare Journal Voucher and 

take entries in various registers. 

3. To attend telephonic queries  the 

CAP centers. 

4. Do such other duties as may be 

assigned by Head of Section. 

5. To attend College staff and CAP 

Coordinators, who are coming for 

submit the files of Cap expenditure. 

 

  

Books of Accounts Unit 
Deputy Accountant 
 

1) Supervision of GF-I & GF-II & 

UGC Grant, 

2) Checking of Master Transfer 

Voucher, 

3) Checking  Final A/c & 

reconciliation of GF – I & GF-II 

4) To supervise over the staff 

working in the unit. 

5) Do such other duties as may be 

assigned by Head of Section. 

 

  

Asstt. Accountant 
 

1) Reconciliation   of Examination 

Fees, Migration Fees  ,Enrolment  Fees 

& Eligibility Fees paid  by  University 

Affiliated Colleges with Bank 

Statement, 

2) Checking of Journal Voucher 

entries, 

3) Day to day reconcile with 

monthly Bank Statement & challans, 

4) To solve audit objection ( 

Statutory Auditor & Govt. Auditor), 

5) To solve scrutiny of 

reconciliation statement for the year 

2013-14, 

6) Finalisation for Accounts & 

passing required outstanding entries in 

Bank Reconciliation, 
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7) Segregating  & Arranging   

available data 

8) To help Preparation of yearly 

Budget. 

9) Checking Vouchers & Fees 

Details, 

10) Verify Ph.D Tuition Fees, 

11) Provide Information for estimate 

Budget for Bills Unit &  Internal Audit, 

12) Reconcile with Bank Statement 

& Office data, 

13) Preparing Final Accounts & 

others. 

14) To solve audit objection ( 

Statutory Auditor & Govt. Auditor), 

15) Bill  checking of 47 Schemes, of 

UGC,CG,UGCMRP,UGC XII Plan & 

Others sources Schemes. 

16) Bill checking of 56 Building of 

Property Tax & water Bills in respect of 

University Campus Bldg. 

17) Bill  checking of 100 Telephone 

Bills & 300 Electricity Bills in 

University Campus Bldg. 

18) Preparation & Checking  of  

Budget estimates in respect of 47 

Schemes. 

 
Sr. Accounts Clerk 
 

1) Collection of cash challans 

statement from Cash Unit, 

2) Dotting with Bank Statement & 

Cash receipt register, 

3) Reversion of cheques, 

4)         Reconcile with Bank Statement 

&  fees paid to the colleges regarding 

Post Graduate Courses, Mark sheets & 

other paid fees, 

  

Jr.Accounts Clerk 
 

1) Collection of Examination Fees, 

Migration Fees  ,Enrolment  Fees & 

Eligibility Fees 

from University Affiliated Colleges  

form of Challans, 

2)  Fees Challan  verify & 

deposited into The Bank Of Baroda, 

3) Collection of day to day 

Challans & Monthly Bank Statement 

  



21 

 

from Bank of Baroda, 

4) Data Entry of challans as per 

their Budget heads & amounts  

5) Data entry of Journal Vouchers , 

6) Assist to  Superior staff to their 

work as and when required 

7) Posting of Dept. Challans ( 

Receipts) 

8) Posting Journal Vouchers 

Budget wise,  

9) Reverse Cheques, Dotting on 

Bank Statement & Cash Receipt 

register, 

10) Verify Ph.D Tuitions Fees,  

11) Bank Query Solution. 

12) Assist to  Superior staff to their 

work as and when required. 

Posting Journal Vouchers Budget wise,  

14) Bank Query Solution,  

15) Posting of Caution money, 

16) Posting of Vouchers Budget wise ( 

Payment),  

17) Prepare Transfer Vouchers & 

Journal Vouchers for all Non Revenue 

Accounts. 

19) Passing Of  Bills of 47 Schemes, 

of UGC,CG,UGCMRP,UGC XII Plan 

& Others sources Schemes, 

20) Passing  of Bills 56 Building of 

Property Tax & water Bills in respect of 

University Campus Bldg., 

21)        Passing of Bills of 100 

Telephone Bills & 300 Electricity Bills 

in University Campus Bldg. 

 
Bills Unit 

Deputy Accountant 
 

1 Supervising the correspondence with 

the various departments situated at 

Vidyanagari Campus in respect of 

General Fund –II (Bills). 

2 Supervising and checking the  notes 

prepared  to Higher Authorities 

regarding prior sanction of Air-

Travel/Ex-Post-Facto Sanction, Item for 

Finance and Accounts 

Committee/Senate/Management 
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Council/Purchase Committee etc. 

3 Supervising the correspondence with 

various department’s (No.58) in respect 

of settlement of advances queries, Non-

Revenue Accounts etc. 

4 Checking the bills of General Fund –II 

5 Checking the bills of Electricity, 

Telephone for common facilities. 

6 Checking and supervising Budget 

estimates in respect of 58 depts. 

7 Attending  the budget meetings held in 

every financial year 

8 General supervising of the unit 

9 Any other work assigned by the 

Assistant Registrar & Deputy Registrar 

(Finance & Accounts) 
Asstt. Accountant 
 

1 Checking of payment Vouchers of 

General Fund –II 

2 Correspondence with various 

departments (58) in respect of passing 

the bills, settlement of advances, Non-

Revenue accounts. 

3 Checking the bills of General Fund –II 

4 Checking the bills of Electricity, 

Telephone for common facilities. 

5 Preparation of Budget estimates in 

respect of 58 depts. 

6 Attending the budget meetings held 

in every financial year 

7 Supervising and attending all 

correspondence of the unit 

8 Supervise and guide the subordinate 

staff in all respect. 

9 Any other work assigned by the 

Assistant Registrar & Deputy Registrar 

(Finance & Accounts) 

  

Jr.Accounts Clerk 
 

1 Passing of Bills in respect of 58 

departments for payment 

2 Passing of Bills in respect of 

Scholarships  (i.e. JRF /UGC/SRF etc.) 

3 Passing the bills of Electricity 

,Telephone for common  facilities 

4 Opening of payment registers, 

advance registers. LTC registers. 

5 Settlement of advance  

6 Preparation of Budget estimates in 
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respect of 58 departments. 

7 To attend the budget meetings held in 

every financial year. 

8 To prepare routine letters /replies of 

approval and issue reminders. 

9 Typing of letters and statement 

pertaining to Bills Unit. 

10 To verify the bills in respect of 58 

depts. 

11 To report to the Assistant 

Accountant/Deputy Accountant about 

official matters 

12 To maintain the records and other 

relevant facts and figures 

13 To verify various bills received from 

various department and put up the same 

for payment with Sanction of the Higher 

Authorities.  

14 Any other work assigned by the 

Assistant Registrar & Deputy Registrar 

(Finance & Accounts) 

Computer Unit 
Sys Operation Officer 
 
 

Computer section is managing & 

transforming manual work of accounts 

department in to computerized data 

form. This Computerised official work 

process is happening at Accounts 

Department (Exam House). For this we 

are providing connection nodes at 

different units. These connection nodes 

are connected to the Main Server room 

& all units are getting information data 

from this server room after logging in 

with their personal login id & password. 

Currently we have one System 

Operation Officer for handling this work 

& related responsibilities with support 

staff of three temporary DEO. 

1. Management of computer related 

works. 

2. To transform manual work in to 

computerized data & to create the 

computer programs related to these 

work & to provide the same to the users. 
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3. To modify active computer 

programs as per the requirement of users 

& management of the same 

4. To manage main server & to 

create login to the users. 

5. To provide the hardware to the 

different department of Accounts 

section as per their requirements. 

6. To Manage the hardware 

connected to the different departments 

computers. 

7. To provide the internet services 

& management of the same. 

8. To introduce new updated 

systems & procedures in computer 

section of Accounts Department like 

online payment systems, Bank 

statements, etc. 

9. To solve issues related to 

computer data & hardware of the 

computer section 

10. Timely maintenance of main 

server & back up of all computer data to 

secondary storage on user PC. 

11. To provide the support to the users 

related to programs 

 



dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;krhy dk;sZ o drZO; ;kaapk ri'khy% 

dk;kZy;kpss uko    % osru d{k] foRr o ys[kk foHkkx] eaqcbZ fo|kihB - 

iRrk     % foRr o ys[kk foHkkx] osru d{k] :e ua- 5 vkf.k 6] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh 
       midqylfpo ¼foRr o ys[kk½ 
 

d{k izeq[k    % lgk¸;d dqylfpo 

'kkldh; foHkkxkps uko   % eaqcbZ fo|kihB] eaqcbZ   

dks.kR;k ea=ky;krhy [kkR;kP;k   
vf/kuLr     % mPp o ra=f’k{k.k foHkkx] egkjkYVª ‘Skklu- 
 
dk;Z{ks=     % eaqcbZ 

fof’k"V dk;Z  % eqcbZ fo|kihBkrhy dk;Zjr loZ LFkk;h&vLFkk;h f’k{kd o f’k{kdsrj  
  deZpkÚ;kaps njegk osru vkf.k osruk’kh lacaf/kr loZ ckch- 

 

foHkkxkps /;s;    % fof’k"V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 
foHkkxkps /kksj.k    % fof’k"V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 
 
dk;Z     % fof’k"V dk;kZe/;s uewn dsysys dkedkt 
 
dkekps foLr̀r Lo:i % fo|kihBkrhy dk;eLo#ih vkf.k gaxkeh f’k{kd vkf.k f’k{kdsrj deZpkÚ;kaps 

osru i=ds o ns;ds r;kj dj.ks] osruklaca/khr loZ izdkjP;k Fkdckdhph ns;ds 
r;kj dj.ks- vk;dj ijhx.kuk dj.ks] mi;qDrrk izek.ki=s cufo.ks] fo|kfiBkps 
okf"kZd vankti=dkdjhrk osrufo"k;h ekfgrh iqjo.ks] 'kklukl pkjekgh] 

vkBekgh vkf.k vafre lq/kkjhr vankti=d r;kj d#u lapkyd dk;kZy;] iq.ks 
;akuk lknj dj.ks]  o brj egRokph dkes dj.ks 

 
ekyeRrspk ri’khy   %-------------------- 
 
bekjrh o tkxspk ri’khy   % foRr o ys[kk foHkkx] osru d{k] :e ua- 5 vkf.k 6] 



       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

miyC/k lsok    % fof’k"V dk;kZe/;s uewn dsysys dkedkt 
  
loZ laCkf/kr deZpkjh % 
 

v- Ø- deZpk&;kaph ukos inuke 

1 Jh- v#.k e- tk/ko lgk¸;d dqylfpo 

2 Jh- lqf/kj fl- ?kkMh flfLVe vWkijsfVax vkWfQlj 

3 Jh- lw;Zdkar 'ka- dkGs miys[kkiky 

4 Jh- uanw l- dksFks miys[kkiky 

5 Jhe- uezrk iq- ekatjsdj lgk¸;d ys[kkiky 

6 Jhe- lafxrk v- fcM;s lgk¸;d ys[kkiky 

7 fjDr lgk¸;d ys[kkiky 

8 Jhe- o"kkZ lq- rxkjs ofj"B fyfid 

9 Jh- vuar g- pOgk.k ofj"B fyfid 

10 Jhe- ;ksfxrk ck- eklqyZsdj ofj"B fyfid 

11 Jh- lfpu Jh- ljQjs ofj"B fyfid 

12 fjDr ofj"B fyfid 

13 fjDr ofj"B fyfid 

14 fjDr ofj"B fyfid 

15 Jh- izfo.k 'ka- ?kkfMxkodj dfu"B fyfid 

16 Jh- LofIuy f’k- xkslkoh dfu"B fyfid 

17 Jh- vkuan p- fcjknkj dfu"B fyfid 

18 Jh- jktsanz xks- iokj dfu"B fyfid 

19 Jh- lat; n- lkoar f'kikbZ 

 
 
 
 
 
 



  

laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 

 

foRr o ys[kk vf/kdkjh 
 

midqylfpo ¼1½ 
 

 
lgk¸;d dqylfpo&osru ¼1½        flfLVe vWkijsfVax vkWfQlj (1) 

 

      

miys[kkiky ¼R.O.½     miys[kkiky ¼Dept.½ 
 
lgk¸;d ys[kkiky ¼2½      lgk¸;d ys[kkiky ¼1½ 

 
ofj"B fyfid  ¼4½    ofj"B fyfid  ¼3½ 

 
dfu"B fyfid ¼2½     dfu"B fyfid ¼2½ 

 
   f'kikbZ ¼1½ 

 
 
dk;kZy;hu nwj/ouh Øekad o osGk  % 022&227 087 62@63@64 

      ldkGh 10%20 rs 6%00 oktsi;Zar 
      tso.kkph osG & nqikjh 1%00 rs 1%30 
 
lkIrkfgd lqV~Vh o fof’k"V lsoslkBh  % loZ jfookj o efgU;krhy nqljk o pkSFkk 'kfuokj                   
BjfoysY;k osGk               o lkoZtfud lqÍ;k- 

 

 
 

  



dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk ri'khy% 

 

v 

vuq- 
Ø- 

inuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 
’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 

lgk¸;d dqylfpo 
(osru) 

1.  Administrative Sanction for 

Purchases/ Expenditure up to 

Rs. 5,000/- 

2.   Passing of Vouchers up to 

Rs. 25,000/- 

3.  Signing of Cash Book  

 

The Maharashtra Universities  

Accounts Code 
 

2 brj f'k{kdsrj deZpkjh fujad   
 

 

 

c 
vuq- 
Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj 

vfHkizk; 

f'k{kdsrj deZpkjh 

1 
lgk¸;d dqylfpo 
(osru) 

 1- egkjk"Vª fo|kihB   Accounts Code 

o egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 
fof’k"V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

3 lgk¸;d ys[kkiky 
fof’k"V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

4 lgk¸;d ys[kkiky 
fof’k"V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

5 ofj"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 



6 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

7 f'kikbZ 

iz'kkldh; vf/kdkj ukghr- 
ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

 

1- egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

 

d 

vuq- 
Ø- 

inuke vf/kdkj & QkStnkjh 
dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj 
vfHkizk; 

1 loZ f'k{kdsrj deZpkjh fujad   

 

M 

vuq- 
Ø- 

inuke vf/kdkj & vFkZU;kf;d 
dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj 
vfHkizk; 

1 loZ f'k{kdsrj deZpkjh fujad   

 

 

dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk ri'khy% 

v 

vuq- 
Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 
lgk¸;d dqylfpo 
(osru) 

The Maharashtra 

Universities  Accounts 

Code 

1- egkjk"Vª fo|kihB   Accounts Code o 

egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

     



c 
vuq- 
Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

     

1 
lgk¸;d 
dqylfpo 
(osru) 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP;k vuaq"ka?kkus 
vlysyh drZO;s 

1- egkjk"Vª fo|kihB   Accounts Code o 

egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP;k vuaq"ka?kkus 
vlysyh drZO;s 

1- fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- 'kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

3 
lgk¸;d 
ys[kkiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP;k vuaq"ka?kkus 
vlysyh drZO;s 

1- fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- 'kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

4 
lgk¸;d 
ys[kkiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP;k vuaq"ka?kkus 
vlysyh drZO;s 

1- fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- 'kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

5 ofj"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP;k vuaq"ka?kkus 
vlysyh drZO;s 

1- fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- 'kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

6 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP;k vuaq"ka?kkus 
vlysyh drZO;s 

1- fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- 'kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

7 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP;k vuaq"ka?kkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- 'kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

8 f'kikbZ 
foHkkxkrhy deZpk&;kuh ekfxrysyh 
dkxni= iqjfo.ks o brj dk;kZy;hu 
lacf/kr dkes  

1- egkjk"Vª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 

 

 
 
 
 
 
 



dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:i          % fo|kihBkrhy dk;eLo#ih vkf.k gaxkeh f’k{kd vkf.k f’k{kdsrj deZpkÚ;kaps osru i=ds o ns;ds 

r;kj dj.ks] osruklaca/khr loZ izdkjP;k Fkdckdhph ns;ds r;kj dj.ks- vk;dj ijhx.kuk dj.ks] 
mi;qDrrk izek.ki=s cufo.ks] fo|kfiBkps okf"kZd vankti=dkdjhrk osrufo"k;h ekfgrh iqjo.ks] 
'kklukl pkjekgh] vkBekgh vkf.k vafre lq/kkjhr vankti=d r;kj d#u lapkyd dk;kZy;] iq.ks 
;akuk lknj dj.ks]  o brj egRokph dkes dj.ks 

lacf/kr rjrwn       % 

vf/kfu;ekps uko       % fo|kihB dk;nk 1994 

fu;e        % egkjk"Vª ukxjh lsok fu;e 

'kklu fu.kZ;       % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys ’kklu fu.kZ;  

ifji=d        % foHkkxkP;k dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps ifji=d 

dk;kZy;hu vkns’k % 

vuq- 
Ø- 

dkekkps Lo:i                 
¼f’k{kdsrj deZpk&;kP;kckcr½ 

dkyko/kh@ 
fnol dkeklkBh tckcnkj vf/kdkjh vfHkizk; 

1 
fo|kihBkrhy dk;eLo#ih vkf.k gaxkeh f’k{kd vkf.k 
f’k{kdsrj deZpkÚ;kaps osru i=ds o ns;ds r;kj dj.ks 

 
nj egk lgk¸;d dqylfpo] 

miys[kkiky] lgk¸;d ys[kkiky 

 

2 
lg lapkyd dk;kZy;kl 'kkluekU; inkojhy f’k{kd 
f’k{kdsrj deZpkÚ;kaps osru ns;d nj egk lknj dj.ks 

nj egk lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d ys[kkiky 

 

3 
fo|kihBkrhy dk;eLo#ih vkf.k gaxkeh f’k{kd vkf.k 
f’k{kdsrj deZpkÚ;kaps osrukrqu vk;dj ijhx.kuk d#u 
dikr dj.ks  

nj egk 
miys[kkiky] lgk¸;d ys[kkiky 

 

4 
loZ f’k{kd vkf.k f’k{kdsrj deZpkÚ;kauk dikr 
dsysY;k vk;djkckcr Form 16 vnk dj.ks 

vkfFkZd o"kZ 
laiY;kuarj 

lgk¸;d dqylfpo] miys[kkiky 
 

5 Okkf"kZd mi;qDrrk izek.ki=s cufo.ks 
BjysY;k 
osGh 

miys[kkiky] lgk¸;d ys[kkiky 
 

6 
fo|kfiBkps okf"kZd vankti=dkdjhrk osrufo"k;h 
ekfgrh iqjo.ks 

BjysY;k 
osGh 

miys[kkiky] lgk¸;d ys[kkiky 
 

7 
'kklukl pkjekgh] vkBekgh vkf.k vafre lq/kkjhr 
vankti=d r;kj d#u lapkyd dk;kZy;] iq.ks ;akuk 
lknj dj.ks 

BjysY;k 
osGh miys[kkiky] lgk¸;d ys[kkiky 

 

8 
osrukrhy fu/kkZjhr dj.;kr vkysY;k dikrh dj.ks 
vkf.k osru ns;ds vf.k brj efgrh r;kj dj.;kdjhrk 
ojh"Bkauk enr dj.ks 

nj egk 
ojh"B fyfid] dfu"B fyfid 

 

 



dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼v½ 

uewU;ke/;s dkekps izdVhdj.k 

la?kVukaps y{k ¼okf"kZd½ 

vuq- Ø- dke @ dk;Z dkekps izek.k vkfFkZd y{k vfHkizk; 
 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼c½ 

dkekph e;kZnk 

dke iw.kZ gks.;klkBh izR;sd dkekph dkye;kZnk 

vuq- 
Ø- dke @ dk;Z 

fnol @rkl 
dke iw.kZ 
dj.;klkBh tckcnkj vf/kdkjh 

rØkj fuokj.k 
vf/kdkjh 

1 
fo|kihBkrhy dk;eLo#ih vkf.k gaxkeh 
f’k{kd vkf.k f’k{kdsrj deZpkÚ;kaps osru 
i=ds o ns;ds r;kj dj.ks 

 
nj egk 

lgk¸;d dqylfpo] miys[kkiky] 
lgk¸;d ys[kkiky 

midqylfpo 

2 
lg lapkyd dk;kZy;kl 'kkluekU; 
inkojhy f’k{kd f’k{kdsrj deZpkÚ;kaps osru 
ns;d nj egk lknj dj.ks 

nj egk 
lgk¸;d dqylfpo] miys[kkiky] 
lgk¸;d ys[kkiky 

midqylfpo 

3 

fo|kihBkrhy dk;eLo#ih vkf.k gaxkeh 
f’k{kd vkf.k f’k{kdsrj deZpkÚ;kaps 
osrukrqu vk;dj ijhx.kuk d#u dikr 
dj.ks  

nj egk 

miys[kkiky] lgk¸;d ys[kkiky midqylfpo 

4 
loZ f’k{kd vkf.k f’k{kdsrj deZpkÚ;kauk 
dikr dsysY;k vk;djkckcr Form 16 
vnk dj.ks 

vkfFkZd o"kZ 
laiY;kuarj lgk¸;d dqylfpo] miys[kkiky midqylfpo 

5 Okkf"kZd mi;qDrrk izek.ki=s cufo.ks 
BjysY;k osGh 

miys[kkiky] lgk¸;d ys[kkiky midqylfpo 

6 
fo|kfiBkps okf"kZd vankti=dkdjhrk 
osrufo"k;h ekfgrh iqjo.ks 

BjysY;k osGh 
miys[kkiky] lgk¸;d ys[kkiky midqylfpo 

7 
'kklukl pkjekgh] vkBekgh vkf.k vafre 
lq/kkjhr vankti=d r;kj d#u lapkyd 
dk;kZy;] iq.ks ;akuk lknj dj.ks 

BjysY;k osGh 
miys[kkiky] lgk¸;d ys[kkiky midqylfpo 

8 
osrukrhy fu/kkZjhr dj.;kr vkysY;k dikrh 
dj.ks vkf.k osru ns;ds vf.k brj efgrh 
r;kj dj.;kdjhrk ojh"Bkauk enr dj.ks 

nj egk 
ojh"B fyfid] dfu"B fyfid midqylfpo 



dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys fo"k; fu;e Øekad o o”ksZ vfHkizk; 
 fo|kihB vf/kfu;e 1994 uqlkj foHkkxk’kh 

lacf/kr vkysys fo"k; 
fo|kihB dk;nk 1994 uqlkj 
 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr 'kklu fu.kZ; 

vuq- Ø- 'kklu fu.kZ;kuqlkj fnysys fo"k; 'kklu fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk"Vª 'kklukP;k fu.kZ;kuqlkj foHkkxk’kh lacf/kr 

vkysys fo"k; 
egkjk"Vª  ’kklukP;k osGksosGh fuxZfer 
dsysys 'kklu fu.kZ; 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- 'kklfd; i=dkuqlkj fnysys fo"k; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk"Vª  'kklukP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo"k; 
egkjk"Vª 'kklukP;k osGksosGh fuxZfer 
dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- fo"k; Øekad o rkjh[k vfHkizk; 
 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh lacf/kr 

vkysys fo"k; 
eaqcbZ fo|kihBkus osGksosGh 
fuxZfer dsysys 

 

 



dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;krhy nLr,sotkph oxZokjh  

vuq- Ø- fo"k; 
nLr,sotkapk izdkj uLrh @ 

@ uksaniqLrd b- 
izeq[k ckchapk 

ri’khy 
lqjf{kr Bso.;kpk 

dkyko/kh 

1 
f’k{kd vkf.k f’k{kdsrj deZpkÚ;kauk 
vnk dsysys osru 

osru iqLrds 
  

2 'kklukl nk[ky dsysYkh osru ns;ds uLrh   
3 ekfgrh vf/kdkj uLrh   

4 'kklu i=O;ogkj uLrh   

5 
fo/kkulHkk] fo/kkuHkou rkjkafdr o 
vrkjkafdr iz’u 

uLrh 
  

6 ifji=d uLrh   

7 
osrukrqu vnkdjko;kP;k dikrhaph 
ekfgrh 

uksaniwLrd 
 
 

 

8 vkod @ tkod uksaniwLrd (Computer)   

9 
LIC, Society, PF, PT, Loan  v’kk 
izdkjP;k fofo/k dikrh 

uLrh 
  

10 
fo|kihBkP;k fofo/k foHkkxkdMqu 
>kysys i=O;ogkj 

uLrh 
  

11 deZpkÚ;kaP;k jtsps vtZ uksaniwLrd] uLrh   
  

 

 

 

 

 

 

 

 

 

 

 

 



dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaph ukos ]HkRrs o R;kaps ekfld 
osruhdj.k 
 
vuq- 
Ø- 

oxZ inuke 
vf/kdkjh o deZpkÚ;kps 

uko 
:tw fnukad nwj/ouh Øekad ,dw.k osru 

1 1 lgk¸;d dqylfpo Jh- v#.k e- tk/ko 03@01@1985 8879744104 72]137@&
2 1 flfLVe vWkijsfVax vkWfQlj Jh- lqf/kj fl- ?kkMh 14@01@1992 9869474321 72]902@&
3 2 miys[kkiky Jh- lw;Zdkar 'ka- dkGs 19@06@1987 8698692374 49]440@&
4 2 miys[kkiky Jh- uanw l- dksFks 21@07@2003 7039112828 44]952@&
5 3 lgk¸;d ys[kkiky Jhe- uezrk iq- ekatjsdj 07@06@1986 8082051742 47]748@&
6 3 lgk¸;d ys[kkiky Jhe- lafxrk v- fcM;s 07@03@1993 9870228741 41]500@&
7 3 lgk¸;d ys[kkiky fjDr   
8 3 ofj"B fyfid Jhe- o"kkZ lq- rxkjs 17@01@1994 9619556463 41]628@&
9 3 ofj"B fyfid Jh- vuar g- pOgk.k 22@11@1996 9820164453 34]641@&

10 
3 ofj"B fyfid Jhe- ;ksfxrk ck- 

eklqyZsdj 
30@01@1996 9594872777 34]003@&

11 3 ofj"B fyfid Jh- lfpu Jh- ljQjs 23@02@2005 9757401005 30]357@&
12 3 ofj"B fyfid fjDr   
13 3 dfu"B fyfid Jh- izfo.k 'ka- ?kkfMxkodj 21@03@2013 9987883292 22]173@&
14 3 dfu"B fyfid Jh- LofIuy f’k- xkslkoh 03@04@2014 9773462030 21]536@&
15 3 dfu"B fyfid Jh- vkuan p- fcjknkj 07@04@2014 9890433391 21]536@&
16 3 dfu"B fyfid Jh- jktsanz xks- iokj 20@05@2014  21]536@&
17 4 f'kikbZ Jh- lat; n- lkoar 20@11@1995  29]159@&

 
  



 
dye 4 ¼1½ ¼c½ ¼x½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  osrukph foLr̀r ekghrh 
izdkf’kr dj.ks 
 

vuq- 
Ø- 

vf/kdkjh o deZpk&;kps uko] 
inuke o osru Js.kh 

brj vuqKs; HkRrs 
 

fu;fer 
egkxkbZ HkRrk 

?kjHkkMs 
HkRrk 

'kgj 
HkRrk 

izlaxkuqlkj  
tls izokl 

HkRrk 

fo'ks"k tls 
izdYi HkRrk] 
izf’k{k.k HkRrk 

1 Jh- v#.k e- tk/ko   
lgk¸;d dqylfpo  
¼15600&39100 xszM osru 5400½ 

34038 8169 300  2400 ukgh 

2 Jh- lqf/kj fl- ?kkMh 
flfLVe vWkijsfVax vkWfQlj 
¼15600&39100 xszM osru 5400½ 

34413 8259 300 2400 ukgh 

3 Jh- lw;Zdkar 'ka- dkGs  
miys[kkiky 
¼9300&34800 xszM osru 4400½ 

23500 5640 300 1200 ukgh 

4 Jh- uanw l- dksFks  
miys[kkiky 
¼9300&34800 xszM osru 4400½ 

21300 5112 300 1200 ukgh 

5 Jhe- uezrk iq- ekatjsdj 
lgk¸;d ys[kkiky ¼9300&34800 
xszM osru 4300½ 

23063 5535 300 400 ukgh 

6 Jhe- lafxrk v- fcM;s  
lgk¸;d ys[kkiky ¼9300&34800 
xszM osru 4300½ 

20000 4800 300 400 ukgh 

7 fjDr 
lgk¸;d ys[kkiky ¼9300&34800 
xszM osru 4300½ 

     

8 Jhe- o"kkZ lq- rxkjs 
ofj"B fyfid 
¼5200&20200 xszM osru 2400½ 

17163 4119 300 400 ukgh 

9 Jh- vuar g- pOgk.k  
ofj"B fyfid 
¼5200&20200 xszM osru 2400½ 

16638 3993 300 400 ukgh 

10 Jhe- ;ksfxrk ck- eklqyZsdj  
ofj"B fyfid 
¼5200&20200 xszM osru 2400½ 

16325 3918 300 400 ukgh 

11 Jh- lfpu Jh- ljQjs  
ofj"B fyfid 
¼5200&20200 xszM osru 2400½ 

14538 3489 300 400 ukgh 



12 fjDr 
ofj"B fyfid 
¼5200&20200 xszM osru 2400½ 

     

13 Jh- izfo.k 'ka- ?kkfMxkodj 
dfu"B fyfid 
¼5200&20200 xszM osru 1900½ 

10575 2538 200 400 ukgh 

14 Jh- LofIuy f’k- xkslkoh  
dfu"B fyfid 
¼5200&20200 xszM osru 1900½ 

10263 2463 200 400 ukgh 

15 Jh- vkuan p- fcjknkj  
dfu"B fyfid 
¼5200&20200 xszM osru 1900½ 

10263 2463 200 400 ukgh 

16 Jh- jktsanz xks- iokj  
dfu"B fyfid 
¼5200&20200 xszM osru 1900½ 

10263 2463 200 400 ukgh 

17 Jh- lat; n- lkoar 
f'kikbZ 
¼5200&20200 xszM osru 1800½ 
 

13975 3354 200 400 ukgh 

 
 



dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;kps eatwj vankti=d  o [kpkZpk ri’khy ;kph foLr`r 

ekfgrh izdkf’kr dj.ks- 
 
vankti=dkP;k izrhps izdk’ku 
 
vuqnkukP;k forj.kkP;k izrhps izdk’ku 

vuq- 
Ø- 

vankti=fd; f’k"kZdkps o.kZu vuqnku 
fu;ksftr okij {ks+= o 

dkekpk ri’khy 
vf/kd vuqnku visf{kr 

vlY;kl :i;kr 
vfHkizk; 

      
 

dye 4 ¼1½ ¼c½ ¼xi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;krhy vuqnku okVikP;k dk;ZØekaph dk;Zin~/krh izdkf’kr 
dj.ks- 
 
 



dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;krhy dk;sZ o drZO; ;kaapk ri'khy% 

dk;kZy;kpss uko    % ivaSvast inaQaI d{k] foRr o ys[kk foHkkx] eaqcbZ fo|kihB - 

iRrk     % foRr o ys[kk foHkkx] ivaSvast inaQaI d{k] :e ua- 11] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh 
       midqylfpo ¼foRr o ys[kk½ 
 

dk;kZy; izeq[k    % lgk¸;d dqylfpo 

'kkldh; foHkkxkps uko   % eaqcbZ fo|kihB] eaqcbZ 

dks.kR;k ea=ky;krhy [kkR;kP;k   
vf/kuLr     % mPp o ra=f’k{k.k foHkkx] egkjkYVª Skklu- 
 
dk;Z{ks=     % eaqcbZ 

fof’kYV dk;Z    % ivaSvast inaQaI fMDamaQyao Aatapya-Mt 759 enDaomaoMTsa\ Aahot. 

      ivaSvast inaQaI AMtga-t Asalaolyaa sqaayaIdanaamaQauna idlaI jaaNaarI iSaYyavaR%tIÀ  
      pairtaoiYak yaaMcaI doyako parIt krNaoÊ ivaBaaga p`mau#a À doNagaIdar yaaMnaI maagaNaI 
     kolyaasa sqaayaIdanaa saMdBaa-tIla ]pyaaogaIta p`maaNap~À lao#aa ivavarNa p~ ¼lao#aa 

     pirxaNaacyaa AiQana rahuna ½doNaoÊ ivaVapIzacyaa ivaivaQa fMDamaQaIla iSallk  

     r@kmaocaI gauMtvaNaUk krNaoÊ ivaSvast inaQaI kxaatIla 6 fMDaMcao lao#ao ilaihNao va jamaa 
     #aca- va taLobaMd tyaar krNaoÊ iva%t va lao#aa saimatI saBaa va saMbaMiQat kamao. 

 

foHkkxkps /;s;    %fof’kYV dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 

 

foHkkxkps /kksj.k    % fof’kYV dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 

 
 
 
  



loZ laCkf/kr deZpkjh % 
 

v- Ø- deZpk&;kaph ukos inuke 

1 fjDr lgk¸;d dqylfpo 

2 saaO.svaatI saMtaoYa maoZokr miys[kkiky 

3 saaO.saaQanaa p`idp kaMbaLo lgk¸;d ys[kkiky 

4 EaI.AanaMd puMDilak kaoLgao lgk¸;d ys[kkiky 

5 EaImatI.sauinata p`idp kaMbaLo ofj"B fyfid 

6 EaI.saMjaya SaMkr saMsaaro dfu"B fyfid 

7 EaImatI.saRiYT gaNaoSa koMbaLo dfu"B fyfid 

8 fjDr hvaaladar 

9 ir@t Aitir@t iSapa[- 

  
 
dk;Z     %fof’kYV dk;kZe/;s uewn dsysys dkedkt 

 

dkekps foLr`r Lo:i   % 1.ivaSvast inaQaI kxaa maQaIla #aalaIla fMDaMcao lao#ao ilahNao va jamaa#aca-  

     AaiNa taLobaMd tyaar krNao. 

     a. Trust Fund 

b. Depreciation Fund (University Grant)  

c. Depreciation Fund (Government Grant)  

d. Heritage Building Fund 

e. Sir P.Mehta 150
th

 B.A.C.C Fund 

f. Disaster Relief Fund 

g. RBI Professorial Chair in Monetary Economy 

h. RBI Professorial Chair in Political Economy 

i. Investments 

 

2. Preparation  of Statement of Interest as per list of 

various Endowments. 

3. Preparation of Statements of allocation of 

expenditure of various medals. 

4. Preparation of Statements of interest on Opening 

Balances 

5.  Preparation of Statements of Administrative 

Charges. 

6. Preparation of Donation Statements 



7. Preparation of Income side Budget of 

Depreciation fund (University Grant & Government 

Grant) and 13 Endowment Chairs from different 

Departments. 

8. Posting of J.V.’s of all above statements. 

9. Maintenance of Cheque Inward Registers of Trust 

Fund, Disaster Relief Fund. 

10. Maintenance of Inward & Outward Registers 

(Internal & External) 

11. Maintenance of Scholarship/Prizes Registers and 

Book Prize Register. 

12.To get embossed from University Press, 

University emblem on Books and paste prize 

certificate on the same books. 

