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[bookmark: bookmark0][bookmark: bookmark1]INTRODUCTION
journal voucher is a book of primary or original entry where financial transactions of government offices, either central level or operating level, are recorded at first. ^11 the financial transactions are recorded in this book following the principles of double entry book keeping system. A separate journal voucher is maintained for each and every transaction in a chronological order. The office of the Auditor General has prescribed the form AGF (Auditor General Form) No. 10 for the journal voucher. It keeps the record of each transaction showing debit and credit accounts and facilitates for the preparation of ledger. It is considered as the most important form to make an original record of the transactions occurred in the government offices. In its absence, the transactions cannot be recorded further in ledger accounts.
[bookmark: bookmark2][bookmark: bookmark3]Objectives of Journal Voucher
The main objectives of journal voucher are as follows:
· To keep the systematic records of financial transactions of government offices in a chronological order.
· To keep the record according to the principle of double entry system, and thus show debit and credit accounts of each transaction.
· To give the detail information about the financial transactions of government offices.

· To provide a legal evidence by keeping the financial transactions systernats
and scientifically.	Uc^ly
· To facilitate for preparing ledger, and thereby trial balance and fina . statements.
· To facilitate for auditing.
[bookmark: bookmark4][bookmark: bookmark5]Importance/Advantage of Journal Voucher
The advantages/importance of journal voucher are as follows:
· It makes the systematic records of all the financial transactions of government offices.
· It helps to increase the efficiency of financial administration because of systematic records of all the financial transactions.
· It provides the documentary evidence of financial transactions of the government offices.
· It helps to locate and rectify the errors which may be commited in recording and posting.
· It facilitates to prepare ledger and financial statements.
Specimen of Journal/Goshwara Voucher
The specimen of Journal Voucher is as follows:AGF No. 10

Government of Nepal
(1)	Office/Department/Ministry
J.V.No	(2)
Date:	(3)(10}
(12)

	Code No.
	Particulars
	L.F.
	B.H. No.
	Debit Rs.
	Credit Rs.

	(4)
	(5)
	(6)
	(7)
	(8)
	(9)


Journal Voucher
Receipt No	
Amount Received Submitted by.	
Designation	
Date	
Cheque No.		
Cheque Amount Approved by;	
Designation..	
Date	

[bookmark: bookmark6][bookmark: bookmark7]F	f different Parts an^ columns
the offiCe or department or ministry for which the journal is prepared, jjaioe 0	o{ i0Urnal voucher for the current fiscal year.
2. 'rhe S6ate on which the journal voucher is prepared.
3. The „fprence of the transactions like order no. or bill no. or circular no. etc T^e rei
3'	acCOunt to be debited and credited with a short explanation (narration] of
5' faction.
The page n0- ^e(^Ser w^ere	transaction is posted.
6‘ The budget head no. allocated for the budget expenditure.
The debit amount of transactions.
8>
The credit amount of transactions.
10. The receipt no. and the amount received in words.
11. Cheque no. and amount of the cheque in words for the payment through a cheque.
12. Signature, designation of the employee with date of submission.
13. Signature, designation of the employee approving the voucher.
[bookmark: bookmark8][bookmark: bookmark9]Considerations for Preparing Journal Voucher
lhe following points should be considered while preparing a journal voucher.
1. A separate journal voucher should be prepared for each transaction.
2. The principle of double entry system of bookkeeping should be followed.
3. Dr. for the debit account and Cr. for the credit account should be mentioned.
4. B.E. the abbreviation must be used immediately after the word Dr.fdebit) in case of budget expenditure.
5. Sufficient narration should be mentioned.
6. Related code no. of the budget head should be mentioned.
7. Supporting documents should be attached with the journal voucher.
[bookmark: bookmark10][bookmark: bookmark11]Rules for Preparing Journal Voucher
The new accounting system follows the double entry book keeping system. According to the principles of double entry system, every transaction affects two accounts. One aspect of the transactions is debited and another aspect is credited. The accounts are debited and credited by applying the following rules.

[bookmark: bookmark12][bookmark: bookmark13]„ n„iP« based on the types of account
„ ] fh„ double entry system, the accounts are classified into personal aC(;o X~d nS/account. The rules of debit and credit for these acco^ are as follows:1. personal Account:

rei	< 		
The account concerned with the persons, natural or artificial, is called person account. Ram A/c, Hari A/c, Nepal Bank Limited A/c, Unilever Nepal Ltd A/c etc. are the examples of personal accounts. The rules of debit and credit un<je this account are as follows:
♦ Debit the receiver
♦ Credit the giver
2. [bookmark: bookmark14][bookmark: bookmark15]Real Account:
The accounts concerned with assets or properties such as cash, machinery, furniture, computer etc. are called real accounts. The rules of debit and credit under this account are as follows:
· Debit what comes in
· Credit what goes out
3. [bookmark: bookmark16][bookmark: bookmark17]Nominal Account:
The account which is concerned with incomes and gains, expenses and losses is called nominal account. Wages account, salaiy account, rent account, rent received account, discount received account, profit on sales of machinery, loss occurred etc. are the examples of nominal accounts. The rules of debit and credit under this account are as follows:
· Debit all the expenses and loses
· Credit all the incomes and gains
[bookmark: bookmark18][bookmark: bookmark19]b. Rules based on the accounting equation
Accounting equation is a statement of equality between assets (in one side) and capital plus liability (on another side). This equation is based on the dual aspect; a transaction has a two side effect under double entry book keeping system. One side is assets and another side is claim on assets (equity and liability). The accounting equation can be expressed as follows:
Assets = Capital +Liabilities
The rules of debit and credit under this concept are as follows: Dehit:
· Increase in assets and expenditures
· Decrease in capital, income and liabilities
. increase in capital incomes and liabilities
. Decrease assets and expenditure
[bookmark: bookmark20][bookmark: bookmark21]eS of journal Voucher
the neW accountinS system> the journal vouchers which are prepared by level offices can be categorized into three types:	y
General/Simple/Ordinary/Budget Expenditure Journal Voucher
2j Advance Journal Voucher
3] Miscellaneous Journal Voucher
[bookmark: bookmark22][bookmark: bookmark23]I General Journal Voucher
The journal voucher which is prepared to record the payment of budgeted expenditure on any budget head is called general journal voucher. This is very simple and commonly used in government offices. The word BE(Budget Expenditure) is mentioned before the head of expenditure such as B.E. Salary, B.E. Rent etc. The example of general journal voucher is as follows:
■■■■■■■■	|1 ■■ I ■ I 		
Particulars
[bookmark: bookmark24][bookmark: bookmark25]Illustration: 1
Prepare a journal voucher (AGF No. 10) of District Edu following transactions:
cation Officer, Bara, from the
a) On 2071-04-05, Rs. 36,000 no.009
was paid for furniture purchase through cheque
b) On 2071-04-22, paid Rs. 3,600 for telephone charges through cheque no. 0018.
c) On 2071-04-27, a cheque of Rs. 360,000 has been issued for purchasing a machine.












































Solution:
a.
Government of N epal ( District Education Office, Bara
l.
	Code No. 1
	Particulars
	L.F. 1
	B.H. No.
	Debit 1
Rs.	|
	Credit i I
Rs.

	
	Dr. B.E. Furniture & Fixture ' iCr. Nepal Rastra Bank
I (Being payment made for
1 furniture)
	
	293111
	36000j
	1
1	3600Q

	
	
	
	
	36000
	3&00QI



Date:
Receipt No	
Amount Received	
Submitted by: ABC Designation: Accountant Date: 04-05
Cheque No.
Cheque Amount: Thirty six thousands only.
Approved by: XYZ
Designation: Office Head
Date: 04-05
»
I
I






















[bookmark: bookmark28][bookmark: bookmark29]b.
AGFNo.10'
Government of Nepal
District Education Office, Bara
).V.No:2
Journal Voucher	Date:2071/04/22 ?
	Code No.
	Particulars
	L.F. 1
	B.H. 1 No.
	Debit 1
Rs. 1
	Credit
Rs.

	
	Dr. B.E. Communication Charge Cr. Nepal Rastra Bank (Being payment made for telephone charge)
	
	22112 |
	3600	'
	3600

	
	
	
	
	\ 3600
	\3600 J



Cheque No	-	0018Receipt No	
Amount Received	
Submitted by: ABC Designation: Accountant Date: 04-22

Cheque Amount: Three thousands and six hundred.
Approved by: XYZ
Designation: Office Head
Date: 04-22
AGF No. 10
Government of Nepal
District Education Office, Bara
J.V.No: 3
Journal Voucher	Date:2071/04/27
	Code No.
	Particulars
	L.F.
	B.H. No.
	Debit
Rs.
	Credit
Rs.

	
	Dr. B.E. Machinery and
Equipment
Cr. Nepal Rastira Bank
§
(Being payment made for purchasing machinery)
	
	29511
	360000
	360000

	
	
	
	
	360000
	360000


Receipt No	 Cheque No	
Amount Received		Cheque Amount: Three lakhs sixty thousands only.
Submitted by: ABC	Approved by: XYZ
Designation: Accountant	Designation: Office head
Date: 04-27	•-	Date: 04-27

2. Journal voucher for advance transactions
The transactions, which are concerned with making payment for the expenditure before they occur, are called advanced transactions. Amount paid for such advance transaction is called advance amount. It is not an actual expenditure but the amount paid to purchase certain materials or to perform the particular task. After purchasing the materials or performing the task, the advance amount is cleared by converting amount into actual expenditure. Two vouchers are prepared in advance transactions; one is at the time of advance payment and another at the time of advance clearance. They are:
a. At the time of advance payment:
When the advance amount is paid to the office staff or other organization to purchase the material or to make expenditure on certain budget head, this journal voucher is prepared by debiting the receiver with his/her designation, name, expenditure head and crediting Nepal Rastra Bank (NRB). The journal voucher passed in this regard is as follows:

Code No.
Particulars
L.F.
B.H. No.

