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PROCUREMENT AND ACCOUNTING SYSTEM (PROCESS) 
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Structure of  Hospital Management Committee 

 

 

  

         

        

 

 

 

 

Function of the Structure 

NNJS/NABP  -NNJS- Umbrella organization / NABP- donor of the project 

Hospital Management Board  -Approval/Policy level decision 

Administrative Committee -Implementation/Day to day administrative   

  management 

Procurement Management Committee -Management of procurement system.  

 

 

 

 

 

 

 

 

 

 

 

Hospital Management Board 

Administrative Committee Procurement Management Committee 

NNJS/NABP 



1) Procurement Management Process   

 

 

   

 

 

 

 

 

 
 

 

 

 

2) Store Entry and Payment Management Process   

 

   

 

 

 

 
 

 

3) Issue/Supply Management  process 

Concerned Department 

 

 
Department Head 

Store 

Need realization/Request  

Recommendation  

Account Section 
Suggest/recommendation availability of 

budget on Purchase order form. 

Prepare Purchase order form and submit to 

Administration 

Fulfill all the process and decides/recommend 

to Hospital Management Committee. 

Hospital Management 

Committee 

Endorse/approve by management committee 

Store 

 

 
Administration/Account Section 

Received goods/Prepare store entry Form 

and Payment Forward to Acct Sec 

Verified/ Prepare 

Voucher/Recommendation for payment 

Account Section Payment Parties/ One copy forward to 

Store for record 

Approval for payment 

Procurement Management 

committee 

Medical Superintendent Administrator 



 

 

   

 

 

 
4) Documents to be attached with Voucher 

a. Voucher 

i. Purchase request form (Tippani Adesh). 

ii. Decision minuet copy (if provisioned) 

iii. Quotation supporting doc (if provisioned) 

iv. Purchase order form 

v. Store entry and payment form. 

vi. Application letter from parties e'StfgL ;DaGwdf 

vii. Approval/ Payment of Expenditure. 

viii. Any other relevant supporting doc. 

 

 

 

 

 

 

Store 

 

 Hospital Administration 

Store 

Verify request form 

Approval of request form 

Issue goods accordingly/make entry 



 

 

 

 

 

ANNEX 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



 



 

 



 



 



 



ldlt 

>L======================================= 

 ================================= 

  ================================ 

ljifo M e'StfgL ;DaGwdf .  

dxf]bo, 

pk/f]St ljifodf d >L==================================================================================j*F 

g+==============uf=lj=;/g=kf====================================================a:g]n] o; c:ktfnsf] nflu lgDg 

adf]lhdsf] ;]jf pknAw u/fPsf]n] lgodfg';f/sf] x'g cfpg] /sd ?================================== -

=================================================================================_ e'StfgL lbg x'g cg'/f]w ub{ %' . 

tkzLn 

l;=g+= ljj/)F hDdf ? 

 

   

   

   

   

 

lgj]bs 

=========================================== 

e'StfgLsf] nflu l;kmfl/z ug]{ -c:ktfnsf] tkm{af^_M 

 

n]vf zfvfsf] tkm{af^ l;kmfl/z ug]{ M 

 

:jLs[t ug]{ M    



Nepal Netra Jyoti Sangh 

EYE HEALTH PROGRAM-RAPTI & BAHADURGUNJ 

(REH, CKNEH, LEH) 

                        Date:- 

To, 

………………………………………. 

 

………………………………………… 

 

……………………………………….. 

 

 

Subject: - Approval/Payment of Expenditure 

 

Dear Sir, 

The following details of expenses are attached herewith which was made from Petty cash by Mr, 

…………………………………………………… I have thoroughly checked and verified accordingly. I hereby recommend 

for approval.  

Thank you. 

Details of Work/Invoice 
S.No Details of expenses Amount For whom or For what – reason of expenses Budget Code 

     

     

     

     

     

     

     

     

     

 GRAND TOTAL    
Submitted the details of Expenses By 
 
Name and Signature 
Date 

 

Checked and Verified by Account Officer. 
 
Name and Signature 
Date 

 

 
 

………………………………….                                                                                                                                          ………………………... 
Recommend By                                                                                                                                                        Approved by 

 

 



Nepal Netra Jyoti Sangh 

EYE HEALTH PROGRAM-RAPTI & BAHADURGUNJ 

(REH, CKNEH, LEH) 

                                                                                                                                               Date:- 

To, 

………………………………………. 