 

ekyeRrspk ri’khy   % Table -7 

       Chair – 17 

       Cupboard -8 

       Cabinet – 2 

       Computer – 7 

       Printer / Scanner – 1 

       Printer  - 3 

       Fan - 6 

 

bekjrh o tkxspk ri’khy   % foRr o ys[kk foHkkx] ivaSvast inaQaI d{k] :e ua- 11] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

 

miyC/k lsok    % fof’kYV dk;kZe/;s uewn dsysys dkedkt 

  
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 

 
foRr o ys[kk vf/kdkjh 

 
midqylfpo ¼1½ 

 

lgk¸;d dqylfpo&VII¼1½ 
  

miys[kkiky ¼1½ 
 

 lgk¸;d ys[kkiky ¼2½ 
 

ofj"B fyfid  ¼1½ 
 

dfu"B fyfid ¼2½ 
 

hvaaladar ¼1½ 
 

Aitir@t f'kikbZ ¼1½ 
 

 
dk;kZy;hu nwj/ouh Øekad o osGk  % 022&22708769  
      ldkGh 10%20 rs 6%00 oktsi;Zar 
      tso.kkph osG & nqikjh 1%00 rs 1%30 
 

lkIrkfgd lqV~Vh o fof’kYV lsoslkBh   

BjfoysY;k osGk             % loZ jfookj o efgU;krhy nqljk o pkSFkk Skfuokj o lkoZtfud lqÍ;k- 
 
 
 

  



dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 
ri'khy% 

v 

vuq- 
Ø- 

inuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 
’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 lgk¸;d dqylfpo&VII 1.  Administrative Sanction 

for Purchases/ Expenditure 

up to Rs. 5,000/- 

2.   Passing of Vouchers up 

to Rs. 25,000/- 

3.  Signing of Cash Book, 

Signing Monthly Abstract  

The Maharashtra 

Universities  Accounts 

Code 

 

 
f'k{kdsrj deZpkjh 

fujad 
 

c 
vuq- 
Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj 

vfHkizk; 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo&VII 

 1- egkjkYVª fo|kihB  Accounts 

Code o egkjkYVª 
 ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 
fof’kYV dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

3 lgk¸;d ys[kkiky 
fof’kYV dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

4 lgk¸;d ys[kkiky 
fof’kYV dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 
 

 

5 ofj"B fyfid 

fof’kYV dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofjYBkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

6 dfu"B fyfid 

fof’kYV dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofjYBkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

7 dfu"B fyfid 

fof’kYV dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofjYBkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

8 hvaaladar 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 
 

 



9 Aitir@t iSapa[- iz'kkldh; vf/kdkj ukghr 
1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

 

d 

vuq- 
Ø- inuke vf/kdkj & QkStnkjh 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

M 

vuq- 
Ø- inuke vf/kdkj & vFkZU;kf;d 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 

ri'khy% 

v 

vuq- 
Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 
lgk¸;d 
dqylfpo&VII 

The Maharashtra 

Universities  

Accounts Code 

1- egkjkYVª fo|kihB   Accounts Code 

o egkjkYVª 
 ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

  

 
 
 
 
 
 
 

  

c 

vuq- 
Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k 
@fu;e@’kklufu.kZ;@ ifji=dkuqlkj vfHkizk; 

     

1 
lgk¸;d 
dqylfpo& 

VII 

fof’kYV dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaqYkaxkus 
vlysyh drZO;s 

1- egkjkYVª fo|kihB  Accounts 

Code o egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’kYV dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaqYkaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjkYVª ukxjh lsok fu;e 
3- ‘Skklu fu.kZ; 
4- fo|kihBkps ifji=d 

 



3 
lgk¸;d 
ys[kkiky 

fof’kYV dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaqYkaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjkYVª ukxjh lsok fu;e 
3- ‘Skklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

4 
lgk¸;d 
ys[kkiky 

fof’kYV dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaqYkaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjkYVª ukxjh lsok fu;e 
3- ‘Skklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

5 ofj"B fyfid 

fof’kYV dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaqYkaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjkYVª ukxjh lsok fu;e 
3- ‘Skklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

6 dfu"B fyfid 

fof’kYV dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaqYkaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjkYVª ukxjh lsok fu;e 
3- ‘Skklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

7 dfu"B fyfid 

fof’kYV dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaqYkaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjkYVª ukxjh lsok fu;e 
3- ‘Skklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

8 hvaaladar 

To visit to different Banks to 

give & collect Fixed Deposit 

Receipts & Other Bank 

Correspondence 

To Move Office Papers to 

different Units /Sections / 

Departments 

Filing of Office Papers 

Serve drinking water to unit’s 

staff & to visitors, when 

required 

Open & Close Unit’s cupboards 

Stitching Agenda & Minutes of 

the Finance & Accounts 

Committee 

Any other work assigned to him 

by the Superiors. 

1- egkjkYVª ª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 

 

9 
Aitir@t 
iSapa[- 

ivaBaagaatIla kma-caa−yaaMnaI maaigatlaolaI 
kagadp~ purivaNao va [tr kayaa-layaIna 
saMbaMiQat kamao. 

1- egkjkYVªª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 

 

 

 

 

 

 

 

 

 

 

 



dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:i  % ivaSvast inaQaI fMDamaQyao Aatapya-Mt 759 enDaomaoMTsa\ Aahot. 

   ivaSvast inaQaI AMtga-t Asalaolyaa sqaayaIdanaamaQauna idlaI jaaNaarI iSaYyavaR%tIÀ pairtaoiYak 
 yaaMcaI doyako pairt krNaoÊ ivaBaaga p`mau#a À doNagaIdar yaaMnaI maagaNaI kolyaasa sqaayaIdanaa   
 saMdBaa-tIla ]pyaaogaIta p`maaNap~À lao#aa ivavarNa p~ ¼lao#aa pirxaNaacyaa AiQana rahuna ½doNaoÊ 

 ivaVapIzacyaa ivaivaQa fMDamaQaIla iSallk r@kmaocaI gauMtvaNauk krNaoÊ ivaSvast inaQaI kxaatIla 
 8 fMDaMcao lao#ao ilaihNao va jamaa #aca- va taLobaMd tyaar krNaoÊ iva%t va lao#aa saimatI saBaa va 
 saMbaMiQat kamao. 

 
lacf/kr rjrwn  % 

vf/kfu;ekps uko   % fo|kihB dk;nk 1994 

fu;e    % egkjkYVª ukxjh lsok fu;e 

Skklu fu.kZ;  % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys Skklu fu.kZ;  

ifji=d   % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps ifji=d 

dk;kZy;hu vkns’k % 

vuq- 
Ø- dkekkps Lo:i  f’k{kdsrj deZpk&;kP;kckcr½ 

dkyko/kh@ 
fnol dkeklkBh tckcnkj vf/kdkjh vfHkizk; 

1 
Attend the University Statutory Auditors 

/Internal auditors & Accounts General 

Audit 

 
rkRdkG lgk¸;d dqylfpo&VII, 

miys[kkiky] lgk¸;d ys[kkiky 

 

2 

a) To ensure that the various 

payments made are within 

budget provision allocation & 

Sanction 

 

b)  To ensure that the Passing of 

Scholarships/Prizes bills are 

done from each Endowments 

Liquid balance. 

 

lgk¸;d dqylfpo& VII, 

miys[kkiky] lgk¸;d ys[kkiky 

 

3 Reply to  the  Audit queries, Preparation  

of Budget Estimate & Budget Notes 

rkRdkG miys[kkiky] lgk¸;d ys[kkiky  

4 

Maintenance of Book of Accounts of 

Trust Fund , Depreciation Fund 

(University Grant), Depreciation Fund 

(Government Grant) , RBI Professorial 

Chair in Monetary Economy & RBI 

Professorial Chair in Political 

Economy(SBI) & Heritage Building Fund, 

Disaster Relief Fund , Sir Pherozshah 

Mehta 150th BACC Fund (BOB),  

Correspondence with Bank, Attending 

Audit Queries, Preparing Books of 

Accounts & Final Accounts, Tally Non-

Revenue Account, Reconciliation of the 

ledger maintained by the Trust Fund 

 

miys[kkiky] lgk¸;d ys[kkiky 

 

5 
Preparation of Utilization Certificate & 

Statement of Account in respect of 

Endowments & Donation Certificates. 

 lgk¸;d ys[kkiky  

6 
Maintenance of Investment Register & 

the Investment Ledger of all University 

Funds 

 lgk¸;d ys[kkiky  



7 
Send letters to different bank   for 

renewal/realization of Fixed 

Deposit/Receipts/Bonds etc. 

 lgk¸;d ys[kkiky  

8 

Reconciliation of Investment Ledger 

with all respective University Funds 

Investment Accounts. 

 

 lgk¸;d ys[kkiky  

9 
Maintenance of Investment Outward 

Register. 

 

 lgk¸;d ys[kkiky  

10 
Approach to Banks for queries of Fixed 

Deposit/Receipts/Bonds etc. 

 

 lgk¸;d ys[kkiky  

11 

Preparation of statements of allocation 

of Investments amount of various 

endowments. 

 

 lgk¸;d ys[kkiky  

12 

Preparation of notes for the investment 

of Trust Fund and all other University 

Funds. 

 

 lgk¸;d ys[kkiky  

13 
Posting of J.V’s of all above investment 

statements. 

 

 lgk¸;d ys[kkiky  

14 

The following statements and 

documents are required to be 

produced before the Statutory 

Auditors on 31st March,  

 
i) Statement of Fixed Deposit 

Receipts on hand as on 31st 

March, 

ii) Statement of Share       

              Certificates on hand as on      

              31st March, 

iv) Statement of Bonds on hand 

as on 31st March. 

v) Statement of   Fixed Deposit 

Receipts in Transit on 31st 

March. 

 

 lgk¸;d ys[kkiky  

15 
To Preserve all Fixed Deposit Receipts, 

Bonds Certificates etc 

 

 lgk¸;d ys[kkiky  

16 

To send Final Account of Foreign 

Contribution of Sir Pherozshah Mehta 

150th BACC Fund to Central Government. 

 

 

 

 lgk¸;d ys[kkiky  

17 

Correspondence to  Donors for Donation 

Certificate and Statement of Accounts 

/Liquid Balances of Various 

Endowments as and when the donor 

/head of the Department demands 

 lgk¸;d ys[kkiky  

 

 

 

 



dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼v½ 

uewU;ke/;s dkekps izdVhdj.k 

la?kVukaps y{k ¼okfYkZd½ 

vuq- Ø- dke @ dk;Z dkekps izek.k vkfFkZd y{k vfHkizk; 
 

 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼c½ 

dkekph e;kZnk 

dke iw.kZ gks.;klkBh izR;sd dkekph dkye;kZnk 

vuq- 
Ø- dke @ dk;Z 

fnol @rkl 
dke iw.kZ 
dj.;klkBh tckcnkj vf/kdkjh 

rØkj fuokj.k 
vf/kdkjh 

1 
ivaSvast inaQaI AMtga-t Asalaolyaa 
sqaayaIdanaamaQauna idlaI jaaNaarI iSaYyavaR%tIÀ 
pairtaoiYak yaaMcaI doyako pairt krNaoÊ 

7 idvasa lgk¸;d dqylfpo&VII 

miys[kkiky] lgk¸;d ys[kkiky 
¼daona½Ê vairYz ilaipk  

midqylfpo 

2 

ivaBaaga p`mau#a À doNagaIdar yaaMnaI maagaNaI 
kolyaasa sqaayaIdanaa saMdBa-tIla ]pyaogaIta 
p`maaNap~À lao#aa ivavarNa p~ ¼lao#aa 
pirxaNaacyaa AiQana rahuna ½doNaoÊ 

15 idvasa lgk¸;d dqylfpo&VII 

miys[kkiky] lgk¸;d ys[kkiky 
¼daona½Ê vairYz ilaipk  

midqylfpo 

3 
ivaVapIzacyaa ivaivaQa fMDamaQaIla iSallk 
r@kmaocaI gauMtvaNauk krNaoÊ 

2 idvasa lgk¸;d dqylfpo&VII 

miys[kkiky] lgk¸;d ys[kkiky 
¼daona½Ê vairYz ilaipk  

midqylfpo 

4 

ivaSvast inaQaI kxaatIla #aalaIla fMDaMcao lao#ao 
ilaihNao va jamaa #aca- va taLobaMd tyaar krNaoÊ  
1.Trust Fund 

2. Depreciation Fund 

(University Grant) 

3.Depreciation Fund 

(Government Grant) 

4.Heritage Building Fund 

5.Disaster Relief Fund 

6.Sir P.Mehta 150th BACC 

Fund 

7.RBI Professorial Chair in 

Monetary Economy 

8.RBI Professorial Chair in 

Political Economy. 

 

lgk¸;d dqylfpo&VII 

miys[kkiky] lgk¸;d ys[kkiky 
¼daona½Ê vairYz ilaipk  

midqylfpo 

5 iva%t va lao#aa saimatI saBaa va saMbaMiQat kamao. 
 

 miys[kkiky midqylfpo 

  



dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys foYk; fu;e Øekad o oYksZ vfHkizk; 
 fo|kihB vf/kfu;e 1994 uqlkj foHkkxk’kh 

lacf/kr vkysys foYk; 
fo|kihB dk;nk 1994 uqlkj 
 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr Skklu fu.kZ; 

vuq- Ø- ‘Skklu fu.kZ;kuqlkj fnysys foYk; ‘Skklu fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjkYVª SkklukP;k fu.kZ;kuqlkj foHkkxk’kh lacf/kr 

vkysys foYk; 
egkjkYVª SkklukP;k osGksosGh fuxZfer 
dsysys Skklu fu.kZ; 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- ‘Skklfd; i=dkuqlkj fnysys foYk; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjkYVª SkklukP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys foYk; 
egkjkYVª SkklukP;k osGksosGh fuxZfer 
dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- foYk; Øekad o rkjh[k vfHkizk; 
 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh lacf/kr 

vkysys foYk; 
eaqcbZ fo|kihBkus osGksosGh 
fuxZfer dsysys 

 

 



dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;krhy nLr,sotkph oxZokjh  

vuq- 
Ø- foYk; 

nLr,sotkapk izdkj uLrh 
@ eLVj@ uksaniqLrd 

Ogkmpj b- 
izeq[k ckchapk 

ri’khy 
lqjf{kr Bso.;kpk 

dkyko/kh 

1 

 
ivaSvast inaQaI fMDamaQyao  119 enDaomaoMTsacyaa 
fa[-la Aahot. 
 

uLrh 
 

  
kayama 

2 ekfgrh vf/kdkj uLrh   

3 Anaudana i=O;ogkj uLrh   

4 
fo/kkulHkk] fo/kkuHkou rkjkafdr o 
vrkjkafdr iz’u 

uLrh 
  

5 ifji=d uLrh   

6 ns;d ¼Payments) Ogkmpj] uksaniqLrd 
 
 

 

7 ikorh ¼Receipts) uLrh   

8 Bank Statement (SBI,  & BOB) uLrh 
  

9 
Investment Letters, 

Original FDR’s , Books, Fax & 

Quotations 
uLrh 

  

10 Cash book, Ledger, Final 

Account (All Funds) 
uksaniqLrd   

11 Advance Register uksaniqLrd   
12 Cheque  Register uksaniqLrd   
13 Master Transfer uksaniqLrd   
14 Stock Register uksaniqLrd   
15 Inward/ Outward uksaniqLrd Computer   
16 Staff Leave register uksaniqLrd   
17 Mint Register uksaniqLrd   

18 Finance & Accounts 

Committee Inward Register  

uksaniqLrd   

19 Committee Members 

Attendance Register 

uksaniqLrd   

20 Book Prize Register uksaniqLrd   
21 Donation Register uksaniqLrd   
22 Medal File uksaniqLrd   
23 Scholarship Register uksaniqLrd   
24 Cheque Reverse Register uksaniqLrd   
25 Mint File uLrh   
26 Investment Register uksaniqLrd   
27 Duedate Register uksaniqLrd   
28 Bond Register uksaniqLrd   

  

 

 

 

 



 

 

dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaph ukos ]HkRrs o 
R;kaps ekfld osruhdj.k 
 
vuq- 
Ø- oxZ inuke 

vf/kdkjh o deZpk&;kps 
uko :tw fnukad 

nwj/ouh 
Øekad ,dw.k osru 

1  
 
lgk¸;d dqylfpo&VII 

 
fjDr    

2  
 
miys[kkiky 
 

saaO.svaatI saMtaoYa maoZokr 1.12.1983 
98672278
87 

70Ê376À− 

3  
 
lgk¸;d ys[kkiky  
 

EaI.AaMnad . pMu. kaolagao 13.02.1985 
98204704
58 

60]660 À− 

4  
 
lgk¸;d ys[kkiky  
 

saaO.saaQanaa .p`. kaMbaLo 26.07.1985 
98217769
60 

54454 À− 

5  
 
ofj"B fyfid 
 

EaImatI. sauinata .p`.kaMbaLo 30.03.1998 
99304556
86 

33493 À− 

6  
 
dfu"B fyfid 
 

EaI. saMjaya .Sa. saMsaaro 17.12.1998 
996916303
4 

28905 À− 

7  
 
dfu"B fyfid 
 

 
EaImatI.saRiYT.ga.koMbaLo 19.03.2016 

88981371
66 

20312À− 

8  hvaaladar fjDr    

8  
 
Aitir@t f'kikbZ 
 

fjDr    

 
  



 

dye 4 ¼1½ ¼c½ ¼x½ 
eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  osrukph foLr`r 

ekghrh izdkf’kr dj.ks 
 

vuq- 
Ø- 

vf/kdkjh o deZpk&;kps uko] 
inuke o osru Js.kh 

brj vuqKs; HkRrs 
 

  
fu;fer egkxkbZ 

HkRrk 
?kjHkkMs 
HkRrk 

‘Skgj 
HkRrk 

izlaxkuqlkj  
tls izokl 

HkRrk 

fo'ksYa tls izdYi 
HkRrk] izf’k{k.k 

HkRrk 
1 lgk¸;d dqylfpo&VII, 

fjDr       

2 saaO.svaatI saMtaoYa maoZokr 
miys[kkiky 
 

33763 8103 300 1200  

3 EaI.AaMnad . pMu. kaolagao  
lgk¸;d ys[kkiky 
¼9300&34800 xszM osru 
4400½ 

29000 6960 300 1200 ukgh 

4 saaO.saaQanaa .p`. kaMbaLo  
lgk¸;d ys[kkiky 
¼9300&34800 xszM osru 
4400½ 

26350 6324 300 400 ukgh 

5 EaImatI. sauinata .p`.kaMbaLo  
ofj"B fyfid 
¼5200&20200 xszM osru 
2400½  

16075 3858 300 400 ukgh 

6 EaI. saMjaya .Sa. saMsaaro  
dfu"B fyfid 
¼5200&20200 xszM osru 
1900½ 

13875 3330 200 400 ukgh 

7 EaImatI.saRiYT.ga.koMbaLo  
dfu"B fyfid 
¼5200&20200 xszM osru 
1900½ 

9663 2319 200 400 ukgh 

8 hvaaladar ir@t      
8 f'kikbZ 

fjDr 
     

 
 



dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;kps eatwj vankti=d  o [kpkZpk ri’khy ;kph 
foLr`r ekfgrh izdkf’kr dj.ks- 
 
vankti=dkP;k izrhps izdk’ku 
 
vuqnkukP;k forj.kkP;k izrhps izdk’ku 

vuq- 
Ø- vankti=fd; f’k”kZdkps o.kZu vuqnku 

fu;ksftr okij {ks+= o 
dkekpk ri’khy 

vf/kd vuqnku visf{kr 
vlY;kl :i;kr vfHkizk; 

      
 

dye 4 ¼1½ ¼c½ ¼xi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;krhy vuqnku okVikP;k dk;ZØekaph dk;Zin~/krh 
izdkf’kr dj.ks- 
 
 



eqacbZ fo|kihB 

foRr o ys[kk foHkkx 

dk;kZy; izeq[k 

foRr o ys[kk vf/kdkjh 

Jh- v- vk- QG.khdj 

QksVZ dfyuk 

foHkkxizeq[k 

midqylfpo ¼foRr o ys[kk½ 

Jh- fot; Q- rk;Ms 

eq[; ys[kkiky 

Jh-jktsanz uk- vkacoMs 

lgk;d dqylfpo & II 

fjDr 

lgk;d dqylfpo & I 

Jh- lqjs’k j- HkMdqacs 

lgk;d dqylfpo & III 

fjDr 

lgk;d dqylfpo & IV 

fjDr 

lgk;d dqylfpo & V 

Jherh jksfg.kh l- lqis 

 

lgk;d dqylfpo & VI 

fjDr 

 

lgk;d dqylfpo & VII 

fjDr 

 

lgk;d dqylfpo & varxZr ys[kk ifj{k.k@leUo;d d{k 

fjDr 

 

lgk;d dqylfpo & osru d{k 

Jh- v:.k e- tk/ko 

 

 

 lnj d{kizeq[k lgk;d dqylfpo ;kaps d{kfugk; dke o R;k foHkkxklacaf/kr ekfgrh iq<hyizek.ks vkgs- 



dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] jks[k d{k dk;kZy;krhy dk;sZ o drZO; ;kaapk ri'khy% 

dk;kZy;kpss uko    % jks[k d{k] foRr o ys[kk foHkkx] eaqcbZ fo|kihB- 

iRrk     % foRr o ys[kk foHkkx] jks[k d{k] :e ua- 12] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh 
       midqylfpo ¼foRr o ys[kk½ 
 
d{k izeq[k    % lgk¸;d dqylfpo 2 

'kkldh; foHkkxkps uko   % eaqcbZ fo|kihB] eaqcbZ 

dks.kR;k ea=ky;krhy [kkR;kP;k   
vf/kuLr     % mPp o ra=f’k{k.k foHkkx] egkjk"Vª ‘'kklu- 
 
dk;Z{ks=     % eaqcbZ 

fof’k"V dk;Z    % jks£ d{kkr Hkj.kk dj.;k lkBh fdzMk] lYyXurk ;s.kkjs psd 

fllfVe e/;s ekj.;kps dke- rlsp f’k{kd] fo|kFkhZ] fo|kfiB deZpkjh] NEFT / 

RTGS On~kjs ikVhZph ns;ds ns.;kps dke] vWMfe’kuph dkes- osru foHkkxkrwu 
ikBoysY;k isVWyhoj dke d#u loZ f’k{kd o f’k{kdsRrj deZpk&;kaps osru vnk 
dj.;kps egRokps dke] jks£ d{kkr Hkj.kk dj.;klkBh ;s.kkjh ik.;kph] ykbZVph] 
VsyhQksuph] rlsp ojh"B vf/kdk&;kaph eksckbyph fcys- rlsp fofo/k QaMkrwu ;s.kkjs 
psd fllfVe e/;s ekjY;koj R;kaP;k fjlhV R;k R;k QaMkyk osGsr iksgkspo.;kps 
dke- rlsp f’k{kd] fo|kihB deZpkjh] ikVhZph ns;ds fnY;koj R;kaph tek gks.kkjh 
okOgplZ Qk;yhax dj.;kps dke o brj egRokph dkes dj.ks- 

 
foHkkxkps /;s;    % fof’k"V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 

 
foHkkxkps /kksj.k    % fof’k"V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 
 
 
  



loZ laCkf/kr deZpkjh % 

v- Ø- deZpk&;kaph ukos inuke 

1 fjDr lgk¸;d dqylfpo 

2 fjDr jks[kiky  

3 Jh- egs’k d`- ckxos lgk¸kd jks[kiky 

4 Jh- v’kksd Kk- tk/ko lgk¸kd jks[kiky 

5 lkS- Lokrh la- dkjsdj ofj"B fyihd 

6 dq- lqjs[kk jk- rkacs ofj"B fyihd 

7 Jh- _f"kds’k uk- Egk=s dfu"B Vad fyihd 

8 fjDr dfu"B Vad fyihd 

9 fjDr dfu"B Vad fyihd 

10 fjDr dfu"B Vad fyihd 

11 Jh- dkf’kukFk vk- tk/ko gokynkj 

12 Jh- izYgkn uk- yks.kkjs f’kikbZ 
 
dk;Z     % fof’k"V dk;kZe/;s uewn dsysys dkedkt 

dkekps foLr̀r Lo:i                % jks£ d{kkr Hkj.kk dj.;k lkBh fdzMk] lYyXurk ;s.kkjs psd 

fllfVe e/;s ekj.;kps dke- rlsp f’k{kd] fo|kFkhZ] fo|kfiB deZpkjh] NEFT / 

RTGS On~kjs ikVhZph ns;ds ns.;kps dke] vWMfe’kuph dkes- osru foHkkxkrwu 
ikBoysY;k isVWyhoj dke d#u loZ f’k{kd o f’k{kdsRrj deZpk&;kaps osru vnk 
dj.;kps egRokps dke] jks£ d{kkr Hkj.kk dj.;klkBh ;s.kkjh ik.;kph] ykbZVph] 
VsyhQksuph] rlsp ojh"B vf/kdk&;kaph eksckbyph fcys- rlsp fofo/k QaMkrwu ;s.kkjs 
psd fllfVe e/;s ekjY;koj R;kaP;k fjlhV R;k R;k QaMkyk osGsr iksgkspo.;kps 
dke- rlsp f’k{kd] fo|kihB deZpkjh] ikVhZph ns;ds fnY;koj R;kaph tek gks.kkjh 
okOgplZ Qk;yhax dj.;kps dke o brj egRokph dkes dj.ks- 



ekyeRrspk ri’khy   %-------------------- 
 
bekjrh o tkxspk ri’khy   % foRr o ys[kk foHkkx] jks[k d{k] :e ua- 12] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

miyC/k lsok    % fof’k"V dk;kZe/;s uewn dsysys dkedkt 

laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 
 

foRr o ys[kk vf/kdkjh 
 
 

midqylfpo ¼1½ 
 
 

lgk¸kd dqylfpo ¼1½ 
  
 

jks[kiky ¼1½ 
 

lgk¸kd jks[kiky ¼2½ 
 
 

ofj"B fyfid  ¼2½ 
 
 

dfu"B fyfid ¼4½ 
 

 
gokynkj 1 

 
 

f'kikbZ ¼1½ 
 

 
 
 



dk;kZy;hu nwj/ouh Øekad o osGk % 022& 22708771 
      ldkGh 10%20 rs 6%00 oktsi;Zar 
      tso.kkph osG & nqikjh 1%00 rs 1%30 

lkIrkfgd lqV~Vh o fof’kLV lsoslkBh   
BjfoysY;k osGk             % loZ jfookj o efgU;krhy nqljk o pkSFkk ’kfuokj                    

o lkoZtfud lqÍ;k- 

 

dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk fodkl d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 
ri'khy% 

v 

vuq- 
Ø- 

Iknuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 
’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 lgk¸;d dqylfpo 2 1.  Administrative Sanction 

for Purchases/ Expenditure 

up to Rs. 5,000/- 

2.   Passing of Vouchers up 

to Rs. 25,000/- 

3.  Signing of Cheques up to 

Rs. 25,000/- 

4.  Signing of Cash Book 

Signing Monthly Abstract  

The Maharashtra 

Universities  Accounts 

Code 

 

 
f'k{kdsrj deZpkjh 

fujad 

 

c 
vuq- 
Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo&II 

 1- egkjk"Vª fo|kihB   Accounts Code        

   o egkjk"Vª  ukxjh lsok fu;e 
2- ’kklu fu.kZ; 
3- fo|kihBkps ifji=d 



2 jks[kiky 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

3 lgk¸;d jks[kiky 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkj"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

4 ofj"B fyfid  

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 
 

5 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

6 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

7 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

8 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

9 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

10 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

11 gokynkj 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

12 f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk"Vª ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 



 

 

d 

vuq- 
Ø- inuke vf/kdkj & QkStnkjh 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

M 

vuq- 
Ø- inuke vf/kdkj & vFkZU;kf;d 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] jks[k d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk ri'khy% 

v 

vuq- 
Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 lgk¸kd dqylfpo&II 

The Maharashtra 

Universities  

Accounts Code 

1- egkjk"Vª fo|kihB   Accounts Code o 

egkjk"Vª 
 ukxjh lsok fu;e 
2- ‘’kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

 

 
 
 
 
 
 
 

   



c 

vuq- 
Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

1 
lgk¸;d 
dqylfpo&II 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vu"aqkaxkus 
vlysyh drZO;s 

1-egkjk"Vª fo|kihB  Accounts Code  

2-fo|kihB dk;nk 1994 
3- egkjk"Vª ukxjh lsok fu;e 
4- ’kklu fu.kZ; 
5- fo|kihBkps ifji=d 

 

2 jks[kiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

3 
lgk¸kd 
jks[kiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuq"akaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

4 
lgk¸kd 
jks[kiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

5 ofj"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

 ofj"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

6 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

7 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 
 

 



 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- ’kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

 gokynkj 
iz'kkldh; vf/kdkj ukghr- 

 

- egkjk"Vª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 

 

8 f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 
1- egkjk"Vª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 

 

 

dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:i % fofo/k vuqnku vk;ksx tls] fo|kihB vuqnku vk;ksx] egkjk"Vª ‘’kklu] dsanz ’kklu o brj 

vk;ksxkakdMwu fodkl dkeklkBh vkysY;k fuf/kaps ;ksX; okVi dj.ks jks£ d{kkr Hkj.kk dj.;k 
lkBh fdzMk] lYyXurk ;s.kkjs psd fllfVe e/;s ekj.;kps dke- rlsp f’k{kd] 

fo|kFkhZ] fo|kfiB deZpkjh] NEFT / RTGS On~kjs ikVhZph ns;ds ns.;kps dke] 
vWMfe’kuph dkes- osru foHkkxkrwu ikBoysY;k isVWyhoj dke d#u loZ f’k{kd o 
f’k{kdsRrj deZpk&;kaps osru vnk dj.;kps egRokps dke] jks£ d{kkr Hkj.kk 
dj.;klkBh ;s.kkjh ik.;kph] ykbZVph] VsyhQksuph] rlsp ojh"B vf/kdk&;kaph 
eksckbyph fcys- rlsp fofo/k QaMkrwu ;s.kkjs psd fllfVe e/;s ekjY;koj R;kaP;k 
fjlhV R;k R;k QaMkyk osGsr iksgkspo.;kps dke- rlsp f’k{kd] fo|kihB deZpkjh] 
ikVhZph ns;ds fnY;koj R;kaph tek gks.kkjh okOgplZ Qk;yhax dj.;kps dke o brj 
egRokph dkes dj.ks- o brj egRokph dkes dj.ks- 

lacf/kr rjrwn  % 

vf/kfu;ekps uko % fo|kihB dk;nk 1994 

fu;e   % egkjk"Vª ukxjh lsok fu;e 

’kklu fu.kZ;  % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys ’kklu fu.kZ;  

ifji=d   % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps ifji=d 

dk;kZy;hu vkns’k % 



vuq- 
Ø- 

dkekkps Lo:i 
¼f’k{kdsrj deZpk&;kP;kckcr½ 

dkyko/kh@ 
fnol dkeklkBh tckcnkj vf/kdkjh vfHkizk; 

3 

Replay the  Audit queries, payment from 

various University Fund A/c , To maintain a 

register for the safe custody of the Investment 

documents like Insurance Policies, agreements 

etc. To maintain Registrar for the safe custody 

of gold medals and recording the date of 

receipt of the medal, name of the medal, 

name of the awarded, dated of delivering of 

the medal, name of the awarded, dated of 

delivering of the madal and obtaining 

signature of the receipient. to maintain the 

register showing the detail regarding day to 

day movement of cahs between the office and 

other different banks as also other counter 

and department. To looking after the work of 

cash handling allowances to all university staff 

handling the cash. 

 

 

 

rkRdkG 

jks[kiky] lgk¸kd jks[kiky 
 

 

4 

To accept and account for all Cash/Cheques 

after verifying the receipts issued during the 

day by the various section/units departments, 

hostel, and issue a consolidated receipts for all 

the receipts and enter in his cash register. To 

keep and maintain stock registrar of various 

forms i.e. M.A., M.Sc, admission form etc. To 

look after correspondence of receipts side.  

To assist the auditor and look after audit 

queries pertaining to receipt side. To verify the 

receipts issued by the clerk (Receipt) and tally 

with the total receipt with actual cash and 

cheques amounts at the end of the day and 

enter the same in the cash tally Register. To 

prepare statement of cheques to be deposite  

with the bank in various fund A/c and paying 

slips as per requirement of the bank. 

 

 

 

 

lgk¸kd jks[kiky 
 

 

5 

Physical verification of daily receipt through 

cheques of by cash and payment through 

chequ and cash and to make entry in cash tally 

register at the end of the day. To verify the 

collections made by Cheques and cash on the 

 lgk¸kd jks[kiky 
 

 



previous day deposited in to the respective 

banks in proper bank A/c on the following day. 

Checking of payment voucher their budget 

head from impress balance cas as mentioned 

in the cash Registrar by the counter clerk. 

 

 

 

6 

1 Collections of the cash and issued a 

receipt for the same as detail below:- 

I) General Fund (Receipt) 

(19430) 

a) Tuition fees 

b) Un-spent balance 

amount of various 

advance taken from 

general fund. 

c) Miscellaneous cash 

receipts (Postage, 

Tender, Cost of 

Various University 

form, Graduate 

Registration fee,  

Teaching Post 

application fee, 

Application fee., 

Miscellaneous 

Receipt books etc) 

II) Other fund 

Un-spent balance amount 

of advance taken from 

following funds other than 

General Fund. 

a) Sport Activities 

Fund 

b) Student Welfare 

Fund 

c) Trust Fund 

d) Grants fund I 

e) Grants Fund II etc. 

2 Collection of cheques and issue a 

receipt for the above mentioned 

General Fund and other Univ. Fund 

 ofj"B fyfid    

7 

 

To collect the cheques recovered from the 

Inward Section and forward the same to 

respective unit for their remark. To maintain 

Cash Register amout enter in it total cas 

 ofj"B fyfid    



received and total cheques amout received 

during the same pertaining to each fund, To 

writer the pay-in-slip of the bank of different 

funds and to make statement of Cheque  as 

per requirement of the bank. To collect the 

money order amout received from the 

students by post and issue the receipt for the 

same and forward the same to the student 

and inform the concern section in the matter. 

 

 

 

 

 

 

8 

The drawal of cheques, The disposal of 

cheques, To prepare salary statement for 

sending respective bank. To prepare salary 

packets and assist to distribution of salary. To 

draw a demand draft as per requirement and 

maintain demand draft register. Preparation 

of money order form and statement of 

pensioner. To reverse the cheques which have 

become stale and pursue the matter and 

maintain cheques reverse register and issue 

fresh Cheque if required. Typing work.  

 dfu"B fyfid  

9 

 

Payment of T.A./D.A. to various examiner 

payment of T.A. to members of various 

committee, payment of honorarium to 

examiner. Disbursement of Overtime 

payment. Payment of Government of India 

Scholarship to students. To send intimation 

car to students. To draw cheques or 

NEFT/RTGS of T. A Payment. To prepare RB.I. 

Statement to withdraw cash from RB.I. and to 

do such other duties as may be assigned by 

superiors. Typing work. 

 

 

 

 

 

 

 

 

 

 dfu"B fyfid  



10 

The disposal of cheques, To filling and 

distribution of salary packets, To attend the 

quire and letters. To send reminder in respect 

of cheques not colleted. To made payment 

from imprest and look after the work of 

receipt side in absence of payment clerk and 

receipt side clerk. To prepare challan deducted 

at source from the contracts and arrange to 

send the same to bank and makng file for it 

and also to prepare challan of income tax of 

salary of university employee 

 

 dfu"B fyfid  

11 

To prepare challan deducted at source from 

the contracts and arrange to send the same to 

bank and makng file for it and also to prepare 

challan of income tax of salary of university 

employee. The draw of cheques. To attend the 

quire and letters. To send reminder in respect 

of cheques not colleted. To made payment 

from imprest and look after the work of 

receipt side in absence of payment clerk and 

receipt side clerk. To maintain undisbursed 

salary register. 

 

 dfu"B fyfid  

12 

Depositing chques of Telephone bill, BEST bill, 

BMC bill etc. Depositing RBI, P.T., & I.T. 

challans in to bank. Deposing various fund 

cheques & cash in to banks. Voucher filling. 

The disposal of cheques 

 

 

 gokynkj  

13 
Deparmental filing. 

Attending all duties of peon. 