Dr. Designation, name of employee/ party, budget head advance
Cr. Nepal Rastra Bank
(Being advance paid to	for	)



Debit Rs.

In District Agriculture Office, Rukum, a cheque of Rs. 72,000 was issued to procurement officer, Mr. Arjun Thapa as advance for the purchase of furnitnm Bhadra 18,2071.	6AGF NO. IQ

Government of Nepal
District Agriculture Office, Rukum
I Code No.
• Particulars
L.F.
B.H. No.
Debit
Rs.
Credit
Rs.
J
Dr. Procurement Officer, Mr. Arjun Thapa, Furniture Advance Cr. Nepal Rastra Bank
(Being advance paid for the purchase of furniture)
1

72000
72000
1
1

	
	
72000
72000

J-V.No: 4
Journal Voucher
Date:
Cheque No	
Cheque Amount: Seventy two thousands only.
Approved by: XYZ
Designation: Office head
Date: 05/18
Receipt No	
Amount Received	
Submitted by: ABC Designation: Accountant Date: 05/18
•A

b. [bookmark: bookmark30][bookmark: bookmark31]At the time of advance clearance
Advance clearance journal vouchers are prepared for completing the assign^ tasks or purchasing the materials. There may be the following five condition for clearing the advance amount.
nature equal to the advance amount AcWal eXp enditure more than advance amount tflActUa. eXpenditure less than advance amount d ActU ing (he total advance amount
d) advance clearance
e) r
[bookmark: bookmark32][bookmark: bookmark33]actual expenditure equal to advance amounta-

the bills and documents submitted by the advance receiver are equal to the advance amount, the following journal voucher is passed for clearing the advance.
	Code No-
	Particulars
	L.F.
	B.H. No.
	Debit Rs.
	Credit Rs.

	
	Dr. B.E. Budget Head
Cr. Designation, name, and budget head advance clearnce
(Being advance of	for	cleared)
	
	XXX
	xxxx
	xxxx



[bookmark: bookmark34][bookmark: bookmark35]b. Actual expenditure more than advance amount
When the bills and documents submitted by the advance receiver are worth more than the advance amount, the following journal voucher is passed for clearing the advance.
	Code No.
	Particulars
	L.F. 1
	B.H. 1
No.
	Debit
Rs.
	Credit
Rs.

	
	Dr. B.E. Budget Head
Cr. Designation, name, and budget head advance clearance
Cr. Nepal Rastra Bank (excess amount) ! (Being advance of	for	cleared)
	
	xxx
	xxxx
	xxxx
xxxx



[bookmark: bookmark36][bookmark: bookmark37]c. Actual expenditure less than advance amount
When the bills and documents submitted by the advance receiver are worth less than the advance amount with surplus amount, the following journal voucher is passed for clearing the advance.

Code No.
Particulars
L.F.
B.H.
No.

Dr. B.E. Budget Head
Dr. Nepal Rastra Bank (surplus amount)
Cr. Designation, name, and budget head advance clearance
(Being advance of	for	cleared)

XXX

[bookmark: bookmark26][bookmark: bookmark27]d. Returning the total advance amount
Code No.
Particulars
L.F.
B.H. No.
Debit
Rs.
Credit Rs.

Dr. Nepal Rastra Bank (Advance amount)
Cr. Designation, name, and budget head advance clearance
(Being advance of	for	cleared)


xxxx
xxxx

When the advance receiver returns the total advance amount without expenditure, the following journal voucher is passed for clearing the advan^

[bookmark: bookmark38][bookmark: bookmark39]e. Partial advance clearance
When the advance receiver submits the bills and documents for the partial expenditure, and keeps the remaining amount with himself/herself for expenditure in the future, the following journal voucher is passed for advance clearance.
	/ Code
/ No.
	1	Particulars
	L.F.
	B.H. No.
	Debit
Rs.
	Credit
Rs.

	D
	1 Dr. B.E. Budget Head
Cr. Designation, name, and budget head advance clearance
(Being advance cleared partially)
	
	XXX
	XXXX
	xxxx




ihiStf**1011* Mr.Thapa, given in illustration 2, was cleared on the following condition nti	_ ona submitted the bill of Rs. 72,000 for the furniture purchased and his,Wlng condition

Thapa submitted the bill of Rs. 80,000 for the furniturt
b) ^vance is cleared by issuing a cheque of Rs. 8,000 for exces I4r Thapa submitted the bill of Rs. 70,000 for the furniture
c) voucher of surplus amount, and his advance ia Thapa came without making any expenditure
advance amount into the bank and his advance
e] Mr. Thapa submitted the bill of Rs. 20,000 cleared.
Solution'*
a.e purchased and his excess expenditure.
... J purchased and the is cleared.
. J and deposited the whole is cleared.
and his partial advance amount is

Government of Nepal
District Agriculture Office, Rukum
AGF No. 10
Receipt No	
Amount Received	
Submitted by: ABC
Designation: Accountant
Date: 05/25
Cheque No	
Cheque Amount:.. Approved by: XYZ Designation: Office head Date: 05/25
J.V.No: 5
Date:2071/05/25
Debit
Credit
Rs.
Rs.
72000|
• 72000
72000
72000

29311

Cheque Amount: Eight thousands only. Approved by: XYZGovernment of Nepal
District Agriculture Office, Rukum
AGF%
Code No.
Particulars
L.F.
B.H. No.
Debit Rs.
-^5
Creufi
Rs,

Dr. B.E. Furniture and Fixture
Cr. Procurement Officer, Mr. Arjun Thapa, Furniture advance clearance
Cr. Nepal Rastra Bank
(Being advance for the purchase of furniture is cleared)

29311
80000
?200o
8000




80000
80000

LV.NO. t>
1 0
Amount Received	
Submitted by: ABC
Designation: Accountant
Date: 05/25

Designation: Office head
Date: 05/25
[bookmark: bookmark40][bookmark: bookmark41]c.
AGF No. 10
Government of Nepal
District Agriculture Office, Rukum
J.V.No:5 !
Journal Voucher	Date:2071/05/25
	1 Code ! No.
1
	Particulars
	L.F.
	B.H. No.
	Debit Rs.
	Credit Rs.

	
	Dr. B.E. Furniture and Fixture
Dr. Nepal Rastra Bank
Cr. Procurement Officer, Mr. Arjun Thapa, Furniture advance clearance
(Being advance for the purchase of furniture is cleared)
	
	29311
	70000
2000
	72000

	
	
	
	1	72000
	72000



p>ptN0- <“mdby:ABC
HU1
Received: Two thousand only "‘"’'wed by:ABC
1,01 M-nn- Accountant
.iona00*
Cheque No	
Cheque Amount:	
Approved by: XYZ Designation: Office head
Date: 05/25
d.
AGF No. 10
Government of Nepal
District Agriculture Office, Rukum
J.V.No: 5
Date:2071/05/25
	"code No.
	Particulars
	L.F.
	B.H. No.
	Debit Rs.
	Credit Rs.

	
	Dr. Nepal Rastra Bank
Cr. Procurement Officer, Mr. Arjun Thapa, Furniture advance clearance
(Being advance for the purchase of furniture is cleared by returning the whole amount)
	
	
	72000
	72000

	
	
	
	
	72000
	72000



Journal Voucher
Receipt No	
Amount Received: Seventy two thousands only Submitted by: ABC
Designation: Accountant
Date: 05/25
Cheque No	
Cheque Amount:	
Approved by: XYZ Designation: Office head
Date: 05/25





























[bookmark: bookmark42][bookmark: bookmark43]e.


Government of Nepal
District Agriculture Office, Rukum
Code No.
Particulars
L.F.
B.H. No.
Debit
Rs.
fredir Rs.

Dr. B.E. Furniture and Fixture
Cr. Procurement Officer, Mr. Arjun Thapa, Furniture advance clearance (Being advance for the purchase of furniture is cleared partially)

29311
20000
20000




20000
20000

Journal Voucher
Cheque No	
Cheque Amount:	
Approved by: XYZ Designation: Office head
Date: 05/25
Receipt No	
Amount Received	
Submitted by: ABC
Designation: Accountant
Date: 05/25
Date:2071/05/,(

*	3. Miscellaneous Journal Voucher
The transactions other than budget expenditure and advance given and clearance are miscellaneous transactions. The following are the miscellaneous transactions:
a) Revolving/Imprest Fund Release
b) Budget Release
c) Petty Cash Fund
d) Salary Distributions and Deductions
e) Security Deposit
f) Loan Transaction
g) Budget Transfer
Revolving/Imprest Fund Release
According to the new provisions of New Accounting System, an amount equal to the

	Particulars
	L.F.
	B.H. No.
	Debit
Rs.
	Credit Rs.

