Preface 

National Service Scheme (N.S.S.) is a noble experiment in academic expansion. It includes the sprit of voluntary work among the students & teacher though sustained community interaction. It brings our academic institution closer to society. It shows how to combine Knowledge & Action to achieve results which are desirable for community Development. To carry out such huge responsibility, meticulous financial accounting is the requirement.
The N.S.S. of the University of Pune has initiated the Central Audit Programme (CAP) since 2005.  In this system the financial accounts are completed one time for detail documentation. In the CAP all audit related requirements areavailable under one roof/campus, which provides all the facilities for completing auditing and accounting process. This programme requires very less time and is most effective. The CAP is very useful and convenient for auditing & accounting of activities. It saves time for completing all procedure. The CAP will be helpful for maintain documentation and records also. 

So, the CAP is unique & useful for emerging trends in finance & auditing methods. 
I acknowledge and appreciate the contribution of Finance and Account Officer, University of Pune, CA Mrs. Vidya Gargote and her team with associated with the publication of guideline book.      

Dr. Shakera Inamdar,

Programme Co-ordinator,

University of Pune

Message

I would like to begin by offering thanks for the continued participation of the colleges in the various college, state and National level activities conducted through the National Service Scheme. 

As you all know NSS programme is funded by Government of India and the Government of Maharashtra, adherence to the financial rules while implementing programmes is very much vital.  It is also important to keep proper records of all the financial transactions of the programmes. Further to this we should note that Accounts are liable for inspection and audit by the Central Government.  It is therefore advised that proper care should be taken to maintain records of the activities. 

The University of Pune has taken initiative in standardizing the procedure and financial records of the activities conducted through NSS. The University is pioneer in conducting the ‘Central Audit Programme’ (CAP) at the end of every financial year for submission of statements of expenditure of NSS activities.  The CAP is a unique programme where all the NSS Programme Officers from the colleges can get their accounts of the activities audited from the central auditor and can submit the statement of expenditure to the University on a specific day.  The CAP has helped the University as well as colleges to complete the auditing and checking of the financial transactions of the activities in the minimum cost and highest efficiency in that respective financial year. 

I wish the said pattern should be followed by all the Universities to bring transparency and speed in the submission of the accounts. 

I wish grand success to the CAP.
CA Vidya Gargote

Finance & Accounts Officer

University of Pune
Introduction:

Audit and Accounting

Audits are performed to ascertain the validity and reliability of information; also to provide an assessment of a system's internal control. The goal of an audit is to express an opinion of the person / organization / system etc. in question, under evaluation based on work done on a test basis.

Audit is an evaluation of a person, organization, system, process, enterprise, project or product. The term most commonly refers to audits in accounting, but similar concepts also exist in project management, quality management, and energy conservation. 

Auditing means checking the correctness and genuineness of your accounts and verifying whether accounting principles and standards have been properly followed in conduct of your business and preparation of accounts. Under Income Tax Act, this verification will have to be carried out by an independent Chartered Accountant.

A financial audit, or more accurately, an audit of financial statements, is the verification of the financial statements of a legal entity, with a view to express an audit opinion. The audit opinion is intended to provide reasonable assurance that the financial statements are presented fairly, in all material respects, and/or give a true and fair view in accordance with the financial reporting framework. The purpose of an audit is to enhance the degree of confidence of intended users in the financial statements.

Financial audits are typically performed by firms of practicing accountants who are experts in financial reporting. The financial audit is one of many assurance functions provided by accounting firms. Many organizations separately employ or hire internal auditors, who do not attest to financial reports but focus mainly on the internal controls of the organization. External auditors may choose to place limited reliance on the work of internal auditors.

Overall objectives of audit are aimed:

a)  To detect error and fraud in accounts

b)  To prevent commission of errors and frauds

c)  To enable timely finalization of accounts

d)  To make know the public that the state of affairs of the Institution.

To achieve the above objectives in respect of Government audit, it has to be ensured that:

(i) There is provision of funds for the expenditure duly authorized by a competent authority.