 

 f'kikbZ  

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys fo”k; fu;e Øekad o o”ksZ vfHkizk; 
 fo|kihB vf/kfu;e 1994 uqlkj foHkkxk’kh 

lacf/kr vkysys fo"k; 
fo|kihB dk;nk 1994 
uqlkj 
 

 

 

 



dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr ’kklu fu.kZ; 

vuq- Ø- ‘’kklu fu.kZ;kuqlkj fnysys fo”k; ‘’kklu fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk"Vª ’kklukP;k fu.kZ;kuqlkj foHkkxk’kh lacf/kr 

vkysys fo"k; 
egkjk"Vª ’kklukP;k osGksosGh fuxZfer 
dsysys ’kklu fu.kZ; 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- ‘kklfd; i=dkuqlkj fnysys fo”k; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk"Vª ’kklukP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo"k; 
egkjk"Vª ’kklukP;k osGksosGh fuxZfer 
dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- fo”k; Øekad o rkjh[k vfHkizk; 
 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh lacf/kr 

vkysys fo"k; 
eaqcbZ fo|kihBkus osGksosGh 
fuxZfer dsysys 

 

 



dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] jks[k d{k dk;kZy;krhy nLr,sotkph oxZokjh 

vuq- Ø- fo"k; 

nLr,sotkapk izdkj uLrh 
@ eLVj@ uksaniqLrd 

Ogkmpj b- 
izeq[k ckchapk 

ri’khy 
lqjf{kr Bso.;kpk 

dkyko/kh 

1 

 
fofo/k ;kstukaph ekfgrh ¼fo|kihB 
vuqnku vk;ksx] egkjk”Vª ‘kklu] 
dsafnz; ;kstuk] la’kks/ku ;kstuk½ 
 

uLrh 
 

  

2 ekfgrh vf/kdkj uLrh   

3 ’kklu i=O;ogkj uLrh   

4 
fo/kkulHkk] fo/kkuHkou rkjkafdr o 
vrkjkafdr iz’u 

uLrh 
  

5 ifji=d uLrh   

6 ns;d  uLrh 
 
 

 

7 ikorh ¼Receipts½ uLrh 
  

8 Cheque counter Register uksaniwLrd 
  

9 Cash Receipt Register uksaniwLrd 
  

10 Revenue Stamp Register uksaniwLrd   

11 Daily Receipt Register uksaniwLrd   

12 
Disburment of daily 

receipt register 
uksaniwLrd 

  

13 Reversed cheque register uksaniwLrd   

14 By hand register uksaniwLrd   

15 Stock Register uksaniwLrd    
16 Income Tax Register uksaniwLrd   
17 Professional Tax Register uksaniwLrd] uLrh   

  

 

 



dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] jks[k d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaph ukos ]HkRrs o R;kaps 
ekfld osruhdj.k 
 
vuq- 
Ø- oxZ inuke vf/kdkjh o deZpk&;kps uko :tw fnukad nwj/ouh Øekad ,dw.k osru 

1  
 
lgk¸;d dqylfpo&2 

 
fjDr    

2  
 
jks[kiky 
 

fjDr    

3  

 
lgk¸kd jks[kiky 
  
 

Jh- egs’k d`- ckxos 26-6-1987 8097584470 47079@& 

4  
 
lgk¸kd jks[kiky 
 

Jh- v’kksd Kk- tk/ko 1-4-1985 9702699726 52434@& 

5  
 
ofj"B fyfid 
 

lkS- Lokrh la- dkjsdj 3-4-1996 9967495892 34891@& 

6  
 
ofj"B fyfid 
 

dq- lqjs[kk jk- rkacs 5-12-1996 9892053028 34865@& 

7  
 
dfu"B Vad fyfid 
 

Jh- _f"kds’k uk- Egk=s 17-2-2014 9076245271 21786@& 

8  
dfu"B fyfid 
 

fjDr    

9  
dfu"B fyfid 
 

fjDr    

10  
dfu"B fyfid 
 

fjDr    

11  gokynkj Jh- dkf’kukFk vk- tk/ko 18-5-1982 
8451814349 
 

33669@& 

12  
 
f'kikbZ 
 

Jh- izYgkn uk- yks.kkjs 1-1-1986 8652159445 29268@& 

 
  



 
dye 4 ¼1½ ¼c½ ¼x½ 

eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] jks[k d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  osrukph foLr̀r 
ekghrh izdkf’kr dj.ks 
 

vuq- 
Ø- 

vf/kdkjh o deZpk&;kps uko] 
inuke o osru Js.kh 

brj vuqKs; HkRrs 
 

  
fu;fer egkxkbZ 

HkRrk 
?kjHkkMs 
HkRrk 

‘’kgj 
HkRrk 

izlaxkuqlkj  
tls izokl 

HkRrk 

fo'ks’k tls izdYi 
HkRrk] izf’k{k.k 

HkRrk 
1 lgk;d dqylfpo&2 

fjDr 
      

2 jks[kiky 
fjDr 

     

3 Jh- egs’k d`- ckxos  
lgk¸kd jks[kiky 
¼9300&34800 xszM osru 
4300½ 

22588 5421 300 400 300 

4 Jh- v’kksd Kk- tk/ko  
lgk¸kd jks[kiky 
¼9300&34800 xszM osru 
4300½ 

25213 6051 300 400 300 

5 lkS- Lokrh la- dkjsdj  
ofj"B fyfid 
¼9300&34800 xszM osru 
4300½ 

16638 3993 300 400 250 

6 dq- lqjs[kk jk- rkacs  
ofj"B fyfid 
¼5200&20200 xszM osru 
2400½ 

16625 3990 300 400 250 

7 Jh- _f"kds’k uk- Egk= 
dfu"B Vad fyfid 
¼5200&20200 xszM osru 
1900½ 

10263 2463 200 400 250 

8 Jh- dkf’kukFk vk- tk/ko 
Gokynkj ¼5200&20200 xszM 
osru 1900½ 

16088 3861 200 400 200 

9 Jh- izYgkn uk- yks.kkjs 
f'kikbZ ¼5200&20200 xszM 
osru 1900½ 

15788 & 200 400 200 

 



      dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] jks[k d{k dk;kZy;kps eatwj vankti=d  o [kpkZpk ri’khy ;kph foLr`r 
ekfgrh izdkf’kr dj.ks- 
 
vankti=dkP;k izrhps izdk’ku 
 
vuqnkukP;k forj.kkP;k izrhps izdk’ku 

vuq- 
Ø- 

vankti=fd; f’k”kZdkps 
o.kZu vuqnku 

fu;ksftr okij {ks+= o 
dkekpk ri’khy 

vf/kd vuqnku visf{kr 
vlY;kl :i;kr vfHkizk; 

      
 

dye 4 ¼1½ ¼c½ ¼xi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] jks[k d{k dk;kZy;krhy vuqnku okVikP;k dk;ZØekaph dk;Zin~/krh izdkf’kr 
dj.ks- 

 
 
 



dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;krhy dk;sZ o drZO; ;kaapk ri'khy% 

dk;kZy;kpss uko    % ys[kk iqLrds d{k] foRr o ys[kk foHkkx] eaqcbZ fo|kihB - 

iRrk     % foRr o ys[kk foHkkx] ys[kk iqLrds d{k] :e ua- ‹] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh 

       midqylfpo ¼foRr o ys[kk½ 
 

d{k izeq[k    % lgk;d dqylfpo 

'kkldh; foHkkxkps uko   % foRr o ys[kk eaqcbZ fo|kihB] eaqcbZ 

dks.kR;k ea=ky;krhy [kkR;kP;k   

vf/kuLr     % mPp o ra=f’k{k.k foHkkx] egkjk"Vª ‘'kklu- 

 

dk;Z{ks=     % eaqcbZ 

fof’k"V dk;Z    % lkekU; fu/kh CaWkd vkWQ cjksMk  [kkrs Ø- 515]1399]169o 2008 ps njegk  

                                      jks[k o [kkrsogh r;kj dj.ks- lkekU; iz’kklu o QksVZ ifjljkrhy „Š fofo/k 

                                      foHkkx] o olrhx`gkaps okf"kZd ys[kk rkGscan r;kj dj.ks- fo|kihB inO;qRrj  

                                      dkslZ rFkk ih-,p-Mh- la’kks/ku ifjikB ’kqYd fgLlk] egkfo|ky; o  

                                      fo|kF;kZuqlkj uksan ogh o Qh ph uksan.kh dj.ks- laLFkk@egkfo|ky;kal  

                                      layfXudrk u feGkY;kl lnj foHkkxkus lknj dsysY;k izLrkokuq#i ijrkok      

                                      dj.ks- [kkrs iwfLrdk] jks[kiqfLrdk] okf"kZd rkGscan o brj egRokph dkes                                      

                                      dj.ks- 

 

foHkkxkps /;s;    % fof’k"V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 

 

foHkkxkps /kksj.k    % fof’k"V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 

 

 

 

  



loZ laCkf/kr deZpkjh % 

v- Ø- deZpk&;kaph ukos inuke 

1 fjDr lgk¸;d dqylfpo &II 

2 Jh- lqHkk"k fu- ckxMs  miys[kkiky 

3 Jherh izHkkorh u- Äqys  lgk¸;d ys[kkiky 

4 fjDr ofj"B fyfid 

5 Jherh- lk?kuk x- vkatysZdj dfu"B fyfid 

6 Jh- çfre ç- iqtkjh dfu"B fyfid 

7 fjDr dfu"B fyfid 

Š fjDr 
dfu"B fyfid 

 

‹ fjDr 
dfu"B fyfid 

 

ƒ‚ Jh- fot; dkas- xk;dokM nIrjh  

ƒƒ fjDr f’kikÃ 

 

dk;Z     %fof’k"V dk;kZe/;s uewn dsysys dkedkt 

 

dkekps foLr`r Lo:i                % lkekU; fu/kh CaWkd vkWQ cjksMk  [kkrs Ø- 515]1399]169o 2008  ps   

                                       njegk jks[k o [kkrsogh r;kj dj.ks- lkekU; iz’kklu o QksVZ ifjljkrhy  

                                       „Š fofo/k foHkkx olrhx`gkaps okf"kZd ys[kk rkGscan r;kj dj.ks- fo|kihB  

                                       inO;qRrj dkslZ rFkk ih-,p-Mh- la’kks/ku ifjikB ’kqYd fgLlk] egkfo|ky;  

                                       o fo|kF;kZuqlkj uksan ogh o Qh ph uksan.kh dj.ks- laLFkk@egkfo|ky;kal  

                                       layfXudrk u feGkY;kl lnj foHkkxkus lknj dsysY;k izLrkokuq#i ijrkok  

                                       dj.ks- layfXudrk Qh ph ukasn.kh dj.ks-  [kkrs iwfLrdk] jks[kiqfLrdk] okf"kZd  

                                       rkGscan o brj egRokph dkes dj.ks- 

 

ekyeRrspk ri’khy   %-------------------- 

 

bekjrh o tkxspk ri’khy   % foRr o ys[kk foHkkx] ys[kk iqLrds d{k] :e ua- ‹] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 



 

miyC/k lsok    % fof’k"V dk;kZe/;s uewn dsysys dkedkt 

  

 

laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 

 

foRr o ys[kk vf/kdkjh 

 

midqylfpo ¼1½ 

 

lgk¸;d dqylfpo&II ¼1½ 

  

miys[kkiky ¼1½ 

 

 lgk¸;d ys[kkiky ¼1½ 

 

ofj"B fyfid  ¼1½ 

 

dfu"B fyfid ¼5½ 

 

nIrjh ¼1½ 

 

f'kikbZ ¼1½ 

 

 

dk;kZy;hu nwj/ouh Øekad o osGk         % 022& 22708766 

      ldkGh 10%20 rs 6%00 oktsi;Zar 

      tso.kkph osG & nqikjh 1%00 rs 1%30 

 

lkIrkfgd lqV~Vh o fof’k"V lsoslkBh   

BjfoysY;k osGk             % loZ jfookj o efgU;krhy nqljk o pkSFkk ’kfuokj o lkoZtfud lqÍ;k- 

 

 

 

  



dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 

ri'khy% 

v 

vuq- 

Ø- 

inuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 

’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 lgk¸;d dqylfpo&II 1.  Administrative Sanction 

for Purchases/ Expenditure 

up to Rs. 5,000/- 

2.   Passing of Vouchers up 

to Rs. 25,000/- 

3.  Signing of Cheques up to 

Rs. 25,000/- 

4.  Signing of Cash Book 

Signing Monthly Abstract  

The Maharashtra 

Universities  Accounts 

Code 

 

 

f'k{kdsrj deZpkjh 

fujad 
 

 

 

c 

vuq- 

Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj 

vfHkizk; 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo&II 

 1- egkjk"Vª fo|kihB   Accounts Code        

   o egkjk"Vª  ukxjh lsok fu;e 

2- ’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt 

 

1- egkjk"Vª fo|kihB   Accounts Code        

   o egkjk"Vª ukxjh lsok fu;e 

2- ’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

3 lgk¸;d ys[kkiky 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt 

 

1- egkj"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

4 ofj"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt 

 

1- egkjk"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

 



5 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 

funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 

2- ’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

6 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 

funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

7 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 

funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

8 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 

funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

‹ dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 

dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 

funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

ƒ‚ nIrjh 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

ƒƒ f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk"Vª ukxjh lsok fu;e 

2- ‘’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

 

d 

vuq- 

Ø- inuke vf/kdkj & QkStnkjh 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

M 

vuq- 

Ø- inuke vf/kdkj & vFkZU;kf;d 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 



dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 

ri'khy% 

v 

vuq- 

Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 
lgk¸;d 

dqylfpo&II 

The Maharashtra 

Universities  

Accounts Code 

1- egkjk"Vª fo|kihB   Accounts Code o 

egkjk"Vª ukxjh lsok fu;e 

2- ’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

  
   

c 

vuq- 

Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj vfHkizk; 

  
   

1 
lgk¸;d 

dqylfpo&II 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 

vf/kdkj iz’kklfd; ;kaP; vu"aqkaxkus 

vlysyh drZO;s 

1- fo|kihB dk;nk 1994 egkjk"Vª 

fo|kihB  Accounts Code  

o egkjk"Vª ukxjh lsok fu;e 

2- ’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 

vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 

vlysyh drZO;s 

1- fo|kihB dk;nk 1994 egkjk"Vª 

fo|kihB  Accounts Code  

o egkjk"Vª ukxjh lsok fu;e 

2- ’kklu fu.kZ; 

3- fo|kihBkps ifji=d 

 

3 
lgk¸;d 

ys[kkiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 

vf/kdkj iz’kklfd; ;kaP; vuq"akaxkus 

vlysyh drZO;s 

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

4 ofj"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 

vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 

vlysyh drZO;s 

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

5 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 

vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 

vlysyh drZO;s 

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 



6 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 

vf/kdkj iz’kklfd; ;kaP; vuaq"kaxkus 

vlysyh drZO;s 

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

7 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 

vf/kdkj iz’kklfd; ;kaP;k vuaq"kaxkus 

vlysyh drZO;s 

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

8 dfu"B fyfid 

foHkkxkrhy deZpk&;kuh ekfxrysyh 

dkxni= iqjfo.ks o brj dk;kZy;hu 

lacf/kr dkes  

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

‹ dfu"B fyfid 

foHkkxkrhy deZpk&;kuh ekfxrysyh 

dkxni= iqjfo.ks o brj dk;kZy;hu 

lacf/kr dkes  

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

ƒ‚ nIrjh 
iz'kkldh; vf/kdkj ukghr- 

 

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

ƒƒ f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 

1-fo|kihB dk;nk 1994 

2- egkjk"Vª ukxjh lsok fu;e 

3- ’kklu fu.kZ; 

4- fo|kihBkps ifji=d 

 

 

dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:i           % lkekU; fu/kh CaWkd vkWQ cjksMk  [kkrs Ø- 515]1399]169o 2008  ps     

                                       njegk jks[k o [kkrsogh r;kj dj.ks- lkekU; iz’kklu o QksVZ ifjljkrhy  

                                       „Š fofo/k foHkkx olrhx`gkaps okf"kZd ys[kk rkGscan r;kj dj.ks- fo|kihB  

                                       inO;qRrj dkslZ rFkk ih-,p-Mh- la’kks/ku ifjikB ’kqYd fgLlk] egkfo|ky; 

                                       o fo|kF;kZuqlkj uksan ogh o Qh ph uksan.kh dj.ks- [kkrs iwfLrdk]    

                                       jks[kiqfLrdk] okf"kZd rkGscan o brj egRokph dkes dj.ks- 

 

 

 

 

 

 

 



lacf/kr rjrwn % eaaqcbZ fo|kihBkP;k vFkZladfYi; rjrwnhuqlkj  

 

vf/kfu;ekps uko  % fo|kihB dk;nk 1994 

fu;e   % egkjk"Vª ukxjh lsok fu;e 

'kklu fu.kZ;  % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys 'kklu fu.kZ;  

ifji=d   % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps ifji=d 

dk;kZy;hu vkns’k % 

vuq- 

Ø- 

dkekkps Lo:i        ¼f’k{kdsrj 

deZpk&;kP;kckcr½ 

dkyko/kh@ 

fnol dkeklkBh tckcnkj vf/kdkjh vfHkizk; 

1 

Attend the University Statutory Auditors 

/Internal auditors & Accounts General 

Audit 

 

rkRdkG 
lgk¸;d dqylfpo&II, 

miys[kkiky] lgk¸;d ys[kkiky 

 

2 
Replay the  Audit queries, Preparation  of 

Budget Estimate & Budget Notes 
rkRdkG 

miys[kkiky] lgk¸;d ys[kkiky 
 

3 

Maintenance of Book of Accounts of 

General Fund –I (Bank of Baroda). Making  

Correspondence with Bank, Attending 

Audit Queries, Preparing Books of 

Accounts & Final Accounts, to tally Non-

Revenue Account, Reconciliation  of Cash 

Book with Bank Statement. 

 

lgk¸;d ys[kkiky 

 

4 Posting of C.R. A/c. No.2008.  lgk¸;d ys[kkiky  

5 

Assist to Reconciliation of 4 Funds. Assist 

to prepare Final Account of 28 

Departments. Entering Cheque Reverse. 

 lgk¸;d ys[kkiky  

6 
Correspondence with to the Financing 

bodies and head of Departments 
 lgk¸;d ys[kkiky  

7 
Preparation of Statement of Unspent 

Balance as on 31
st
  March every year  

 lgk¸;d ys[kkiky  

8 

Assist to preparation of Trial Balance. 

Assist for recovering University share of 

Tuition Fees from various 

colleges/Institutes. 

 lgk¸;d ys[kkiky  

9 

Providing Information under Right From 

Information Act  Asked by the Individual, 

the state & Central Governments  & 

University Authority on Demand 

 lgk¸;d ys[kkiky  

10 

Preparing of Journal Voucher of salaries, 

office correspondence. Reply to audit 

queries 

 lgk¸;d ys[kkiky  

11 
Checking all types of refund. Any other 

work entrusted by the higher authorities. 
 lgk¸;d ys[kkiky  



 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼v½ 

uewU;ke/;s dkekps izdVhdj.k 

la?kVukaps y{k ¼okf"kZd½ 

vuq- Ø- dke @ dk;Z dkekps izek.k vkfFkZd y{k vfHkizk; 

 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼c½ 

dkekph e;kZnk 

dke iw.kZ gks.;klkBh izR;sd dkekph dkye;kZnk 

vuq- 

Ø- dke @ dk;Z 

fnol @rkl 

dke iw.kZ 

dj.;klkBh tckcnkj vf/kdkjh 

rØkj fuokj.k 

vf/kdkjh 

1 

To attend the University Statutory 

Auditors /Internal auditors & 

Accounts General Audit 

 
lgk¸;d dqylfpo&II, 

miys[kkiky] lgk¸;d ys[kkiky 

midqylfpo 

2 Reply the  Audit queries,  
 

miys[kkiky] lgk¸;d ys[kkiky 
midqylfpo 

3 

Maintenance of Book of Accounts 

of General Fund –I (Bank of 

Baroda). Making  Correspondence 

with Bank, Attending Audit 

Queries, Preparing Books of 

Accounts & Final Accounts, to 

tally Non-Revenue Account, 

Reconciliation  of Cash Book with 

Bank Statement. 

 

lgk¸;d ys[kkiky 

midqylfpo 

4 Posting of C.R. A/c. No.2008. 
 lgk¸;d ys[kkiky midqylfpo 

5 

Assist to Reconciliation of 4 

Funds. Assist to prepare Final 

Account of 28 Departments. 

Entering Cheque Reverse. 

 lgk¸;d ys[kkiky midqylfpo 



6 

Correspondence with to the 

Financing bodies and head of 

Departments 

 lgk¸;d ys[kkiky midqylfpo 

7 

Preparation of Statement of 

Unspent Balance as on 31
st
  March 

every year  

 lgk¸;d ys[kkiky midqylfpo 

8 

Assist to preparation of Trial 

Balance. Assist for recovering 

University share of Tuition Fees 

from various colleges/Institutes. 

 lgk¸;d ys[kkiky midqylfpo 

9 

Providing Information under Right 

From Information Act  Asked by 

the Individual, the state & Central 

Governments  & University 

Authority on Demand 

 lgk¸;d ys[kkiky midqylfpo 

10 

Preparing of Journal Voucher of 

salaries, office correspondence. 

Reply to audit queries 

 lgk¸;d ys[kkiky midqylfpo 

11 

Checking all types of refund. Any 

other work entrusted by the higher 

authorities. 

 lgk¸;d ys[kkiky midqylfpo 

12 

Maintenance of Book of Accounts 

of General Fund –I (Bank of 

Baroda). Making  Correspondence 

with Bank, Attending Audit 

Queries, Preparing Books of 

Accounts & Final Accounts, to 

tally Non-Revenue Account, 

Reconciliation  of Cash Book with 

Bank Statement. 

 

lgk¸;d ys[kkiky 

midqylfpo 

13 Posting of C.R. A/c. No.2008. 
 lgk¸;d ys[kkiky  

 

  



 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys fo"k; fu;e Øekad o o”ksZ vfHkizk; 

 fo|kihB vf/kfu;e 1994 uqlkj foHkkxk’kh 

lacf/kr vkysys fo"k; 

fo|kihB dk;nk 1994 uqlkj 

 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr ‘kklu fu.kZ; 

vuq- 

Ø- 

'kklfd; i=dkuqlkj fnysys 

fo"k; ‘'kklu fu.kZ;kuqlkj fnysys fo"k; ‘'kklu fu.kZ; Øekad o rkjh[k  vfHkizk; 

 egkjk"Vª 'kklukP;k 

ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo"k; 

egkjk"Vª ‘'kklukP;k fu.kZ;kuqlkj 

foHkkxk’kh lacf/kr vkysys fo"k; 

egkjk"Vª ‘'kklukP;k osGksosGh fuxZfer 

dsysys 'kklu fu.kZ; 

  

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- 'kklfd; i=dkuqlkj fnysys fo"k; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 

 egkjk"Vª 'kklukP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo"k; 

egkjk"Vª 'kklukP;k osGksosGh fuxZfer 

dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼ c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- fo"k; Øekad o rkjh[k vfHkizk; 

 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh lacf/kr 

vkysys fo"k; 

eaqcbZ fo|kihBkus osGksosGh 

fuxZfer dsysys 

 

 



dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;krhy nLr,sotkph oxZokjh  

vuq- Ø- fo"k; 

nLr,sotkapk izdkj uLrh @ 

eLVj@ uksaniqLrd Ogkmpj 

b- 

izeq[k ckchapk 

ri’khy 

lqjf{kr Bso.;kpk 

dkyko/kh 

1 Voucher/Journal Voucher 
 

uksaniqLrd 

  

2 Cash Book uksaniqLrd   

3 General Ledger uksaniqLrd   

4 Reconciliation Register uksaniqLrd   

5 Final Account uksaniqLrd   

6 Pay Tally uksaniqLrd   

7 ekfgrh vf/kdkj uLrh   

8 'kklu i=O;ogkj uLrh   

9 
fo/kkulHkk] fo/kkuHkou rkjkafdr o 

vrkjkafdr iz’u 
uLrh 

  

10 ifji=d uLrh   

11 ns;d ¼Payments½ Ogkmpj] uksaniwLrd 
 

 

 

12 ikorh ¼Receipts½ uLrh 
  

13 
Bank Statement (Bank of 

Baroda) 
uLrh 

  

14 R.T.I.,  Old Record  uLrh 
  

15 
Cash book, Ledger, Final 

Account, 
uksaniwLrd 

  

16 Advance Register uksaniwLrd   

17 Cheque  Register uksaniwLrd 
  

18 Master Transfer uksaniwLrd 
  

19 Stock Register uksaniwLrd   

20 Inward/ Outward uksaniwLrd (Computer)   

21 L C Register uksaniwLrd   

22 Staff Leave register uksaniwLrd] uLrh 
  

  

 



 

 

 

dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB ;sFkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaph ukos ]HkRrs o R;kaps 

ekfld osruhdj.k 

 

vuq- 

Ø- oxZ inuke 

vf/kdkjh o deZpk&;kps 

uko :tw fnukad nwj/ouh Øekad ,dw.k osru 

1  

 

lgk¸;d dqylfpo&II 

 

fjDr    

2  Jh- lqHkk"k fu- ckxMs  miys[kkiky 27-12-1984 9892528464 66398@& 

3  Jherh izHkkorh u- Äqys  lgk¸;d ys[kkiky 29-05-1992 9702369169 42291@& 

4  fjDr ofj"B fyfid    

5  
Jherh- lk?kuk x- 

vkatysZdj 
dfu"B fyfid 01-01-2005 9969523776 25437@& 

6  Jh- çfre ç- iqtkjh dfu"B fyfid 01-08-2015 8291507353 20924@& 

7  fjDr dfu"B fyfid    

8  fjDr 
dfu"B fyfid 

 
   

9  fjDr 
dfu"B fyfid 

 
   

10  Jh- fot; dkas- xk;dokM nIrjh  11-04-1984 9969262505 32500@& 

11  fjDr f’kikÃ    

 

  



 

dye 4 ¼1½ ¼c½ ¼x½ 
eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  osrukph foLr`r 

ekghrh izdkf’kr dj.ks 

 

vuq- 

Ø- 

vf/kdkjh o deZpk&;kps uko] 

inuke o osru Js.kh 

brj vuqKs; HkRrs 

 

  

fu;fer 

egkxkbZ 

HkRrk 

?kjHkkMs 

HkRrk 

‘'kgj 

HkRrk 

izlaxkuqlkj  

tls izokl 

HkRrk 

fo'ks"k tls 

izdYi HkRrk] 

izf’k{k.k HkRrk 

1  

lgk¸;d dqylfpo&II 

 

      

2 Jh- lqHkk"k fu- ckxMs  31813 7635 300 1200 ukgh 

3 Jherh izHkkorh u- Äqys  20388 4893 300 400 ukgh 

4 fjDr      

5 Jherh- lk?kuk x- vkatysZdj 12175 2922 200 400 ukgh 

6 Jh- çfre ç- iqtkjh 9963 2391 200 400 ukgh 

7 fjDr      

8 fjDr      

9 fjDr      

10 Jh- fot; dkas- xk;dokM 15613 3747 200 400 ukgh 

11 fjDr      

 

 



dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;kps eatwj vankti=d  o [kpkZpk ri’khy ;kph 

foLr`r ekfgrh izdkf’kr dj.ks- 

 

vankti=dkP;k izrhps izdk’ku 

 

vuqnkukP;k forj.kkP;k izrhps izdk’ku 

 

vuq- 

Ø- vankti=fd; f’k"kZdkps o.kZu vuqnku 

fu;ksftr okij {ks+= o 

dkekpk ri’khy 

vf/kd vuqnku visf{kr 

vlY;kl :i;kr vfHkizk; 

      

 

dye 4 ¼1½ ¼c½ ¼xi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk iqLrds d{k dk;kZy;krhy [kkrs iqfLrdk] jks[k iqfLrdk] okf"kZd rkGscan   

dk;ZØekaph dk;Zin~/krh izdkf’kr dj.ks- 

 

 



 

1- 

dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB ;sFkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;krhy dk;sZ o drZO; ;kaapk ri'khy% 

dk;kZy;kpss uko    % ns;d d{k] foRr o ys[kk foHkkx] eaqcbZ fo|kihB - 

iRrk     % foRr o ys[kk foHkkx] ns;d d{k] :e ua- 13] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh 
       midqylfpo ¼foRr o ys[kk½ 
 

d{k izeq[k    % lgk¸;d dqylfpo 3 

'kkldh; foHkkxkps uko   % eaqcbZ fo|kihB] eaqcbZ 

dks.kR;k ea=ky;krhy [kkR;kP;k   
vf/kuLr     % mPp o ra=f’k{k.k foHkkx] egkjkYVª Skklu- 
 
dk;Z{ks=     % eaqcbZ 

fof’k”V dk;Z                       % fofo/k foHkkx / d{k ;kapsdMwu izkIr >kysys ns;ds fLodkj.ks      

rs rikl.ks o laca/khr vFkZ f’k”kZadkuqlkj R;kph Payment 

Register e/;s uksn ?ks.ks o R;kps Voucher cuowu rs 

jks[k foHkkxkr ikBfo.ks- 
foHkkxkps /;s;                      % lkekU; iz’kklu foHkkxke/khy vFkZladYike/;s dsysY;k 

rjrqnhuqlkj dk;Zokgh dj.ks- 

foHkkxkps /kksj.k                     % lkekU; iz’kklu foHkkx ³General Fund´                          
vFkZladYikuqlkj uewn dsysys dkedkt fu;ekauqlkj dj.ks- 

 
 
 
  



 

                                      2- 
loZ laCkf/kr deZpkjh % 
 

v- Ø- deZpk&;kaph ukos inuke 

1 fjDr lgk¸;d dqylfpo 3 

2 LkkS- eR.kkyh fn- xkslkoh- miys[kkiky 

3 Jh- fHkok v- Hkkaxs lgk¸;d ys[kkiky 

4 Jherh ek/koh ‘kstoydj ofj"B fyfid 

5 fjDr dfu"B fyfid ³3´ 

6 fjDr f'kikbZ ³1´ 

 
dk;Z     % fof’k”V dk;kZe/;s uewn dsysys dkedkt 
 
dkekps foLr`r Lo:i                % fofo/k foHkkxkrhy @d{kkrhy ns;ds fLodkj.ks] rikl.ks 

Voucher cufo.ks] eatqjhlkBh fVi.kh r;kj d#u foRr o 

ys[kk vf/kdkjh @ekuuh; dqyxq# ;kaP;kdMs ikBfo.ks] o 

eatqjh feGkY;kuarj Payment Voucher  cuowu R;kPkh   

Payment Register e/;s uksan ?ks.ks o lac/khr ikVhZyk 

ns;d vnk dj.ks rlsp General Voucher   r;kj 

dj.ks] Transfer Voucher r;kj dj.ks] uk gjdr 

izek.ki= r;kj dj.ks- 
ekyeRrspk ri’khy   %  -------------------- 
 
bekjrh o tkxspk ri’khy  % foRr o ys[kk foHkkx] ns;d d{k] :e ua- 13] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

miyC/k lsok    % General Fund e/;s uewn dsysys dkedkt 

  
 
 



 

                                        3- 
 
 
laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 
 

foRr o ys[kk vf/kdkjh 
 

midqylfpo ¼1½ 
 

lgk¸;d dqylfpo& 3 ¼1½ 
  

miys[kkiky ¼1½ 
 

 lgk¸;d ys[kkiky ¼2½ 
 

ofj"B fyfid  ¼1½ 
 

dfu"B fyfid ¼3½ 
 

f'kikbZ ¼1½ 
 

 
dk;kZy;hu nwj/ouh Øekad o osGk % 022&22613228 o 22708772@773 
      ldkGh 10%20 rs 6%00 oktsi;Zar 
      tso.kkph osG & nqikjh 1%00 rs 1%30 
 
lkIrkfgd lqV~Vh o fof’k”V lsoslkBh   
BjfoysY;k osGk             % loZ jfookj o efgU;krhy nqljk o pkSFkk ‘kfuokj                 

o lkoZtfud lqÍ;k- 
 

 
 

  



 

4- 

dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB ;sFkkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaaP;k 
vf/kdkjkapk ri'khy% 

v 

vuq- 
Ø- 

inuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 
’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 lgk¸;d dqylfpo  3 1.  Administrative 

Sanction for 

Purchases/ 

Expenditure up to 

Rs. 5,000/- 

2.   Passing of 

Vouchers up to Rs. 

25,000/- 

  

The Maharashtra 

Universities  

Accounts Code 

 

 
f'k{kdsrj deZpkjh 

fujad 

 

 
 
                                           c 
vuq- 
Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k 
@fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj 

vfHkizk
; 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo 3 

 1- egkjk”Vª fo|kihB   
Accounts Code o egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 



 

2 miys[kkiky 
fof’k”V dk;kZe/;s uewn 
dsysys dkedkt 

 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

3 lgk¸;d ys[kkiky 
fof’k”V dk;kZe/;s uewn 
dsysys dkedkt 

 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

4 ofj"B fyfid 

fof’k”V dk;kZe/;s uewn 
dsysys dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh 
feGkysY;k funsZ’kkuwlkj 
dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

5 dfu"B fyfid  

fof’k”V dk;kZe/;s uewn 
dsysys dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh 
feGkysY;k funsZ’kkuwlkj 
dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

6 f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

 
 

d 

vuq- 
Ø- inuke vf/kdkj & QkStnkjh 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

M 

vuq- 
Ø- inuke vf/kdkj & vFkZU;kf;d 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 
 
 



 

                                     6- 
 
 

dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB ;sFkkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaaP;k 
vf/kdkjkapk ri'khy% 

v 

vuq- 
Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo 3 

The 

Maharashtra 

Universities  

Accounts 

Code 

1- egkjk”Vª fo|kihB   Accounts 

Code o egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

     

c 
vuq- 
Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k 
@fu;e@’kklufu.kZ;@ ifji=dkuqlkj vfHkizk; 

     

1 
lgk¸;d 
dqylfpo 3 

fof’k”V dk;kZe/;s uewn 
dsY;kizek.ks o vf/kdkj 
iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1- egkjk”Vª fo|kihB  Accounts 

Code o egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’k”V dk;kZe/;s uewn 
dsY;kizek.ks o vf/kdkj 
iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

3 
lgk¸;d 
ys[kkiky 

fof’k”V dk;kZe/;s uewn 
dsY;kizek.ks o vf/kdkj 
iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 



 

4 ofj"B fyfid 

fof’k”V dk;kZe/;s uewn 
dsY;kizek.ks o vf/kdkj 
iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

5 
dfu"B 
fyfid 

fof’k”V dk;kZe/;s uewn 
dsY;kizek.ks o vf/kdkj 
iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

6 f'kikbZ 
foHkkxkrhy deZpk&;kuh 
ekfxrysyh dkxni= iqjfo.ks o 
brj dk;kZy;hu lacf/kr dkes  

1- egkjk”Vª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 

 

 
 

dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:I          % fofo/k foHkkxkrhy @d{kkrhy ns;ds fLodkj.ks] rikl.ks Voucher 

cufo.ks] eatqjhlkBh fVi.kh r;kj d#u foRr o ys[kk vf/kdkjh @ekuuh; 

dqyxq# ;kaP;kdMs ikBfo.ks] o eatqjh feGkY;kuarj Payment Voucher  

cuowu R;kPkh   Payment Register e/;s uksan ?ks.ks o lac/khr ikVhZyk 

ns;d vnk dj.ks rlsp General Voucher   r;kj dj.ks] Transfer 

Voucher r;kj dj.ks] uk gjdr izek.ki= r;kj dj.ks- 

 
lacf/kr rjrwn  % 

vf/kfu;ekps uko % fo|kihB dk;nk 1994 

fu;e   % egkjk”Vª ukxjh lsok fu;e 

‘kklu fu.kZ;  % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys ‘kklu fu.kZ;  

ifji=d              % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps   

ifji=d 

dk;kZy;hu vkns’k % 



 

                                         8- 

 

vuq- 
Ø- 

dkekkps Lo:i                
¼f’k{kdsrj deZpk&;kP;kckcr½ 

dkyko/kh@ 
fnol 

dkeklkBh tckcnkj 
vf/kdkjh 

vfHkizk
; 

1 

To ensure that the various 

payments made are within 

budget provision allocation & 

Sanction 

2 rs 3 
fnol lgk¸;d dqylfpo 3 

miys[kkiky] lgk¸;d 
ys[kkiky 

 

2 
Reply the  Audit queries, 

Preparation  of Budget Estimate. 

2 rs 3 
fnol 

miys[kkiky] lgk¸;d 
ys[kkiky 

 

3 
Scrutiny of Bills & submission 

of Notes for sanction. 