 

………………………………………… 

 

……………………………………….. 

 

Subject: - Request to transfer the fund from saving account to operating account . 

 

Dear Sir, 

This is for your kind information that we have shortage of fund in operating account (A/C 

Number……………………..of ……………….Bank) hence I request you to allocate the fund from saving account to 

operating account.  

 

 

Thank you. 

Details of Work/Invoice 
S.No Need of Budget Amount For whom or For what – reason of 

expenses 

    
    

    

    

    

    

    
 GRAND TOTAL   
Submitted By :- Account Officer 
 
Name and Signature 
 
Date 

 

Recommend  by 
 

 

 
…………………………………………………….. 

Approved by 
 

 



Nepal Netra Jyoti Sangh 

EYE HEALTH PROGRAM-RAPTI & BAHADURGUNJ 

(REH, CKNEH, LEH) 

 

ul/a tyf c;fx\o lj/fdLx?n] lgMz'Ns ;]jfsf] nflu  

eg'kg]{ kmf/fd 

 

tkfO{sf] gfd -lj/fdLsf]_M-………………………………………………………………………………………………. 

tkfO{sf] :yfoL &]ufgf M- 

=============================================================================================================== 

tkfO{sf] ;DklQsf] ljj/)F M-…………………………………………………………………………………………. 

============================================================================================================= 

============================================================================================================= 

tkfO{sf] cfo >f]t M-           

===============================================================================================================

=============================================================================================================== 

tkfO{sf] kl/jf/ ljj/)F 

>LdtLsf] gfd M 

%F]/f / %F]/Lsf] gfd / pd]/ ;d]t v'nfpg';  

1_ 

2_ 

3_ 

4_ 

 



%F]/f jf cljjflxt %F]/Lsf] k]zf M-=============================================================== 

 

lsg tkfO{nfO{ lgMz'Ns ;]jf lng vf]Hg' ePsf] M-============================================= 

 

 

lgj]bs u/LaLsf] sf/)Fn] k};f ltg{ g;Sg] /x]sf] egL l;kml/; ug]{ JoflStsf] gfd 

tyf ;xL M 

 

 

lgj]bs ;+usf] gftfM 

 

 

lgj]bssf] -lj/fdLsf]_ ;xL M 

 

 

c:ktfn k|fof]hgsf] nflu 

 

cf]=lk=l* O{Grfh{sf] l;kmfl/; -lbg plrt /x]sf] jf g/x]sf]_M 

 

k|zf;g tkm{af^ l;kmfl/; -plrt kfO{Psf] jf gkfOPsf]_ M 

 

:jLs[t ug]{ ckmyfNdf]nf]lyi^ jf k|zf;s M 

 



 



 

 

 



 



 

 

 

 

 

 



 

 

 

 

 

 



 

g]kfn g]qHof]lt ;+# 

cf+vf :jf:Yo sfo{s|d-/FKtL tyf axfb'/u+h 
-/fKtL cf+vf c:ktfn, %=sf=gf=cf=c, axfb'/u+h, ndxL cf+vf c:ktfn_ 

 

dd{t ;Def/ cfb]z kmf/fd 
 

>Ldfg k|zf;sLo clws[t Ho" 

=============================== 

dxf]bo, xfd|f] kmf+^sf] ;fdfgdf lgDg v/faL cfPsf]n] agfpg cg'dtL lbgx'g cg'/f]w % . 

;fdfgsf] gfd 

s'g kmf^sf] ;fdfg xf]  

s] v/fjL ePsf] %  

cg'/f]w ug]{ JoflStsf] gfd / ;xL 

>L d]G^]g]G; zfvf= 

;fdfgdf s] v/faL ePsf] xf] r]s hf+r u/L agfpg cfb]zfg';f/ cg'/f]w % . 

cfb]z lbg] k|zf;g k|d'vsf] gfd tyf ;xL 

>Ldfg k|zf;sLo clws[t Ho" 

dxf]bo, ;fdfgdf lgDg v/faL /x]sf] lyof] / ag]sf] hfgsf/L cg'/f]w % . 