(ii) The expenditure is in accordance with a sanction properly accorded and is incurred by an officer competent to incur it.

(iii) Payment has been made to proper person and duly acknowledged so that a second claim on the same account is impossible.

(iv)    The charge is correctly classified.

(v)   In the case of audit or receipts (1) the sums due are regularly recovered and checked against demand and (2) sums received are duly brought to credit in the accounts.

(vi)   In the case of audit of stores and stock where a priced account is maintained stores are priced with reasonable accuracy and rates fixed are reviewed from time to time.

(vii) That the numerical balance of stock materials is reconciled with the total of value of balance in accounts

FINANCIAL PATTERN OF EXPENDITURE FOR 

REGULAR ACTIVITY AND SPECIAL CAMPING PROGRAMME
1.
 Finance:    
The NSS Programme is funded by the Government of India and the State Government. As NSS is an education and service based scheme, adherence to the financial rules at the time of expenditure is very vital.

The expenditure on the scheme is being shared by the Central and State Governments in the ratio of 7:5 except in the case of state of Jammu & Kashmir and the Union Territories without legislatures in whose case the entire expenditure is met by the Government of India. The expenditure on Special Camping Programme is also shared on the above mentioned basis between the Central and State Governments,

a)
REGULAR ACTIVITY:- The permissible expenditure for regular activity is Rs.250/- per volunteer per year, out of Rs.250/-, Rs.30/- per volunteer to be spent on Administration expenses at university level. and Rs 10/- Per volunteer for  dairy and badge. Balance is Rs.210/-per volunteer is spent on   Administration and Implementation at college level. Out of Pocket allowance to programme officer    @ Rs.48/- per student;  Administration expenditure @ Rs.10/-per student. For Programmers Implementation, tea and refreshment @ Rs.92/- per student; Transport Exp. and miscellaneous @ Rs.40/- per student; Equipment @ Rs.20/- per student

b)
SPECIAL CAMPING PROGRAMME:-The permissible expenditure for 7 day camp is Rs.590/-(Rs.450/-Govt. grant + Rs.140/- UoP Grant) per camper at present. Therefore, the   expenditure on boarding,  lodging, Transport and other.

2.
Audit and Inspection of Records
Accounts are liable for inspection and audit. It is therefore, advised that proper care should be taken to maintain proper records of expenditure in the Regular activity and Camp. It will be befitting if the accounts are transparent. The records and accounts will be produced before the officials of the NSS Regional Centre, State NSS Cell and concerned Universities and also officials of Accountant General or local fund authorities for inspection and audit whenever demanded. 

Steps of Central Audit 

Orientation about submission of Accounts for Central Audit

Registration


Check List

Regular Activity           Special Camp 
Audit by Auditor as per NSS Guidelines
Chartered Accountant Signature & Seal

Table 1:- Regular Activity voucher checking for payment 

Table 2:-  Special Programme Voucher checking for payment 

Verification by from Section officer  (A/c) 

Verification by Asstt. Fin. & Accounts officer

 Verification by – Programme Co ordinator
 Verification and approval by - Finance & Accounts officer

Preparation of Cheque
Issue of Cheque to College 

Voucher Filling

Entry in Books of Accounts 
Verification of Data (with Voucher) 
Utilization Certificate submission to Government 
NATIONAL SERVICE SCHEME
Cash Book
(Regular activity as well as special camp activity)

Name of the College : ________________________________________________________

                                   Year __________________________to_________________________

Debit Side   








Credit Side

	Date


	Receipt No.
	Particula
	L.F.

No.
	Amt., Rs.
	Date
	Voucher No.
	Particulars
	L.F. No.
	Amt. Rs.

	
	
	Rs.
	