2 rs 3 
fnol 

lgk¸;d ys[kkiky  

4 Passing Payment  Voucher 
2 rs 3 
fnol 

lgk¸;d ys[kkiky  

 

 

 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼v½ 

uewU;ke/;s dkekps izdVhdj.k 

la?kVukaps y{k ¼okf”kZd½ 

vuq- Ø- dke @ dk;Z dkekps izek.k vkfFkZd y{k vfHkizk; 
 

 

 

 

 



 

9- 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼c½ 

dkekph e;kZnk 

dke iw.kZ gks.;klkBh izR;sd dkekph dkye;kZnk 

vuq- 
Ø- dke @ dk;Z 

fnol @rkl 
dke iw.kZ 
dj.;klkBh tckcnkj vf/kdkjh 

rØkj fuokj.k 
vf/kdkjh 

1 

Attend the University 

Statutory Auditors 

/Internal auditors & 

Accounts General Audit 

2 rs 3 
fnol lgk¸;d dqylfpo 3 

miys[kkiky] lgk¸;d 
ys[kkiky 

midqylfpo 
³foRr o ys[kk´ 

 

2 

To ensure that the various 

payments made are within 

budget provision 

allocation & Sanction 

1 rs 2 
fnol lgk¸;d dqylfpo 3 

miys[kkiky] lgk¸;d 
ys[kkiky 

midqylfpo 
³foRr o ys[kk´ 

 
 

3 
Reply the  Audit queries, 

Preparation  of Budget 

Estimate & Budget Notes 

2 rs 3 
fnol miys[kkiky] lgk¸;d 

ys[kkiky 

midqylfpo 
³foRr o ys[kk´ 

 
 

4 
Scrutiny of Bills & 

submission of Notes for 

sanction of FAO & VC 

1 rs 2 
fnol 

lgk¸;d ys[kkiky midqylfpo 
³foRr o ys[kk´ 

 
 

5 
Passing Payment  

Voucher 

1 rs 2 
fnol 

lgk¸;d ys[kkiky midqylfpo 
 

³foRr o ys[kk´ 
 

 

  



 

10- 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys fo”k; fu;e Øekad o o”ksZ vfHkizk; 
 fo|kihB vf/kfu;e 1994 uqlkj 

foHkkxk’kh lacf/kr vkysys fo”k; 
fo|kihB dk;nk 1994 
uqlkj 
 

 

 
dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr ‘kklu fu.kZ; 

vuq- Ø- ‘kklu fu.kZ;kuqlkj fnysys fo”k; ‘kklu fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k fu.kZ;kuqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh 
fuxZfer dsysys ‘kklu fu.kZ; 

 

 
dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- ‘kklfd; i=dkuqlkj fnysys fo”k; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k ifji=dkuqlkj 

foHkkxk’kh lacf/kr vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh 
fuxZfer dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- fo”k; Øekad o rkjh[k vfHkizk; 
 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
eaqcbZ fo|kihBkus osGksosGh 
fuxZfer dsysys 

 

 

  



 

              11- 

dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB ;sFkkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;krhy nLr,sotkph oxZokjh  

vuq- 
Ø- fo”k; 

nLr,sotkapk izdkj 
uLrh @ eLVj@ 

uksaniqLrd Ogkmpj b- 

izeq[k 
ckchapk 
ri’khy 

lqjf{kr Bso.;kpk 
dkyko/kh 

1 ekfgrh vf/kdkj uLrh Okkf”kZd 5 rs 10 o”ksZ 

2 ifji=d uLrh Okkf”kZd 5 rs 10 o”ksZ 

3 ns;d ¼Payment s½ Ogkmpj] uksaniwLrd Okkf”kZd 5 rs 10 o”ksZ 

4 ikorh ¼Receipt s½ uLrh Okkf”kZd 5 rs 10 o”ksZ 

5 
osxosxG;k foHkkxkauh ?ksrysY;k 
vxzhekaph uksan 

vxzhe uksaniwLrd 
Okkf”kZd 5 rs 10 o”ksZ 

6 ,dk QaMkrwu nql-;k QaMkr 
jDde ?ks.;kr ;s.;kph uksan 

 cnyh uksaniwLrd 
Okkf”kZd 5 rs 10 o”ksZ 

7 
vkWQhl dkeklkBh ?ksrysY;k 
osxosxG;k oLrwaph uksan 

lkBo.kh uksaniwLrd 
Okkf”kZd 5 rs 10 o”ksZ 

8 nql-;k foHkkxkl uLrh 
ikBfo.;kph uksan 

Tkkod uksaniwLrd  
Okkf”kZd 5 rs 10 o”ksZ 

9 deZpk-;kauh ?ksrysY;k jtsph uksan jtk uksaniwLrd] uLrh Okkf”kZd 5 rs 10 o”ksZ 

10 
lkekU; iz’kklu foHkkx 
(General Fund) uqlkj 
[kpkZph uksan ?ks.ks- 

[kpZ uksan iqLrd 
Okkf”kZd 5 rs 10 o”ksZ 

11 
nqj/ouh dzekad uqlkj ekfld 
uksan.kh 

nqj/ouh uksan ogh 
Okkf”kZd 5 rs 10 o”ksZ 

12 
fo|qr ehVj dzekad uqlkj fo|qr 
ns;dkph uksan.kh 

fo|qr fcy uksan ogh 
Okkf”kZd 5 rs 10 o”ksZ 

13 Journal Voucher uksan 
ogh 

uksan iqLrd 
Okkf”kZd 5 rs 10 o”ksZ 

14 
jtk izokl loyr @ egkjk”V ª 
n’kZu izokl loyr  

Dkyko/khuqlkj izR;sd 
deZpk-;kps uksaniqLrd  

Okkf”kZd 5 rs 10 o”ksZ 

15 
fo|kihBkrhy ufou cka/kdkekps 
da=kVnkj uqlkj ekghrh @[kpkZph 
uksan 

Contract 

Register 

Okkf”kZd 5 rs 10 o”ksZ 

16 deZpk-;kauh dsysY;k vfrdkyhd HkRrk uksan Okkf”kZd 5 rs 10 o”ksZ 



 

vfrdkyhd dkekph uksan- ogh- 

17 
izk/;kidkauh ?ksrysY;k vfrfjDr 
rklkaph uksan 

Incidental 

Register-1 

Okkf”kZd 5 rs 10 o”ksZ 

18 
izk/;kidkaps ekSf[kd eku/ku o 
izokl HkRrk ;kaph uksan 

Viva / T.A. 

Register 

Okkf”kZd 5 rs 10 o”ksZ 

19 

oxZ 1 o 2 Js.khrhy          
vf/kdk-;kauk ns.;kr ;s.kkjk 
o`Rri=] f’kikbZ HkRrk] vfrfjDr 
HkRrk ( Late siting 

charges) 

Incidental 

Register -2 

Okkf”kZd 5 rs 10 o”ksZ 

  

dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;krhy vf/kdkjh o deZpkjh-;kaph ukos 
]HkRrs o R;kaps ekfld osruhdj.k 
 

vuq- 
Ø- oxZ inuke 

vf/kdkjh o deZpk&;kps 
uko :tw fnukad nwj/ouh Øekad ,dw.k osru 

1  
 
lgk¸;d dqylfpo 3 
 

fjDr    

2  
 
miys[kkiky 
 

Jherh eR.kkyh fn- xkslkoh 20-09-1996 9967490867 54387@& 

3  
 
lgk¸;d ys[kkiky  
 

Jh- fHkok v- Hkkaxs 11-02-2004 8796456530 38619@& 

4  
ofj"B fyfid 
 

Jherh ek/koh eq- 
‘kstoydj 

03-01-1996 9869411133 35100@& 

5  
 
dfu"B fyfid 
 

fjDr    

6  
 
f'kikbZ 
 

fjDr    

 
                                        



 

                                       13- 

 

dye 4 ¼1½ ¼c½ ¼x½ 
eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  

osrukph foLr`r ekghrh izdkf’kr dj.ks 
 

vuq- 
Ø- 

vf/kdkjh o deZpk&;kps uko] 
inuke o osru Js.kh 

brj vuqKs; HkRrs 
 

  
fu;fer egkxkbZ 

HkRrk 
?kjHkkMs 
HkRrk 

‘kgj 
HkRrk 

izlaxkuqlkj  
tls izokl 

HkRrk 

fo'ks”k tls 
izdYi HkRrk] 
izf’k{k.k HkRrk 

 1 lgk¸;d dqylfpo 3 
fjDr 

fjDr      

2 Jherh eR.kkyh fn- xkslkoh 
miys[kkiky 
¼9300&34800 xszM osru 
4400½ 

25925 6222 300 1200 ukgh 

3 Jh- fHkok v- Hkkaxs 
lgk¸;d ys[kkiky 
¼9300&34800 xszM osru 
4300½ 

18588 4461 300 400 ukgh 

4 Jherh ek/koh eq- ‘kstoydj 
ofj"B fyfid 
¼5200&20200 xszM osru 
2400½ 

16863 4047 300 400 ukgh 

5 dfu"B fyfid 
fjDr 

     

6 f'kikbZ 
fjDr 

     

 
 

  



 

           14- 

dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;kps eatwj vankti=d  o [kpkZpk 
ri’khy ;kph foLr`r ekfgrh izdkf’kr dj.ks- 
 
vankti=dkP;k izrhps izdk’ku 
 
vuqnkukP;k forj.kkP;k izrhps izdk’ku 

vuq- 
Ø- 

vankti=fd; f’k”kZdkps 
o.kZu vuqnku 

fu;ksftr okij {ks+= 
o dkekpk ri’khy 

vf/kd vuqnku visf{kr 
vlY;kl :i;kr vfHkizk; 

      
 

dye 4 ¼1½ ¼c½ ¼xi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ns;d d{k dk;kZy;krhy vuqnku okVikP;k dk;ZØekaph 
dk;Zin~/krh izdkf’kr dj.ks- 
 
 

  



 

   



dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB ;sFkhy foRr o ys[kk foHkkx] lsok fuo`Rrh ykHk d{k ;sFkhy dk;sZ o drZO; ;kaapk ri'khy% 

dk;kZy;kpss uko    % lsok fuo`Rrh ykHk d{k] foRr o ys[kk foHkkx] eaqcbZ fo|kihB - 

iRrk     % lsok fuo`Rrh YkkHk d{k] :e ua- 02] rGetyk] foRr o ys[kk foHkkx]  
       dqylfpo dk;kZy;] eaqcbZ fo|kihB] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh 
       midqylfpo ¼foRr o ys[kk½ 
 
d{k izeq[k    % lgk;d dqylfpo ¼foRr o ys[kk½ & 5 

'kkldh; foHkkxkps uko   % eaqcbZ fo|kihB] eaqcbZ 

dks.kR;k ea=ky;krhy [kkR;kP;k vf/kuLr % mPp o ra=f’k{k.k foHkkx] egkjkYVª Skklu- 
 
dk;Z{ks=     % eaqcbZ 

fof’k”V dk;Z % eaqcbZ fo|kihBkrhy f’k{kd o f’k{kdsrj deZpk&;kaP;k lsok fuoR̀rh uarj egkjk”Vª 
‘kklukP;k ;kstus[kkyhy rlsp eaqcbZ fo|kihBkP;k fu/khe/kwu R;kauk ns; gks.kkjs 
fuoR̀rh osru fo”k;d ykHk ¼fuoR̀rh osru] minku o fuoR̀rh osrukps 
va’kjk’khdj.kkps eqY; b-½ R;kauk feG.;klkBh [kkyhy izek.ks dk;Zokgh dj.;kr 

;srs- 
 ¼1½ f’k{kd fu;qDrh foHkkx o vkLFkkiuk foHkkxkdMwu lacaf/kr deZpk&;kaP;k lsok 

fuoR̀rhph @LosPNk fuo`Rrhph ys[kh lwpuk@ ;knh izkIr >kY;kuarj R;kaP;k lanHkkZr 
vko’;d rh dkxni=s @izek.ki=s@ fu;qDrhps vkns’k@ ewG lsok iqLrd@ uk gjdr 
izek.ki= b- ;k foHkkxkl lknj dj.;kfo”k;h lacaf/krkauk ys[kh Lo:ikr dGfo.ks- 

 ¼2½ lacaf/kr lsok fuoR̀rkauk lnj ykHk feG.;klkBh vko’;d vlysys fofgr 
ueqU;karhy vtZ ¼izR;sdh pkj izrhr½ miyC/k d:u ns.ks- 

 ¼3½ lacaf/kr foHkkxkdMwu vkysY;k ;k dkxni=kaph@ lsok iqLrdkarhy uksanhaph 
iMrkG.kh dj.ks- 

 ¼4½ lsok iqLrdkr dkgh =qVh vk<GY;kl@ rlsp dkgh dkxn i=s ulY;kl 
lacaf/krkaP;k fun’kZukl vk.kwu nsÅu R;kaph iwrZrk dj.;klanHkkZr ys[kh Lo:ikr 
dGfo.ks- 

 ¼5½ lsok iqLrdkrhy ;ksX; uksanhaP;k rlsp lacaf/kr dkxn i=kaP;k vk/kkjs egkjk”Vª 
‘kklukP;k ;kstus[kkyhy ik= vlysY;k lacaf/kr lsok fuo`Rr deZpk&;kl ns; 
gks.kk&;k fuoR̀rh osru fo”k;d ykHkkaph ifjx.kuk d:u] brj vko’;d R;k 
izek.ki=kalg QkbZy r;kj d:u mi&dqylfpo ¼foRr o ys[kk½] foRr o ys[kk 
vf/kdkjh ;kapsekQZr  ek- dqylfpo ;kaP;k Lok{kjhlkBh lknj dj.ks- 

 



& 2 & 
 
 

 ¼6½ egkjk”Vª ‘kklukP;k fuoR̀rh osru o minku ;kstus[kkyhy ykHkkalkBh ik= 
vlysY;k lsok fuòRr deZpk&;kaph fuoR̀rh osru izdj.ks ek- egkys[kkiky ;kapsdMs 
vafre eatqjhdfjrk ikBfo.;klkBh ek- lglapkyd ¼mPp f’k{k.k½ eaqcbZ ;kapsekQZr 

nksu izfrr lknj dj.ks- 
 ¼7½ eaqcbZ fo|kihBkP;k fu/kh[kkyhy ykHkkalkBh ik= vlysY;k lsok fuòRr 

deZpk&;kaph fuòRrh osru izdj.ks ek- dqyxq:aP;k eatqjh uarj lacaf/kr deZpk&;kaP;k 
ukaos isU’ku isesaV vkWMZj (P.P.O.) r;kj dj.ks- 

 ¼8½ lnj deZpk&;kauk ns; gks.kk&;k minku o fuoR̀rh osrukP;k va’kjk’khdj.kkps 
eqY; ;kaph ns;ds r;kj d:u mi&dqylfpo ¼foRr o ys[kk½@ foRr o ys[k 
vf/kdkjh ;kapsekQZr vafre iznkuklkBh jks[kiky ;kapsdMs lknj dj.ks- 

 ¼9½ eaqcbZ fo|kihBkP;k fu/kh[kkyhy ykHkkalkBh ik= vlysY;k lsok fuoR̀r 
deZpk&;kaps ekfld fuoR̀rhosru r;kj dj.ks o rs cWad vkWQ bafM;kP;k eq[; 
‘kk[kse/ks R;kaP;k oS;fDrd fuoR̀rh [kkR;ke/;s tek dj.;klkBh ns.ks- 

 ¼10½ fo|kihBkP;k QaMkrhy fuo`Rrh osru /kkjdkaps njo”khZ vk;dj ifjx.khr dj.ks 
o R;kizek.ks R;kauk QkWeZ ua- 16 r;kj d:u ns.ks- 

 ¼11½ fo|kihBkP;k QaMkrhy uohu fuo`̀Rrh osru /kkjdkaph vko’;d rh fuo`Rrhosru 
Fkdckdh ifjx.khr d:u iznku dj.ks- 

 ¼12½ fo|kihB fuoR̀rh osru QaMkps okf”kZd ys[ks&rkGscan fofgr eqnrhr r;kj d:u 
varxZr ys[kk ifj{k.k o lunh ys[kkiky ;kapsdMwu R;kaph rikl.kh d:u ?ks.ks- 

 ¼13½ lunh ys[kkiky ;kaps dMwu uksan dj.;kr vkysY;k vk{ksikaps fujlu dj.ks] 
iz/kku egkys[kkiky ;kaps dMwu uksan dj.;kr vkysY;k vk{ksikaps fujlu dj.ks bR;knh 
dk;kZy;hu dkes dsyh tkrkr- 

 
 
foHkkxkps /;s;    % fof’k”V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 

foHkkxkps /kksj.k    % fof’k”V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 
 
 
 
 
 
 
 
 



& 3 & 
 
loZ laCkf/kr deZpkjh % 
 

v- Ø- deZpk&;kaph ukos inuke 

1 Jherh jksfg.kh l- lqis lgk;d dqylfpo ¼foRr o ys[kk½&5 

2 Jh- lafni c- ijekj miys[kkiky 

3 Jh- lrh’k e- izHkqnslkbZ lgk;d ys[kkiky 

4 Jh- veksy lq- iksrnkj ofj"B ys[kk fyfid 

5 Jherh fnihdk fn- tkelaMsdj ofj"B Vad fyfid 

6 Jh- fot; ck- :ds f'kikbZ 

 
dk;Z     %fof’k”V dk;kZe/;s uewn dsysys dkedkt 
 
dkekps foLr̀r Lo:i % eaqcbZ fo|kihBkrhy f’k{kd o f’k{kdsrj deZpk&;kaP;k lsok fuoR̀rh uarj egkjk”Vª 

‘kklukP;k ;kstus[kkyhy rlsp eaqcbZ fo|kihBkP;k fu/khe/kwu R;kauk ns; gks.kkjs 
fuoR̀rh osru fo”k;d ykHk ¼fuoR̀rh osru] minku o fuoR̀rh osrukps 
va’kjk’khdj.kkps eqY; b-½ R;kauk feG.;klkBh [kkyhy izek.ks dk;Zokgh dj.;kr 
;srs- 

 ¼1½ f’k{kd fu;qDrh foHkkx o vkLFkkiuk foHkkxkdMwu lacaf/kr deZpk&;kaP;k lsok 
fuoR̀rhph @LosPNk fuo`Rrhph ys[kh lwpuk@ ;knh izkIr >kY;kuarj R;kaP;k lanHkkZr 
vko’;d rh dkxni=s @izek.ki=s@ fu;qDrhps vkns’k@ ewG lsok iqLrd@ uk gjdr 
izek.ki= b- ;k foHkkxkl lknj dj.;kfo”k;h lacaf/krkauk ys[kh Lo:ikr dGfo.ks- 

 ¼2½ lacaf/kr lsok fuoR̀rkauk lnj ykHk feG.;klkBh vko’;d vlysys fofgr 
ueqU;karhy vtZ ¼izR;sdh pkj izrhr½ miyC/k d:u ns.ks- 

 ¼3½ lacaf/kr foHkkxkdMwu vkysY;k ;k dkxni=kaph@ lsok iqLrdkarhy uksanhaph 
iMrkG.kh dj.ks- 

 ¼4½ lsok iqLrdkr dkgh =qVh vk<GY;kl@ rlsp dkgh dkxn i=s ulY;kl 
lacaf/krkaP;k fun’kZukl vk.kwu nsÅu R;kaph iwrZrk dj.;klanHkkZr ys[kh Lo:ikr 
dGfo.ks- 

 
 
 
 



& 4 & 
 
 ¼5½ lsok iqLrdkrhy ;ksX; uksanhaP;k rlsp lacaf/kr dkxn i=kaP;k vk/kkjs egkjk”Vª 

‘kklukP;k ;kstus[kkyhy ik= vlysY;k lacaf/kr lsok fuo`Rr deZpk&;kl ns; 
gks.kk&;k fuoR̀rh osru fo”k;d ykHkkaph ifjx.kuk d:u] brj vko’;d R;k 
izek.ki=kalg QkbZy r;kj d:u mi&dqylfpo ¼foRr o ys[kk½] foRr o ys[kk 

vf/kdkjh ;kapsekQZr  ek- dqylfpo ;kaP;k Lok{kjhlkBh lknj dj.ks- 
 ¼6½ egkjk”Vª ‘kklukP;k fuoR̀rh osru o minku ;kstus[kkyhy ykHkkalkBh ik= 

vlysY;k lsok fuòRr deZpk&;kaph fuoR̀rh osru izdj.ks ek- egkys[kkiky ;kapsdMs 
vafre eatqjhdfjrk ikBfo.;klkBh ek- lglapkyd ¼mPp f’k{k.k½ eaqcbZ ;kapsekQZr 
nksu izfrr lknj dj.ks- 

 ¼7½ eaqcbZ fo|kihBkP;k fu/kh[kkyhy ykHkkalkBh ik= vlysY;k lsok fuòRr 
deZpk&;kaph fuòRrh osru izdj.ks ek- dqyxq:aP;k eatqjh uarj lacaf/kr deZpk&;kaP;k 
ukaos isU’ku isesaV vkWMZj (P.P.O.) r;kj dj.ks- 

 ¼8½ lnj deZpk&;kauk ns; gks.kk&;k minku o fuoR̀rh osrukP;k va’kjk’khdj.kkps 
eqY; ;kaph ns;ds r;kj d:u mi&dqylfpo ¼foRr o ys[kk½@ foRr o ys[k 
vf/kdkjh ;kapsekQZr vafre iznkuklkBh jks[kiky ;kapsdMs lknj dj.ks- 

 ¼9½ eaqcbZ fo|kihBkP;k fu/kh[kkyhy ykHkkalkBh ik= vlysY;k lsok fuoR̀r 

deZpk&;kaps ekfld fuoR̀rhosru r;kj dj.ks o rs cWad vkWQ bafM;kP;k eq[; 
‘kk[kse/ks R;kaP;k oS;fDrd fuoR̀rh [kkR;ke/;s tek dj.;klkBh ns.ks- 

 ¼10½ fo|kihBkP;k QaMkrhy fuo`Rrh osru /kkjdkaps njo”khZ vk;dj ifjx.khr dj.ks 
o R;kizek.ks R;kauk QkWeZ ua- 16 r;kj d:u ns.ks- 

 ¼11½ fo|kihBkP;k QaMkrhy uohu fuo`̀Rrh osru /kkjdkaph vko’;d rh fuo`Rrhosru 
Fkdckdh ifjx.khr d:u iznku dj.ks- 

 ¼12½ fo|kihB fuoR̀rh osru QaMkps okf”kZd ys[ks&rkGscan fofgr eqnrhr r;kj d:u 
varxZr ys[kk ifj{k.k o lunh ys[kkiky ;kapsdMwu R;kaph rikl.kh d:u ?ks.ks- 

 ¼13½ lunh ys[kkiky ;kaps dMwu uksan dj.;kr vkysY;k vk{ksikaps fujlu dj.ks] 
iz/kku egkys[kkiky ;kaps dMwu uksan dj.;kr vkysY;k vk{ksikaps fujlu dj.ks bR;knh 
dk;kZy;hu dkes dsyh tkrkr- 

ekyeRrspk ri’khy % -------------------- 
 
bekjrh o tkxspk ri’khy  %  lsok fuo`Rrh YkkHk d{k] :e ua- 02] rGetyk] foRr o ys[kk foHkkx]   
       dqylfpo dk;kZy;] eaqcbZ fo|kihB] QksVZ] eaqcbZ & 400 032-  

miyC/k lsok   %  fof’k”V dk;kZe/;s uewn dsysys dkedkt 
  
 

 
 



& 5 & 
 
 

laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 
 

foRr o ys[kk vf/kdkjh 

 
midqylfpo ¼1½ 

 
lgk;d dqylfpo&¼foRr o ys[kk½&5 

  
miys[kkiky ¼1½ 

 
 lgk;d ys[kkiky ¼1½ 

 
ofj"B ys[kk fyfid  ¼1½ 

 
ofj"B Vad fyfid  ¼1½ 

  
f'kikbZ ¼1½ 

 
 
dk;kZy;hu nwj/ouh Øekad o osGk  % 022&22708760 o 22632708 ¼FksV½ 
      ldkGh 10%20 rs 6%00 oktsi;Zar 
      tso.kkph osG & nqikjh 1%00 rs 1%30 
 
lkIrkfgd lqV~Vh o fof’k”V lsoslkBh   
BjfoysY;k osGk             % loZ jfookj o efgU;krhy nqljk o pkSFkk ‘kfuokj                     
   o lkoZtfud lqÍ;k- 
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dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] lsok fuoR̀rh ykHk d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 
ri'khy% 

v 

vuq- 
Ø- 

inuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 
’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 lgk;d dqylfpo ¼foRr 
o ys[kk½&5 

1.  Administrative Sanction 

for Purchases/ Expenditure 

up to Rs. 5,000/- 

2.   Passing of Vouchers up 

to Rs. 25,000/- 

3.  Signing of Cheques up to 

Rs. 25,000/- 

4.  Signing of Cash Book 

Signing Monthly Abstract  

The Maharashtra 

Universities  Accounts 

Code 

 

 
f'k{kdsrj deZpkjh 

fujad 
 

 

 

c 
vuq- 
Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj 

vfHkizk; 

f'k{kdsrj deZpkjh 

1 
lgk;d dqylfpo ¼foRr 
o ys[kk½&5 

 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª fo|kihB   Accounts 

Code o egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 
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2 miys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

3 lgk;d ys[kkiky ¼1½ 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 
 

 

4 ofj"B ys[kk fyfid ¼1½ 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

5 ofj"B Vad fyfid 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

6 f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

 

d 

vuq- 
Ø- inuke vf/kdkj & QkStnkjh 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

M 

vuq- 
Ø- inuke vf/kdkj & vFkZU;kf;d 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 
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dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] lsok fuoR̀rh ykHk d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 
ri'khy% 

v 

vuq- 
Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 
lgk;d dqylfpo 
¼foRr o ys[kk½&5 

The Maharashtra 

Universities  

Accounts Code 

1- egkjk”Vª fo|kihB   Accounts Code  

o egkjk”Vª  ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

     

c 

vuq- 
Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

     

1 

lgk;d 
dqylfpo 
¼foRr o 
ys[kk½&5 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1- egkjk”Vª fo|kihB  Accounts Code 

o egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 
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3 
lgk¸;d 
ys[kkiky ¼1½ 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

4 
ofj"B ys[kk 
fyfid ¼1½ 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 
 

 

5 
ofj"B Vad 
fyfid 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

6 f'kikbZ 
foHkkxkrhy deZpk&;kuh ekfxrysyh 
dkxni= iqjfo.ks o brj dk;kZy;hu 
lacf/kr dkes  

1- egkjk”Vª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 
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 dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:i % eaqcbZ fo|kihBkrhy f’k{kd o f’k{kdsrj deZpk&;kaP;k lsok fuoR̀rh uarj egkjk”Vª 
‘kklukP;k ;kstus[kkyhy rlsp eaqcbZ fo|kihBkP;k fu/khe/kwu R;kauk ns; gks.kkjs 
fuoR̀rh osru fo”k;d ykHk ¼fuoR̀rh osru] minku o fuoR̀rh osrukps 
va’kjk’khdj.kkps eqY; b-½ R;kauk feG.;klkBh [kkyhy izek.ks dk;Zokgh dj.;kr 
;srs- 

 ¼1½ f’k{kd fu;qDrh foHkkx o vkLFkkiuk foHkkxkdMwu lacaf/kr deZpk&;kaP;k lsok 
fuoR̀rhph @LosPNk fuo`Rrhph ys[kh lwpuk@ ;knh izkIr >kY;kuarj R;kaP;k lanHkkZr 
vko’;d rh dkxni=s @izek.ki=s@ fu;qDrhps vkns’k@ ewG lsok iqLrd@ uk gjdr 

izek.ki= b- ;k foHkkxkl lknj dj.;kfo”k;h lacaf/krkauk ys[kh Lo:ikr dGfo.ks- 
 ¼2½ lacaf/kr lsok fuoR̀rkauk lnj ykHk feG.;klkBh vko’;d vlysys fofgr 

ueqU;karhy vtZ ¼izR;sdh pkj izrhr½ miyC/k d:u ns.ks- 
 ¼3½ lacaf/kr foHkkxkdMwu vkysY;k ;k dkxni=kaph@ lsok iqLrdkarhy uksanhaph 

iMrkG.kh dj.ks- 
 ¼4½ lsok iqLrdkr dkgh =qVh vk<GY;kl@ rlsp dkgh dkxn i=s ulY;kl 

lacaf/krkaP;k fun’kZukl vk.kwu nsÅu R;kaph iwrZrk dj.;klanHkkZr ys[kh Lo:ikr 
dGfo.ks- 

 ¼5½ lsok iqLrdkrhy ;ksX; uksanhaP;k rlsp lacaf/kr dkxn i=kaP;k vk/kkjs egkjk”Vª 
‘kklukP;k ;kstus[kkyhy ik= vlysY;k lacaf/kr lsok fuo`Rr deZpk&;kl ns; 
gks.kk&;k fuoR̀rh osru fo”k;d ykHkkaph ifjx.kuk d:u] brj vko’;d R;k 

izek.ki=kalg QkbZy r;kj d:u mi&dqylfpo ¼foRr o ys[kk½] foRr o ys[kk 
vf/kdkjh ;kapsekQZr  ek- dqylfpo ;kaP;k Lok{kjhlkBh lknj dj.ks- 

 ¼6½ egkjk”Vª ‘kklukP;k fuoR̀rh osru o minku ;kstus[kkyhy ykHkkalkBh ik= 
vlysY;k lsok fuòRr deZpk&;kaph fuoR̀rh osru izdj.ks ek- egkys[kkiky ;kapsdMs 
vafre eatqjhdfjrk ikBfo.;klkBh ek- lglapkyd ¼mPp f’k{k.k½ eaqcbZ ;kapsekQZr 
nksu izfrr lknj dj.ks- 

 ¼7½ eaqcbZ fo|kihBkP;k fu/kh[kkyhy ykHkkalkBh ik= vlysY;k lsok fuòRr 
deZpk&;kaph fuòRrh osru izdj.ks ek- dqyxq:aP;k eatqjh uarj lacaf/kr deZpk&;kaP;k 
ukaos isU’ku isesaV vkWMZj (P.P.O.) r;kj dj.ks- 
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 ¼8½ lnj deZpk&;kauk ns; gks.kk&;k minku o fuoR̀rh osrukP;k va’kjk’khdj.kkps 

eqY; ;kaph ns;ds r;kj d:u mi&dqylfpo ¼foRr o ys[kk½@ foRr o ys[k 
vf/kdkjh ;kapsekQZr vafre iznkuklkBh jks[kiky ;kapsdMs lknj dj.ks- 

 ¼9½ eaqcbZ fo|kihBkP;k fu/kh[kkyhy ykHkkalkBh ik= vlysY;k lsok fuoR̀r 

deZpk&;kaps ekfld fuoR̀rhosru r;kj dj.ks o rs cWad vkWQ bafM;kP;k eq[; 
‘kk[kse/ks R;kaP;k oS;fDrd fuoR̀rh [kkR;ke/;s tek dj.;klkBh ns.ks- 

 ¼10½ fo|kihBkP;k QaMkrhy fuo`Rrh osru /kkjdkaps njo”khZ vk;dj ifjx.khr dj.ks 
o R;kizek.ks R;kauk QkWeZ ua- 16 r;kj d:u ns.ks- 

 ¼11½ fo|kihBkP;k QaMkrhy uohu fuo`̀Rrh osru /kkjdkaph vko’;d rh fuo`Rrhosru 
Fkdckdh ifjx.khr d:u iznku dj.ks- 

 ¼12½ fo|kihB fuoR̀rh osru QaMkps okf”kZd ys[ks&rkGscan fofgr eqnrhr r;kj d:u 
varxZr ys[kk ifj{k.k o lunh ys[kkiky ;kapsdMwu R;kaph rikl.kh d:u ?ks.ks- 

 ¼13½ lunh ys[kkiky ;kaps dMwu uksan dj.;kr vkysY;k vk{ksikaps fujlu dj.ks] 
iz/kku egkys[kkiky ;kaps dMwu uksan dj.;kr vkysY;k vk{ksikaps fujlu dj.ks bR;knh 
dk;kZy;hu dkes dsyh tkrkr- 

lacf/kr rjrwn  % 
 

vf/kfu;ekps uko   % fo|kihB dk;nk 1994  

 

fu;e    % egkjk”Vª ukxjh lsok fu;e 

 

‘kklu fu.kZ;   % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys ‘kklu fu.kZ;  

ifji=d    % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps ifji=d  
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dk;kZy;hu vkns’k % 

vuq- 
Ø- dkekkps Lo:i ¼f’k{kdsrj deZpk&;kP;kckcr½ 

dkyko/kh@ 
fnol dkeklkBh tckcnkj vf/kdkjh vfHkizk; 

1 
Attend the University Statutory Auditors 

/Internal auditors & Accounts General 

Audit 

 
rkRdkG lgk;d dqylfpo&5 

miys[kkiky] lgk;d ys[kkiky 

 

2 
To ensure that the various payments made 

are within budget provision allocation & 

Sanction 

 lgk;d dqylfpo&5 

miys[kkiky] lgk;d ys[kkiky 

 

3 Replay the  Audit queries, Preparation  of 

Budget Estimate & Budget Notes 
 rkRdkG miys[kkiky] lgk;d ys[kkiky  

4 

Maintenance of Book of Accounts of 

Employees Pensionery and Other 

Retirement Benefits Fund  

Making  Correspondence with Bank, 

Attending Audit Queries, Preparing Books 

of Accounts & Final Accounts, to tally 

Non-Revenue Account, Reconciliation of 

the ledger maintain by the Employees 

Pensionery and Other Retirement Benefits 

Fund Payment Register. 

 

miys[kkiky 
lgk;d ys[kkiky 

 

5 To send Proposal for Investment  & To 

maintain Investment Register 

 lgk;d ys[kkiky  

6 Scrutiny of Bills & submission of Notes in 

respects of Commutation Value & Gratuity 
 lgk;d ys[kkiky  

7 Correspondence with to the Financing 

bodies and head of Departments 
 lgk;d ys[kkiky  

8 

Providing Information under Right From 

Information Act  Asked by the Individual, 

the state & Central Governments  & 

University Authority on Demand 

 lgk;d ys[kkiky  

9 Passing Payment  Voucher  lgk;d ys[kkiky  
10 Made nomination register  lgk;d ys[kkiky  
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dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼v½ 

uewU;ke/;s dkekps izdVhdj.k 

la?kVukaps y{k ¼okf”kZd½ 

vuq- Ø- dke @ dk;Z dkekps izek.k vkfFkZd y{k vfHkizk; 
 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼c½ 

dkekph e;kZnk 

dke iw.kZ gks.;klkBh izR;sd dkekph dkye;kZnk 

vuq- 
Ø- dke @ dk;Z 

fnol @rkl 
dke iw.kZ 
dj.;klkBh tckcnkj vf/kdkjh 

rØkj fuokj.k 
vf/kdkjh 

1 
Attend the University Statutory 

Auditors /Internal auditors & 

Accounts General Audit 

rkRdkG lgk;d dqylfpo&5 
miys[kkiky] lgk;d ys[kkiky 

midqylfpo 

2 
To ensure that the various 

payments made are within budget 

provision allocation & Sanction 

 lgk;d dqylfpo&5 
miys[kkiky] lgk;d ys[kkiky 

midqylfpo 

3 
Replay the  Audit queries, 

Preparation  of Budget Estimate & 

Budget Notes 

 
miys[kkiky] lgk;d ys[kkiky 

midqylfpo 

4 

Maintenance of Book of Accounts 

Employees Pensionery and Other 

Retirement Benefits Fund 

Correspondence with Bank, 

Attending Audit Queries, 

Preparing Books of Accounts & 

Final Accounts,  Reconciliation of 

the ledger maintain by the 

Employees Pensionery and Other 

Retirement Benefits Fund Payment 

Register. 