;fdfgdf ePsf] v/faL 

 

;fdfgdf km]l/Psf] ;fdfgsf] ljj/)f jf km]g{ k/]g . 

d}n] pSt ;fdfg x]/L ;fdfg agfO{ kmf+^nfO{ a'emfO{ lbPsf] hfgsf/L cg'/f]w % . agfpg]sf] ;xL 

>Ldfg k|zf;sLo clws[t Ho" 

;fdfg aGof] sfd ul/ /x]sf] % / pSt ;fdfg d}n] d]/f] kmf+^df a'lem lnP+ . 

;fdfg a'emg]sf] gfd tyf ;xL 

gf]^ M Ps k|lt c:ktfn k|zf;gdf lbg' xf]nf, Ps k|lt d]G^]g]G; zfvfdf lbg' xf]nf / Ps k|lt ;DalGwt 

kmf+^n] /fVg' xf]nf . 



 

 

 

 

 



 

g]kfn g]qHof]lt ;+# 

cf+vf :jf:Yo sfo{s|d-/FKtL tyf axfb'/u+h 
-/fKtL cf+vf c:ktfn, %=sf=gf=cf=c, axfb'/u+h, ndxL cf+vf c:ktfn_ 

 

;xdtL kq 

============================================================= cf+vf c:ktfn============================================/ 

==============================================================================================================================n] 

ldlt========================b]lv============================ut] ;Dd========================================df ;+rfng ePsf] l:s|g . cf+vf 

lzlj/af^ %gf}^ ePsf df]ltljGbÚx?sf lj/fdLx? c:ktnfn ;Dd NofO{ IOL ;lxt df]ltljGbÚ ck|]zg u/fpg of] ;xdlt 

eof] . O{lt ;Dat===============================================. 

 

;xdltsf aÚ+bfx? M 

 

1_ l:s|g SofDk . cf+vf lzlj/sf] nflu k|fljlws ^f]ln ============================= cf+vf c:ktfn  

=============================n] Joj:yf ug]{ . 

 

2_ lzlj/sf] k|rf/ k|;f/sf] nflu kf]i^/, kDkn]^ c:ktfnn] Joj:yf ug]{ % . 

 

3_ lj/fdLsf] oftfoft vr{, lzlj/sf] nflu rflxg] cfjZos cf}iflw tyf n]G; c:ktfnn] ug]{ % . 

 

4_ Snan]/;+:yfn] Pp^F df]ltljGb ck|]zg u/fP afkt ? ========================== -

==================================================_c:ktfnnfO{ aÚemfpg] % . 

 

5_ Snasf/;+:yfsf ;b:ox?n] lzlj/ ;Dd hfg] cfpg] Joj:yf cfkm}n] ldnfpgÚ kg]{ % / :yfgLo Joj:yfks 

gePsf] cj:yfdf e}k/L Jo:yfkg ;d]t ug{Ú kg]{ % . 

 

6_ lzlj/ ;+rfng ePsf] :yfgdf sÚg} Major Joj:yfkg ugÚkg]{ ePdf bÚa} kIfsf] ;dembf/Ldf tt\sfn ;dfwfg 

ug]{ ;xdtL eof] . 

 

8_ dfly pNn]lvt ;t{x? kfngf ug{ xfdL bÚa} kIF dh+Ú/ %F}+ .   

 

 

 

 

Sna/;+:yfsf] tkm{ af^       c:ktfnsf] tkm{af^ 

 

 



 

g]kfn g]qHof]lt ;+# 

cf+vf :jf:Yo sfo{s|d-/FKtL tyf axfb'/u+h 

-/fKtL cf+vf c:ktfn, %=sf=gf=cf=c, axfb'/u+h, ndxL cf+vf c:ktfn_ 

l*hn / k]^|f]n /fv]sf] dfl;s ljj/)F 

ldlt ufl* g+= l*hn.k] |̂f]n ;+ b/ hDdf /sd rfnssf] gfd sxf+ hf+bf /fv]sf] ;lx 

                

                

                

                

                

                

                

                

                

                

                

        

                

                

                

  

hDdf /sd ?=   
 

  
 

k]; ug]{ 

    

k|dfl)Ft ug]{ 

  



 

 