	Dr. Nepal Rastra Bank
Cr. Revolving Fund/Imprest Fund (Being initial revolving or imprest fund received)	,
	
	
	xxxx
	xxxx


, last year's total budget expenditure is created as a revolving or imprest fund 1/6*‘erating level offices. This preliminary revolving fund is made available by the for’"" Treasury and Comptroller’s Office in the 1“ month (Shrawan) of new fiscal piStrlwhen budget cannot be released on the basis of previous month expenditure. An ^aitional amount is also released if the preliminary revolving fund is supposed to be a ..fficient to meet the total expenditure. The following journal voucher is passed for Sing fund release.
[bookmark: bookmark44][bookmark: bookmark45]Illustration: 4
!
a) The District Land Revenue Office, Ramechhap received a bank order of Rs. 3,60,000 as initial revolving fund on Shrawan-09,2071.
b) On 21st Shrawan, the District Land Revenue Office, Ramechhap received additional revolving fund Rs. 1, 35,000.
c) On 27th Shrawan, the District Education Office, Kapilvastu received an initial revolving fund equal to l/6th of the total budget of the previous fiscal year Rs.72,00,000.
Solution:
a. AGF No. 10
Government of Nepal
District Land Revenue Office, Ramechhap
J.V.No: 1
Journal Voucher	Date:2071/04/09
	Code No.
	Particulars
	L.F.
	B.H. No.
	Debit
Rs.
1
	Credit
Rs.

	
	Dr. Nepal Rastra Bank
Cr. Initial Revolving Fund
(Being initial revolving fund received)
	
	
	360000
	360000

	
	
	
	
	360000
	360000




Receipt No..			
Amount Received: Three lakhs sixty thousands only Submitted by: ABC
Designation: Accountant
Date: 04/09
b.
Government of Nepal
District Land Revenue Office, RamechhapCheque No..
Cheque Amount
Approved by: xyz	
Designation: OffiCe,
Date: 04/09
AGF%
I
Journal Voucher
Code No.
Particulars
L.F.
B.H. No.

Dr. Nepal Rastra Bank
Cr. Additional Revolving Fund
(Being additional revolving fund received)



Receipt No.
J-V.No._2
Date:2071/o4fa
Cheque No.

Amount Received: One lakh thirty five thousands only Submitted by: ABCCheque Amount:	
Approved by: XYZ Designation: Office head
Date: 04/21

Designation: Accountant
Date: 04/21
[bookmark: bookmark46][bookmark: bookmark47]c.
AGFNo.10
Government of Nepal
District Education Office, Kapilvastu
J.V.Noil
Journal Voucher	Date:2071/04/27
	1 Code
No.
	1	Particulars
	L.F.
	B.H. No.
	Debit
Rs.
	Credit
Rs._

	
	' Dr. Nepal Rastra Bank
Cr. Initial Revolving Fund
(Being initial revolving fund received)
	
	
	1200000
	1200000

	
	
	
	
	1200000
	1200000


Cheque No	
.„t N°' Twelve lakhs only Cheque Amount:	
Approved by: XYZ J,binitted Dy untant	Designation: Office head
[bookmark: bookmark48][bookmark: bookmark49]’.dget Release
new accounting system, operating level offices receive budget release and bank ^^froffl central level offices equal to the actual expenditures of previous month, ^uieans, every government office should submit the monthly expenditure report ^revious month to the office of the Treasury and Comptroller within the 1st week ^ach month. Based on the previous month expenditure, operating level office gets 0 budget release order and bank order letter. Thus, the budget release is based on jinprest system- The following are the three different conditions of budget release.
I If the amount of budget release order and bank order is equal
	Code No.
	Particulars
	L.F.
	B.H. No.
	Debit
Rs.
	Credit Rs.

		
	Dr. Nepal Rastra Bank
Cr. Budget Release
(Being budget release order and bank order received)
	
	
	xxxx
	xxxx



[bookmark: bookmark50][bookmark: bookmark51]Illustration: 5
The District Education Office, Parsa received a bank order and budget release order for Rs. 5,00,000 on Magh 07 for the actual expenditure of Poush.
Solution:
Government of Nepal
District Irrigation Office, Parsa
J.V.No: 1
Journal Voucher	Date:2071/10/07
	Code No.
	Particulars
	L.F.
	B.H. No.
	Debit i
Rs. |
	Credit
Rs.

	
	Dr. Nepal Rastra Bank
Cr. Budget Release
(Being a bank order and budget release order received)
	
	
	500000
	500000

	
	
	
	
	500000
	5000001



2. if the amount of budget release order ismore than thebank order

Receipt No	
Amount Received: Five lakhs only
Submitted by: ABC
Designation: Accountant
Date: 10/07
Cheque No	
Cheque Amount:	
Approved by: XYZ Designation: Office head Date: 10/07
Particulars
Dr. Nepal Rastra Bank
Dr. Revolving Fund
Cr. Budget Release
(Being budget release order and bank order received)
Illustration: 6
On 10th Magh, District Forest Office, Arghkhanchi received a bank order of Rs.6,00,00o for Rs. 7,00,000 for the actual expenditure of Poush.
Solution:
I
Government of Nepal
District Forest Office, Arghakharichi
	Code
1 No.
	Particulars
	L.F.
	B.H. No.
	Debit
Rs.
	Credit Rs.

	
	Dr. Nepal Rastra Bank
Dr. Revolving Fund
Cr. Budget Release
(Being a bank order and budget release order received)
	
	i
a
	600000
100000
	700000

	
	
	
	V
	700000
	700000)



J.V.No: 1
Date:2071/10/10































Receipt No	
Amount Received: Six Lakhs only. Submitted by: ABC Designation: Accountant
Date: 10/10
Cheque No	
Cheque Amount:	
Approved by: XYZ Designation: Office head
Date: 10/10
—
-	——•=— ®. Ar-muntancy L


Particulars
Particulars
Journal Voucher
Dr. Nepal Rastra Bank
Cr. Revolving Fund
Cr. Budget Release
t
(Being a bank Order and budget release order received)
Receipt No	’
Amount Received: Five lakhs only. Submitted by: ABC
Designation: Accountant
Date: 10/15
Cheque Amount:	
Approved by: XYZ Designation: Office head
Date: 10/15

If bank pr. Nepal Rastra Bank
‘t
Cr. Revolving Fund
Cr. Budget Release
(Being budget release order and bank order received)
[bookmark: bookmark54][bookmark: bookmark55]^lustration: 7
On 15th Magh, District Health Office, Dang received a bank order for Rs. 5,00,000 and a budget release order for Rs. 4,00,000 for the actual expenditure of the last month.
Solution:
Government of Nepal
District Health Office, Dang

I r. ic created to make the payn^.
Petty Cash Fund	amount of fund newspaper, bus fare, wag(!s * i
ln government offices,	s for and cft	upOn nature and vol^ >
X expe»ses	cash fund. Its amoun	.g	petty
a fund is ^^rson who handle su	The foUowing I
“dcto“e‘he««> i vouchers are passed a	|
cash book.
1. When Petty Cash Fund is created
	1. wne
Code No.
	;n rcixy u.aaii * ****** *** — —
Particulars
	L.F.
	B.H. No.
	Debit
Rs.
	Credit
	Rs.

	
	Dr. Petty Cash Fund
Cr. Nepal Rastra Bank
(Being a petty cash fund is created)
	
	
	xxxx
	xxxx




2. When Petty Cash Fund is reimbursed
	Code No.
	Particulars
	L.F.
	B.H. No.
	Debit
Rs.
	Credit
Rs.

	
	Dr. B.E. ..(Budget Head)
Dr. B.E. ..(Budget Head)
Cr. Nepal Rastra Bank
(Being a petty cash fund is reimbursed)
	
	
	xxxx xxxx
	xxxx


3. When Petty Cash Fund is closed


a. While closing with expenses
	1 Code | No.
	Particulars
	L.F.
	B.H. No.
	Debit
Rs.
	Credit |
Rs.

	
	Dr. B.E. ..(Budget Head)
Dr. B.E. ..(Budget Head)
Dr. Nepal Rastra Bank
Cr. Petty Cash Fund
(Being a petty cash fund is closed)
	
	
	xxxx
xxxx
xxxx
	xxxx




[bookmark: bookmark52][bookmark: bookmark53]b tfhite closing WflWexpenfli^res
Code
No-,.
Tit'	_	;	;	—
Particulars
L.F.
*t
Debit
Credit
Dr. Nepal Rastra Bank

No,
Rs.
Rs.
Cr. Petty Cash Fund


xxxx

(Being a petty cash fund is clospd)



xxxx


[bookmark: bookmark56][bookmark: bookmark57]lllustr®Uow' 8
ai in District Education Office Khotano , under the responsibility of cashier Mr MaTVn^ °f Rs' 2,000 created 0027 on 2070/04/03	’	’ ahesh Basnet ty issuing a cheque no.
b) “X‘„tx~ed ,he ,ol“"8	«—-
Wages	Rs. 300	Newspaper	Rs.50
, TT Tn	RS’15°	Telephone charge	Rs.70
C n /VT ° °Wlng e« report submitted by Mr. Basnet on 2071/03/30 (end of F/Y)and petty cash fund was closed by depositing the surplus amount Rs. 625 into bank.
Stationery	Rs. 250
Courier charges	Rs. 400
Telephone charge Bus fare
Rs. 350
Rs. 375

Solution:
a.
Government of Nepal District Education Office, Khotang
	
	J.V.No: 1

	Journal Voucher
	Date: 2070/04/03



	Code No.
	Particulars
	L.F.
	B.H. No.
	Debit
Rs.
	Credit Rs.