 

lgk;d ys[kkiky 

midqylfpo 
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5 
To send Proposal for Investment  

& To maintain Investment 

Register 

 lgk;d ys[kkiky midqylfpo 

6 
Scrutiny of Bills & submission of 

Notes in respects of Commutation 

Value of Pension & Gratuity. 

 lgk;d ys[kkiky midqylfpo 

7 
Correspondence with to the 

Financing bodies and head of 

Departments 

 lgk;d ys[kkiky midqylfpo 

8 

Providing Information under Right 

From Information Act  Asked by 

the Individual, the state & Central 

Governments  & University 

Authority on Demand 

 lgk;d ys[kkiky midqylfpo 

9 Passing Payment  Voucher 
 lgk;d ys[kkiky midqylfpo 

10 Made nomination register 
 lgk;d ys[kkiky midqylfpo 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys fo”k; fu;e Øekad o o”ksZ vfHkizk; 
 fo|kihB vf/kfu;e 1994 uqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
fo|kihB dk;nk 1994 uqlkj 
 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr ‘kklu fu.kZ; 

vuq- Ø- ‘kklu fu.kZ;kuqlkj fnysys fo”k; ‘kklu fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k fu.kZ;kuqlkj foHkkxk’kh lacf/kr 

vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh fuxZfer 
dsysys ‘kklu fu.kZ; 
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dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- ‘kklfd; i=dkuqlkj fnysys fo”k; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh fuxZfer 
dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- fo”k; Øekad o rkjh[k vfHkizk; 
 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh lacf/kr 

vkysys fo”k; 
eaqcbZ fo|kihBkus osGksosGh 
fuxZfer dsysys 

 

 

dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] lsok fuoR̀rh ykHk d{k dk;kZy;krhy nLr,sotkph oxZokjh  

vuq- Ø- fo”k; 

nLr,sotkapk izdkj uLrh @ 
eLVj@ uksaniqLrd Ogkmpj 

b- 
izeq[k ckchapk 

ri’khy 
lqjf{kr Bso.;kpk 

dkyko/kh 

1 ekfgrh vf/kdkj uLrh   

2 ‘kklu i=O;ogkj uLrh   

3 ifji=d uLrh   

4 ns;d (Payments) Ogkmpj] uksaniqLrd 
 
 

 

5 ikorh (Receipts) uLrh 
  

6 Investment uLrh 
  

7 Cash book, Ledger, Final 

Account, 
uksaniqLrd   

8 Stock Register uksaniqLrd   
9 Inward/ Outward uksaniqLrd (Computer)   
10 Nomination Register uksaniqLrd   
11 Staff Leave register uksaniqLrd] uLrh   
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dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] lsok fuoR̀rh ykHk d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaph ukos ]HkRrs o R;kaps 
ekfld osruhdj.k 
 
vuq- 
Ø- oxZ inuke vf/kdkjh o deZpk&;kps uko :tw fnukad nwj/ouh Øekad ,dw.k osru 

1  
lgk;d dqylfpo 
 ¼foRr o ys[kk½&5 

Jherh jksfg.kh l- lqis 30-08-1996 9029134323 64]793@& 

2  miys[kkiky Jh- lafni c- ijekj 04-10-1996 9867070990 59]884@& 
3  lgk;d ys[kkiky Jh- lrh’k e- izHkqnslkbZ 30-04-1987 9869222488 47]748@& 
4  ofj"B ys[kk fyfid Jh- veksy lq- iksrnkj 01-01-1994 9821974412 35]712@& 
5  ofj"B Vad fyfid Jherh fnihdk fn- tkelaMsdj 02-07-1990 9869279277 43]872@& 
6  f'kikbZ Jh- fot; ck- :ds 03-08-1984 9167429057 34]431@& 

 
 

dye 4 ¼1½ ¼c½ ¼x½ 
eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] lsok fuoR̀rh ykHk d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  osrukph foLr̀r 
ekghrh izdkf’kr dj.ks 
 

vuq- 
Ø- 

vf/kdkjh o deZpk&;kps uko] 
inuke o osru Js.kh 

brj vuqKs; HkRrs 
 

  
fu;fer egkxkbZ 

HkRrk 
?kjHkkMs 
HkRrk 

‘kgj 
HkRrk 

izlaxkuqlkj  
tls izokl 

HkRrk 

fo'ks”k tls izdYi 
HkRrk] izf’k{k.k 

HkRrk 
1 Jherh jksfg.kh l- lqis 

lgk;d dqylfpo 
 ¼foRr o ys[kk½&5 
¼15600&39100 xzsM osru 
5400½ 

30438 7305 300  2400 ukgh 

2 Jh- lafni c- ijekj 
miys[kkiky 
¼9300&34800 xzsM osru 
4400½ 

28600 6864 300 1200 ukgh 
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3 Jh- lrh’k e- izHkqnslkbZ 
lgk;d ys[kkiky 
¼9300&34800 xzsM osru 
4300½ 

23063 5535 300 400 ukgh 

4 Jh- veksy lq- iksrnkj 
ofj"B ys[kk fyfid 
¼5200&20200 xzsM osru 
2400½ 

17163 4119 300 400 ukgh 

5 Jherh fnihdk fn- tkelaMsdj 
ofj"B Vad fyfid 
¼5200&20200 xzsM osru 
2400½ 

21163 5079 300 400 ukgh 

6 Jh- fot; ck- :ds 
f'kikbZ 
¼5200&20200 xzsM osru 
1900½ 

15775 3786 200 2000 ukgh 

 
 

dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] lsok fuoR̀rh ykHk dk;kZy;kps eatwj vankti=d  o [kpkZpk ri’khy ;kph foLr`r 
ekfgrh izdkf’kr dj.ks- 

 
vankti=dkP;k izrhps izdk’ku 
 
vuqnkukP;k forj.kkP;k izrhps izdk’ku 

vuq- 
Ø- vankti=fd; f’k”kZdkps o.kZu vuqnku 

fu;ksftr okij {ks+= o 
dkekpk ri’khy 

vf/kd vuqnku visf{kr 
vlY;kl :i;kr vfHkizk; 

      

 

dye 4 ¼1½ ¼c½ ¼xi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] lsok fuoR̀rh ykHk d{k dk;kZy;krhy vuqnku okVikP;k dk;ZØekaph dk;Zin~/krh 
izdkf’kr dj.ks- 
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ii

1 

-v 

1.  Administrative Sanction   

    for Purchases/Expenditure   

    up to Rs. 5,000/- . 

2. Passing of Vouchers up to  

    Rs. 25,000/-. 

3. Signing of Cheques up to  

    Rs. 25,000/- 

4. Signing of Cash Book  

    Signing Monthly Abstract  

The Maharashtra 

Universities  Accounts 

Code – Appendix – I 

Delegation of Powers 

(Financial) 
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iii

”
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” ”
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”

” ”
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”

1 

Attend the University Statutory Auditors 

/Internal auditors & Accounts General 

Audit. 

V,

2 To ensure that the various payments made.  

V,

3 Replay the  Audit queries.  

4 

Maintenance of Book of Accounts of 

General Provident Fund (BOB), 

Contributory Provident Fund (SBI) & 

Define Contributory Pension Scheme (SBI) 

Making  Correspondence with Bank, 

Attending Audit Queries, Preparing Books 

of Accounts & Final Accounts, to tally 

Non-Revenue Account, Reconciliation of 

the ledger maintain by the GPF, CPF & 

DCPS Payment Register. 

5 
Preparation & issued of yearly statement 

for university employees. 

6 
To send Proposal for Investment  & To 

maintain Investment Register 

7 
Scrutiny of Bills & submission of 

sanctioned in respects of GPF/CPF. 

8 
Correspondence with to the Financing 

bodies and head of Departments 

9 Made 25 colams statements    

10 

Providing Information under Right From 

Information Act  Asked by the Individual, 

the state & Central Governments  & 

University Authority on Demand 

11 Passing Payment  Voucher 



9 
 

12 Made nomination register 

 

iv

 

 

iv

1 

Attend the University Statutory 

Auditors /Internal auditors & 

Accounts General Audit. 

V,

2 
To ensure that the various 

payments made.  

V,

3 Replay the Audit queries.  

4 

Maintenance of Book of Accounts 

of General Provident Fund (BOB), 

Contributory Provident Fund (SBI) 

& Define Contributory Pension 

Scheme (SBI) Making  

Correspondence with Bank, 

Attending Audit Queries, 

Preparing Books of Accounts & 

Final Accounts, to tally Non-

Revenue Account, Reconciliation 

of the ledger maintain by the GPF, 

CPF & DCPS Payment Register. 

5 
Preparation & issued of yearly 

statement for university 



10 
 

employees. 

6 

To send Proposal for Investment  

& To maintain Investment 

Register 

7 
Scrutiny of Bills & submission of 

sanctioned in respects of GPF/CPF. 

8 

Correspondence with to the 

Financing bodies and head of 

Departments 

9 Made 25 colams statements    

10 

Providing Information under Right 

From Information Act  Asked by 

the Individual, the state & Central 

Governments  & University 

Authority on Demand 

11 Passing Payment  Voucher 

12 Made nomination register 

 

v
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”

v

”

”
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v

”

”

”

v

”

”

vi

”

”

Payment

Receipts

8 Bank Statement (SBI & BOB)   

9 Investment   

10 
Cash book, Ledger, Final 

Account, 
  

11 Cheque  Register   

12 Master Transfer   

13 Stock Register   

14 Inward/Outward (Computer)   

15 Nomination Register   

16 Staff Leave register   



12 
 

ix

-v
64,793/- 

- 46,854/-

41,526/- 

30,331/-

27,195/-

21,536/-

 

x

”

”

”

-v 
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dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ladh.kZ foHkkx]  dk;kZy;krhy dk;sZ o drZO; ;kaapk ri'khy% 

dk;kZy;kpss uko    % ladh.kZ foHkkx] foRr o ys[kk foHkkx] eaqcbZ fo|kihB - 

iRrk     % foRr o ys[kk foHkkx] ladh.kZ foHkkx] :e ua- 8] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh   
       midqylfpo 
 
d{k izeq[k    % lgk¸;d dqylfpo & 6 

'kkldh; foHkkxkps uko   % eaqcbZ fo|kihB] eaqcbZ 

dks.kR;k ea=ky;krhy [kkR;kP;k   
vf/kuLr     % mPp o ra=f’k{k.k foHkkx] egkjkYVª Skklu- 
 
dk;Z{ks=     % eaqcbZ 

fof’k”V dk;Z % fofo/k 12 fu/khph ns;d r;kj dj.ks- fofo/k vuqnku vk;ksx tls] fo|kihB   
vuqnku vk;ksx] egkjk”Vª ‘kklu] dsanz   ’kklu o brj vk;ksxkakdMwu fodkl 
dkeklkBh vkysY;k fuf/kaps ;ksX; okVi dj.ks vkf.k vuqnku fo”k;d brj dkes 
tls] ns;ds rikl.ks] ns;diqfLrdk r;kj dj.ks] mi;qDrrk izek.ki=s cufo.ks] 
okf”kZd vankti=d] [kkrs iwfLrdk] jks[kiqfLrdk] okf”kZd rkGscan o brj 
egRokph dkes dj.ks- 

 
foHkkxkps /;s;    % fof’k”V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 
foHkkxkps /kksj.k    % fof’k”V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 
 
 
  



loZ laCkf/kr deZpkjh % 
 

v- Ø- deZpk&;kaph ukos inuke 

1 fjDr lgk¸;d dqylfpo 

2 fjDr miys[kkiky 

3 Jherh lqfurk Hkjr dkGs lgk¸;d ys[kkiky 

4 Jh- f’kokth e- felkG lgk¸;d ys[kkiky 

5 dq- xhrk n HkksbZj lgk¸;d ys[kkiky 

6 Jherh Lusgk lq- [kkaMsdj lgk¸;d ys[kkiky 

7 Jherh furk jk- okykoydj ofj"B fyfid 

8 dq- efu”kk gjh Hkks;s dfu"B fyfid 

9 fjDr dfu"B fyfid 

10 fjDr dfu"B fyfid 

11 fjDr f'kikbZ 

 
 
dk;Z     %fof’k”V dk;kZe/;s uewn dsysys dkedkt 
 
dkekps foLr̀r Lo:i % ns;ds rikl.ks] ns;diqfLrdk r;kj dj.ks]  mi;qDrrk izek.ki=s cufo.ks] 

okf”kZd vankti=d]  [kkrs iwfLrdk] jks[kiqfLrdk] okf”kZd rkGscan o brj 
egRokph dkes dj.ks 

ekyeRrspk ri’khy   %-------------------- 
 

bekjrh o tkxspk ri’khy  %  foRr o ys[kk foHkkx] ladh.kZ foHkkx] :e ua- 8] 

     eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

miyC/k lsok   %  fof’k”V dk;kZe/;s uewn dsysys dkedkt 
  
 
 



 
laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 
 

foRr o ys[kk vf/kdkjh 
 

midqylfpo ¼1½ 

 
lgk¸;d dqylfpo VI&¼1½ 

  
miys[kkiky ¼1½ 

 
 lgk¸;d ys[kkiky ¼4½ 

 
ofj"B fyfid  ¼1½ 

 
dfu"B fyfid ¼3½ 

 
f'kikbZ ¼1½ 

 
 
dk;kZy;hu nwj/ouh Øekad o osGk %  022& 22708765 o 22708770 
      ldkGh 10%20 rs 6%00 oktsi;Zar 
      tso.kkph osG & nqikjh 1%00 rs 1%30 
 
lkIrkfgd lqV~Vh o fof’k”V lsoslkBh   
BjfoysY;k osGk            %  loZ jfookj o efgU;krhy nqljk o pkSFkk ‘kfuokj o lkoZtfud lqÍ;k- 

 
 
 

  



dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk fodkl d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 
ri'khy% 

v 

vuq- 
Ø- 

inuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 
’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 lgk¸;d dqylfpo&VI 1.  Administrative Sanction 

for Purchases/ Expenditure 

up to Rs. 5,000/- 

2.   Passing of Vouchers up 

to Rs. 25,000/- 

3.  Signing of Cheques up to 

Rs. 25,000/- 

4.  Signing of Cash Book 

Signing Monthly Abstract  

The Maharashtra 

Universities  Accounts 

Code 

 

 
f'k{kdsrj deZpkjh 

fujad 
 

 

c 
vuq- 
Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj 

vfHkizk; 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo& VI 

 1- egkjk”Vª fo|kihB  Accounts Code 

o egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

3 lgk¸;d ys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

4 lgk¸;d ys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 



5 lgk¸;d ys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

6 lgk¸;d ys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

7 ofj"B fyfid 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

8 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

9 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

10 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

11 f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

 
 

d 

vuq- 
Ø- inuke vf/kdkj & QkStnkjh 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

M 

vuq- 
Ø- inuke vf/kdkj & vFkZU;kf;d 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 



dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ladh.kZ foHkkx dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 
ri'khy% 

v 

vuq- 
Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 
lgk¸;d 
dqylfpo&VI 

The Maharashtra 

Universities  

Accounts Code 

1- egkjk”Vª fo|kihB   Accounts Code o 

egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

     

c 

vuq- 
Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

     

1 
lgk¸;d 
dqylfpo& VI 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1- egkjk”Vª fo|kihB  Accounts Code 

o egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

3 
lgk¸;d 
ys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

4 
lgk¸;d 
ys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

5 
lgk¸;d 
ys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 



6 
lgk¸;d 
ys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

7 ofj"B fyfid 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

8 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

9 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

10 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

11 f'kikbZ 
foHkkxkrhy deZpk&;kuh ekfxrysyh 
dkxni= iqjfo.ks o brj dk;kZy;hu 
lacf/kr dkes  

1- egkjk”Vª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 

 

 

dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:i % fofo/k vuqnku vk;ksx tls] fo|kihB vuqnku vk;ksx] egkjk”Vª ‘kklu] dsanz ’kklu o brj 
vk;ksxkakdMwu fodkl dkeklkBh vkysY;k fuf/kaps ;ksX; okVi dj.ks vkf.k vuqnku fo”k;d brj 
dkes tls] ns;ds rikl.ks] ns;diqfLrdk r;kj dj.ks] mi;qDrrk izek.ki=s cufo.ks] okf”kZd 
vankti=d] [kkrs iwfLrdk] jks[kiqfLrdk] okf”kZd rkGscan o brj egRokph dkes dj.ks- 

lacf/kr rjrwn  % 

vf/kfu;ekps uko  % fo|kihB dk;nk 1994 

fu;e   % egkjk”Vª ukxjh lsok fu;e 

‘kklu fu.kZ;  % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys ‘kklu fu.kZ;  

ifji=d   % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps ifji=d 

dk;kZy;hu vkns’k % 



vuq- 
Ø- dkekkps Lo:i ¼f’k{kdsrj deZpk&;kP;kckcr½ 

dkyko/kh
@ fnol dkeklkBh tckcnkj vf/kdkjh vfHkizk; 

1 

i)Attend the University Statutory Auditors 

/Internal auditors & Accounts General Audit. 

ii) To ensure that the various payments made 

are within budget provision allocation & 

Sanction 

 
rkRdkG lgk¸;d dqylfpo&VI, 

miys[kkiky] lgk¸;d ys[kkiky 

 

2 
Reply the  Audit queries, Preparation  of 

Budget Estimate & Budget Notes. 

Preparation of Final Accounts 

rkRdkG 
miys[kkiky] lgk¸;d ys[kkiky 

 

3 

1)Sports Activities Fund:-  

i)The contribution from the students from 

the different Colleges received through 

Director of Physical Education & Sports. 

 ii) The Books of Accounts maintain.  

iii) The payments are also made in respect of 

different sports activities conducted by the 

Director of Physical Education & sports.  

vi) Preparation of Bank Reconciliation 

Statement in respect of Sports activities 

Fund. 

v) Preparing and passing the vouchers for 

payments of bills. 

vi)General Correspondence relating to the 

Sports Activities Fund 

2)Student’s Welfare & Cultural Activities 

Fund :-  

i)The contribution from the students from 

the college received through Director of 

Students’ Welfare. 

ii) The payments are also made in respect 

different programmers.  

iii) Maintaining Books of Accounts. 

vi) Preparation of Bank Reconciliation 

Statement in respect of  Students’s Welfare 

& Cultural Activities Fund. 

v) Preparing and passing the vouchers for 

payments of bills.  

vi)General Correspondence relating to the 

Student’s Welfare & Cultural Activities 

Fund. 

3) Vice-Chancellor Fund:  
i) For reimbursement of Medical bills of 

Teaching & Non-Teaching staff of the 

University. 

ii) Claims are disbursed by the Accounts 

Section after receiving from Director of 

Student’s Welfare. 

 

lgk¸;d ys[kkiky 

 



iii) Maintaining Books of Accounts 

v) Preparing and passing the vouchers for 

payments of bills.  

vi)General Correspondence relating to the 

Vice- Chancellor Fund. 

4) Staff Welfare Fund:  

i) For reimbursement of Medical bills of 

Non-teaching Staff of the University. 

ii) Payment of Ad-hoc Pension. 

iii)Maintaining Books of Accounts. 

vi) Arranging meeting of M.M.Sharma 

Endowment Fund & Passing of bills of 

Education & Medical of the Staff. 

5)  Development Fund : 

i)Writing of Cash Book, Ledger posting and 

preparation of Bank Reconciliation 

Statement in respect of  Development Fund. 

ii) Preparing and passing the vouchers for 

payments of bills.  

6)  Sinking Fund : 

i) Maintaining  Books of  Accounts 

7) Gratuity Fund :  

i) Maintaining   Books of  Accounts                 

8)  Reserve Fund : 

i) Maintaining   Books of  Accounts 

9)  Contingency Fund : 

i) Maintaining   Books of  Accounts 

10) New Campus Development Fund: 

i) Maintaining   Books of  Accounts 

 

4 

1)  National Service Scheme: 

 i) Grant  received from State Liosion 

Officer Special Duty for NSS regular 

and Special Programmes. 

ii) Claims are disbursed by the 

Accounts Section after receiving 

from different Colleges through NNS 

Programme Co-ordinator. 

iii)Preparation & Submission  

Statement of Accounts & Utilization 

Certificate   

2) Cultural Exchange Programme : 

 i) Telegrams received from UGC 

informing the name of student & 

period of staying for accommodation. 

ii) Claims are disbursed by the 

Accounts Section after receiving 

from Hostel (where accommodation 

made throught GAD) 

 

lgk¸;d ys[kkiky 

 



iii) Preparation & submission the 

claim and received grant. 

3) Adult & continuing Education :  

i) Grant sanctioned by UGC. 

ii) Claims are disbursed by the 

Accounts Section after receiving 

throught Director of D.A.A.C.E.E. 

iii)Preparation & submission the 

statement of Accounts & Unitlisation 

Certificate. 

4) Teacher Fellowship Scheme : 

 i) Grant received from UGC. 

ii) Claims are disbursed by the 

Accounts Section after receiving by 

Teachers. 

iii) Preparation & submission  the 

statements of Accounts & Utilisation  

Certificate. 

5) Unassigned Grant Group : 

 i) Amount Allocated by the UGC.  

ii) Claims are disbursed by the 

Accounts Section after sanctioning 

by Unassigned Grant Commission. 

iii) Preparation Statement of 

Accounts & Utilisation Certificate 

along with UGC’s format for Group 

ABCD 

6) Other UGC Schems :  

i) Grant received from UGC  

ii)  Claims disbursed by the Accounts 

Section. 

 iii) Preparation the Statements of 

Accounts/ Utilisation Certificate. 

7) Financial Assistance on Accounts 

Grant to the Universities for 

Academic staff College of 

organizing on orientation courses.  

i) Grant received frm UGC.  

ii) Claims are disbursed by the 

Accounts section after receiving 

throught Director, A.S.C. 

8) Other Central Government 

Scehmes:  

 i) Grant received from Central 

Government for various purpose. 

ii) Claims are disbursed by the 

Accounts Section after receiving 

through various Department 

iii) Preparation & submission the 



Statements  of Accounts & 

Utilisation Certificate. 

9) Other State Government Schemes :  

i)Grant received from  State 

Government for various purpose. 

(same as above  ‘Point 8’)  

10) Non- Government Colleges Salary 

Grant to the Teaching & Non-

teaching Staff of Sadhubella 

College: 

 i) Grant received from Join Director 

of Higher Education.  

ii) Claims are disbursed by the 

Accounts Section after receiving 

from Sadhubella College through 

Joint Director of Higher Education.  

iii) Grant sanctioned by UGC 

11) UGC NET Exam :  
i) Grant Sanctioned by UGC.  

ii) Claims are disbursed by the 

Accounts Section received through 

Co-ordinator, UGC NET Exam. 

 

5 

Grants Fund –II  
1) Scholarship/SC/ST/OBC/NT/VJNT/OS 

& MS Government Scholarship to 

Children of freedom fighters, & primary 

School teachers: 
i) Grant received from District Social 

Welfare Officer & Education Inspector, 

Jogeshwari. 

ii) Claims are disbursed by the Accounts 

Section after receiving from different 

students through different Department. 

iii) Send Statement fo Accounts & 

Utilisation Certificate. 

iv) Correspondence to Government. 

v) Claim to be sent to Government  

vi) Disbursement Certificate.  

 

2)R.B.I Grants Fund II SBI: 

i) Books of Accounts such as Cash Book, 

Ledger are maintained by the Unit & 

prepration of Final Accounts in respect of 

R.B.I & S.B.I. 

 

3) PG. Junior/ Senior Research 

Fellowship Emeritus Fellowship : 

i) Received from UGC. 

 

lgk¸;d ys[kkiky 

 



ii) Claims are disbursed by the Accounts 

Section. 

 

4) CSIR Secnior Research Fellowship : 

i) Received from CSIR . 

ii) Claims are disbursed by the Accounts 

Section. 

 

5) ICHR Fellowship ICSSR Fellowship: 

i) Grant received from ICHR, ICSSR. 

ii) Amount disbursed to fellows, Audited 

Utilisation Certificates sent to sponsoring 

bodies. 

 

6) NBHM Research Awards NBHM 

Library Grant: 

i) Received from DAE. 

ii) Disbursed to students & Departments 

iii) Utilisation Certificates sent to NBHM, 

DAE. 

 

7) Other Scholarship Scheme : 

i) Received from various Governments. 

ii) Disbursed to Students. 

iii) Disbursement sent.  
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Staff Housing Fund : 

i)Writing of Cash Book, Ledger posting and 

preparation of Bank Reconciliation 

Statement in respect of Staff Housing Fund. 

ii)Preparation  of accrued Interest 

Certificate. 

iii)Preparation of No dues Certificate. 

iv)Preparation of Interest Calculation. 

v)General Correspondence relating to the 

Staff Housing Fund. 

vi)Writing of Recovery Register. 

vii)Preparation of Final Accounts. 

 

lgk¸;d ys[kkiky 

 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼v½ 

uewU;ke/;s dkekps izdVhdj.k 

la?kVukaps y{k ¼okf”kZd½ 



vuq- Ø- dke @ dk;Z dkekps izek.k vkfFkZd y{k vfHkizk; 
 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼c½ 

dkekph e;kZnk 

dke iw.kZ gks.;klkBh izR;sd dkekph dkye;kZnk 

vuq- 
Ø- dke @ dk;Z 

fnol @rkl 
dke iw.kZ 
dj.;klkBh 

tckcnkj 
vf/kdkjh 

rØkj fuokj.k 
vf/kdkjh 

1 
Reply the  Audit queries, Preparation  of Budget 

Estimate & Budget Notes. Preparation of Final 

Accounts 

rkRdkG miys[kkiky] 
lgk¸;d 
ys[kkiky 

midqylfpo 

2 
Reply the  Audit queries, Preparation  of Budget 

Estimate & Budget Notes. Preparation of Final 

Accounts 

rkRdkG miys[kkiky] 
lgk¸;d 
ys[kkiky 

midqylfpo 

3 

1)Sports Activities Fund:-  

i)The contribution from the students from the 

different Colleges received through Director of 

Physical Education & Sports. 

 ii) Maintaining Books of Accounts.  

iii) The payments are also made in respect of 

different sports activities conducted by the Director 

of Physical Education & sports.  

vi) Preparation of Bank Reconciliation Statement in 

respect of Sports activities Fund. 

v) Preparing and passing the vouchers for payments 

of bills. 

vi)General Correspondence relating to the Sports 

Activities Fund 

 

2)Student’s Welfare & Cultural Activities Fund :-  

i)The contribution from the students from the college 

received through Director of Students’ Welfare. 

ii) The payments are also made in respect different 

programmers.  

iii) Maintaining Books of Accounts. 

vi) Preparation of Bank Reconciliation Statement in 

respect of  Students’s Welfare & Cultural Activities 

Fund. 

v) Preparing and passing the vouchers for payments 

of bills.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 

lgk¸;d 
ys[kkiky 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

midqylfpo 



vi)General Correspondence relating to the Student’s 

Welfare & Cultural Activities Fund. 

 

3) Vice-Chancellor Fund-  

i) For reimbursement of Medical bills of Teaching & 

Non-Teaching staff of the University. 

ii) Claims are disbursed by the Accounts Section after 

receiving from Director of Student’s Welfare. 

iii) Maintaining Books of Accounts 

v) Preparing and passing the vouchers for payments 

of bills.  

vi)General Correspondence relating to the Vice- 

Chancellor Fund. 

 

4) Staff Welfare Fund:  

i) For reimbursement of Medical bills of Non-

teaching Staff of the University. 

ii) Payment of Ad-hoc Pension. 

iii)Maintaining Books of Accounts. 

vi) Arranging meeting of M.M.Sharma Endowment 

Fund & Passing of bills of Education & Medical of 

the Staff. 

5)  Development Fund : 

i)Writing of Cash Book, Ledger posting and 

preparation of Bank Reconciliation Statement in 

respect of  Development Fund. 

ii) Preparing and passing the vouchers for payments 

of bills.  

6)  Sinking Fund : 

i) Maintaining  Books of  Accounts 

7) Gratuity Fund :  

i) Maintaining   Books of  Accounts                 

8)  Reserve Fund : 

i) Maintaining   Books of  Accounts 

9)  Contingency Fund : 

i) Maintaining   Books of  Accounts 

10) New Campus Development Fund: 

i) Maintaining   Books of  Accounts 

 

4 

1) 1 National Service Scheme: 

 i) Grant  received from State Liosion Officer 

Special Duty for NSS regular and Special 

Programmes. 

ii) Claims are disbursed by the Accounts 

Section after receiving from different 

Colleges through NSS Programme Co-

ordinator. 

iii)Preparation & Submission  Statement of 

Accounts & Utilization Certificate   

  

lgk¸;d 
ys[kkiky 

midqylfpo 



2) Cultural Exchange Programme : 

 i) Telegrams received from UGC informing 

the name of student & period of staying for 

accommodation. 

ii) Claims are disbursed by the Accounts 

Section after receiving from Hostel (where 

accommodation made throught GAD) 

iii) Preparation & submission the claim and 

received grant. 

3) Adult & continuing Education :  

i) Grant sanctioned by UGC. 

ii) Claims are disbursed by the Accounts 

Section after receiving throught Director of 

D.A.A.C.E.E. 

iii)Preparation & submission the statement of 

Accounts & Unitlisation Certificate. 

4) Teacher Fellowship Scheme : 

 i) Grant received from UGC. 

ii) Claims are disbursed by the Accounts 

Section after receiving by Teachers. 

iii) Preparation & submission  the statements 

of Accounts & Utilisation  Certificate. 

5) Unassigned Grant Group : 

 i) Amount Allocated by the UGC.  

ii) Claims are disbursed by the Accounts 

Section after sanctioning by Unassigned 

Grant Commission. 

iii) Preparation Statement of Accounts & 

Utilisation Certificate along with UGC’s 

format for Group ABCD 

6) Other UGC Schems :  

i) Grant received from UGC  

ii)  Claims disbursed by the Accounts Section. 

 iii) Preparation the Statements of Accounts/ 

Utilisation Certificate. 

7) Financial Assistance on Accounts Grant to 

the Universities for Academic staff College 

of organizing on orientation courses.  

i) Grant received frm UGC.  

ii) Claims are disbursed by the Accounts 

section after receiving throught Director, 

A.S.C. 

8) Other Central Government Scehmes:  

 i) Grant received from Central Government 

for various purpose. 

ii) Claims are disbursed by the Accounts 

Section after receiving through various 

Department 

iii) Preparation & submission the Statements  



of Accounts & Utilisation Certificate. 

9) Other State Government Schemes :  

i)Grant received from  State Government for 

various purpose. (same as above  ‘Point 8’)  

10) Non- Government Colleges Salary Grant to 

the Teaching & Non-teaching Staff of 

Sadhubella College: 

 i) Grant received from Join Director of 

Higher Education.  

ii) Claims are disbursed by the Accounts 

Section after receiving from Sadhubella 

College through Joint Director of Higher 

Education.  

iii) Grant sanctioned by UGC 

11) UGC NET Exam :  
i) Grant Sanctioned by UGC.  

ii) Claims are disbursed by the Accounts 

Section received through Co-ordinator, UGC 

NET Exam. 
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Grants Fund –II  
1) Scholarship/SC/ST/OBC/NT/VJNT/OS & MS 

Government Scholarship to Children of freedom 

fighters, & primary School teachers: 
i) Grant received from District Social Welfare Officer 

& Education Inspector, Jogeshwari. 

ii) Claims are disbursed by the Accounts Section after 

receiving from different students through different 

Department. 

iii) Send Statement fo Accounts & Utilisation 

Certificate. 

iv) Correspondence to Government. 

v) Claim to be sent to Government  

vi) Disbursement Certificate.  

 

2)R.B.I Grants Fund II SBI: 

i) Books of Accounts such as Cash Book, Ledger are 

maintained by the Unit & prepration of Final 

Accounts in respect of R.B.I & S.B.I. 

 

3) PG. Junior/ Senior Research Fellowship 

Emeritus Fellowship : 

i) Received from UGC. 

ii) Claims are disbursed by the Accounts Section. 

 

4) CSIR Secnior Research Fellowship : 

i) Received from CSIR . 

ii) Claims are disbursed by the Accounts Section. 

 

lgk¸;d 
ys[kkiky 

midqylfpo 



 

5) ICHR Fellowship ICSSR Fellowship: 

i) Grant received from ICHR, ICSSR. 

ii) Amount disbursed to fellows, Audited Utilisation 

Certificates sent to sponsoring bodies. 

 

6) NBHM Research Awards NBHM Library 

Grant: 

i) Received from DAE. 

ii) Disbursed to students & Departments 

iii) Utilisation Certificates sent to NBHM, DAE. 

 

7) Other Scholarship Scheme : 

i) Received from various Governments. 

ii) Disbursed to Students. 

iii) Disbursement sent.  

 

6 

Staff Housing Fund : 

i)Writing of Cash Book, Ledger posting and 

preparation of Bank Reconciliation Statement in 

respect of Staff Housing Fund. 

ii)Preparation  of accrued Interest Certificate. 

iii)Preparation of No dues Certificate. 

iv)Preparation of Interest Calculation. 

v)General Correspondence relating to the Staff 

Housing Fund. 

vi)Writing of Recovery Register. 

vii)Preparation of Final Accounts. 