	
	
	
	
	
	

	
	
	To

Opening
	
	
	
	
	
	
	

	
	
	Balance
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	By 

Closing Balance
	
	

	
	
	Total
	
	
	
	
	Total
	
	


Programme Officer



Seal



Principal

         NSS
NATIONAL SERVICE SCHEME
Name of the College  : ________________________________________________________

Bank Reconciliation Statement as on : ____________________________________________

	Particulars
	Amount



	Balance as per the cash book


	

	Less (-)

i)    Cheques deposited in to the Bank not realised

ii) 

iii)


	

	Add (+)

i)    Cheques drawn but not presented for payment

ii)

iii)


	

	Balance as per Bank Statement (Pass Book) as on


	


Seal

Programme Officer   







Principal

           NSS

NATIONAL SERVICE SCHEME
Name of the College  : ________________________________________________________

Year _________________ to _________________

Dead Stock Register
	Sr.No.
	Description of Item
	Bill No. & Date
	Name of Party
	Quantity
	Amount

	(1)
	(2)
	(3)
	(4)
	(5)
	(6)

	
	
	
	
	
	


	Initials Of Officers
	Qty of Disposal
	Balance in Stock
	Initials Of Officer
	Remarks



	(7)
	(8)
	9)
	(10)
	(11)

	
	
	
	
	


   Programme Officer NSS   


Seal




Principal

FOR EXAMPLE

Transaction : Received Cheque / D.D. of Rs. 40.000/- from University of Pune as Grant for N.S.S. Expenditure & Deposited
into Bank A/c

CASH BOOK (with Cash & Bank Column) 

Debit Side
	Date
	Receipt No.
	Particulars
	L.F. No.
	Cash Col Amt Rs
	Bank Col
	Date
	Voucher No
	Particulars
	Cheque No.
	L.F.

No.
	Cash Col

Amt Rs.
	Bank Col Amt. Rs.

	1.01.2012
	
	To Opening Balance
	
	
	
	
	
	
	
	
	
	

	1.01.2012
	1


	To Grants A/c  (Being Grants for N.S.S . Expenditure

received from  University of Pune  vide  heque/D.D,

No.               Dated

Deposited in to Bank A/c.)
	14


	
	40000.00


	1.2.2012
	
	By Closing Balance
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Ledger Posting of the Above transaction will be as under

Name of the Ledger Account: Grants Account                                                            LEDGER
Debit Side
















Credit Side
	Date
	Particulars
	CBF

No
	Amount Rs.


	Date


	Particulars
	CBF No,


	Amount Rs.

	1.01.2012
	To Balance transferred to Income 
& Expenditure 
	
	40000.00
	
	
	
	

	
	TOTAL
	
	40000.00
	
	
	
	40000.00


FOR EXAMPLE

Transaction . Amount of Rs. 3,5321- spent for Boarding at the time of Special Camp on 02.08.2012
CASH BOOK (with Cash & Bank Column)

Debit Side
	Date
	Receipt No.
	Particulars
	L.F. No.
	Cash Col Amt. Rs
	Bank Col
	Date
	Voucher No
	Particulars
	Cheque No.
	L.F. No.
	Cash Col Amt Rs.
	Bank Col Amt. Rs.

	1.01.2012
	
	To Opening Balance
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	1.01.2012
	12
	By Boarding Exp A/c (Being the amount of Rs. 3,5321- spent for Boarding at the time of Special Camp)

By Closing Balance


	
	
	
	3532.00



	
	
	
	
	
	
	29.2.2012
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Name of the Ledger Account : Boarding Expenses A/C                            LEDGER

Debil Side  















Credit Side

	Date


	Particulars
	CRF- No
	Amount Rs
	Date
	Particulars
	CBF

No
	Amount Rs.