	
	Dr. Petty Cash Fund
Cr. Nepal Rastra Bank
(Being a petty cash fund is created under the responsibility of cashier Mr. Mahesh Basnet.
	
	
	2000
	2000

	
	
	
	
	2000
	2000



Cheque No	Receipt No	
Amount Received:	
Submitted by: ABC jl designation: Accountant ( W. 2070/04/03

Cheque Amount: Two thousands only.
Approved by: XYZ
Designation: Office head
Date: 2070/04/03

Government of Nepal
District Education Office, Khotang
Code No.
Particulars
L.F.
B.H. No.

Dr.B.E. Salary
Dr. B.E. Office Expenses
Dr. B.E. Miscellaneous Expenses
Dr. B.E. Communication Charge
Cr. Nepal Rastra Bank (Being petty cash fund reimbursed)

21111
22311
22711
22112

Journal Voucher

Receipt No	 Cheque No	
Amount Received:	 Cheque Amount: Five hundred and seventy only
Submitted by: ABC	Approved by:	XYZ
Designation:	Accountant	Designation: Office head
Date: 04/15	Date: 04/15
Government of Nepal
District Education Office, Khotang
J<V.NO:3
Journal Voucher	Date: 2071/03/30
	
	1 Code | No.
	Particulars
	L.F.
	B.H. No.
	Debit
Rs.
	Credit Rs.

	
	
	Dr.B.E. Office Expenses
Dr. B.E. Communication Expenses Dr. B.E. Travelling Expenses
Dr. Nepal Rastra Bank
Cr. Petty Cash Fund (Being petty cash fund closed)
	
	22311
22112
22612
	650
350
375
625
	2000

	
	
	
	
	2000
	2000


Receipt No	 Cheque No	
Amount Received: Six hundred and twenty five only Cheque Amount:	
Submitted by: ABC	Approved by: XYZ
Designation: Accountant	Designation: Office head
Date: 2071/03/30	Date: 2071/03/30

[bookmark: bookmark58][bookmark: bookmark59]nation: 9
fll1* Administration Office, Saptari, the petty cashier Mr i
Government of Nepal
District Administration Office, SaptariCode No-
Particulars
L.F.
B.H. No.
Debit
Rs.
ne:u3/3U
Credit
Rs.

Dr. Nepal Rastra Bank
Dr. Petty Cash Fund
(Being petty cash fund closed)


900
900




900
900

J.V.No: 1
Journal Voucher
Cheque No	
Cheque Amount:
Approved by: XYZ Designation: Office head
Date: 03/30
Receipt No	
Amount Received: Nine hundred only Submitted by: ABC
Designation: Accountant
Date: 03/30

Distribution of Salary
The government offices distribute the salary to the employees after making necessary deductions from the total salary. Such deductions are provident fund, income tax, citizen investment fund, provident fund loan etc.
1. [bookmark: bookmark60][bookmark: bookmark61]Employees Provident Fund
Government offices distribute the salary to the permanent employees after deducting 10% as provident fund. These offices contribute equivalent to the deduction amount for employees benevolent The sum of deductions from employees salary and contribution from the office is deposited into the employees’ account in provident fund office. Thus, employee provident fund is a mean of social security to the employees. It can be withdrawn by the employee after retirement or as a loan before his/her retirement The following journal voucher is passed in this respect:
While deducting provident fund from salary
	Code no.
	Particulars
	L.F.
	B. H. no.
	Debit Rs.
	Credit Rs.

	
	Dr. B.E. Salary
Cr. Provident Fund
Cr. Nepal Rastra Bank (Being salary distributed after deducting provident fund)
	
	XXX
	xxxx
	xxxx xxxx




nrnvident fund amount to the concerned office
Creo
While deposes r	—*
L.F.
•„
B.H. . no.
Debit Rs.

Code no.
Particulars





Dr. Provident Fund
Cr. Nepal Rastra Bank
(Being the amount of provident fund deposited into concerned office)—	


xxxx



2. [bookmark: bookmark62][bookmark: bookmark63]Income T^x/TDS
As per the income tax act, the government employees should pay income from their taxable salary income. Taxable salary income can be determined h deducting exemption limit as per Income Tax Act from the total salary Of employee. The amount of income should be deducted from the salary at the time Of salary distribution. Such deducted amount should be deposited into the concerned office (Tax Office) within a given period of time. The following journal vouchers are passed in this regard:
While deducting income tax from salary
	Code
no.
	Particulars
	L.F.
	B.H.
no.
	Debit Rs.
	Credit Rs.
——

	
	Dr. B.E. Salary
Cr. Income Tax/TDS
Cr. Nepal Rastra Bank
(Being salary distributed after deducting income tax)
	
	XXX
	xxxx
	XXXX
xxxx



While depositing the deducted amount of income tax/TDS to the concerned office
	1 Code
1 no.
	1	Particulars
	L.F.
	B. H.
no.
	Debit Rs.
	Credit Rs.

	/ j
	' Dr. Income Tax /TDS
Cr. Nepal Rastra Bank
(Being the amount of income tax deposited into the concerned office)
	
	
	xxxx
	xxxx



3. [bookmark: bookmark64][bookmark: bookmark65]JSftizeij Investment Fund
It is voluntary investment that an interested employee can make by getting the amount deducted from his/her monthly salary. The office deposits the deducted amount in the office of Citizen Investment Trust. In this regard, the following journal vouchers are passed:

deducting Citizen Investment Fund
Dr. B.E. SalaryParticulars

Cr. Citizen Investment Fund
Cr. Nepal Rastra Bank
(Being salary distributed after deducting the citizen investment fund)
	Code no.
	Particulars
	L.F.
	B. H. no.
	Debit Rs.
	Credit Rs.

	
	Dr. Citizen Investment Fund Cr. Nepal Rastra Bank (Being the amount of citizen investment fund deposited into the concerned office)
	
	XXX
	xxxx
	xxxx


^hile depositing the deducted citizen investment fund to the concerned office

[bookmark: bookmark66][bookmark: bookmark67]4] Provident Fund Loan (Tejarath sapati)
The amounts of provident fund that belong to the employees are deposited into their own accounts in provident fund office. The employees can take the loan based on the deposited provident funds. The employees should pay back the loan amount on installment basis by making deduction from their monthly salary. The following journal vouchers are passed while deducting and depositing the provident fund loan amount.
While deducting provident fund loan from salary
	Code no.
	Particulars
	L.F.
	B. H. no.
	Debit Rs.
	Credit Rs.

	
	Dr. B.E. Salary
Cr. Provident Fund Loan
Cr. Nepal Rastra Bank (Being salary distributed after deducting the provident fund loan)
	
	XXX
	XXXX
	XXXX
XXXX




While depositing the deducted provident fund loan into the concerned office
	Code no.
	Particulars
	L.F.
	B. H. no.
	Debit Rs. |
	Credit Rs.

	
	Dr. Provident Fund loan Cr. Nepal Rastra Bank (Being the amount of provident fund loan deposited into concerned office)
	
	
	xxxx
	xxxx



Code No.
Particulars
L.F.
B.H. No.

Dr.B.E. Salary
Cr. Provident Fund
Cr. Income Tax
Cr. Social security tax
Cr Citizen Investment Fund
Cr. Nepal Rastra Bank
(Being distributed salary for the month of Magh)

21111

660000
Receipt No	
Amount Received:
Cheque No.
Cheque Amount: Five lakhs eight thousands and four hundred
Approved by: XYZ
Designation: Office head
Date: 10/29

l,,Uw	Dktrict Education Office, Palpa distributed the total
2f9MaPh amounting to Rs. 6,60,000 after deducting provident fund R?, ** «. «XiW^gowrnment contribution), Income tax Rs.10,000, social se^^.& 6 600 and citizen investment fund Rs.15,000. The deducted amount was depLu* the concerned offices on the same day.	1%tl
	Solution:
	Government of Nepal District Education Office, Palpa



Submitted by: ABC
Designation: Accountant
Date: 10/29
Government of Nepal
District Education Office, Palpa
	Code No.
	Particulars
	L.F.
	B.H. No.
	Debit Rs.
	Credit Rs.

	
	Dr. Provident Fund
Cr. Nepal Rastra Bank
(Being provident fund deposited into concerned office)
	
	
	120000
	120000

	
	
	
	
	120000
	120000


Journal Voucher	Date:10/29
Receipt No	 Cheque No	
Amount Received:	 Cheque Amount One lakh twenty thousands only
Submitted by: ABC	Approved by:	XYZ
Designation: Accountant	Designation: Office head
Date: 10/29	Date: 10/29

Unique’s Office Practice & Accountancy^

Government of Nepal
District Education Office, Palpa
[bookmark: bookmark68][bookmark: bookmark69]	Journal Voucher
Particulars
Or. Income Tax
Cr. Nepal Rastra Bank
(Being income tax deposited into concerned office)
J.V.No: 3 _____Date:10/29 LF.! B.H.No. Debit Rs. Credit Rs.
4- ■ - *	1
t
I
s
I
10000
i
10000
•’
	
^ount Received:	
flitted by: ABC Designation: Accountant pate: 10/29
10000 10000.
■f
	1	L-
Cheque No,
Cheque Amount Ten thousands only
Approved by. XYZ
Designation: Office head
Date: 10/29



Receipt No	
Amount Received:	
Submitted by: ABC
Designation: Accountant
I Date: 10/29

Government of Nepal
District Education Office, Palpa
J.V.No: 4
Journal Voucher	Date:10/29
	Code No.
	Particulars
	L.F.
	B.H.No.
	Debit Rs.
	Credit Rs.