 

lgk¸;d 
ys[kkiky 

midqylfpo 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys fo”k; fu;e Øekad o o”ksZ vfHkizk; 
 fo|kihB vf/kfu;e 1994 uqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
fo|kihB dk;nk 1994 uqlkj 
 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr ‘kklu fu.kZ; 

vuq- Ø- ‘kklu fu.kZ;kuqlkj fnysys fo”k; ‘kklu fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k fu.kZ;kuqlkj foHkkxk’kh lacf/kr 

vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh fuxZfer 
dsysys ‘kklu fu.kZ; 

 

 

 



dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- ‘kklfd; i=dkuqlkj fnysys fo”k; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh fuxZfer 
dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- fo”k; Øekad o rkjh[k vfHkizk; 
 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh lacf/kr 

vkysys fo”k; 
eaqcbZ fo|kihBkus osGksosGh 
fuxZfer dsysys 

 

 



dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ladh.kZ foHkkx] dk;kZy;krhy nLr,sotkph oxZokjh  

vuq- Ø- fo”k; 

nLr,sotkapk izdkj uLrh @ 
eLVj@ uksaniqLrd Ogkmpj 

b- 
izeq[k ckchapk 

ri’khy 
lqjf{kr Bso.;kpk 

dkyko/kh 

1 

 
fofo/k ;kstukaph ekfgrh ¼fo|kihB 
vuqnku vk;ksx] egkjk”Vª ‘kklu] dsafnz; 
;kstuk] la’kks/ku ;kstuk½ 
 

uLrh 
 

     
 

 
 fofo/k   
;kstukaps  

3 rs 10 o”kZ 

2 ekfgrh vf/kdkj uLrh 
 izkIr 

 vuqnku o 
brj ekfgrh 

3 rs 10 o”kZ 

3 ‘kklu i=O;ogkj uLrh  3 rs 10 o”kZ 

4 
fo/kkulHkk] fo/kkuHkou rkjkafdr o 
vrkjkafdr iz’u 

uLrh 
 3 rs 10 o”kZ 

5 ifji=d uLrh  3 rs 10 o”kZ 

6 ns;d ¼Payments½ Ogkmpj] uksaniwLrd  Okkf”kZd 1 rs 10 o”kZ 

7 ikorh (Receipts½ uLrh 
 Okkf”kZd 1 rs 10 o”kZ 

8 
Bank Statement (SBI, 

CANARA, & BOB) 
uLrh 

 Okkf”kZd 1 rs 10 o”kZ 

9 Investment uLrh 
 Okkf”kZd 1 rs 10 o”kZ 

10 
Cash book, Ledger, Final 

Account, 
uksaniwLrd 

 Okkf”kZd 1 rs 10 o”kZ 

11 Advance Register uksaniwLrd  Okkf”kZd 1 rs 10 o”kZ 

12 Cheque  Register uksaniwLrd  Okkf”kZd 1 rs 10 o”kZ 
13 Master Transfer uksaniwLrd  Okkf”kZd 1 rs 10 o”kZ 
14 Stock Register uksaniwLrd  Okkf”kZd 1 rs 10 o”kZ 
15 Inward/ Outward uksaniwLrd (Computer)  Okkf”kZd 1 rs 10 o”kZ 
16 L C Register uksaniwLrd  Okkf”kZd 1 rs 10 o”kZ 
17 Staff Leave register uksaniwLrd] uLrh  Okkf”kZd 1 rs 10 o”kZ 

  

 

 



 

dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ladh.kZ foHkkx] dk;kZy;krhy vf/kdkjh o deZpkjh ;kaph ukos ]HkRrs o R;kaps 
ekfld osruhdj.k 
 
vuq- 
Ø- oxZ inuke vf/kdkjh o deZpk&;kps uko :tw fnukad nwj/ouh Øekad 

,dw.k 
osru 

1  

 
lgk¸;d 
dqylfpo&VI 

 

fjDr & & & 

2  
 
miys[kkiky 
 

fjDr & & & 

3  
 
lgk¸;d ys[kkiky  
 

Jherh lqfurk Hkjr dkGs 30@12@1995 8286265683 53281 

4  
 
lgk¸;d ys[kkiky  
 

Jh- f’kokth e- felkG 04@04@1983 9869998811 52134 

5  
 
lgk¸;d ys[kkiky  
 

dq- xhrk n HkksbZj 01@11@2003 9004697192 42500 

6  
 
lgk¸;d ys[kkiky  
 

Jherh Lusgk lq- [kkaMsdj 17@07@1987 9819119674 46854 

7  
ofj"B fyfid 
 

Jherh furk jk- okykoydj 01@01@2005 9969023314 30357 

8  
dfu"B fyfid 
 

dq- efu”kk gjh Hkks;s 01@10@2013 9594717100 22172 

9  
dfu"B fyfid 
 

fjDr & & & 

10  
 
dfu"B fyfid 
 

fjDr & & & 

11  
 
f'kikbZ 
 

fjDr & & & 

 
  



 

dye 4 ¼1½ ¼c½ ¼x½ 
eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ladh.kZ foHkkx] dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  osrukph foLr`r 
ekghrh izdkf’kr dj.ks 
 

vuq- 
Ø- 

vf/kdkjh o deZpk&;kps uko] inuke 
o osru Js.kh 

brj vuqKs; HkRrs 
 

  
fu;fer 

egkxkbZ HkRrk 
?kjHkkMs 
HkRrk 

‘kgj 
HkRrk 

izlaxkuqlkj  
tls izokl 

HkRrk 

fo'ks”k tls izdYi 
HkRrk] izf’k{k.k 

HkRrk 
1 lgk¸;d dqylfpo&VI 

fjDr 
fjDr & & & & 

2 miys[kkiky 
fjDr 

fjDr & & & & 

3 Jherh lqfurk Hkjr dkGs  
lgk¸;d ys[kkiky ¼9300&34800 
xszM osru 4400½ 

25775 6186 300 400 ukgh 

4 Jh- f’kokth e- felkG  
lgk¸;d ys[kkiky ¼9300&34800 
xszM osru 4300½ 

25213 6051 300 400 ukgh 

5 dq- xhrk n HkksbZj  
lgk¸;d ys[kkiky ¼9300&34800 
xszM osru 4300½ 

20400 4896 300 400 ukgh 

6 Jherh Lusgk lq- [kkaMsdj  
lgk¸;d ys[kkiky ¼9300&34800 
xszM osru 4300½ 

22588 5421 300 400 ukgh 

7 Jherh furk jk- okykoydj 
ofj"B fyfid 
¼5200-20200 xszM osru 2400½ 

14538 3489 300 400 ukgh 

8 dq- efu”kk gjh Hkks;s  
dfu"B fyfid 
¼5200&20200 xszM osru 1900½ 

10525 2538 200 400 ukgh 

 dfu"B fyfid 
fjDr 

fjDr & & & & 

 dfu"B fyfid 
fjDr 

fjDr & & & & 

 f'kikbZ 
fjDr 

fjDr & & & & 

 

 



dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ladh.kZ foHkkx] dk;kZy;kps eatwj vankti=d  o [kpkZpk ri’khy ;kph foLr`r 
ekfgrh izdkf’kr dj.ks-  
 
vankti=dkP;k izrhps izdk’ku 
 
vuqnkukP;k forj.kkP;k izrhps izdk’ku 

vuq- 
Ø- vankti=fd; f’k”kZdkps o.kZu vuqnku 

fu;ksftr okij {ks+= o 
dkekpk ri’khy 

vf/kd vuqnku visf{kr 
vlY;kl :i;kr vfHkizk; 

      
 

dye 4 ¼1½ ¼c½ ¼VI½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ladh.kZ foHkkx] dk;kZy;krhy vuqnku okVikP;k dk;ZØekaph dk;Zin~/krh 
izdkf’kr dj.ks- 
 
 



1 

 

dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k dk;kZy;krhy dk;sZ o drZO; ;kaapk 
ri'khy% 

dk;kZy;kpss uko    % varxZr ys[kk ifj{k.k@leUo; d{k] foRr o ys[kk foHkkx] eaqcbZ fo|kihB - 

iRrk     % foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k] :e ua- 15] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh 
       midqylfpo ¼foRr o ys[kk½ 
 
d{k izeq[k    % lgk¸;d dqylfpo 

'kkldh; foHkkxkps uko   % eaqcbZ fo|kihB] eaqcbZ 

dks.kR;k ea=ky;krhy [kkR;kP;k   
vf/kuLr     % mPp o ra=f’k{k.k foHkkx] egkjkYVª ‘Skklu- 
 
dk;Z{ks=     % eaqcbZ 

fof’k”V dk;Z % [kjsnh lferhph cSBd Bso.ks] okf“kZd ys[kk vgoky r;kj dj.ks] 
vFkZladfYi; vankt r;kj dj.ks- vafre ns;ds rikl.ks] okf”kZd rkGscan o brj 
egRokph dkes dj.ks- 

 
foHkkxkps /;s;    % fof’k”V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 
foHkkxkps /kksj.k    % fof’k”V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 
 
 
  



2 

 

loZ laCkf/kr deZpkjh % 
 

v- Ø- deZpk&;kaph ukos inuke 

1 fjDr lgk¸;d dqylfpo 

2 Jh- efPNnzukFk j?kqukFk MksbZQksMs miys[kkiky 

3 fjDr miys[kkiky 

4 Jh- olar jkepanz lkGoh lgk¸;d ys[kkiky 

5 Jh- fouk;d ckGÑ“.k dyHkkVs ofj"B fyfid 

6 fjDr dfu"B fyfid 

7 fjDr f'kikbZ 

 
dk;Z     %fof’k”V dk;kZe/;s uewn dsysys dkedkt 
 

dkekps foLr̀r Lo:i % [kjsnh lferhph cSBd Bso.ks] okf“kZd ys[kk vgoky r;kj 
dj.ks] vFkZladfYi; vankt r;kj dj.ks- vafre ns;ds 
rikl.ks] okf”kZd rkGscan o brj egRokph dkes dj.ks- 

 
ekyeRrspk ri’khy   %-------------------- 
 
bekjrh o tkxspk ri’khy   % foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k] :e ua- 15] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

miyC/k lsok    % fof’k”V dk;kZe/;s uewn dsysys dkedkt 
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laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 
 

foRr o ys[kk vf/kdkjh 

 
midqylfpo ¼1½ 

 
lgk¸;d dqylfpo ¼1½ 

  
miys[kkiky ¼2½ 

 
 lgk¸;d ys[kkiky ¼1½ 

 
ofj"B fyfid  ¼1½ 

 
dfu"B fyfid ¼1½ 

 
f'kikbZ ¼1½ 

 
 
dk;kZy;hu nwj/ouh Øekad o osGk  % 022&22708776 o 22708778 
      ldkGh 10%20 rs 6%00 oktsi;Zar 
      tso.kkph osG & nqikjh 1%00 rs 1%30 
 
lkIrkfgd lqV~Vh o fof’k”V lsoslkBh   
BjfoysY;k osGk             % loZ jfookj o efgU;krhy nqljk o pkSFkk ‘kfuokj o lkoZtfud lqÍ;k- 
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dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB ;sFkhy foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaaP;k 
vf/kdkjkapk ri'khy% 

v 

vuq- 
Ø- 

inuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 
’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 lgk¸;d dqylfpo 1.  Administrative Sanction 

for Purchases/ Expenditure 

up to Rs. 5,000/- 

 

The Maharashtra 

Universities  Accounts 

Code 

 

 
f'k{kdsrj deZpkjh 

fujad 
 

 

 

c 
vuq- 
Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj 

vfHkizk; 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo 

 1- egkjk”Vª fo|kihB   Accounts 

Code  egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

3 miys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

4 lgk¸;d ys[kkiky 
fof’k”V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

5 ofj"B fyfid 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 
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6 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofj”BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

7 f'kikbZ 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

 

d 

vuq- 
Ø- inuke vf/kdkj & QkStnkjh 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

M 

vuq- 
Ø- inuke vf/kdkj & vFkZU;kf;d 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 
dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ys[kk fodkl d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 
ri'khy% 

v 

vuq- 
Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo 

The Maharashtra 

Universities  

Accounts Code 

1- egkjk”Vª fo|kihB   Accounts Code 

egkjk”Vª ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 
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c 

vuq- 
Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

     

1 
lgk¸;d 
dqylfpo 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1- egkjk”Vª fo|kihB  Accounts Code  

egkjk”Vª 
 ukxjh lsok fu;e 
2- ‘kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

3 miys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

4 
lgk¸;d 
ys[kkiky 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

5 ofj"B fyfid 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

6 dfu"B fyfid 

fof’k”V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaq”kaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk”Vª ukxjh lsok fu;e 
3- ‘kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

7 f'kikbZ 
foHkkxkrhy deZpk&;kuh ekfxrysyh 
dkxni= iqjfo.ks o brj dk;kZy;hu 
lacf/kr dkes  

1- egkjk”Vª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 
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dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:i % [kjsnh lferhph cSBd Bso.ks] okf“kZd ys[kk vgoky r;kj dj.ks] 
vFkZladfYi; vankt r;kj dj.ks- vafre ns;ds rikl.ks] okf”kZd rkGscan o 
brj egRokph dkes dj.ks- 

lacf/kr rjrwn  % 

vf/kfu;ekps uko  % fo|kihB dk;nk 1994 

fu;e   % egkjk”Vª ukxjh lsok fu;e 

‘kklu fu.kZ;  % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys ‘kklu fu.kZ;  

ifji=d   % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps ifji=d 

dk;kZy;hu vkns’k % 

vuq- 
Ø- 

dkekkps Lo:i                   ¼f’k{kdsrj 
deZpk&;kP;kckcr½ 

dkyko/kh@ 
fnol dkeklkBh tckcnkj vf/kdkjh vfHkizk; 

1 

1) Pre-Audit  

a) Payment of Final bills pertaining to the 

work of construction. 

b) Final Payment of C. P. F. & G. P. F. 

 

 
lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

2 

2) Post Audit 

a) Audit of various receipts and payment 

pertaining to the Departments, University 

all Hostel and Registrars Office and 

checking of all the Accounts Registers. 

b) Audit of Service Books of all the 

employees of the University.  

C) Disposal of Stores in various 

Departments/ Units rendered unserviceable 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

3 

Assist for preparation of statutes, 

ordinances, regulations & rules affecting 

financial administration of the University 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

4 

Disposal of Audit Report drawn up by the 

Statutory Auditors of the University and to 

assist the auditors in all respect. 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

5 
To convey the meeting of Purchase 

Committee 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

6 

Correspondence with different Banks and 

Departments and Open New Bank Account 

Department 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 
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7 
Appointment of Statutory Auditor of the 

University 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

8 

To help Government Auditors and give 

replies to the Audit Observations raised by 

the Auditors 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

9 

Physical Verification of various 

departments /sections/units and prepare 

reports of the same 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

10 
Disposal of waste and old materials 

through the proper formalities 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

11 
Co-ordination work of Budget Estimates 

and its Printing 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

12 
Co-ordination work of Annual Accounts 

and its Printing 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

13 
To Convey meetings of Accounts & 

Budget Scrutiny Committee 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

14 

To collect Statistical Information from the 

various departments/sections/units and 

inform the same to UGC/Government in 

consolidated format 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

15 Opening & Closing of Bank Accounts 
 lgk¸;d dqylfpo] 

miys[kkiky] lgk¸;d 
ys[kkiky 

 

16 
Balance Sheet submitted by the Auditor is 

also getting printed from the press 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

17 
To convey the meeting of Co-ordination 

Committee and preparing minutes 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

18 
To convey the Advisory Committee and 

preparing minutes 

 lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d 
ys[kkiky 

 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼v½ 

uewU;ke/;s dkekps izdVhdj.k 
la?kVukaps y{k ¼okf”kZd½ 

vuq- Ø- dke @ dk;Z dkekps izek.k vkfFkZd y{k vfHkizk; 
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dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼c½ 

dkekph e;kZnk 

dke iw.kZ gks.;klkBh izR;sd dkekph dkye;kZnk 

vuq- 
Ø- dke @ dk;Z 

fnol @rkl 
dke iw.kZ 
dj.;klkBh tckcnkj vf/kdkjh 

rØkj fuokj.k 
vf/kdkjh 

1 

1) Pre-Audit  

a) Payment of Final bills pertaining to 

the work of construction. 

b) Final Payment of C. P. F. & G. P. F. 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

2 

2) Post Audit 

a) Audit of various receipts and 

payment pertaining to the Departments, 

University all Hostel and Registrars 

Office and checking of all the 

Accounts Registers. 

b) Audit of Service Books of all the 

employees of the University.  

C) Disposal of Stores in various 

Departments/ Units rendered 

unserviceable 

 

lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

3 

Assist for preparation of statutes, 

ordinances, regulations & rules 

affecting financial administration of the 

University 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

4 

Disposal of Audit Report drawn up by 

the Statutory Auditors of the 

University and to assist the auditors in 

all respect. 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

5 To convey the meeting of Purchase 

Committee 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

6 
Correspondence with different Banks 

and Departments and Open New Bank 

Account Department 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

7 Appointment of Statutory Auditor of 

the University 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

8 
To help Government Auditors and give 

replies to the Audit Observations raised 

by the Auditors 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 
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9 
Physical Verification of various 

departments /sections/units and prepare 

reports of the same 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

10 Disposal of waste and old materials 

through the proper formalities 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

11 Co-ordination work of Budget 

Estimates and its Printing 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

12 Co-ordination work of Annual 

Accounts and its Printing 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

13 To Convey meetings of Accounts & 

Budget Scrutiny Committee 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

14 

To collect Statistical Information from 

the various departments/sections/units 

and inform the same to 

UGC/Government in consolidated 

format 

 
lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

15 Opening & Closing of Bank Accounts 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

16 
Balance Sheet submitted by the 

Auditor is also getting printed from the 

press 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

17 
To convey the meeting of Co-

ordination Committee and preparing 

minutes 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 

18 To convey the Advisory Committee 

and preparing minutes 

 lgk¸;d dqylfpo] 
 miys[kkiky]  
lgk¸;d ys[kkiky 

midqylfpo 
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dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys fo”k; fu;e Øekad o o”ksZ vfHkizk; 
 fo|kihB vf/kfu;e 1994 uqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
fo|kihB dk;nk 1994 uqlkj 
 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr ‘kklu fu.kZ; 

vuq- Ø- ‘kklu fu.kZ;kuqlkj fnysys fo”k; ‘kklu fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k fu.kZ;kuqlkj foHkkxk’kh lacf/kr 

vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh fuxZfer 
dsysys ‘kklu fu.kZ; 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- ‘kklfd; i=dkuqlkj fnysys fo”k; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk”Vª ‘kklukP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo”k; 
egkjk”Vª ‘kklukP;k osGksosGh fuxZfer 
dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- fo”k; Øekad o rkjh[k vfHkizk; 
 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh lacf/kr 

vkysys fo”k; 
eaqcbZ fo|kihBkus osGksosGh 
fuxZfer dsysys 
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dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k dk;kZy;krhy nLr,sotkph oxZokjh  

vuq- Ø- fo”k; 

nLr,sotkapk izdkj uLrh @ 
eLVj@ uksaniqLrd Ogkmpj 

b- 
izeq[k ckchapk 

ri’khy 
lqjf{kr Bso.;kpk 

dkyko/kh 

1 ekfgrh vf/kdkj uLrh   

2 ‘kklu i=O;ogkj uLrh   

3 
fo/kkulHkk] fo/kkuHkou rkjkafdr o 
vrkjkafdr iz’u 

uLrh 
  

4 ifji=d uLrh   

5 Stock Register uksaniwLrd   
6 Inward/ Outward uksaniwLrd (Computer)   
7 L C Register uksaniwLrd   
8 Staff Leave register uksaniwLrd] uLrh   

  

  



13 

 

 

dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaph 
ukos ]HkRrs o R;kaps ekfld osruhdj.k 
 
vuq- 
Ø- oxZ inuke vf/kdkjh o deZpk&;kps uko :tw fnukad nwj/ouh Øekad ,dw.k osru 

1  
 
lgk¸;d dqylfpo 
 

fjDr    

2  
 
miys[kkiky 
 

Jh- efPNnzukFk j- MksbZQksMs 24-07-1984 22708778 66]678 

3  
 
miys[kkiky 
 

fjDr    

4  
 
lgk¸;d ys[kkiky  
 

Jh-olar jk- lkGoh 
 

16-08-1985 
22708778 

55]551 

5  
 
ofj"B fyfid 
 

Jh- fouk;d ck- dyHkkVs 14-09-1989 
22708778 

35]712 

6  
 
dfu"B fyfid 
 

fjDr    

7  
 
f'kikbZ 
 

fjDr    
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dye 4 ¼1½ ¼c½ ¼x½ 
eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  
osrukph foLr`r ekghrh izdkf’kr dj.ks 

 

vuq- 
Ø- 

vf/kdkjh o deZpk&;kps uko] 
inuke o osru Js.kh 

brj vuqKs; HkRrs 
 

  
fu;fer egkxkbZ 

HkRrk 
?kjHkkMs 
HkRrk 

‘kgj 
HkRrk 

izlaxkuqlkj  
tls izokl 

HkRrk 

fo'ks”k tls izdYi 
HkRrk] izf’k{k.k 

HkRrk 
1 lgk¸;d dqylfpo& 

fjDr 
      

2 miys[kkiky 
fjDr 

     

3 Jh- efPNnzukFk j- MksbZQksMs 
miys[kkiky 
¼9300&34800 xszM osru 
4400½ 

31]950 7]668 300 1]200 ukgh 

4 Jh-olar jk- lkGoh 
lgk¸;d ys[kkiky 
¼9300&34800 xszM osru 
4300½ 

26]888 6]453 300 400 ukgh 

5 Jh- fouk;d ck- dyHkkVs  
ofj"B fyfid 
¼      ½ 

17]163 4]119 300 400 ukgh 

6 dfu"B fyfid 
fjDr 

     

8 f'kikbZ 
fjDr 

     

 
 



15 

 

dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k dk;kZy;kps eatwj vankti=d  o [kpkZpk 
ri’khy ;kph foLr̀r ekfgrh izdkf’kr dj.ks- 
 
vankti=dkP;k izrhps izdk’ku 

 
vuqnkukP;k forj.kkP;k izrhps izdk’ku 

vuq- 
Ø- vankti=fd; f’k”kZdkps o.kZu vuqnku 

fu;ksftr okij {ks+= o 
dkekpk ri’khy 

vf/kd vuqnku visf{kr 
vlY;kl :i;kr vfHkizk; 

      
 

dye 4 ¼1½ ¼c½ ¼xi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] varxZr ys[kk ifj{k.k@leUo; d{k dk;kZy;krhy vuqnku okVikP;k dk;ZØekaph 
dk;Zin~/krh izdkf’kr dj.ks- 
 

 



dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;krhy dk;sZ o drZO; ;kaapk ri'khy% 

dk;kZy;kpss uko    % osru d{k] foRr o ys[kk foHkkx] eaqcbZ fo|kihB - 

iRrk     % foRr o ys[kk foHkkx] osru d{k] :e ua- 5 vkf.k 6] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh 
       midqylfpo ¼foRr o ys[kk½ 
 

d{k izeq[k    % lgk¸;d dqylfpo 

'kkldh; foHkkxkps uko   % eaqcbZ fo|kihB] eaqcbZ   

dks.kR;k ea=ky;krhy [kkR;kP;k   
vf/kuLr     % mPp o ra=f’k{k.k foHkkx] egkjkYVª ‘Skklu- 
 
dk;Z{ks=     % eaqcbZ 

fof’k"V dk;Z  % eqcbZ fo|kihBkrhy dk;Zjr loZ LFkk;h&vLFkk;h f’k{kd o f’k{kdsrj  
  deZpkÚ;kaps njegk osru vkf.k osruk’kh lacaf/kr loZ ckch- 

 

foHkkxkps /;s;    % fof’k"V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 
foHkkxkps /kksj.k    % fof’k"V dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 
 
 
dk;Z     % fof’k"V dk;kZe/;s uewn dsysys dkedkt 
 
dkekps foLr̀r Lo:i % fo|kihBkrhy dk;eLo#ih vkf.k gaxkeh f’k{kd vkf.k f’k{kdsrj deZpkÚ;kaps 

osru i=ds o ns;ds r;kj dj.ks] osruklaca/khr loZ izdkjP;k Fkdckdhph ns;ds 
r;kj dj.ks- vk;dj ijhx.kuk dj.ks] mi;qDrrk izek.ki=s cufo.ks] fo|kfiBkps 
okf"kZd vankti=dkdjhrk osrufo"k;h ekfgrh iqjo.ks] 'kklukl pkjekgh] 

vkBekgh vkf.k vafre lq/kkjhr vankti=d r;kj d#u lapkyd dk;kZy;] iq.ks 
;akuk lknj dj.ks]  o brj egRokph dkes dj.ks 

 
ekyeRrspk ri’khy   %-------------------- 
 
bekjrh o tkxspk ri’khy   % foRr o ys[kk foHkkx] osru d{k] :e ua- 5 vkf.k 6] 



       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

miyC/k lsok    % fof’k"V dk;kZe/;s uewn dsysys dkedkt 
  
loZ laCkf/kr deZpkjh % 
 

v- Ø- deZpk&;kaph ukos inuke 

1 Jh- v#.k e- tk/ko lgk¸;d dqylfpo 

2 Jh- lqf/kj fl- ?kkMh flfLVe vWkijsfVax vkWfQlj 

3 Jh- lw;Zdkar 'ka- dkGs miys[kkiky 

4 Jh- uanw l- dksFks miys[kkiky 

5 Jhe- uezrk iq- ekatjsdj lgk¸;d ys[kkiky 

6 Jhe- lafxrk v- fcM;s lgk¸;d ys[kkiky 

7 fjDr lgk¸;d ys[kkiky 

8 Jhe- o"kkZ lq- rxkjs ofj"B fyfid 

9 Jh- vuar g- pOgk.k ofj"B fyfid 

10 Jhe- ;ksfxrk ck- eklqyZsdj ofj"B fyfid 

11 Jh- lfpu Jh- ljQjs ofj"B fyfid 

12 fjDr ofj"B fyfid 

13 fjDr ofj"B fyfid 

14 fjDr ofj"B fyfid 

15 Jh- izfo.k 'ka- ?kkfMxkodj dfu"B fyfid 

16 Jh- LofIuy f’k- xkslkoh dfu"B fyfid 

17 Jh- vkuan p- fcjknkj dfu"B fyfid 

18 Jh- jktsanz xks- iokj dfu"B fyfid 

19 Jh- lat; n- lkoar f'kikbZ 

 
 
 
 
 
 



  

laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 

 

foRr o ys[kk vf/kdkjh 
 

midqylfpo ¼1½ 
 

 
lgk¸;d dqylfpo&osru ¼1½        flfLVe vWkijsfVax vkWfQlj (1) 

 

      

miys[kkiky ¼R.O.½     miys[kkiky ¼Dept.½ 
 
lgk¸;d ys[kkiky ¼2½      lgk¸;d ys[kkiky ¼1½ 

 
ofj"B fyfid  ¼4½    ofj"B fyfid  ¼3½ 

 
dfu"B fyfid ¼2½     dfu"B fyfid ¼2½ 

 
   f'kikbZ ¼1½ 

 
 
dk;kZy;hu nwj/ouh Øekad o osGk  % 022&227 087 62@63@64 

      ldkGh 10%20 rs 6%00 oktsi;Zar 
      tso.kkph osG & nqikjh 1%00 rs 1%30 
 
lkIrkfgd lqV~Vh o fof’k"V lsoslkBh  % loZ jfookj o efgU;krhy nqljk o pkSFkk 'kfuokj                   
BjfoysY;k osGk               o lkoZtfud lqÍ;k- 

 

 
 

  



dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk ri'khy% 

 

v 

vuq- 
Ø- 

inuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 
’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 

lgk¸;d dqylfpo 
(osru) 

1.  Administrative Sanction for 

Purchases/ Expenditure up to 

Rs. 5,000/- 

2.   Passing of Vouchers up to 

Rs. 25,000/- 

3.  Signing of Cash Book  

 

The Maharashtra Universities  

Accounts Code 
 

2 brj f'k{kdsrj deZpkjh fujad   
 

 

 

c 
vuq- 
Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj 

vfHkizk; 

f'k{kdsrj deZpkjh 

1 
lgk¸;d dqylfpo 
(osru) 

 1- egkjk"Vª fo|kihB   Accounts Code 

o egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 
fof’k"V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

3 lgk¸;d ys[kkiky 
fof’k"V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

4 lgk¸;d ys[kkiky 
fof’k"V dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

5 ofj"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 



6 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 

ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

7 f'kikbZ 

iz'kkldh; vf/kdkj ukghr- 
ofj"BkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

 

1- egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

 

d 

vuq- 
Ø- 

inuke vf/kdkj & QkStnkjh 
dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj 
vfHkizk; 

1 loZ f'k{kdsrj deZpkjh fujad   

 

M 

vuq- 
Ø- 

inuke vf/kdkj & vFkZU;kf;d 
dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 

ifji=dkuqlkj 
vfHkizk; 

1 loZ f'k{kdsrj deZpkjh fujad   

 

 

dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk ri'khy% 

v 

vuq- 
Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 
lgk¸;d dqylfpo 
(osru) 

The Maharashtra 

Universities  Accounts 

Code 

1- egkjk"Vª fo|kihB   Accounts Code o 

egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

     



c 
vuq- 
Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

     

1 
lgk¸;d 
dqylfpo 
(osru) 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP;k vuaq"ka?kkus 
vlysyh drZO;s 

1- egkjk"Vª fo|kihB   Accounts Code o 

egkjk"Vª ukxjh lsok fu;e 
2- 'kklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP;k vuaq"ka?kkus 
vlysyh drZO;s 

1- fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- 'kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

3 
lgk¸;d 
ys[kkiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP;k vuaq"ka?kkus 
vlysyh drZO;s 

1- fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- 'kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

4 
lgk¸;d 
ys[kkiky 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP;k vuaq"ka?kkus 
vlysyh drZO;s 

1- fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- 'kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

5 ofj"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP;k vuaq"ka?kkus 
vlysyh drZO;s 

1- fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- 'kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

6 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP;k vuaq"ka?kkus 
vlysyh drZO;s 

1- fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- 'kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

7 dfu"B fyfid 

fof’k"V dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP;k vuaq"ka?kkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjk"Vª ukxjh lsok fu;e 
3- 'kklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

8 f'kikbZ 
foHkkxkrhy deZpk&;kuh ekfxrysyh 
dkxni= iqjfo.ks o brj dk;kZy;hu 
lacf/kr dkes  

1- egkjk"Vª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 

 

 
 
 
 
 
 



dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:i          % fo|kihBkrhy dk;eLo#ih vkf.k gaxkeh f’k{kd vkf.k f’k{kdsrj deZpkÚ;kaps osru i=ds o ns;ds 

r;kj dj.ks] osruklaca/khr loZ izdkjP;k Fkdckdhph ns;ds r;kj dj.ks- vk;dj ijhx.kuk dj.ks] 
mi;qDrrk izek.ki=s cufo.ks] fo|kfiBkps okf"kZd vankti=dkdjhrk osrufo"k;h ekfgrh iqjo.ks] 
'kklukl pkjekgh] vkBekgh vkf.k vafre lq/kkjhr vankti=d r;kj d#u lapkyd dk;kZy;] iq.ks 
;akuk lknj dj.ks]  o brj egRokph dkes dj.ks 

lacf/kr rjrwn       % 

vf/kfu;ekps uko       % fo|kihB dk;nk 1994 

fu;e        % egkjk"Vª ukxjh lsok fu;e 

'kklu fu.kZ;       % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys ’kklu fu.kZ;  

ifji=d        % foHkkxkP;k dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps ifji=d 

dk;kZy;hu vkns’k % 

vuq- 
Ø- 

dkekkps Lo:i                 
¼f’k{kdsrj deZpk&;kP;kckcr½ 

dkyko/kh@ 
fnol dkeklkBh tckcnkj vf/kdkjh vfHkizk; 

1 
fo|kihBkrhy dk;eLo#ih vkf.k gaxkeh f’k{kd vkf.k 
f’k{kdsrj deZpkÚ;kaps osru i=ds o ns;ds r;kj dj.ks 

 
nj egk lgk¸;d dqylfpo] 

miys[kkiky] lgk¸;d ys[kkiky 

 

2 
lg lapkyd dk;kZy;kl 'kkluekU; inkojhy f’k{kd 
f’k{kdsrj deZpkÚ;kaps osru ns;d nj egk lknj dj.ks 

nj egk lgk¸;d dqylfpo] 
miys[kkiky] lgk¸;d ys[kkiky 

 

3 
fo|kihBkrhy dk;eLo#ih vkf.k gaxkeh f’k{kd vkf.k 
f’k{kdsrj deZpkÚ;kaps osrukrqu vk;dj ijhx.kuk d#u 
dikr dj.ks  

nj egk 
miys[kkiky] lgk¸;d ys[kkiky 

 

4 
loZ f’k{kd vkf.k f’k{kdsrj deZpkÚ;kauk dikr 
dsysY;k vk;djkckcr Form 16 vnk dj.ks 

vkfFkZd o"kZ 
laiY;kuarj 

lgk¸;d dqylfpo] miys[kkiky 
 

5 Okkf"kZd mi;qDrrk izek.ki=s cufo.ks 
BjysY;k 
osGh 

miys[kkiky] lgk¸;d ys[kkiky 
 

6 
fo|kfiBkps okf"kZd vankti=dkdjhrk osrufo"k;h 
ekfgrh iqjo.ks 

BjysY;k 
osGh 

miys[kkiky] lgk¸;d ys[kkiky 
 

7 
'kklukl pkjekgh] vkBekgh vkf.k vafre lq/kkjhr 
vankti=d r;kj d#u lapkyd dk;kZy;] iq.ks ;akuk 
lknj dj.ks 

BjysY;k 
osGh miys[kkiky] lgk¸;d ys[kkiky 

 

8 
osrukrhy fu/kkZjhr dj.;kr vkysY;k dikrh dj.ks 
vkf.k osru ns;ds vf.k brj efgrh r;kj dj.;kdjhrk 
ojh"Bkauk enr dj.ks 

nj egk 
ojh"B fyfid] dfu"B fyfid 

 

 



dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼v½ 

uewU;ke/;s dkekps izdVhdj.k 

la?kVukaps y{k ¼okf"kZd½ 

vuq- Ø- dke @ dk;Z dkekps izek.k vkfFkZd y{k vfHkizk; 
 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼c½ 

dkekph e;kZnk 

dke iw.kZ gks.;klkBh izR;sd dkekph dkye;kZnk 

vuq- 
Ø- dke @ dk;Z 

fnol @rkl 
dke iw.kZ 
dj.;klkBh tckcnkj vf/kdkjh 

rØkj fuokj.k 
vf/kdkjh 

1 
fo|kihBkrhy dk;eLo#ih vkf.k gaxkeh 
f’k{kd vkf.k f’k{kdsrj deZpkÚ;kaps osru 
i=ds o ns;ds r;kj dj.ks 

 
nj egk 

lgk¸;d dqylfpo] miys[kkiky] 
lgk¸;d ys[kkiky 

midqylfpo 

2 
lg lapkyd dk;kZy;kl 'kkluekU; 
inkojhy f’k{kd f’k{kdsrj deZpkÚ;kaps osru 
ns;d nj egk lknj dj.ks 

nj egk 
lgk¸;d dqylfpo] miys[kkiky] 
lgk¸;d ys[kkiky 

midqylfpo 

3 

fo|kihBkrhy dk;eLo#ih vkf.k gaxkeh 
f’k{kd vkf.k f’k{kdsrj deZpkÚ;kaps 
osrukrqu vk;dj ijhx.kuk d#u dikr 
dj.ks  

nj egk 

miys[kkiky] lgk¸;d ys[kkiky midqylfpo 

4 
loZ f’k{kd vkf.k f’k{kdsrj deZpkÚ;kauk 
dikr dsysY;k vk;djkckcr Form 16 
vnk dj.ks 

vkfFkZd o"kZ 
laiY;kuarj lgk¸;d dqylfpo] miys[kkiky midqylfpo 

5 Okkf"kZd mi;qDrrk izek.ki=s cufo.ks 
BjysY;k osGh 

miys[kkiky] lgk¸;d ys[kkiky midqylfpo 

6 
fo|kfiBkps okf"kZd vankti=dkdjhrk 
osrufo"k;h ekfgrh iqjo.ks 

BjysY;k osGh 
miys[kkiky] lgk¸;d ys[kkiky midqylfpo 

7 
'kklukl pkjekgh] vkBekgh vkf.k vafre 
lq/kkjhr vankti=d r;kj d#u lapkyd 
dk;kZy;] iq.ks ;akuk lknj dj.ks 

BjysY;k osGh 
miys[kkiky] lgk¸;d ys[kkiky midqylfpo 

8 
osrukrhy fu/kkZjhr dj.;kr vkysY;k dikrh 
dj.ks vkf.k osru ns;ds vf.k brj efgrh 
r;kj dj.;kdjhrk ojh"Bkauk enr dj.ks 

nj egk 
ojh"B fyfid] dfu"B fyfid midqylfpo 



dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys fo"k; fu;e Øekad o o”ksZ vfHkizk; 
 fo|kihB vf/kfu;e 1994 uqlkj foHkkxk’kh 

lacf/kr vkysys fo"k; 
fo|kihB dk;nk 1994 uqlkj 
 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr 'kklu fu.kZ; 

vuq- Ø- 'kklu fu.kZ;kuqlkj fnysys fo"k; 'kklu fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk"Vª 'kklukP;k fu.kZ;kuqlkj foHkkxk’kh lacf/kr 

vkysys fo"k; 
egkjk"Vª  ’kklukP;k osGksosGh fuxZfer 
dsysys 'kklu fu.kZ; 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- 'kklfd; i=dkuqlkj fnysys fo"k; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjk"Vª  'kklukP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys fo"k; 
egkjk"Vª 'kklukP;k osGksosGh fuxZfer 
dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- fo"k; Øekad o rkjh[k vfHkizk; 
 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh lacf/kr 

vkysys fo"k; 
eaqcbZ fo|kihBkus osGksosGh 
fuxZfer dsysys 

 

 



dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;krhy nLr,sotkph oxZokjh  

vuq- Ø- fo"k; 
nLr,sotkapk izdkj uLrh @ 

@ uksaniqLrd b- 
izeq[k ckchapk 

ri’khy 
lqjf{kr Bso.;kpk 

dkyko/kh 

1 
f’k{kd vkf.k f’k{kdsrj deZpkÚ;kauk 
vnk dsysys osru 

osru iqLrds 
  

2 'kklukl nk[ky dsysYkh osru ns;ds uLrh   
3 ekfgrh vf/kdkj uLrh   

4 'kklu i=O;ogkj uLrh   

5 
fo/kkulHkk] fo/kkuHkou rkjkafdr o 
vrkjkafdr iz’u 

uLrh 
  

6 ifji=d uLrh   

7 
osrukrqu vnkdjko;kP;k dikrhaph 
ekfgrh 

uksaniwLrd 
 
 

 

8 vkod @ tkod uksaniwLrd (Computer)   

9 
LIC, Society, PF, PT, Loan  v’kk 
izdkjP;k fofo/k dikrh 

uLrh 
  

10 
fo|kihBkP;k fofo/k foHkkxkdMqu 
>kysys i=O;ogkj 

uLrh 
  

11 deZpkÚ;kaP;k jtsps vtZ uksaniwLrd] uLrh   
  

 

 

 

 

 

 

 

 

 

 

 

 



dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaph ukos ]HkRrs o R;kaps ekfld 
osruhdj.k 
 
vuq- 
Ø- 

oxZ inuke 
vf/kdkjh o deZpkÚ;kps 

uko 
:tw fnukad nwj/ouh Øekad ,dw.k osru 

1 1 lgk¸;d dqylfpo Jh- v#.k e- tk/ko 03@01@1985 8879744104 72]137@&
2 1 flfLVe vWkijsfVax vkWfQlj Jh- lqf/kj fl- ?kkMh 14@01@1992 9869474321 72]902@&
3 2 miys[kkiky Jh- lw;Zdkar 'ka- dkGs 19@06@1987 8698692374 49]440@&
4 2 miys[kkiky Jh- uanw l- dksFks 21@07@2003 7039112828 44]952@&
5 3 lgk¸;d ys[kkiky Jhe- uezrk iq- ekatjsdj 07@06@1986 8082051742 47]748@&
6 3 lgk¸;d ys[kkiky Jhe- lafxrk v- fcM;s 07@03@1993 9870228741 41]500@&
7 3 lgk¸;d ys[kkiky fjDr   
8 3 ofj"B fyfid Jhe- o"kkZ lq- rxkjs 17@01@1994 9619556463 41]628@&
9 3 ofj"B fyfid Jh- vuar g- pOgk.k 22@11@1996 9820164453 34]641@&