	1.01.2012
	To Bank A/c


	
	3532.00


	
	
	
	

	
	
	
	
	1.01.2012
	By Balance transferred to Income & Expenditure
	
	3532.00

	
	TOTAL
	
	3532.00
	
	
	
	3532.00


FOR EXAMPLE

Transaction : Amount of Rs. 210/- incurred on Transportation of the students & the amount is paid in cash on 4|09|2012
CASH BOOK (with Cash & Bank Column
Debit Side
	Date
	Receipt No.
	Particulars
	L.F. No.
	Cash Col Amt Rs
	Bank Co!
	Date
	Voucher No
	Particulars
	Cheque No.
	L.F. No.
	Cash Col Amt Rs.
	Bank Col Amt. Rs,

	1.01.2012
	
	To Opening Balance


	
	
	
	
	
	By Transport A/c

(Being the amount

Rs. 210/- spent for
	
	
	
	

	
	
	
	
	
	
	1.01.2012

29.02.2012
	19


	Transportation of the

students at the time

of Special Camp)

By Closing Balance
	
	20
	210. OC
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Ledger Posting of the Above transaction will be as under

Name of the Ledger Account : Transport A/C




LEDGER

Debit Side















Credit Side

	Date
	Particulars
	CBF No
	Amount Rs.
	Date
	Particulars
	CBF No,
	Amount Rs

	30.09.11
	To Bank A/c
	80
	210.00
	30.09.11

	By Balance transferred to Income & Expenditure
	
	210.00

	
	
	
	
	
	
	
	

	
	TOTAL


	
	210.00


	
	
	
	210.00




F OR EXAMPLE

Transaction : Expenditure of Rs. 785/- incurred for tea & refreshment to students paid by cheque on 07.10.2011
CASH BOOK (with Cash & Bank Column)
Debit Side

	Date


	Receipt No.
	Particulars
	L.F. No.
	Cash Col Amt Rs
	Bank Col
	Date
	Voucher

No
	Particulars
	Cheque No.
	L.F. No.
	Cash Col Amt Rs.
	Bank Col Amt. Rs.

	01.08.011

	
	To Opening Balance


	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	07.10.11

	20


	By Tea & Breakfast

(Being the amount

of Rs. 785/- spent

for Tea & Breakfast

of the students)


	
	24


	785. 00


	

	
	
	
	
	
	
	
	
	By closing Balance


	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Ledger Posting of the Above transaction will be as under

Name of the Ledger Account : Tea Breakfast A/C



LEDGER
Debit Side















Credit Side

	Date
	Particulars
	CBF No
	Amount Rs.
	Date
	Particulars
	CBF No.
	Amount Rs

	07.10.11

	To Bank A/c


	9


	785.00


	
	
	
	

	
	
	
	
	31.10.11

	By Balance transferred to Income & Expenditure

	
	785.00



	
	TOTAL


	
	785.00


	
	
	
	785.00




 FOR  EXAMPLE

Transaction : Amount of Rs. 5,000/- received on 30.11.11  from college ns an advance for the N.S.S. Expenditure.
CASH BOOK  (with Cash & Bank Column)
Debit Side
	Date
	Receipt No.
	Particulars
	I..F.

No.
	Cash Ccl Amt Rs
	Bank Col
	Date
	Voucher

No
	Particulars
	Cheque No.
	L.F. No.
	Cash Col Amt Rs.
	Bank Col Amt. Rs.

	01.11.11

	
	To Opening Balance


	
	
	
	
	
	
	
	
	
	

	07.11.11

	1 9


	To Advance A/c

(Being the advance of Rs. 5, 000/- received

from the college for N.S.S Expenditure vide
	
	
	5000.00


	
	
	By Closing Balance transferred to Income & Expenditure
	
	
	
	

	
	
	Cheaue

No.                 Dt.
	
	
	
	30.11.11

	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Ledger Posting of the Above transaction will be as under

Name of the Ledger Account : Advance A/C



LEDGER
Credit Side















Debit Side

	Date
	Particulars
	CBF  No
	Amount Rs.
	Date
	Particulars
	CBF No.
	Amount Rs.