	1
1
1
>—
	Dr. Social security tax
Cr. Nepal Rastra Bank
(Being social security tax deposited into concerned office)
	
	
	66001
	1
6600
1 1
1	—- — *

	
	
	
	1
	6600 \	6600|



Cheque No.	
Cheque Amount Six thousands and six hundred only Approved by: XYZ
Designation: Office head
Date: 10/29
1
i
I
i
'4
Government of Nepal
District Education Office, Palpa
Journal Voucher
Particulars	L.F.
Dr. Citizen Investment Fund
Cr. Nepal Rastra Bank
, (Being citizen investment fund
| deposited into concerned office)
J.V.No: 5
Date: 10/29
I 150001
150001 150001
Debit Rs. I Credit Rs. 150001 —1
150001

Receipt No	
Amount Received:	
Submitted by: ABC Designation: Accountant Date: 10/29
Cheque No	
Cheque Amount: Fifteen th Approved by: XYZ
Designation: Office head
Date: 10/29
°usands

[bookmark: bookmark70][bookmark: bookmark71]security Deposit and Contract
The selected contractor/supplier should deposit a certam sum of money, g 1% of the contract amount, against the tender for the construction or the of supplying goods and services. Such deposit amount will be refunded completion of agreed job. The following journal vouchers are passed in this re^'
While receiving security deposit
Code no.
Particulars
L.F.
B. H. no. 1

Dr. Nepal Rastra Bank
Cr. Contractor’s Security Deposit
(Being security deposit received from	)




While paying contract bill after deducting security deposit and income tax
	Code
no.
	Particulars
	L.F. j
	B.H. I
no.
	Debit
Rs.
—	j
	Credit
Rs.

	
	Dr. B.E	(Budget Head)....
Cr. Contractor’s Security Deposit
Cr. Income Tax
Cr. Nepal Rastra Bank
(Being payment of running bill after deducting security deposit and income tax)
	
		
	xxxx
	xxxx
xxxx
1
xxxx
1
i
J	.




While depositing the income tax into concerned office
	Code no.
	Particulars
	L.F.
	B.H.
no.
	Debit
Rs.
	Credit
Rs.

	
	Dr. Income Tax
Cr. Nepal Rastra Bank
(Being income tax deposited into concerned office)
	
	L _
	xxxx
	xxxx
i




-—particulars
L.F.
B. H. no.
Debit Rs.
Credit Rs.
^Contractor's Security Deposit
Nepal Rastra Bank (Being security deposit refunded to the contractor)


xxxx
XXXX

Security Deposit

t||USti*a^0ft 1
'pare Goshwara Voucher for the following transactions of District Irrigation Office, Sariahi.
a) On the 5th Poush, received Rs. 2,00,000 from the Lama Construction as security deposit against the amount of tender for the construction of building.
b) On 5th Magh, a 1st running bill of Rs. 10,00,000 was accepted and approved. Issued a cheque of Rs. 8,50,000 after deducting 5% security deposit and 10% income tax.
c] On the 29th Magh, 2nd and final running bill of Rs. 12,00,000 was accepted and payment was made by issuing a cheque of Rs. 10,20,000 after deducting 5% security deposit and 10% income tax. The deducted tax amount deposited into concerned office on the same day.
d) On 15th Falgun, security deposit of Lama Construction Rs. 3,10,000 was refunded after completion of construction work.
iolution:
[bookmark: bookmark72][bookmark: bookmark73]o
Government of Nepal
District Irrigation Office, Sariahi
J.V.No: 1
Journal Voucher	Date:09/05
	Code No.
	Particulars
	L.F.
	B.H. No.
	Debit
Rs.
	Credit
Rs.

	
	Dr.Nepal Rastra Bank
Cr. Lama Construction's Security Deposit
(Being security deposit received from Lama Construction)
	
	
	200000
	200000

	
	
	
	
	200000
	200000


Receipt No	 Cheque No	
Amount Received: Two Lakhs only	Cheque Amount:	
Submitted by: ABC	Approved by: XYZ
Designation: Accountant	Designation: Office head
Date: 09/05	Date: 09/05
1)
	"1	“	Particulars
	L.F.
	B.H. No.
	Debit Rs.

	Dr.B.E. Building Construction
Cr. Lama Construction's Security
Deposit
Cr. Income Tax
Cr. Nepal Rastra Bank
(Being payment of contract bill after deducting security deposit and contract tax)
	
	
	1000000

	
	
	
	1000000



1000000
Receipt No	
Amount Received:	
Submitted by: ABC Designation: Accountant Date: 10/05
[bookmark: bookmark74][bookmark: bookmark75]«)
Cheque No.
Cheque Amount: Eight lakh and fifty thousand Approved by: XYZ
Designation: Office head
Date: 10/05
Government of Nepal
District Irrigation Office, Sariahi
	Code No.
	Particulars
	L.F.
	B.H. No.
	Debit
Rs.
	Credit Rs.

	
	Dr. Income Tax
Cr. Nepal Rastra Bank (Being deducted income tax deposited into concerned office)
	
	
	100000
	100000

	
	
	
	
	100000
	100000



Journal Voucher
Cheque No	
Cheque Amount: One lakh only Approved by: XYZ Designation: Office head
Date: 10/05
J-V.No: 3
Date:09/0.q
********* U* U llvi	aa a B B BB
Amount Received:	
Submitted by: ABC Designation: Accountant Date: 10/05








































\	J.V.No: 4
V.			Journal Voucher	Date:09/29
	
	r	Particulars
J
	L.F.
	B.H. No.
	Debit
Rs.
	Credit ’
Rs.

	r'
i
i
i j i i
i
i
i
i
1
	fpr.B.E. Building Construction
Cr. Lama Construction’s Security Deposit
Cr. Income Tax
Cr. Nepal Rastra Bank
(Being payment of contract bill after deducting security deposit and contract tax)
	
	
	1200000
			—		
60000 120000 1020000

	4
1
.;.
i
	
	
	
	1000000
	1000000


Receipt No	 Cheque No	
Amount Received:	 Cheque Amount: Eight lakhs and fifty thousand
Submitted by: ABC	Approved by: XYZ
Designation: Accountant	Designation:	Office head
Date: 10/29	Date: 10/29
Government of Nepal
District Irrigation Office, Sariahi
J.V.No: 5
Journal Voucher	Date:09/29
	Code No.
	Particulars
	L.F.
	B.H. No.
	Debit
Rs.
	Credit
Rs.

	
	Dr. Income Tax
Cr. Nepal Rastra Bank (Being deducted income tax deposited into concerned office)
	
	
	120000
	120000

	
	
	
	
	120000
	120000


Receipt No	 Cheque No	
Amount Received:	 Cheque Amount: One lakh twenty thousand
Submitted by: ABC	Approved by: XYZ
Designation: Accountant	Designation: Office head
Date: 10/29	Date: 10/29

d)

	Code 1 No.
	Particulars	t
j
	L.F. ‘ B.H. !
! No. |
i	I

	
	Dr.Lama Construction’s Security Deposit Cr. Nepal Rastra Bank
(Being security deposit refunded to Lama construction)
	
	


I-V.NQ. £ 	£ate;u/K DeWt T -5L__iRs. i 3100001Journal Voucher

1310000

JWOQQ-Receipt No	
Amount Received:	
Submitted by: ABC
Designation: Accountant
Date: 11/15

Cheque No	
Cheque Amount: Three lakhs ten thou Approved by: XYZ
Designation: Office head
Date: 11/15
[bookmark: bookmark76][bookmark: bookmark77]Loan
Among the government offices, one government office can borrow or provide Ioan from or to the another office but after the approval of the office of Treasurv Comptroller. The following Goshwara Vouchers are passed in this regard. ™and
While receiving the loan
	Code
no.
	Particulars
	L.F.
	B.H.
no.
	Debit Rs.
	CrediT Rs.

	
	Dr. Nepal Rastra Bank
Cr. 	Office	Loan
(Being loan received from	office)
	
	
	xxxx
	xxxx
■




While providing the loan
	Code no.
	Particulars
	L.F.
	B.H. 1
no.
	Debit Rs.
	Crediti Rs.

	
	Dr.	Office	Loan
Cr. Nepal Rastra Bank (Being loan provided to....
	... office)
	
	
	xxxx
	xxxx



a) Government of Nepal
District Land Revenue Office, Kaski
J.V.No: 1 journal Voucher	Date:ll/15
	Code No-
	Particulars
	L.F.
	B.H. No.
	Debit
Rs.	
	Credit Rs. .

	
	Dr. Nepal Rastra Bank
Cr. District Education Office, Kaski Loan [Being loan received from District Education Office, Kaski ]
	
	
	150000
	150000

	
	
	
	
	150000
	150000



Receipt No	 Cheque No	
Amount Received: One lakh fifty thousand Cheque Amount:	
Submitted by: ABC	Approved by:	XYZ
Designation: Accountant	Designation:	Office head
Date: 11/15	Date: 11/15
b)
Government of Nepal
District Administration Office, Kaski
J.V.No: 2
Journal Voucher	Date.11/30
	Code
	Particulars
	L.F. 1
	B.H.
	Debit
	Credit

	No.
	