10 
3 ofj"B fyfid Jhe- ;ksfxrk ck- 

eklqyZsdj 
30@01@1996 9594872777 34]003@&

11 3 ofj"B fyfid Jh- lfpu Jh- ljQjs 23@02@2005 9757401005 30]357@&
12 3 ofj"B fyfid fjDr   
13 3 dfu"B fyfid Jh- izfo.k 'ka- ?kkfMxkodj 21@03@2013 9987883292 22]173@&
14 3 dfu"B fyfid Jh- LofIuy f’k- xkslkoh 03@04@2014 9773462030 21]536@&
15 3 dfu"B fyfid Jh- vkuan p- fcjknkj 07@04@2014 9890433391 21]536@&
16 3 dfu"B fyfid Jh- jktsanz xks- iokj 20@05@2014  21]536@&
17 4 f'kikbZ Jh- lat; n- lkoar 20@11@1995  29]159@&

 
  



 
dye 4 ¼1½ ¼c½ ¼x½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  osrukph foLr̀r ekghrh 
izdkf’kr dj.ks 
 

vuq- 
Ø- 

vf/kdkjh o deZpk&;kps uko] 
inuke o osru Js.kh 

brj vuqKs; HkRrs 
 

fu;fer 
egkxkbZ HkRrk 

?kjHkkMs 
HkRrk 

'kgj 
HkRrk 

izlaxkuqlkj  
tls izokl 

HkRrk 

fo'ks"k tls 
izdYi HkRrk] 
izf’k{k.k HkRrk 

1 Jh- v#.k e- tk/ko   
lgk¸;d dqylfpo  
¼15600&39100 xszM osru 5400½ 

34038 8169 300  2400 ukgh 

2 Jh- lqf/kj fl- ?kkMh 
flfLVe vWkijsfVax vkWfQlj 
¼15600&39100 xszM osru 5400½ 

34413 8259 300 2400 ukgh 

3 Jh- lw;Zdkar 'ka- dkGs  
miys[kkiky 
¼9300&34800 xszM osru 4400½ 

23500 5640 300 1200 ukgh 

4 Jh- uanw l- dksFks  
miys[kkiky 
¼9300&34800 xszM osru 4400½ 

21300 5112 300 1200 ukgh 

5 Jhe- uezrk iq- ekatjsdj 
lgk¸;d ys[kkiky ¼9300&34800 
xszM osru 4300½ 

23063 5535 300 400 ukgh 

6 Jhe- lafxrk v- fcM;s  
lgk¸;d ys[kkiky ¼9300&34800 
xszM osru 4300½ 

20000 4800 300 400 ukgh 

7 fjDr 
lgk¸;d ys[kkiky ¼9300&34800 
xszM osru 4300½ 

     

8 Jhe- o"kkZ lq- rxkjs 
ofj"B fyfid 
¼5200&20200 xszM osru 2400½ 

17163 4119 300 400 ukgh 

9 Jh- vuar g- pOgk.k  
ofj"B fyfid 
¼5200&20200 xszM osru 2400½ 

16638 3993 300 400 ukgh 

10 Jhe- ;ksfxrk ck- eklqyZsdj  
ofj"B fyfid 
¼5200&20200 xszM osru 2400½ 

16325 3918 300 400 ukgh 

11 Jh- lfpu Jh- ljQjs  
ofj"B fyfid 
¼5200&20200 xszM osru 2400½ 

14538 3489 300 400 ukgh 



12 fjDr 
ofj"B fyfid 
¼5200&20200 xszM osru 2400½ 

     

13 Jh- izfo.k 'ka- ?kkfMxkodj 
dfu"B fyfid 
¼5200&20200 xszM osru 1900½ 

10575 2538 200 400 ukgh 

14 Jh- LofIuy f’k- xkslkoh  
dfu"B fyfid 
¼5200&20200 xszM osru 1900½ 

10263 2463 200 400 ukgh 

15 Jh- vkuan p- fcjknkj  
dfu"B fyfid 
¼5200&20200 xszM osru 1900½ 

10263 2463 200 400 ukgh 

16 Jh- jktsanz xks- iokj  
dfu"B fyfid 
¼5200&20200 xszM osru 1900½ 

10263 2463 200 400 ukgh 

17 Jh- lat; n- lkoar 
f'kikbZ 
¼5200&20200 xszM osru 1800½ 
 

13975 3354 200 400 ukgh 

 
 



dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;kps eatwj vankti=d  o [kpkZpk ri’khy ;kph foLr`r 

ekfgrh izdkf’kr dj.ks- 
 
vankti=dkP;k izrhps izdk’ku 
 
vuqnkukP;k forj.kkP;k izrhps izdk’ku 

vuq- 
Ø- 

vankti=fd; f’k"kZdkps o.kZu vuqnku 
fu;ksftr okij {ks+= o 

dkekpk ri’khy 
vf/kd vuqnku visf{kr 

vlY;kl :i;kr 
vfHkizk; 

      
 

dye 4 ¼1½ ¼c½ ¼xi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] osru d{k dk;kZy;krhy vuqnku okVikP;k dk;ZØekaph dk;Zin~/krh izdkf’kr 
dj.ks- 
 
 



dye 4 ¼1½ ¼c½ ¼i½ 

eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;krhy dk;sZ o drZO; ;kaapk ri'khy% 

dk;kZy;kpss uko    % ivaSvast inaQaI d{k] foRr o ys[kk foHkkx] eaqcbZ fo|kihB - 

iRrk     % foRr o ys[kk foHkkx] ivaSvast inaQaI d{k] :e ua- 11] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

dk;kZy; izeq[k    % foRr o ys[kk vf/kdkjh 
       midqylfpo ¼foRr o ys[kk½ 
 

dk;kZy; izeq[k    % lgk¸;d dqylfpo 

'kkldh; foHkkxkps uko   % eaqcbZ fo|kihB] eaqcbZ 

dks.kR;k ea=ky;krhy [kkR;kP;k   
vf/kuLr     % mPp o ra=f’k{k.k foHkkx] egkjkYVª Skklu- 
 
dk;Z{ks=     % eaqcbZ 

fof’kYV dk;Z    % ivaSvast inaQaI fMDamaQyao Aatapya-Mt 759 enDaomaoMTsa\ Aahot. 

      ivaSvast inaQaI AMtga-t Asalaolyaa sqaayaIdanaamaQauna idlaI jaaNaarI iSaYyavaR%tIÀ  
      pairtaoiYak yaaMcaI doyako parIt krNaoÊ ivaBaaga p`mau#a À doNagaIdar yaaMnaI maagaNaI 
     kolyaasa sqaayaIdanaa saMdBaa-tIla ]pyaaogaIta p`maaNap~À lao#aa ivavarNa p~ ¼lao#aa 

     pirxaNaacyaa AiQana rahuna ½doNaoÊ ivaVapIzacyaa ivaivaQa fMDamaQaIla iSallk  

     r@kmaocaI gauMtvaNaUk krNaoÊ ivaSvast inaQaI kxaatIla 6 fMDaMcao lao#ao ilaihNao va jamaa 
     #aca- va taLobaMd tyaar krNaoÊ iva%t va lao#aa saimatI saBaa va saMbaMiQat kamao. 

 

foHkkxkps /;s;    %fof’kYV dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 

 

foHkkxkps /kksj.k    % fof’kYV dk;kZe/;s uewn dsysys dkedkt fu;ekarxZr dj.ks- 

 
 
 
  



loZ laCkf/kr deZpkjh % 
 

v- Ø- deZpk&;kaph ukos inuke 

1 fjDr lgk¸;d dqylfpo 

2 saaO.svaatI saMtaoYa maoZokr miys[kkiky 

3 saaO.saaQanaa p`idp kaMbaLo lgk¸;d ys[kkiky 

4 EaI.AanaMd puMDilak kaoLgao lgk¸;d ys[kkiky 

5 EaImatI.sauinata p`idp kaMbaLo ofj"B fyfid 

6 EaI.saMjaya SaMkr saMsaaro dfu"B fyfid 

7 EaImatI.saRiYT gaNaoSa koMbaLo dfu"B fyfid 

8 fjDr hvaaladar 

9 ir@t Aitir@t iSapa[- 

  
 
dk;Z     %fof’kYV dk;kZe/;s uewn dsysys dkedkt 

 

dkekps foLr`r Lo:i   % 1.ivaSvast inaQaI kxaa maQaIla #aalaIla fMDaMcao lao#ao ilahNao va jamaa#aca-  

     AaiNa taLobaMd tyaar krNao. 

     a. Trust Fund 

b. Depreciation Fund (University Grant)  

c. Depreciation Fund (Government Grant)  

d. Heritage Building Fund 

e. Sir P.Mehta 150
th

 B.A.C.C Fund 

f. Disaster Relief Fund 

g. RBI Professorial Chair in Monetary Economy 

h. RBI Professorial Chair in Political Economy 

i. Investments 

 

2. Preparation  of Statement of Interest as per list of 

various Endowments. 

3. Preparation of Statements of allocation of 

expenditure of various medals. 

4. Preparation of Statements of interest on Opening 

Balances 

5.  Preparation of Statements of Administrative 

Charges. 

6. Preparation of Donation Statements 



7. Preparation of Income side Budget of 

Depreciation fund (University Grant & Government 

Grant) and 13 Endowment Chairs from different 

Departments. 

8. Posting of J.V.’s of all above statements. 

9. Maintenance of Cheque Inward Registers of Trust 

Fund, Disaster Relief Fund. 

10. Maintenance of Inward & Outward Registers 

(Internal & External) 

11. Maintenance of Scholarship/Prizes Registers and 

Book Prize Register. 

12.To get embossed from University Press, 

University emblem on Books and paste prize 

certificate on the same books. 

 

ekyeRrspk ri’khy   % Table -7 

       Chair – 17 

       Cupboard -8 

       Cabinet – 2 

       Computer – 7 

       Printer / Scanner – 1 

       Printer  - 3 

       Fan - 6 

 

bekjrh o tkxspk ri’khy   % foRr o ys[kk foHkkx] ivaSvast inaQaI d{k] :e ua- 11] 

       eaqcbZ fo|kihB ] QksVZ] eaqcbZ & 400 032- 

 

miyC/k lsok    % fof’kYV dk;kZe/;s uewn dsysys dkedkt 

  
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 laLFksP;k lajpukRed rD;ke/;s dk;Z{ks+=kps izR;sd Lrjkojps ri’khy% 

 
foRr o ys[kk vf/kdkjh 

 
midqylfpo ¼1½ 

 

lgk¸;d dqylfpo&VII¼1½ 
  

miys[kkiky ¼1½ 
 

 lgk¸;d ys[kkiky ¼2½ 
 

ofj"B fyfid  ¼1½ 
 

dfu"B fyfid ¼2½ 
 

hvaaladar ¼1½ 
 

Aitir@t f'kikbZ ¼1½ 
 

 
dk;kZy;hu nwj/ouh Øekad o osGk  % 022&22708769  
      ldkGh 10%20 rs 6%00 oktsi;Zar 
      tso.kkph osG & nqikjh 1%00 rs 1%30 
 

lkIrkfgd lqV~Vh o fof’kYV lsoslkBh   

BjfoysY;k osGk             % loZ jfookj o efgU;krhy nqljk o pkSFkk Skfuokj o lkoZtfud lqÍ;k- 
 
 
 

  



dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼v½ 

eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 
ri'khy% 

v 

vuq- 
Ø- 

inuke vf/kdkj & vkfFkZd  dks.kR;k dk;|k@fu;e@ 
’kklufu.kZ;@ifji=dkuqlkj 

vfHkizk; 

1 lgk¸;d dqylfpo&VII 1.  Administrative Sanction 

for Purchases/ Expenditure 

up to Rs. 5,000/- 

2.   Passing of Vouchers up 

to Rs. 25,000/- 

3.  Signing of Cash Book, 

Signing Monthly Abstract  

The Maharashtra 

Universities  Accounts 

Code 

 

 
f'k{kdsrj deZpkjh 

fujad 
 

c 
vuq- 
Ø- 

inuke vf/kdkj & iz’kkldh;  dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj 

vfHkizk; 

f'k{kdsrj deZpkjh 

1 lgk¸;d dqylfpo&VII 

 1- egkjkYVª fo|kihB  Accounts 

Code o egkjkYVª 
 ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 
fof’kYV dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

3 lgk¸;d ys[kkiky 
fof’kYV dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

4 lgk¸;d ys[kkiky 
fof’kYV dk;kZe/;s uewn dsysys 

dkedkt 
 

1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 
 

 

5 ofj"B fyfid 

fof’kYV dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofjYBkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

6 dfu"B fyfid 

fof’kYV dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofjYBkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

7 dfu"B fyfid 

fof’kYV dk;kZe/;s uewn dsysys 
dkedkt uqlkj rlsp 
ofjYBkadMwu osGksosGh feGkysY;k 
funsZ’kkuwlkj dkedkt dj.ks- 

1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

8 hvaaladar 
iz'kkldh; vf/kdkj ukghr- 

 

1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 
 

 



9 Aitir@t iSapa[- iz'kkldh; vf/kdkj ukghr 
1- egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

 

d 

vuq- 
Ø- inuke vf/kdkj & QkStnkjh 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

M 

vuq- 
Ø- inuke vf/kdkj & vFkZU;kf;d 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

fujad 

 

dye 4 ¼1½ ¼c½ ¼ii½ uequk ¼c½ 

eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;krhy vf/kdkjh o deZpkjh  ;kaaP;k vf/kdkjkapk 

ri'khy% 

v 

vuq- 
Ø- inuke drZO; & vkfFkZd 

dks.kR;k dk;|k @fu;e@’kklufu.kZ;@ 
ifji=dkuqlkj vfHkizk; 

f'k{kdsrj deZpkjh 

1 
lgk¸;d 
dqylfpo&VII 

The Maharashtra 

Universities  

Accounts Code 

1- egkjkYVª fo|kihB   Accounts Code 

o egkjkYVª 
 ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

  

 
 
 
 
 
 
 

  

c 

vuq- 
Ø- inuke drZO; & iz’kklfd; 

dks.kR;k dk;|k 
@fu;e@’kklufu.kZ;@ ifji=dkuqlkj vfHkizk; 

     

1 
lgk¸;d 
dqylfpo& 

VII 

fof’kYV dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaqYkaxkus 
vlysyh drZO;s 

1- egkjkYVª fo|kihB  Accounts 

Code o egkjkYVª ukxjh lsok fu;e 
2- ‘Skklu fu.kZ; 
3- fo|kihBkps ifji=d 

 

2 miys[kkiky 

fof’kYV dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaqYkaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjkYVª ukxjh lsok fu;e 
3- ‘Skklu fu.kZ; 
4- fo|kihBkps ifji=d 

 



3 
lgk¸;d 
ys[kkiky 

fof’kYV dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaqYkaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjkYVª ukxjh lsok fu;e 
3- ‘Skklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

4 
lgk¸;d 
ys[kkiky 

fof’kYV dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaqYkaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjkYVª ukxjh lsok fu;e 
3- ‘Skklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

5 ofj"B fyfid 

fof’kYV dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaqYkaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjkYVª ukxjh lsok fu;e 
3- ‘Skklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

6 dfu"B fyfid 

fof’kYV dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaqYkaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjkYVª ukxjh lsok fu;e 
3- ‘Skklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

7 dfu"B fyfid 

fof’kYV dk;kZe/;s uewn dsY;kizek.ks o 
vf/kdkj iz’kklfd; ;kaP; vuaqYkaxkus 
vlysyh drZO;s 

1-fo|kihB dk;nk 1994 
2- egkjkYVª ukxjh lsok fu;e 
3- ‘Skklu fu.kZ; 
4- fo|kihBkps ifji=d 

 

8 hvaaladar 

To visit to different Banks to 

give & collect Fixed Deposit 

Receipts & Other Bank 

Correspondence 

To Move Office Papers to 

different Units /Sections / 

Departments 

Filing of Office Papers 

Serve drinking water to unit’s 

staff & to visitors, when 

required 

Open & Close Unit’s cupboards 

Stitching Agenda & Minutes of 

the Finance & Accounts 

Committee 

Any other work assigned to him 

by the Superiors. 

1- egkjkYVª ª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 

 

9 
Aitir@t 
iSapa[- 

ivaBaagaatIla kma-caa−yaaMnaI maaigatlaolaI 
kagadp~ purivaNao va [tr kayaa-layaIna 
saMbaMiQat kamao. 

1- egkjkYVªª ukxjh lsok fu;e 
2- fo|kihBkps ifji=d 

 

 

 

 

 

 

 

 

 

 

 



dye 4 ¼1½ ¼c½ ¼iii½  

fu.kZ; izfØ;srhy i;Zos{k.k o tckcnkjhps mRrjnkf;Ro d:u dk;Zin~/krhps izdk’ku% 

dkekps Lo:i  % ivaSvast inaQaI fMDamaQyao Aatapya-Mt 759 enDaomaoMTsa\ Aahot. 

   ivaSvast inaQaI AMtga-t Asalaolyaa sqaayaIdanaamaQauna idlaI jaaNaarI iSaYyavaR%tIÀ pairtaoiYak 
 yaaMcaI doyako pairt krNaoÊ ivaBaaga p`mau#a À doNagaIdar yaaMnaI maagaNaI kolyaasa sqaayaIdanaa   
 saMdBaa-tIla ]pyaaogaIta p`maaNap~À lao#aa ivavarNa p~ ¼lao#aa pirxaNaacyaa AiQana rahuna ½doNaoÊ 

 ivaVapIzacyaa ivaivaQa fMDamaQaIla iSallk r@kmaocaI gauMtvaNauk krNaoÊ ivaSvast inaQaI kxaatIla 
 8 fMDaMcao lao#ao ilaihNao va jamaa #aca- va taLobaMd tyaar krNaoÊ iva%t va lao#aa saimatI saBaa va 
 saMbaMiQat kamao. 

 
lacf/kr rjrwn  % 

vf/kfu;ekps uko   % fo|kihB dk;nk 1994 

fu;e    % egkjkYVª ukxjh lsok fu;e 

Skklu fu.kZ;  % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys Skklu fu.kZ;  

ifji=d   % foHkkxkP;k  dkedktk’kh lacf/kr osGksosGh fuxZfer >kysys fo|kihBkps ifji=d 

dk;kZy;hu vkns’k % 

vuq- 
Ø- dkekkps Lo:i  f’k{kdsrj deZpk&;kP;kckcr½ 

dkyko/kh@ 
fnol dkeklkBh tckcnkj vf/kdkjh vfHkizk; 

1 
Attend the University Statutory Auditors 

/Internal auditors & Accounts General 

Audit 

 
rkRdkG lgk¸;d dqylfpo&VII, 

miys[kkiky] lgk¸;d ys[kkiky 

 

2 

a) To ensure that the various 

payments made are within 

budget provision allocation & 

Sanction 

 

b)  To ensure that the Passing of 

Scholarships/Prizes bills are 

done from each Endowments 

Liquid balance. 

 

lgk¸;d dqylfpo& VII, 

miys[kkiky] lgk¸;d ys[kkiky 

 

3 Reply to  the  Audit queries, Preparation  

of Budget Estimate & Budget Notes 

rkRdkG miys[kkiky] lgk¸;d ys[kkiky  

4 

Maintenance of Book of Accounts of 

Trust Fund , Depreciation Fund 

(University Grant), Depreciation Fund 

(Government Grant) , RBI Professorial 

Chair in Monetary Economy & RBI 

Professorial Chair in Political 

Economy(SBI) & Heritage Building Fund, 

Disaster Relief Fund , Sir Pherozshah 

Mehta 150th BACC Fund (BOB),  

Correspondence with Bank, Attending 

Audit Queries, Preparing Books of 

Accounts & Final Accounts, Tally Non-

Revenue Account, Reconciliation of the 

ledger maintained by the Trust Fund 

 

miys[kkiky] lgk¸;d ys[kkiky 

 

5 
Preparation of Utilization Certificate & 

Statement of Account in respect of 

Endowments & Donation Certificates. 

 lgk¸;d ys[kkiky  

6 
Maintenance of Investment Register & 

the Investment Ledger of all University 

Funds 

 lgk¸;d ys[kkiky  



7 
Send letters to different bank   for 

renewal/realization of Fixed 

Deposit/Receipts/Bonds etc. 

 lgk¸;d ys[kkiky  

8 

Reconciliation of Investment Ledger 

with all respective University Funds 

Investment Accounts. 

 

 lgk¸;d ys[kkiky  

9 
Maintenance of Investment Outward 

Register. 

 

 lgk¸;d ys[kkiky  

10 
Approach to Banks for queries of Fixed 

Deposit/Receipts/Bonds etc. 

 

 lgk¸;d ys[kkiky  

11 

Preparation of statements of allocation 

of Investments amount of various 

endowments. 

 

 lgk¸;d ys[kkiky  

12 

Preparation of notes for the investment 

of Trust Fund and all other University 

Funds. 

 

 lgk¸;d ys[kkiky  

13 
Posting of J.V’s of all above investment 

statements. 

 

 lgk¸;d ys[kkiky  

14 

The following statements and 

documents are required to be 

produced before the Statutory 

Auditors on 31st March,  

 
i) Statement of Fixed Deposit 

Receipts on hand as on 31st 

March, 

ii) Statement of Share       

              Certificates on hand as on      

              31st March, 

iv) Statement of Bonds on hand 

as on 31st March. 

v) Statement of   Fixed Deposit 

Receipts in Transit on 31st 

March. 

 

 lgk¸;d ys[kkiky  

15 
To Preserve all Fixed Deposit Receipts, 

Bonds Certificates etc 

 

 lgk¸;d ys[kkiky  

16 

To send Final Account of Foreign 

Contribution of Sir Pherozshah Mehta 

150th BACC Fund to Central Government. 

 

 

 

 lgk¸;d ys[kkiky  

17 

Correspondence to  Donors for Donation 

Certificate and Statement of Accounts 

/Liquid Balances of Various 

Endowments as and when the donor 

/head of the Department demands 

 lgk¸;d ys[kkiky  

 

 

 

 



dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼v½ 

uewU;ke/;s dkekps izdVhdj.k 

la?kVukaps y{k ¼okfYkZd½ 

vuq- Ø- dke @ dk;Z dkekps izek.k vkfFkZd y{k vfHkizk; 
 

 

 

dye 4 ¼1½ ¼c½ ¼iv½ uequk ¼c½ 

dkekph e;kZnk 

dke iw.kZ gks.;klkBh izR;sd dkekph dkye;kZnk 

vuq- 
Ø- dke @ dk;Z 

fnol @rkl 
dke iw.kZ 
dj.;klkBh tckcnkj vf/kdkjh 

rØkj fuokj.k 
vf/kdkjh 

1 
ivaSvast inaQaI AMtga-t Asalaolyaa 
sqaayaIdanaamaQauna idlaI jaaNaarI iSaYyavaR%tIÀ 
pairtaoiYak yaaMcaI doyako pairt krNaoÊ 

7 idvasa lgk¸;d dqylfpo&VII 

miys[kkiky] lgk¸;d ys[kkiky 
¼daona½Ê vairYz ilaipk  

midqylfpo 

2 

ivaBaaga p`mau#a À doNagaIdar yaaMnaI maagaNaI 
kolyaasa sqaayaIdanaa saMdBa-tIla ]pyaogaIta 
p`maaNap~À lao#aa ivavarNa p~ ¼lao#aa 
pirxaNaacyaa AiQana rahuna ½doNaoÊ 

15 idvasa lgk¸;d dqylfpo&VII 

miys[kkiky] lgk¸;d ys[kkiky 
¼daona½Ê vairYz ilaipk  

midqylfpo 

3 
ivaVapIzacyaa ivaivaQa fMDamaQaIla iSallk 
r@kmaocaI gauMtvaNauk krNaoÊ 

2 idvasa lgk¸;d dqylfpo&VII 

miys[kkiky] lgk¸;d ys[kkiky 
¼daona½Ê vairYz ilaipk  

midqylfpo 

4 

ivaSvast inaQaI kxaatIla #aalaIla fMDaMcao lao#ao 
ilaihNao va jamaa #aca- va taLobaMd tyaar krNaoÊ  
1.Trust Fund 

2. Depreciation Fund 

(University Grant) 

3.Depreciation Fund 

(Government Grant) 

4.Heritage Building Fund 

5.Disaster Relief Fund 

6.Sir P.Mehta 150th BACC 

Fund 

7.RBI Professorial Chair in 

Monetary Economy 

8.RBI Professorial Chair in 

Political Economy. 

 

lgk¸;d dqylfpo&VII 

miys[kkiky] lgk¸;d ys[kkiky 
¼daona½Ê vairYz ilaipk  

midqylfpo 

5 iva%t va lao#aa saimatI saBaa va saMbaMiQat kamao. 
 

 miys[kkiky midqylfpo 

  



dye 4 ¼1½ ¼c½ ¼v½ uequk ¼v½ 

dkek’kh lacaf/kr fu;e] vf/kfu;e 

vuq- Ø- lqpuk i=dkuqlkj fnysys foYk; fu;e Øekad o oYksZ vfHkizk; 
 fo|kihB vf/kfu;e 1994 uqlkj foHkkxk’kh 

lacf/kr vkysys foYk; 
fo|kihB dk;nk 1994 uqlkj 
 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼c½ 

dkek’kh lacaf/kr Skklu fu.kZ; 

vuq- Ø- ‘Skklu fu.kZ;kuqlkj fnysys foYk; ‘Skklu fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjkYVª SkklukP;k fu.kZ;kuqlkj foHkkxk’kh lacf/kr 

vkysys foYk; 
egkjkYVª SkklukP;k osGksosGh fuxZfer 
dsysys Skklu fu.kZ; 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼d½ 

dkek’kh lacaf/kr ifji=ds 

vuq- Ø- ‘Skklfd; i=dkuqlkj fnysys foYk; ifji=d fu.kZ; Øekad o rkjh[k vfHkizk; 
 egkjkYVª SkklukP;k ifji=dkuqlkj foHkkxk’kh 

lacf/kr vkysys foYk; 
egkjkYVª SkklukP;k osGksosGh fuxZfer 
dsysyh ifji=ds 

 

 

dye 4 ¼1½ ¼c½ ¼v½ uequk ¼M½ 

dkek’kh lacaf/kr dk;kZy;hu vkns’k @ /kksj.kkRed ifji=ds 

vuq- Ø- foYk; Øekad o rkjh[k vfHkizk; 
 eaqcbZ fo|kihBP;k ifji=dkuqlkj foHkkxk’kh lacf/kr 

vkysys foYk; 
eaqcbZ fo|kihBkus osGksosGh 
fuxZfer dsysys 

 

 



dye 4 ¼1½ ¼v½ ¼vi½  

eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;krhy nLr,sotkph oxZokjh  

vuq- 
Ø- foYk; 

nLr,sotkapk izdkj uLrh 
@ eLVj@ uksaniqLrd 

Ogkmpj b- 
izeq[k ckchapk 

ri’khy 
lqjf{kr Bso.;kpk 

dkyko/kh 

1 

 
ivaSvast inaQaI fMDamaQyao  119 enDaomaoMTsacyaa 
fa[-la Aahot. 
 

uLrh 
 

  
kayama 

2 ekfgrh vf/kdkj uLrh   

3 Anaudana i=O;ogkj uLrh   

4 
fo/kkulHkk] fo/kkuHkou rkjkafdr o 
vrkjkafdr iz’u 

uLrh 
  

5 ifji=d uLrh   

6 ns;d ¼Payments) Ogkmpj] uksaniqLrd 
 
 

 

7 ikorh ¼Receipts) uLrh   

8 Bank Statement (SBI,  & BOB) uLrh 
  

9 
Investment Letters, 

Original FDR’s , Books, Fax & 

Quotations 
uLrh 

  

10 Cash book, Ledger, Final 

Account (All Funds) 
uksaniqLrd   

11 Advance Register uksaniqLrd   
12 Cheque  Register uksaniqLrd   
13 Master Transfer uksaniqLrd   
14 Stock Register uksaniqLrd   
15 Inward/ Outward uksaniqLrd Computer   
16 Staff Leave register uksaniqLrd   
17 Mint Register uksaniqLrd   

18 Finance & Accounts 

Committee Inward Register  

uksaniqLrd   

19 Committee Members 

Attendance Register 

uksaniqLrd   

20 Book Prize Register uksaniqLrd   
21 Donation Register uksaniqLrd   
22 Medal File uksaniqLrd   
23 Scholarship Register uksaniqLrd   
24 Cheque Reverse Register uksaniqLrd   
25 Mint File uLrh   
26 Investment Register uksaniqLrd   
27 Duedate Register uksaniqLrd   
28 Bond Register uksaniqLrd   

  

 

 

 

 



 

 

dye 4 ¼1½ ¼c½ ¼ix½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaph ukos ]HkRrs o 
R;kaps ekfld osruhdj.k 
 
vuq- 
Ø- oxZ inuke 

vf/kdkjh o deZpk&;kps 
uko :tw fnukad 

nwj/ouh 
Øekad ,dw.k osru 

1  
 
lgk¸;d dqylfpo&VII 

 
fjDr    

2  
 
miys[kkiky 
 

saaO.svaatI saMtaoYa maoZokr 1.12.1983 
98672278
87 

70Ê376À− 

3  
 
lgk¸;d ys[kkiky  
 

EaI.AaMnad . pMu. kaolagao 13.02.1985 
98204704
58 

60]660 À− 

4  
 
lgk¸;d ys[kkiky  
 

saaO.saaQanaa .p`. kaMbaLo 26.07.1985 
98217769
60 

54454 À− 

5  
 
ofj"B fyfid 
 

EaImatI. sauinata .p`.kaMbaLo 30.03.1998 
99304556
86 

33493 À− 

6  
 
dfu"B fyfid 
 

EaI. saMjaya .Sa. saMsaaro 17.12.1998 
996916303
4 

28905 À− 

7  
 
dfu"B fyfid 
 

 
EaImatI.saRiYT.ga.koMbaLo 19.03.2016 

88981371
66 

20312À− 

8  hvaaladar fjDr    

8  
 
Aitir@t f'kikbZ 
 

fjDr    

 
  



 

dye 4 ¼1½ ¼c½ ¼x½ 
eaqcbZ fo|kihB  ;sFkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;krhy vf/kdkjh o deZpkjh ;kaP;k  osrukph foLr`r 

ekghrh izdkf’kr dj.ks 
 

vuq- 
Ø- 

vf/kdkjh o deZpk&;kps uko] 
inuke o osru Js.kh 

brj vuqKs; HkRrs 
 

  
fu;fer egkxkbZ 

HkRrk 
?kjHkkMs 
HkRrk 

‘Skgj 
HkRrk 

izlaxkuqlkj  
tls izokl 

HkRrk 

fo'ksYa tls izdYi 
HkRrk] izf’k{k.k 

HkRrk 
1 lgk¸;d dqylfpo&VII, 

fjDr       

2 saaO.svaatI saMtaoYa maoZokr 
miys[kkiky 
 

33763 8103 300 1200  

3 EaI.AaMnad . pMu. kaolagao  
lgk¸;d ys[kkiky 
¼9300&34800 xszM osru 
4400½ 

29000 6960 300 1200 ukgh 

4 saaO.saaQanaa .p`. kaMbaLo  
lgk¸;d ys[kkiky 
¼9300&34800 xszM osru 
4400½ 

26350 6324 300 400 ukgh 

5 EaImatI. sauinata .p`.kaMbaLo  
ofj"B fyfid 
¼5200&20200 xszM osru 
2400½  

16075 3858 300 400 ukgh 

6 EaI. saMjaya .Sa. saMsaaro  
dfu"B fyfid 
¼5200&20200 xszM osru 
1900½ 

13875 3330 200 400 ukgh 

7 EaImatI.saRiYT.ga.koMbaLo  
dfu"B fyfid 
¼5200&20200 xszM osru 
1900½ 

9663 2319 200 400 ukgh 

8 hvaaladar ir@t      
8 f'kikbZ 

fjDr 
     

 
 



dye 4 ¼1½ ¼c½ ¼xi½ 

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;kps eatwj vankti=d  o [kpkZpk ri’khy ;kph 
foLr`r ekfgrh izdkf’kr dj.ks- 
 
vankti=dkP;k izrhps izdk’ku 
 
vuqnkukP;k forj.kkP;k izrhps izdk’ku 

vuq- 
Ø- vankti=fd; f’k”kZdkps o.kZu vuqnku 

fu;ksftr okij {ks+= o 
dkekpk ri’khy 

vf/kd vuqnku visf{kr 
vlY;kl :i;kr vfHkizk; 

      
 

dye 4 ¼1½ ¼c½ ¼xi½  

eaqcbZ fo|kihB  ;sFkkhy foRr o ys[kk foHkkx] ivaSvast inaQaI d{k dk;kZy;krhy vuqnku okVikP;k dk;ZØekaph dk;Zin~/krh 
izdkf’kr dj.ks- 
 
 



1 

 

Ekkfgrhpk vf/kdkj vf/kfu;e 2005 e/khy dye 4 vUo;s 
Lokf/kdkjh @ Lo;aizsj.ksus ¼ Sou Moto Disclosoure½- 

 
 

dk;kZy;kps uko   % foRr o ys[kk foHkkx] fo|kuxjh ifjlj]  
eqacbZ fo|kihB 

 
iRrk    % egkRek Qqys Hkou] fo|kuxjh ifjlj] 

lkarkØqt ¼iwoZ½] eqacbZ & 400 098 
 
 dk;kZy; izeq[k   %  foRr o ys[kk vf/kdkjh 
         eq[; ys[kkiky 
 

d{k izeq[k  % 1-Jh- lqjs’k j- HkMdqacs 
   2- fjDr 

  
 ‘kklfd; foHkkxkps uko % eqacbZ fo|kihB 
 
 dks.kR;k ea=ky;krhy  
 [kkR;kP;k vf/kuLr   %  mPp o ra= f’k{k.k foHkkx] egkjk”Vª ‘kklu 
  
 dk;Z{ks=    %  eqacbZ fo|kihB 
 
 HkkSxksfyd    % eqacbZ] eaqqcbZ miuxj] Bk.ks] jk;xM] jRukfxjh 
      o fla/kwnqxZ ftYgk dk;kZLo:i 
 
 
      
 
 
 
 
 
 
 
 



2 

 

 
 
fof'k”V dk;Z @ /kksj.ks % foRr o ys[kk foHkkx] eqacbZ fo|kihB gs fo|kihBkrhy 
fofo/k QaMke/khy [kpZ o R;k vuq”kaxkus feG.kkjs mRiUu ;koj fu;a=.k djhr 
vlrs- ;ke/;s mnk- xqaro.kwd] fofo/k LFkk;h nku o fo|kihBke/khy loZ ‘kS{kf.kd 
foHkkxklkBh dsysY;k vFkZladYih; rjrqnhuqlkj [kpZ o mRiUUk ;koj fu;a=.k 
djhr vlrs- 
 foRr o ys[kk foHkkx gk nksu ifjljke/;s dk;Zjr vkgs- 1½ foRr o ys[kk 
foHkkx] QksVZ ifjlj  2½ foRr o ys[kk foHkkx] fo|kuxjh ifjlj- midqylfpo] 
foRr o ys[kk gs fo|kuxjh ifjlj ;sFkhy foRr o ys[kk foHkkxkoj fu;a=.k djhr 
vlrkr- ;ke/;s fo|kuxjh ifjljke/;s vlysY;k fofo/k ‘kS{kf.kd foHkkx] ifj{kk 
foHkkx ;kapk izkeq[;kus lekos’k vkgs- ;ke/;s ifj{kk foHkkxkr mRrjif=dk 
rikl.;klkBh ;s.kk&;k izk/;kidkaph eku/kukph ns;ds rlsp brj lsok miyC/k 
d:u ns.;kph ns;ds ikfjr dsyh tkrkr rlsp fo|kFkhZ] izk/;kid] fofo/k 
izkf/kdj.kkps lnL; bR;knhaph ns;ds ikfjr dsyh tkrkr-  
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Ikfjf’k”V ^v* 
 

fo|kuxjh ifjlj foRr o ys[kk foHkkxk’kh laca/khr deZpk&;kaph ukos o in 
 
 
 

        Jh jktsanz ukFkk vakcoMs] eq[; ys[kkiky] ¼foRr o ys[kk½ 

 
 

1  
Jh- lqjs’k j- HkMdqacs] lgk;d dqylfpo]foRr o ys[kk & ¼1½] ifj{kk foHkkx 
 
 

 

 jks[k d{k   ns;d d{k  
v-  
Ø 

deZpk&;kps uko  in v-
Ø- 

deZpk&;kps uko  in 

2 Jh- Jhdkar uk- /kcMs jks[kiky 1 Jh- v’kksd v- ikVhy miys[kkiky 
3 Jherh Hkkjrh eks- esuu lgk;d 

jks[kiky 
2 Jherh fLerk m- ikVdj Lkgk;d 

ys[kkiky 
4 Jh- iznhi ih- okMdj lgk;d 

jks[kiky 
3 Jh- x.ks’k fo- larks”kokj Lkgk;d 

ys[kkiky 
5 Jherh iz.kksrh ih- jkekus ofj"B 

ys[kk 
fyihd 

4 Jherh v:.kk fn- banwydj  Lkgk;d 
ys[kkiky 

6 Jh- lat; ,l- ekaMkodj ofj"B 
ys[kk 
fyihd 

5 Jh- izdk’k uk- jkÅG ofj"B ys[kk 
fyihd 

7 Jh- ckGq vkj- Hkqlkjs  dfu"B 
ys[kk 
fyihd 

6 Jh- rstl l- dne  ofj"B ys[kk 
fyihd 

8 dq- vuk?kk v- lqosZ  dfu"B 
ys[kk 
fyihd 

7 Jh- jkes’oj uk- dqaHkkjs  dfu"B ys[kk 
fyihd 

9 Jh- v’kksd ,l- ckbZax gokynkj 8 Jh- fdj.k o- rGsys dfu"B ys[kk 
fyihd 
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10 Jh- ftrsanz ch- xqjo  f’kikbZ  9 Jh- ;qojkt fl- gjGsdj dfu"B ys[kk 
fyihd 

11 Jh- ‘kkarkjke ch- HkkaMdksGh f’kikbZ  10 Jh- xtkuu /k- xqflaxs dfu"B ys[kk 
fyihd 

 dsafnz; eqY;kadu d{k  11 Jh- lehj e- lq;Zoa’kh dfu"B ys[kk 
fyihd 

1 Jh- iz’kkar v- pkSxqys miys[kkiky 12 Jh- v:.k dq- lqis  dfu"B ys[kk 
fyihd 

2 Jherh T;ksrh ,e- vkpjsdj lgk;d 
ys[kkiky 

13  fjDr dfu"B ys[kk 
fyihd 

3 fjDr Lkgk;d 
ys[kkiky 

14 Jh- lqns’k uk- dkacGs  f’kikbZ 

4 Jh- d`”.k vkj- eGsdj Lkgk;d 
ys[kkiky  

   

 
 

1  

fjDrin] lgk;d dqylfpo]foRr o ys[kk & ¼4½] ‘kS{kf.kd /ifj{kk foHkkx 

 

 

 ys[kk iqfLrdk d{k   ns;d d{k  
v-  
Ø 

deZpk&;kps uko  in v-
Ø- 

deZpk&;kaps uko in 

2 Jh- euksgj e- usojsdj miys[kkiky 1 fjDr miys[kkiky 
3 fjDr lgk;d 

ys[kkiky 
2 Jh- lqHkk”k lq- Bqcsq Lkgk;d 

ys[kkiky  
4 Jh- lat; lq- ckxys lgk;d 

ys[kkiky 
3 Jherh fo|kLusgh ck- lkoar dfu”B ys[kk 

fyihd  
5 Jh- eaxs’k euksgj uMs Lkgk;d 

ys[kkiky 
   

6 Jh- ujsanz nk- ekGh ofj"B ys[kk 
fyihd 

   

7 Jherh izf.krk Hk- xksjys dfu"B ys[kk 
fyihd 

   

8 Jherh ‘kj;q ‘kS- dqioMsdj dfu"B ys[kk 
fyihd 

   

9 Jh- Kkus’oj Hk- Tkk/ko dfu"B ys[kk 
fyihd 

   

10 Jh- fouksn ck- rGsdj dfu"B ys[kk 
fyihd 

   



5 

 

11 Jh- ch- fOg- xqjo nIrjh    

 
1 Jh- ujs’k y- ojsdj] flLVe vkWQhlj] fo|kuxjh 

 
 
dkekps foLRk`r Lo:i % foRr o ys[kk foHkkx] eqacbZ fo|kihB gs fo|kihBkrhy 
fofo/k QaMke/khy [kpZ o R;k vuq”kaxkus feG.kkjs mRiUu ;koj fu;a=.k djhr 
vlrs- ;ke/;s mnk- xqaro.kwd] fofo/k LFkk;h nku o fo|kihBke/khy loZ ‘kS{kf.kd 
foHkkxklkBh dsysY;k vFkZladYih; rjrqnhuqlkj [kpZ o mRiUUk ;koj fu;a=.k 
djhr vlrs- 
 foRr o ys[kk foHkkx gk nksu ifjljke/;s dk;Zjr vkgs- 1½ foRr o ys[kk 
foHkkx] QksVZ ifjlj  2½ foRr o ys[kk foHkkx] fo|kuxjh ifjlj]            
eq[; ys[kkiky] foRr o ys[kk gs fo|kuxjh ifjlj ;sFkhy foRr o ys[kk 
foHkkxkoj fu;a=.k djhr vlrkr- ;ke/;s fo|kuxjh ifjljke/;s vlysY;k fofo/k 
‘kS{kf.kd foHkkx] ifj{kk foHkkx ;kapk izkeq[;kus lekos’k vkgs- ;ke/;s ifj{kk 
foHkkxkr mRrjif=dk rikl.;klkBh ;s.kk&;k izk/;kidkaph eku/kukph ns;ds rlsp 
brj lsok miyC/k d:u ns.;kph ns;ds ikfjr dsyh tkrkr rlsp fo|kFkhZ] 
izk/;kid] fofo/k izkf/kdj.kkps lnL; bR;knhaph ns;ds ikfjr dsyh tkrkr-  
 

eq[; ys[kkiky]foRr o ys[kk gs fo|kuxjh ifjljke/;s vlysY;k ys[kk 
foHkkxkps izeq[k vlwu foRr o ys[kk foHkkxkrhy pkj d{k 1½ ifj{kk foHkkx ns;d 
d{k 2½ ys[kk o iqLrds d{k 3½ ‘kS{kf.kd foHkkx ns;d d{k 4½jks[k d{k  
 
1½ ifj{kk foHkkx ns;d d{k % ;k d{kkps izeq[k lgk;d dqylfpo] foRr o ys[kk 
gs vkgsr ;k d{kke/;s izkeq[;kus ifj{kd @ egkfo|ky;s @ fo|kFkhZ o deZpkjh 
;kaph ns;ds izkIr gksrkr vkf.k ;k ns;dkaps ijh{k.k d:u lnj ns;ds lkekU; ys[kk 
lfgrkyk vuql:u ns;ds ikfjr dsyh tkrkr- ifj{kk ns;d d{k e/;s phQ daMDVj 
vkf.k deZpkjh ;kaps egkfo|ky;kdMwu ifj{ksckcr izkIr >kysY;k ns;dkaps iznku 
dsys tkrs- R;ke/;s ifj{kdkps eku/ku] izokl HkRrk] ifj{kkfo”k;d fofo/k ‘kqYdkapk 
ijrkok dsyk tkrks-  
 
2½ ys[kk o iqLrds d{k % ;k d{kke/;s izkeq[;kus fo|kFkhZ o egkfo|ky;s ;kapsdMwu 
izkIr >kysys fofo/k ‘kqYd fLodkjys tkrs- R;kaph uksan] jks[k iqLrd] ys[kk iqLrds] 
[krko.kh bR;knhaph dkes dsyh tkrkr o nLrkostps uksan dsyh tkrs-  
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3½‘kS{kf.kd foHkkx ns;d d{k % ;k d{kke/;s fo|kihBkP;k fofo/k ‘kS{kf.kd 
foHkkxkdMwu izkIr >kysyh ns;ds fLodk:u R;kaph rikluh d:u o uksan d:u lnj 
ns;ds jks[k d{kke/;s iznku dj.;kdjhrk ikBfoys tkrkr-   
 
4½ jks[k d{k % ;k d{kke/;s fo|kihBkrhy fofo/k ‘kS{kf.kd foHkkx] layXuhr 
egkfo|ky;s] fo|kFkhZ] fofo/k izk/khdj.kkaps lnL; bR;knhadMwu izkIr >kysY;k 
ns;dkaps rlsp fo|kihBkl fofo/k lsok iqjfo.kk&;k fofo/k laLFkk] daiU;k ;kapsdMwu 
izkIr >kysY;k ns;dkaps jks[k @ /kukns’kk}kjs vnk;xh dsyh tkrs-  
 
Lkkeku Lo:i @ ekyeRrspk ri’khy % 
 
v- Ø d{k Ø- lkfgR; Lka[;k 
1  Vscy  
2  [kqP;kZ  
3  dikVs  
4  lax.kd  
5  fizaVj  
6  ia[ks  
7  Okkrkuqdqyhr 

;a= 
 

8  nqj/ouh lap  
9  lksQk   
 
 
bekjr o tkxspk ri’khy % महा�मा फुले Hkou] nqljk etyk [kksyh Ø- 41 rs 45 
o [kksyh Ø- 52 fo|kuxjh ifjlj] lkarkØwt ¼iwoZ½] eqacbZ 400 098-  
 
miyC/k lsok %ojhyizek.ks 
dk;kZy;hu nwj/ouh Ø- % 022&2654 3405@06@07@08@09]  
                     022&26526054 
 
dk;kZy;hu osG % ldkGh 10%20 rs lk;a- 6%00]  
 
lkIrkghd lqV~Vh o fof’k”V eapklkBh BjoysY;k osGk % efgU;krhy nqljk o PkkSFkk 
‘kfuokj o loZ jfookj o ‘kklukus tkfgj dsysY;k ‘kkldh; lqV~V;k-  
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foHkkxkpk izk:Ik rDrk % foRr o ys[kk foHkkx] fo|kuxjh ifjlj] eqacbZ fo|kihB  
 

dqyxq: 
 

     foRr o ys[kk vf/kdkjh  
 
    eq[; ys[kkiky ¼foRr o ys[kk½ 
     
lgk;d dqylfpo ¼foRr o ys[kk & 1½ lgk;d dqylfpo ¼foRr o ys[kk &4½ 

            
miys[kkiky          miys[kkiky  

  lgk;d ys[kkiky        lgk;d ys[kkiky  

 ofj”B ys[kk fyihd                      ofj”B ys[kk fyihd  

 dfu”B ys[kk fyihd                     dfu”B ys[kk fyihd 

   dfu”B fyihd         dfu”B fyihd 

     nIrjh         nIrjh 

     f’kikbZ               f’kikbZ 
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dye 4  ¼1½¼c½¼ii½¼v½ 
eqacbZ fo|kihB foRr o ys[kk foHkkx] fo|kuxjh ifjlj ;sFkhy eq[; ys[kkiky  
¼iva<a va laoKa´ o deZpkjh ;kaP;k vf/kdkjkpk ri’khy- 
 
v- Ø- inuke vf/kdkj @ 

drZO; 
iz’kkldh; 

dks.kR;k 
dk;nk@fu;e 
@’kklu fu.kZ;  
@ifji=dkuwlkj 

vfHkizk; 

1 eq[; ys[kkiky  ³1´    
2 sahayak kulasaicava ³pirxaa ivaBaaga´³1´    
3 sahayak kulasaicava ³XaOxaiNak 

ivaBaaga´³1´ 
   

4 isasTma Aa^proXana\ Aa^fIsar ³1´    
5 ]plaoKapala ³4´    
6 raoKpala ³1´    
7 sahayak raoKpala ³2´    
8 sahayak laoKapala ³13´    
9 vairYz laoKa ilaipk³4´    
10 kinaYz laoKa ilaipk³9´    
11 dPtrI³1´    
12 hvaaladar³1´    
13 iXapa[-³2´    
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dye 4  ¼1½¼c½¼ii½¼v½ 
eqacbZ fo|kihB foRr o ys[kk foHkkx] fo|kuxjh ifjlj ;sFkhy eq[; ys[kkiky  
¼iva<a va laoKa´ o deZpkjh ;kaP;k drZO;kpk ri’khy- 

 
inuke drZO; dks.kR;k 

dk;nk@fu;e 
@’kklu fu.kZ;  
@ifji=dkuwlkj 

vfHkizk; 

Chief Accountant  

(F&A) 
1) To approve forward various proposal 

of relating to Accounts, official 

notes,  approving vouchers, signing  

on the cheques, pertain to college.  

Assessment various supplier’s. 
2) Information pertaining to RTI 2005. 
3) To perform various duties assign by  

Finance & Accounts Officer, Vice-

Chancellor and the authority. 

egkjk"Vª 
fo|kihB 
vf/kfu;e 
1994 vuqlkj 
@o izek.k 
lafgrk  

 

Cash Unit 
Asstt. Registrar 

(F&A) 
 

iva<a va laoKa ivaBaagaatIla pirxaa ivaBaaga¸ raoK 
ivaBaaga AaiNa koMid̀ya maulyaaMkna kxa yaa ivaBaagaat 
yaoNaaro Tpala %yaacap`maaNao ivaivaQa doyako¸ kayaa-layaIna 
iTpNaI yaavar kaya-vaahI krNao %yaacap`maaNao ivaivaQa 
p`aPt doyako maMjaUr k$na %yaaAaQaaro kaZlaolyaa   
$ 25000À¹ pya-Mtcyaa QanaadoXaavar svaaxarI krNao. 
maaihtIcaa AiQakar AMtga-t p̀aPt Jaalaolyaa Ajaa-var 
kaya-vaahI krNao. 
Pirxaa doyak ivaBaaga¸ raoK ivaBaaga AaiNa koMid`ya 
maulyaaMkna kxa yaaMcaa kamakajaacaI doKroK k$na 
%yaaMcyaa kamaasaMbaMiQat yaoNaa¹yaa ADI¹ADcaNaIMcaI cacao-
d\vaaro saaoDvaNaUk krNao. 
              

  

Cashier  The cashier will be in-charge of the 

Cash Section and will be responsible for 

the custody and accounting of the Cash 

including Cheques Demand Drafts, 

Blank Receipt Books/ ChequeBooks and 

also responsible for all cash transactions 

of receipt and payments including 

disbursement of monthly pay and 

allowances of the office staff.  

The following duties have been assigned 

to Cashier :- 

1) Checking of cheques issued from 
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various University Fund Account.  

2) Signing of Cheques up to Rs.5000/-  

3) Physical verification of stock of all 

cheque books lying with cash unit at the  

end of the day. 

4) To send requisition for order cheques 

for Bank Account as and when requited 

through Assistant Registrar (F. & 

A.)/Deputy Registrar (F. & A.)  

5) To maintain Register for the stock 

Receipt Book, Cheque Forms Control 

Register, remittance for draft Cheque 

pay slip etc.  

6) To obtain Bank Balance of University 

funds and submit to the higher authority 

as and when required.  

7) To check daily Receipt Reports along 

with offical receipt issued and collection 

received on behalf of the University 

including cash/cheque/draftetc and also 

payment Reports along with payment 

voucher. (Imprest payment) submitted 

by Assistant Cashier (payment & 

receipt) at the end of the day.  

8) Jo look after correspondence of 

Receipt and payment side.  

9) To assist to the auditor and look after 

audit queries etc.  

10) To check the daily Cash Tally 

Register Accordingly check the 

remittance of  

dailycollection in Bank Account etc.  

11) And do such other duties as may be 

assigned by Head of Section. 
Asst.Cashier  1) To accept and account for all 

collection by Cheque/Cash/Demand 

Draft etc. after verifying the receipt 

issued during the day to day by the 

SectionlUnit departments and issue a 

consolidated receipt for all receipts.  

2) To check the daily Receipt Reports as 

per the funds.  

3) To write the Cash Tally Register at 

the end of the day.  

4) To go to bank for deposit all 

cash/cheque/Demand draft collected on 
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the previous  

day. 

5) To verify the receipts issued by 

counter clerk (receipt) and tally the total 

receipt        

withactual cash/cheque/Demand draft 

amounts at the end of the day and enter  

the same the Cash Tally as per fund.  

6) To prepare statement of Cheque/DD 

to be deposited with the bank in various  

fundAccount and paying slips as per 

requirement of the Bank.  

7) To issue the receipt Book to the 

UnitiDepartment as when demanded and  

maintain the records for the same.  

8) To maintain cheque Revenue Stamp 

Register and prepare reimbursement  

statement etc.  

9) To prepare monthly cash receipt 

record (C.R.)  

10) To keep and maintain stock register 

of various forms i.e. M.A., M.Sc. 

admission  

forms etc. 

11) To look after correspondence of 

receipt side. 

12) To assist the auditor and look after 

audit queries pertaining to receipt side.  

13) And do such other duties as may be 

assigned by the Head of Unit. 

14 ) To verify to check of daily voucher 

payment and cash payment, Imprest 

payment  

submitted by Counter Clerk (payments) 

and tally the remaining cash balance  

and enter the same in Cash Tally 

Register.  

15) To maintain and look after Cheque 

forms control Register in respect of all 

stock  

of Bank cheque Books.  

16) Verifying of cross cheque counter 

Register and Self Cheque Counter 

Register.  

17) To look after the work of payment 

of Telephone bill, BMC bill etc., 
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18) To prepare challans i.e. Income Tax 

VAT etcinrespect of Tax deducted from  

Contractor Examiner and issued the 

TDS Certificate.  

19) The checking and verify of cheques 

of Salary pertaining to salary payment 

form  

pay tally of Permanent Staff and Temp. 

Salary.  

20) Payment of Festival Advance and 

Food Allowance O.T. etc.  

21) And do such other duties as may be 

assigned by Head of the Unit.  

22) To go to Bank for deposit all 

cash/cheques. 
Sr. Accounts Clerk 
 

Collection by Cash/Cheque/D.D. etc and 

issue the receipt for the same as below. 

1) Tuition fees.  

2) Exam fees, Revaluation, Verification, 

Statement of Marks, Convocation 

MKCL,  

web site connectivity E-Charges, EMD, 

Tender Form fees, Registrar fees for  

seminar, Eligibility, Migration, 

Enrollment fees, Penalty Charges, Guest 

House  

Charges, Unspent balance amount of 

various advance miscellaneous cash etc.  

3) To collect the cheques recovered 

incurred section.  

4) To prepare the daily receipt Report 

pertaining to each fund.  

5) To write the pay-in-slip in Bank of 

different fund and make the statement of  

Cheque/D.D as per requirement of the 

Bank.  

6) In absence of Assistant Cashier 

accept Cash/Cheque from Department 

write the Cash Tally etc. 

7) Forwarding receipts of cheque to the 

concern unit/section/Department of   

Colleges and other institution.  

8) To keep 'revenue stamp account.  

9) To assist the Assistant Cashier for the 

printing of Receipt Book, forms etc.  

10) And do such other duties as may be 
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assigned by superiors. 
Jr. Accounts Clerk 
 

1) Payment of T.A/D.A to various 

Examiners (Imprest Payment).  

2) Payment of T.A.to member of various 

committees.  

3) Payment of honorariurn to examiner.  

4) Payment of Refund of Exam Fees etc.  

5) Payment of Government of India 

scholarship to students  

6) To send intimation card to students.  

7) To draw Cheques of T.A.  

8) To assist to Salary Payment and 

Overtime /Food Allowances etc and do 

such  

other duties as may be assigned by 

superiors. 

  

Hawaldar 1) Depositing Cheque of Telephone  

M.S.E B.  B.M.C. etc.  

2) Depositing VAT/Income Tax 

Challans in to Bank.  

3) Depositing various Fund Cheques 

and Cash in to Bank.  

4) Voucher filling.  

  

Peon  1) Departmental filling.  

2) To assist Depositing Cheque/Challans 

etc. in absence of Hawaldar.  

3) Attending all duties of Peon.  

4) Filling work.  

5) Attending all duties.   

6)And such other duties as may be 

assigned by Head of Department. 

  

Bills Unit  
Deputy Accountant 
 
 

1. Bills such as Travelling Bills, 

Remuneration Bills, Chief Conductor & 

Practical Bills, Hired Vehicle, O.T. & 

Food Allowance Bills, Party Bills, Petty 

Cash Bills, Postage Bills, Repairs & 

Maintenance Bills, Contingency & 

Hospitality Bills, Checking Collection 

of share from the Colleges which is 

received from Assistant Accountant of 

Bills unit has been checked & signed by 

the Deputy Accountant. 

2. The Bill which is signed by 

Deputy Accountant is send to assistant 

Registrar for further process. 
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Asstt. Accountant 
 

1. Full Exam Bldg., Overtime Bills 

2.Various Types of Advances/Petty 

Cash 

3. Kalina Campus Canteen Bills 

4.Other T. A. (For Staff) 

5.Hired Vehicles 

6.Fuel Charges (University Vehicles) 

7.Postage (Shreeji) 

8.No Dues Certificate 

9.Others Bills 

10,Digital Exam Paper Delivery System 

(Intelligent Quotients) 

Vehicles Repairs Bills (University 

Vehicles) 

11.Assessment, Moderation, Paper 

Setting, Prof. Correction, Translation, 

Practical, Jury & Dissertation in respect 

of Engineering, Architecture, Pharmacy, 

M.C.A. 

12.Passing the bills of Food Allowance 

of Permanent & Temporary Staff. 

13.Convince Allowance of Dispatch 

Unit & Ratnagiri Sub Center for the 

work of delivery of Answer Books and 

Stationery to various colleges in 

Mumbai and Ratnagiri Sub Center 

advance adjusted.  

14.Revaluation of Answer Assessed 

Books send for online assessment 

(Technology Faculty.) 

15. Bills of lab. Supervisor Experts and 

other staff, practical Exam bills received 

from various colleges for conducting 

practical exam T.Y.B.Sc/M.Sc/ Home 

Science/ Pharmacy/M.C.A.  

16. Bills of cost of materials 

consumables, chemicals etc. for 

conducting practical exam of 

T.Y.B.Sc/M.Sc/Home science/ 

Pharmacy/M.C.A. 

17. Bills of advance for conducting 

practical exam of all Medical 
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Colleges/J. J. School of architecture/ 

Fire Art & Applied Art. 

18. Prepare journal voucher of advances 

received from various colleges. 

Travelling expenses bills for University 

work of 

19. Paper setters meeting 

20. Submission of mark list/ Answer 

book/ question paper for theory exam 

21. Proof Correction of Question papers 

22. Meeting of Boards of Examination  

23. Meeting of Instruction from 

chairman’s before practical exam. 

24. Setting of mark list before result 

25. Exam squad for theory exam various 

centers. 

26. Conducting practical/ viva voce    

27. Control room seating on exam day. 

28. Revolution Answer books various 

exam. 

19. Unfair means enquiry committee. 

Sr. Accounts Clerk 
 
 

1. Full Exam Bldg., Overtime Bills 

2. Various Types of 

Advances/Petty Cash 

3. Kalina Campus Canteen Bills 

4. Other T. A. (For Staff) 

5. Hired Vehicles 

6. Fuel Charges (University 

Vehicles) 

7. Postage (Shreeji) 

8. No Dues Certificate 

9. Others Bills 

10. Digital Exam Paper Delivery 

System (Intelligent Quotients) 

11 Vehicles Repairs Bills 

(University Vehicles) 
12.Bills of lab. Supervisor Experts and 

  



16 

 

other staff, practical Exam bills received 

from various colleges for conducting 

practical exam T.Y.BSC/M.SC/ HMC 

science/ Pharmacy/M.C.A.  

13. Bills of cost of materials 

consumables, chemicals etc. for 

conducting practical exam of 

T.Y.BSC/M.SC/Home science/ 

Pharmacy/M.C.A. 

14. Bills of advance for conducting 

practical exam of all Medical 

Colleges/J. J. School of architecture/ 

Fire Art & Applied Art. 

15. Prepare journal voucher of advances 

received from various colleges. 

Jr.Accounts Clerk 
 
 

1. Bills of various parties  

2. Refund of exam fees to student 

3. Payment of Xeroxing of question 

papers. 

4. Bills of Chief conductors  
5. Passing of Remuneration Bills of 

Science, Commerce, Arts, Law, 

Fine Art faculties. 

6. Theory Paper Setting Bills --- 

sets, proof correction, translation 

7. Assessed & Moderation Bills 

8. Practical remuneration Bills 

9. Internal Assessed Bills. 

10. Project work bills. 

11. Assessment, Moderation, Paper 

Setting, Prof. Correction, 

Translation, Practical, Jury & 

Dissertation in respect of 

Engineering, Architecture, 

Pharmacy, M.C.A. 

12. Passing the bills of Food 

Allowance of Permanent & 

Temporary Staff. 

13. Convince Allowance of Dispatch 

Unit & Ratnagiri Sub Center for 

the work of delivery of Answer 

Books and Stationery to various 

colleges in Mumbai and Ratnagiri 
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Sub Center advance adjusted.  

14. Revaluation of Answer Assessed 

Books send for online assessment 

(Technology Faculty.) 

15. Work of receiving exam fees 

university share verify make entry 

of the share in computer. 

16. Check Remuneration file make 

entry.  

17. Remuneration bill 

assessment/moderation passing  

18. Advances to colleges. 

Travelling expenses bills for University 

work of 

22. Paper setters meeting 

23. Submission of mark list/ Answer 

book/ question paper for theory exam 

24. Proof Correction of Question papers 

25. Meeting of Boards of Examination  

26. Meeting of Instruction from 

chairman’s before practical exam. 

27. Setting of mark list before result 

28. Exam squad for theory exam various 

centers. 

29. Conducting practical/ viva voce    

30. Control room seating on exam day. 

31. Revolution Answer books various 

exam. 

32. Unfair means enquiry committee. 

 
Central Assessments Unit  
Deputy Accountant 
 
 

1. To check and sign bills such as 

Cap allowance, D.A. , Travelling 

allowance, Staff remuneration and 

Administrative charges to  College 

which are received from Assistant 

Accounts in respect of 

Examiners/Moderators. To check and 

sign the bills of Advances, of  400 CAP 
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CENTERS situated in various Colleges.  

2.  To check daily cash handled by 

Assistant Accounts and verify the 

registers, such as Payment Register, 

Advance Register, J.V. Register etc.  

3. To look after correspondence 

regarding Advances paid to various 

Colleges for conducting CAP, which are 

not settled by colleges for long time. 

4. To attend the queries raised by 

CAP Centers in respect of CAP 

allowance T.A., D.A. and solve the 

same. 

5. To supervise over the staff 

working in the unit. 

6. Do such other duties as may be 

assigned by Head of Section. 

 
Asstt. Accountant 
 

1. Passing the bills of Cap 

allowance, T.A., D.A. and Advances to 

various Cap Centers. 

2. To check files received from 

Cap Centers in respect of advances paid 

them for conducting Cap. 

3. To make cash payment of CAP 

allowance, T.A., D.A. to  

Examiners/Moderators. 

4. To prepare Journal Voucher and 

take entries in various registers. 

5. To attend telephonic queries  the 

CAP centers. 

6. To attend College staff and CAP 

Coordinators, who are coming for 

submit the files of Cap expenditure.  

  

Asstt. Accountant 
 

1. Passing the bills of Cap 

allowance, T.A., D.A. and Advances to 

various Cap Centers. 

2. To check files received from 

Cap Centers in respect of advances paid 

them for conducting Cap. 

3. To make cash payment of CAP 

allowance, T.A., D.A. to  

Examiners/Moderators. 

4. To prepare Journal Voucher and 

take entries in various registers. 

5. To attend telephonic queries  the 
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CAP centers. 

6. To attend College staff and CAP 

Coordinators, who are coming for 

submit the files of Cap expenditure. 
Asstt. Accountant 
 

1. To check files received from 

Cap Centers in respect of advances paid 

them for conducting Cap. 

2. To prepare Journal Voucher and 

take entries in various registers. 

3. To attend telephonic queries  the 

CAP centers. 

4. Do such other duties as may be 

assigned by Head of Section. 

5. To attend College staff and CAP 

Coordinators, who are coming for 

submit the files of Cap expenditure. 

 

  

Books of Accounts Unit 
Deputy Accountant 
 

1) Supervision of GF-I & GF-II & 

UGC Grant, 

2) Checking of Master Transfer 

Voucher, 

3) Checking  Final A/c & 

reconciliation of GF – I & GF-II 

4) To supervise over the staff 

working in the unit. 

5) Do such other duties as may be 

assigned by Head of Section. 

 

  

Asstt. Accountant 
 

1) Reconciliation   of Examination 

Fees, Migration Fees  ,Enrolment  Fees 

& Eligibility Fees paid  by  University 

Affiliated Colleges with Bank 

Statement, 

2) Checking of Journal Voucher 

entries, 

3) Day to day reconcile with 

monthly Bank Statement & challans, 

4) To solve audit objection ( 

Statutory Auditor & Govt. Auditor), 

5) To solve scrutiny of 

reconciliation statement for the year 

2013-14, 

6) Finalisation for Accounts & 

passing required outstanding entries in 

Bank Reconciliation, 
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7) Segregating  & Arranging   

available data 

8) To help Preparation of yearly 

Budget. 

9) Checking Vouchers & Fees 

Details, 

10) Verify Ph.D Tuition Fees, 

11) Provide Information for estimate 

Budget for Bills Unit &  Internal Audit, 

12) Reconcile with Bank Statement 

& Office data, 

13) Preparing Final Accounts & 

others. 

14) To solve audit objection ( 

Statutory Auditor & Govt. Auditor), 

15) Bill  checking of 47 Schemes, of 

UGC,CG,UGCMRP,UGC XII Plan & 

Others sources Schemes. 

16) Bill checking of 56 Building of 

Property Tax & water Bills in respect of 

University Campus Bldg. 

17) Bill  checking of 100 Telephone 

Bills & 300 Electricity Bills in 

University Campus Bldg. 

18) Preparation & Checking  of  

Budget estimates in respect of 47 

Schemes. 

 
Sr. Accounts Clerk 
 

1) Collection of cash challans 

statement from Cash Unit, 

2) Dotting with Bank Statement & 

Cash receipt register, 

3) Reversion of cheques, 

4)         Reconcile with Bank Statement 

&  fees paid to the colleges regarding 

Post Graduate Courses, Mark sheets & 

other paid fees, 

  

Jr.Accounts Clerk 
 

1) Collection of Examination Fees, 

Migration Fees  ,Enrolment  Fees & 

Eligibility Fees 

from University Affiliated Colleges  

form of Challans, 

2)  Fees Challan  verify & 

deposited into The Bank Of Baroda, 

3) Collection of day to day 

Challans & Monthly Bank Statement 
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from Bank of Baroda, 

4) Data Entry of challans as per 

their Budget heads & amounts  

5) Data entry of Journal Vouchers , 

6) Assist to  Superior staff to their 

work as and when required 

7) Posting of Dept. Challans ( 

Receipts) 

8) Posting Journal Vouchers 

Budget wise,  

9) Reverse Cheques, Dotting on 

Bank Statement & Cash Receipt 

register, 

10) Verify Ph.D Tuitions Fees,  

11) Bank Query Solution. 

12) Assist to  Superior staff to their 

work as and when required. 

Posting Journal Vouchers Budget wise,  

14) Bank Query Solution,  

15) Posting of Caution money, 

16) Posting of Vouchers Budget wise ( 

Payment),  

17) Prepare Transfer Vouchers & 

Journal Vouchers for all Non Revenue 

Accounts. 

19) Passing Of  Bills of 47 Schemes, 

of UGC,CG,UGCMRP,UGC XII Plan 

& Others sources Schemes, 

20) Passing  of Bills 56 Building of 

Property Tax & water Bills in respect of 

University Campus Bldg., 

21)        Passing of Bills of 100 

Telephone Bills & 300 Electricity Bills 

in University Campus Bldg. 

 
Bills Unit 

Deputy Accountant 
 

1 Supervising the correspondence with 

the various departments situated at 

Vidyanagari Campus in respect of 

General Fund –II (Bills). 

2 Supervising and checking the  notes 

prepared  to Higher Authorities 

regarding prior sanction of Air-

Travel/Ex-Post-Facto Sanction, Item for 

Finance and Accounts 

Committee/Senate/Management 
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Council/Purchase Committee etc. 

3 Supervising the correspondence with 

various department’s (No.58) in respect 

of settlement of advances queries, Non-

Revenue Accounts etc. 

4 Checking the bills of General Fund –II 

5 Checking the bills of Electricity, 

Telephone for common facilities. 

6 Checking and supervising Budget 

estimates in respect of 58 depts. 

7 Attending  the budget meetings held in 

every financial year 

8 General supervising of the unit 

9 Any other work assigned by the 

Assistant Registrar & Deputy Registrar 

(Finance & Accounts) 
Asstt. Accountant 
 

1 Checking of payment Vouchers of 

General Fund –II 

2 Correspondence with various 

departments (58) in respect of passing 

the bills, settlement of advances, Non-

Revenue accounts. 

3 Checking the bills of General Fund –II 

4 Checking the bills of Electricity, 

Telephone for common facilities. 

5 Preparation of Budget estimates in 

respect of 58 depts. 

6 Attending the budget meetings held 

in every financial year 

7 Supervising and attending all 

correspondence of the unit 

8 Supervise and guide the subordinate 

staff in all respect. 

9 Any other work assigned by the 

Assistant Registrar & Deputy Registrar 

(Finance & Accounts) 

  

Jr.Accounts Clerk 
 

1 Passing of Bills in respect of 58 

departments for payment 

2 Passing of Bills in respect of 

Scholarships  (i.e. JRF /UGC/SRF etc.) 

3 Passing the bills of Electricity 

,Telephone for common  facilities 

4 Opening of payment registers, 

advance registers. LTC registers. 

5 Settlement of advance  

6 Preparation of Budget estimates in 
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respect of 58 departments. 

7 To attend the budget meetings held in 

every financial year. 

8 To prepare routine letters /replies of 

approval and issue reminders. 

9 Typing of letters and statement 

pertaining to Bills Unit. 

10 To verify the bills in respect of 58 

depts. 

11 To report to the Assistant 

Accountant/Deputy Accountant about 

official matters 

12 To maintain the records and other 

relevant facts and figures 

13 To verify various bills received from 

various department and put up the same 

for payment with Sanction of the Higher 

Authorities.  

14 Any other work assigned by the 

Assistant Registrar & Deputy Registrar 

(Finance & Accounts) 

Computer Unit 
Sys Operation Officer 
 
 

Computer section is managing & 

transforming manual work of accounts 

department in to computerized data 

form. This Computerised official work 

process is happening at Accounts 

Department (Exam House). For this we 

are providing connection nodes at 

different units. These connection nodes 

are connected to the Main Server room 

& all units are getting information data 

from this server room after logging in 

with their personal login id & password. 

Currently we have one System 

Operation Officer for handling this work 

& related responsibilities with support 

staff of three temporary DEO. 

1. Management of computer related 

works. 

2. To transform manual work in to 

computerized data & to create the 

computer programs related to these 

work & to provide the same to the users. 
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3. To modify active computer 

programs as per the requirement of users 

& management of the same 

4. To manage main server & to 

create login to the users. 

5. To provide the hardware to the 

different department of Accounts 

section as per their requirements. 

6. To Manage the hardware 

connected to the different departments 

computers. 

7. To provide the internet services 

& management of the same. 

8. To introduce new updated 

systems & procedures in computer 

section of Accounts Department like 

online payment systems, Bank 

statements, etc. 

9. To solve issues related to 

computer data & hardware of the 

computer section 

10. Timely maintenance of main 

server & back up of all computer data to 

secondary storage on user PC. 

11. To provide the support to the users 

related to programs 
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