	
	No.
	Rs.
	Rs.

	
	Dr. District Irrigation Office, Jhapa Loan Cr. Nepal Rastra Bank
(Being loan provided to District Irrigation Office, Jhapa)
	
	
	70000
	70000

	
	
	
	
	70000
	70000




Receipt No	
Amount Received:	
Submitted by: ABC
Designation: Accountant
Date: 11/30
Cheque No	
Cheque Amount: Seventy thou Approved by: XYZ
Designation: Office head
Date: 11/30
sand

Budget Transfer
The act of transferring the budget amount from one budget head to another bun head within an office or from one office to another office is called budget transfer occurs when one budget head may have surplus amount and another have short Budget transfer can be categorized into two types. They are as follows:	^e.
Code no.
Particulars
L.F.
B. H.
no.
Debit Rs.
Credit Rs.

Dr. Budget Head (transferred from) Cr. Budget Head (transferred to) (Being loan provided to	office)


xxxx
XXXX

a) Intra-office budget transfer
This is the transfer of budget amount from one budget head to another budp within the same office. The following Goshwara Voucher is passed in this rega^

b) Inter-office budget transfer
This is the transfer of budget from one office to another office with the approval of concerned central level offices. This event occurred when the budget head of one office has excess amount available and another have shprtage in any particular budget head. The following Goshwara Vouchers are passed in this regard:
ij Goshwara voucher for receiving the budget transfer
	Code no.
	Particulars
	L.F.
	B. H.
no.
	Debit
Rs.
	Credit Rs.

	
	Dr. Nepal Rastra Bank
Cr. Budget Release (Budget Head) (Being budget received from	)
	
	
	xxxx
	xxxx




ii) Goshwara Voucher for providing the budget
	Code no.
	Particulars
	L.F.
	B. H.
no.
	Debit Rs.
	Credit
Rs.

	
	Dr. Budget Release (Budget Head)
Cr. Nepal Rastra Bank
(Being budget transferred to	)
	
	
	xxxx
	xxxx




rhaitra 15, transfer Rs. 30,000 from budget head office expenses tn
a) ""mmunication charge in District Agriculture Office, Surkhet.
Government of Nepal
District Agriculture Office, Surkhet
Cheque No.Particulars
L.F.
B.H. No.
Debit
Rs.
MVWaJLM/ XU
Credit
Rs.
Dr. B.H. Office Expenses
Cr. B.H. Communicatin Charge
(Being budget transferred from B.H. office expenses to B.H. communitcation charge)

22311
22112
30000
30000



30000
30000

Journal Voucher
J.V.No: 1
7 /1 C
Receipt No	
Amount Received:	
Submitted by: ABC
Designation: Accountant
Date: 12/15

Cheque Amount: Thirty thousand only Approved by: XYZ
Designation: Office head
Date: 12/15
b) On Chaitra 20, District Irrigation Office, Saptari issued a cheque of Rs. 2,00,000 to District Agriculture Office, Saptari as budget transfer.
Solution:
i) Budget transfer providing office
Government of Nepal
District Irrigation Office, Saptari
Journal Voucher
J.V.No: 1
Date:12/20
	Code No.
	Particulars
	L.F.
	B.H. No.
	Debit
Rs.
	Credit
Rs.

	
	Dr. Budget Release
Cr. Nepal Rastra Bank
(Being budget transferred to Ditrict Agriculture Office, Saptati)
	
	
	200000
	200000

	
	
	
	
	200000
	200000)


Receipt No	
Amount Received:	
Submitted by: ABC
Designation: Accountant
Date: 12/20
LUCLjUV	.........	
Cheque Amount: Two lakhs only
Approved by: XYZ Designation: Office head
Date: 12/20

ii) Budget transfer receiving office
Government of Nepal
District Agriculture Office, Saptari
Journal Voucher
Code
No.
Particulars
Dr. Nepal Rastra Bank
Cr. Budget Release
(Being budget transfer received from District Irrigation Office, Saptati)
Receipt No	
Amount Received: Two lakhs Submitted by: ABC Designation: Accountant Date: 12/20
Cheque No	
Cheque Amount: Two lakhs only
Approved by: XYZ
Designation: Office head
Date: 12/20

[bookmark: bookmark78][bookmark: bookmark79]PETTY CASH FUND
New accounting system has emphasized on banking transactions. Every payme and receipt should be made through banking procedure. However, payment for small amount of expenditure through banking procedure may be impracticable and inconvenient. Petty expenses like tea and coffee, bus or taxi fare, newspaper etc are regular and daily phenomena in government offices. The payments for these pettv expenses are normally made in cash. Hence, a certain sum of money is created under the responsibility of any particular employee. Such a sum of money is called petty cash fund. The person who handles this fund is called a petty cashier. As per the requirements of the office, the size of petty cash fund is determined. The payments of petty expenses are made through this fund and it is reimbursed equivalent to the sum of petty expenses. The petty expenses are recorded systematically in a book of account which is known as a petty cash book.Th

[bookmark: bookmark80][bookmark: bookmark81]Objectives of Petty Cash Fund
The main objectives of petty cash fund are as follows:
1. [bookmark: bookmark82][bookmark: bookmark83]To facilitate to pay petty expenses
Petty expenses can be paid from petty cash fund. It removes the inconveniences and impracticability of issuing many cheques even for small expenditures.
fo save valuable time inking procedure involves lonK	.
To facilitate for keeping reco	Xpenses in cash.	Petty cash fijnd
The petty expenses are records a the journal voucher is maintainL^^cally in a for keeping the records.	at the time	Cash
rre,mbursement n, St'L3t^
Thus'’tfaciliate
To facilitate for posting
Since all the expenditures are recorded in a innm,i t reimbursing the fund, it becomes easier to nnct th voucher at the time of cash book and budget sheet	P °Se pett^ exPen£btures in bank
g To facilitate to control the petty expenses
petty cash fund is maintained systematically. It is always reimbursed time and again to maintain the spirit of this fund. At the time of reimbursement, its expenditures are carefully taken into account. So, it facilitates for controlling the expenses.
6. To reduce the burden of the concerned authority
The concerned authority should spend their valuable time in handling the petty cash fund. He/she can pay their attention to perform other major functions and accomplish the task efficiently.
Importance of Petty Cash Fund
The importance/advantages of petty cash fund are as follows:
a) It helps to remove inconvenience of paying petty expenses through cheques.
b) It helps to record petty expenses systematically.
c) It helps to post petty expenses into bank cash book and budget sheet
d) It helps to control the petty expenses by facilitating comparisons of petty expenses of different period of time.
e) It helps to enhance the efficiency of the concerned authority by not involving them in petty transactions.
f) It facilitates to control the embezzlement of cash by bringing the petty expenses in banking procedures though indirectly.










A. Very short answer questions. (Answer the followint questions in sentence/ in very short)	°n* /
1. What is a journal voucher?
o
2. What is the AFG.NO of journal voucher?	1
3. Mention the rules of debit and credit for nominal account.
4. What is initial revolving fund?
5. Mention any two types of journal voucher.
6. What is petty cash fund?
7. Mention the rules of debit and credit of real account.
B. Short answer questions. (Answer the following questions in short]
1. Give the specimen of journal voucher with the explanation of its parts.
2. What are the objectives of journal voucher?
3. What is provident fund and provident fund loan?
4. What is budget transfer? What are the types of budget transfer?
Higher abilities
1.Give an example of journal voucher of budget expenditure and and expenditure of jounal voucher of advance with debit and credit.

C. Long answer questions. (Write long answers to these questions)
1. What is a journal voucher? Explain the journal vouchers for advance transsaction with example.
2. What are the deductions from salary? Explain in brief.
niericalprobIemS
. I problems
,ni eral/simp,e ,ournal Voucher
ip 1
prepare a journal voucher (AGF no.10) of District Forest Office, Chitwan,
a) paJ™^nms^^ Purchasing office furniture of Rs.9000 through cheque
t
b) issued a cheque no.010 of Rs.40000 for purchase of laptop on Shrawan 18.
c) Office stationery of Rs.1800 purchased and payment through cheque no.018 on Shrawan-25.
d) Issued a cheque no.027 to the house owner for house rent Rs.18,000 on shrawan-30
e) Paid Rs.2700 for telephone charges through cheque no.025 on Shrawan 30. journal Voucher for Advance Given Transactions
[bookmark: bookmark86][bookmark: bookmark87]IP 2
From the following transactions of District Agriculture Office, Illam, prepare a journal voucher (AGF no.10)
	Bhadra-3:
	Issued a cheque of Rs. 1,50,000 to the procurement officer, Mr. Raju Thapa, to purchase a motorcycle.

	Bhadra-6:
	Issued a cheque of Rs. 27,000 to the account officer Mr. Hari Pant as advance to purchase furniture.

	Bhadra-9:
	Issued a cheque in favor of house owner for advance rent of 3 month @ Rs. 6,000 per month.

	Bhadra-18:
	Issued a cheque of Rs. 7,000 to the technician, Mr. Arvind Khawas as advance for connecting internet and e-mail.

	Bhadra-27:
	Issued a cheque of Rs. 4,500 to the program officer, Mr. Ram


Bhatarai as advance of travelling expenses.
Journal Voucher for Clearing Advance

[bookmark: bookmark88][bookmark: bookmark89]IP 3
From the following transactions of District Administration Office, Kanchanpur, prepare a journal voucher.
Ashwin-5: Store keeper, Mrs. Sanju Prajapati submitted the bill of^•15'000 and her advance for the purchase of dress matenal cleared.
Ashwin-10: After the submission of bills of Rs. 12,000 for furniture pUr . advance of Rs. 10,000 of procurement officer, Mr. Rahul cleared by issuing a cheque.	’
Ashwin-15: Assistant accountant, Mrs. Neha Karn submitted the Comb purchase bill of Rs. 35,000 and bank voucher of Rs 5,000 r the advance amount Rs 40,000 and her advance was cleared^5* Ashwin-25: Account officer, Mr. Krishna Sharma submitted the bill for Rs K n and bank voucher of Rs 5,000 after purchasing office equip^°0 and his advance was cleared.	ent
Journal Voucher for Imprest /Revolving Fund
IP 4
Prepare a journal voucher from the following transactions:
aj District Land Revenue Office, Morang received Rs3,50,000 as initial revolve fund through bank transfer .
b) District Health Office, Lamjung received an initial revolving fund equal to 1/6 Of the total budget expenditure Rs.72, 00,000 of previous year.
c) District Education Office, Makwanpur received a bank order letter of Rs 4,00,000 as additional revolving fund.
Journal Voucher for Budget Release
[bookmark: bookmark90][bookmark: bookmark91]IP 5
Journalize the following transactions:
a) District Health Office, Sariahi received a bank order and budget release order of Rs. 3,60,000 based on the expenditure of previous month.
b) District Forest Office, Nuwakot received a bank order of Rs. 4,00,000 and budget release order of Rs.3,00,000 on the basis of last month expenditure report.
c) District Irrigation Office, Rautahat received a bank order of Rs. 4,50,000 and budget release order of Rs. 500,000.
Journal Voucher for Distribution of Salary
[bookmark: bookmark92][bookmark: bookmark93]IP 6
[bookmark: bookmark94][bookmark: bookmark95]Prepare a journal voucher from the following transactions:
a) Total salary for the month of Poush Rs. 3,30,000 paid after deducting th*
wdent fund of Rs. 60,000 (including government contribution), income tax pr<To OOO. and provident fund loan Rs. 10,000 through a cheque no.003 n r of the total salary Rs. 8,80,000 for the month of Magh, provident fund Rs W y “0 ooo (including government contribution), income tax Rs. 45,000, provident Ld loan Rs. 35,000 and citizen investment fund Rs. 25,000 were deducted and issued a cheque no. 009 for the payment of the salary of this month. Deducted amount deposited into the concerned office on the same day.
ci issued a cheque of Rs. 4,05,000 after deducting provident fund Rs. 100,000, J income tax Rs. 15,000, provident fund loan Rs. 20,000 and citizen investment fund Rs. 10,000 for the payment of salary of Falgun. The deductions were deposited into the concerned office on the same day.
d) The District Forest Office, Sindhupalchowk distributed the total salary for the month of Marg amounting to Rs. 7,70,000 after deducting provident fund Rs. 1,40,000, (including government contribution) income tax Rs. 30,000, provident fund loan Rs. 20,000 through a cheque. The deducted amounts were deposited in the concerned office on the same day.
Journal Voucher for Security Deposit and Contract
IP 7
Prepare a journal voucher for the following transactions:
i ^) Received from Sharma & Sharma Construction Rs. 100,000 and Chitwan Construction Rs. 150,000 for security deposit on Poush 15 against the tender amount for the building construction.
b) The security deposit of Chitwan Co. refunded being its tender rejected on Poush 20.
c) Issued a cheque of Rs. 4,75,000 to Sharma & Sharma Co. after deducting security deposit @ 5% from the 1st running bill Rs. 5,00,000.
d) On Magh 30, after deducting the security deposit @5% and income tax @10% from the final running bill of Rs. 10,00,000, the payment made to Sharma & Sharma Co. through cheque. The income tax deposited in the concerned office on Falgun 1.
e) On Falgun 10, the security deposited amount refunded to Sharma & Sharma Co. after accomplishment of building construction.
Journal Voucher for Petty Cash Fund
IP 8
Pass journal voucher for the following transactions of Distrtct
Office, Kailali.	^X
a) On 2070/05/05 petty cash fund of Rs. 10,000 was created Un. responsibility of Nayab Subba, Mr. Naresh Kunwar.
b) On 2070/05/27 on the basis of the following expenditures, the petty Cas,
was reimbursed.	X
Telephone charges	Rs. 1500	Bus fare Rs. 1000
Newspaper .	Rs. 1500	Tea and Coffee Rs. 450
cl On 2070/12/30 petty cash fund was closed by depositing the balance	!
Rs. 5550 into bank.	|
Journal Voucher for Loan and Budget Transfer
IP 9
Journalize the following transactions:
a) The District Health Office, Lamjung received a cheque of Rs. 1,00,000 fr0 District Education Office, Dhading. Pass the journal vouchers in both the
b) In District Irrigation Office, Sariahi, an amount of Rs. 45,000 has been transf *
from the budget head Travelling Expenses to Office Expenses.	116(1
[bookmark: bookmark96][bookmark: bookmark97]Self Correction Problems
Simple Journal Voucher
SCP1
Prepare a journal voucher from the following transactions of District Forest Office, Kaski:
a) On 2070/12/05 purchased a Laptop for Rs.66,000 by issuing a cheque no. 01.
b) On 2070/12/10 paid for stationery Rs. 5,000 through a cheque no. 02.
c) On 2070/12/12 purchased an office equipment of Rs. 42,000 and payment made through cheque no. 03.
d) On 2070/12/18 a cheque no. 04 of Rs. 6,500 issued to pay the electricity bill.
e) On 2070/12/27 payment made for the telephone charges of Rs. 3,000 forthe month of Chaitra through cheque no. 05.

F |VoUcberS ! )Xa
[bookmark: bookmark84][bookmark: bookmark85]for Advance Transactions

jC?ii3e*efon°™ng^
| l<on 2070/07/07 an advance of Rs. 1,50,000 paid to Account Officer Mr Raiesh
a) curung by issuing a cheque to purchase a photocopy machine.	'
lssued a cheque of Rs. 2,00 000 to the section officer, Ms. Utsah Shrestha as an advance for the purchase of a motorbike.
c) On 2070/07/18 issued a cheque in favor of house owner for the payment of rent in advance for 3 months Rs. 15,000 per month.
d) On 2070/07/22 an advance of Rs. 25,000 was given to the procurement officer, Mr. Yulung Rai through a cheque.
e) On2070/07/27 paid Rs. 9,500 to store keeper, Mr. PrasantThapa as an advance for travelling expenses through a cheque.
purnal Voucher for Advance Clearance
SCP 3
The following transactions are supplied to you for the clearance of advance related to SCP-2.
a) On 070/7/15 Mr. Rajesh Gurung submitted the bill of epual to the advance
amount and his advance is cleared.	;
b) On 070/7/18 Ms. Utasah Shrestha came with bill of 1^80,000 for the bike purchased and bank voucher of remaining amount. Her advance was cleared based on the submitted documents.
c) On 070/7/30 advance rent expired to the extent of Rs. 15,000 for the house rent of Kartik and partial advance of house owner was cleared.
d) 070/7/30 Mr. Yulung Rai submitted the bill of Rs. 30,000 and his advance is cleared by issuing a cheque of Rs. 5,000 for excess expenditure.
e) On 070/7/30 Mr. Prasant Thapa submitted the bank slip of whole advance amount because of cancellation of trip.
Journal Voucher for Imprest/Revolving Fund
SCP 4
Journalize the following transactions
a) District Education Office, Lalitpur received initial imprest fund equal to 1 /6th of total budget expenditure Rs. 5,40,000 of the previous fiscal year.

journal Voud*erb) District Agriculture Office, Parbat received Rs. 2, 50,000 as in’r
fund through bank transfer.	ltlal rev
c) District Forest Office, Bara received additional revolving fund c	*
a or j
’ So-ooo.
for Budget Release
al voucher (AGF no. 10).

[bookmark: bookmark98][bookmark: bookmark99]SCP 5	"“““Z* .■»»*	p««h
journalize t	release and ba
W S-'""'”’'“o”Wnnd budget release order of Rs. s,oD,00o
r «o> the lol WM transactions, prepare " >’“™	dlstrthuled through the,.,
,)’hetotal^ryj^
as per government rule.	distribution of salary after
making deduction of p	deducting Rs. 20,000 for provident fund
Rs. 10,000.	the month of Bhadra Rs. 2,09,000
d) Total	38 000 as provident fund and Rs. 5,000 for
income tax through cheque^	of
e) Out of total staff salaries of Rs. .	>	^dent fund, citizen investment fund
[bookmark: bookmark100][bookmark: bookmark101]T	«“d *-**“*’'•
«.”d—« deposited in the concerned office next day.
rher for Petty Cash Fund
the foHo'*ing Particu,ars- PrePare a journal voucher:
issued a cheque in favor of Accountant, Mr. Raju Tamang for the establishment aJ ofpettycashofRs.500.
Ijj The following expenses made through petty cash fund were reimbursed:
Taxi fare	Rs.180	Pen and Ink	Rs. 40
Newspaper	Rs. 40	Tea and Coffee Rs.60
Wages Rs. 70
journal Voucher for Security Deposit
SCP7
From the following transactions, prepare a journal voucher (AGF No.10).
a) Received from Lama & Co. of Rs. 1,50,000 and from Gupta & Son. Co. Rs. 1,20,000 as security deposit against the tender price.
b) Issued a cheque of Rs. 2,85,000 in favor of contractor for building construction after deducting 5% as security deposit on the value of running bill.
c) The security deposit of Lama & Co. refunded by issuing a cheque.
Journal Voucher for Loan and Budget Transfer
SCP8
Prepare a journal voucher in the books of District Education Officer, Kanchanpur, from the following transactions:
a) A cheque of Rs. 1, 00,000 received from District Inland Revenue Office, Bardiya as a loan.
b) A cheque of Rs. 90,000 was issued as a loan to District Health Office, Kailali.
c) An amount of Rs, 60,000 has been transferred from the budget head furniture & fixture to budget head machinery and equipment.
[bookmark: bookmark102][bookmark: bookmark103]1 lhe ”rc,wrc * ’°Un,i” V0UChCr *
S	ts reccived as revoMne fund U,rou«h »> 1'
,) On 20^ RS’ ’n0.007, Rs- 30,000 was paid in advance

«an$fcr u ,„h cheaue no. 007, Rs. 30,000 was paid in adv,
h) On z06^*£ BodhathoJd for the purchase of office furniture.	*« st,,
. ^069/4/10, petty «sh fond Rs. 5,000 was created entr^
f	a°troununtMr.	RaghubirChaudhaiy.	*ng
dl out of total salary Rs. 3,00,000 provident fund deducted as Per fk ' Rs.10,000 was deducted as income tax advance saIan, 5,000P^e was distributed through cheque on 2W414/21.
e) On 2^14/2') store keeper, Budhathoki submitted the bills and a equals to the advance amount and his advance was cleared.	°°Cu,
[bookmark: bookmark104][bookmark: bookmark105]EFP2
Prepare Goshwara Voucher (AGF no. 10) on the basis of follow’ of District Education Office, Dolkha.	^ansa^
a) On 2068/4/20 out of total salary of the month of Shrawa
distributed after deducting Rs. 20,000 as provident fund by issui	2'00'°00
b) On 2068/4/25 Rs. 15,000 was paid for purchasing offiraT8^6"0^.
cheque no, 005.	e ce *Urniture thror!

c) On 206S/1/30. Account Assistant. Mr. CupB was paid	"6
<or program «.g„pen„s,„ advan„	ch“ ™’™«rRs
'	petty cash tad rfRs. S.000 „„ established through
e) On 2068/05/05, Account Assistant Mr Cnnto u
[bookmark: bookmark106][bookmark: bookmark107]EFP3
Prepare Goswara Voucher (AGF no. 10) of the District Inland Revenue ofc. Kathmandu from the following transactions.
a) On 2070/4/10 received bank order of Rs. 5,00,000 as revolving fund.
b) On 2070/4/15 petty cash fund of Rs. 2,000 was created entrusting the the respons ty to accountant, Mr. Raj Kumar Sah through cheque no.001.
„n70/4/20 thr0Ugh cheque n°' 002 Rs-30,000 was paid in advance to the
c) Creeper Mr. Sanjay Singh for the purchase of office computer.
S„ 2070/4/25 telephone charges Rs. 7,000 was paid by cheque no. 003.i-

1 on 2070/4/3° salary and allowance distributed for the month after deducting e) £ 20,000 for provident fund and Rs. 2,000 for income tax out of the salary of gs 2,00,000 and allowance of Rs. 10,000.	7
5tC QUEST,0NS
SlCl:
prepare Goswara Voucher (A.G.F. no.10) on the basis of following transactions of District Education Office, Palpa:	(SLC-2065)
a] On 2063/4/4 received bank order of Rs. 5,00,000 as revolving fund.
b) On 2063/4/10 Rs.25,000 paid for computer purchased through cheque no. 00036.
c) On 2063/4/15 the Store keeper, Mr. Shankar Sharma was paid an amount of Rs. 10,000 as an advance for the purchase of office furniture through cheque no. 00037.
d) On 2063/4/20 established a petty cash fund of Rs.500.
e) On 2063/4/25 the advance of the Store keeper, Mr. Shankar Sharma of Rs. 10,000 cleared as per the bill submitted by him after purchasing furniture.
SLC 2:
Prepare Journal Voucher (A.G.F No. 10) of District Education Office, Kathmandu from the following transactions:	(SLC-2066)
a) On 2066/4/11 Rs. 8,00,000 was received as revolving fund through N.R.B. transfer.
b) On 2066/4/13 Rs. 15,000 was paid for furniture purchase through cheque no. 012.
c) On 2066/4/14 issued a cheque no. 013 of Rs. 3,000 to create petty cash fund and handed it over to the accountant, Shyam Rahut.
d) On 2066/4/25 an excess amount or Rs. 5,000 was paid by cheque no. 014 to the section officer, Shova Gurung in order to settle the TADA as shown in statement of expenditure of Rs. 25,000.
e) On 2066/4/30 out of total salary to staff Rs. 1,50,000 for the month of Shrawan Rs. 25,000 were deducted as provident fund and the balance was distributed by issuing a cheque no. 015.
[bookmark: bookmark108][bookmark: bookmark109]her (AGE No- 10> °f ”‘Str,Ct Adm‘"‘S‘ra(SU2^
J release.	hased comPuter
b) on 2067/5/18	office, s Puri Rs.6,000 for
006788.	Hvance paid t0 * h cheque no. 006789.
C) On 2°67/5f/2ffice furniture through	’	for the month of Bhadr,
J purchase of offic	lry (including pr°	36)000 as provident fund a
[bookmark: bookmark110][bookmark: bookmark111]«»»“£sr*”-d h«““» “m”-
Rs. 1>98'°0°.ncome tax through ch q	Section officer Sarita
RS-4'00° X 8 as per ^ent ^TnUe amount Rs. 500 paid thr0Ugh
e) On 2067/5/28P and excess expc)

’ her advance was fa
cheque no. 006791.
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a) On 2067/4/5 received banx^	Rs ? 0Q0 for	month of Ashad was paia
hl On 2067/4/15 thete P
through cheque no. 012	-	an amount of 1,20,000 # ?
c) on 2067/4/17 5*^^	through cheque no. 01235.
an advance for the pure	.a_padvanced of the storekeeper, KPradhan
d) On2067/4/27officefu«“rcha8
RJ 1,20,000 has been cleareda,ga^
issuing cheque no.	5Q ooo for	mont^ of shrawan
issuing a cheque no. 01237.
SLC 5’
Prepare Goshwara Voucher (AGF no. 10) of District Education Office, RutaJ for the following transactions.	,
a) On 2069/4/4 Rs. 10,00,000 was received as revolving fund throug transfer.
1OS
b) On 2069/4/6 Rs 13,000 was paid for telephone bill through cheque no.
LSI
, oa 2969/4/7 Rs- 35,000 was paid as an adv..	,
accountant, Prem Shrestha for purchasing c2	cheqUe no . n
. On 2069/4/25 the cheque no. 107 of R<;1PUter- "0-Clothe 15,000 provident fund, Rs. 2,000 citizen 1'30'000 issued afr □ BX t0 distribute salary for the monthof Shr681"16"4 fund and J S*"* fe-
e) on 2069/4/28 advance cleared h ? a"’	3'00° income
purehaseofcomputeragainstthebiV 6 *em Shrestha for
prepare Goshwara Voucher (AGF no.10) of District Agriculture Development Office, Chitwan according to the given transactions.	(SLC-2070)
aj On 2070/4/3 received Rs. 15,00,000 as revolving fund through Nepal Rastra Bank.
b) On 2070/4/10 JTA Mr. Suman Chaudhary was paid Rs.1,50,000 in advance for purchase of Motorcycle through cheque no. 0721.
c) On 2070/4/23 House owner, Mrs. Kabita Sharma was paid Rs 45,000 for house rent through cheque no.0722.
d) On 2070/4/26 Rs. 30,000 was paid to Surkhet Furniture Centre for the purchase of furniture through cheque no. 0723.
e) On 2070/4/31 the salary for the month of Shrawan Rs. 1,40,000 was distributed by deducting Rs. 14,000 as provident fund through cheque no. 0724.
SLC7
Prepare Goshwara Voucher (AGF no.10) on the basis of following transactions of Districe Administration Office, 111am.	(SLC-2071)
a) On 2071/4/6 received Rs. 10,00,000 as revolving fund through Nepal Rastra Bank.
b) On 2071/4/11 issued a cheque no. 0956 of Rs. 5,000 to establish petty cash fund.
c) On 2071/4/14 Section Officer, Mr. Rabin Gole was paid for travelling expenses advance through cheque no. 0957.
d) On 2071/4/20 Rs. 45,000 paid for computer purchase through cheque no. 0958.
e) On 2071/4/30 the salary for the month of Shrawan Rs. 1,60,000 was distributed after deducting provident fund Rs. 16,000 and income tax Rs. 2,000 through cheque no. 0959.