	
	
	
	
	07.11.11

	"By Bank A/c


	23


	5,000.00



	30.11.11
	To Balance c/fd
	
	5000.00
	
	
	
	

	
	TOTAL
	
	5000 00
	
	
	
	5000.00


PROCEDURE FOR WRITTING OFF OF THE 

COST OF ARTICLES

The Principal of the college to which NSS units are sanctioned should carry out physical verification of on annual basis the articles of dead stock and other equipments purchased out of the Government grants annually before the closing of the financial year, with reference to the entries in the stock registers made at the time of the purchase of articles. They should submit the certificate of physical verification in the following form at the time of submission of accounts to the University Office.

Certificate of Physical Verification

Name of the College_______________

Certified that the articles of dead stock and other equipment purchased during the financial year 1st April____________ to 31st March _____________ from NSS grants have been physically verified by me with reference to the entries of purchases made in the stock register. These article except those mentioned in statement A, B & C, attached herewith are in the working order and are being used for the purpose for which they were intended.

Programme Officer                          

Seal




    Principal 
         NSS
The Statement A

The statement A. to be attached to the certificate should include articles which have become unserviceable/ irreparable due to their usage and are fit to be removed from the dead stock register. The list of such item should be carefully scrutinized by the programme office and shall be placed before the NSS advisory committee of the collge for approval. NSS advisory committee offer the proper scrunitinizing the committee may approv the disposal of such item.  

The sale procccds of such item should recoreded in the Cash Book.  
The credit of the same proceeds of the unserviceable articles may be noted in the appropriate column of the register.

Statement of unserviceable item to be written off

Name of the College _____________________________
Statement showing the details of the unserviceable irreparable articles needs to be written off.  

	Sr.

No.
	Details of

Item
	Page No.

& Sr. No. in

Stock Register
	Date of

Purchase
	Cost of

the Articles
	Remarks

	
	
	
	
	
	


Certified that the above item have been inspected by me and found that they have now become unserviceable irreparable which needs to be write off from the dead stock register. 
Programme Officer



    Seal



Principal

          NSS

The Statement – B

The statement B, to be attached to the certificate shall include list of missing articles, which are found missing due the fraud or negligence, or for not accountable / reason, the list such item shall be placed before the college NSS advisory committee for consideration and deciding upon the action to be taken there on.  As the cost of all missing articles will have to be recorded from the person responsible, the College NSS Advisory Committee may appoint an enquiry officer (i) to investigate into the matter (ii) to assess the damage or loss and (iii) to determine the person from whom it is to be recovered. College NSS advisory committee shall ensure the recovery of such item from the person responsible. 

Statement of missing item to be written off
Name of the College _______________________________________________________
Statement – B –

Statement showing the details of the missing item. 
	Sr. No.


	Details of Items

	Page No. & Sr. No. in the  dead Stock Register
	Date of Purchase
	Cost of the Item
	Remarks

	
	
	
	
	
	

	1.
	
	
	
	
	

	2
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	

	5.
	
	
	
	
	

	6.
	
	
	
	
	


Certified that I have made necessary investigation in respect of the above mentioned items reported as missing, a copy of my report is enclosed.

Programme Officer



Seal
                                Principal

             NSS


The Statement  C -
The Principal of the college is authorized, after necessary approval for the NSS college advisory committee to write off the missing and unserviceable / irrepable Item. The information of such item should be given in statement."

Statement of missing, unserviceable/ irrepabale item to be written off

Name of the College __________________________________________________________

Statement  C 
Statement showing the details of the missing, unserviceable and irrepable items written off.

	Sr. No.


	Details of items 

	Page No. & Sr. No. in the Stock Register


	Date of Purchase


	Cost of the Articles


	Whether unserviceable/ missing (Remarks)

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	

	5,
	
	
	
	
	

	6.
	
	
	
	
	


Certified that the above mentioned missing, unserviceable and irreparable items have been written off by me. The sale proceeds recovered if any of these item amounting to         Rs.          has been credited in the cash book. 

The report of my investigation is enclosed. The recoverry if, any amounting to          Rs.            has been noted in the Cash book. 
Programme Officer      


Seal



Principal

                        NSS

NATIONAL SERVICE SCHEME

Certificate of 120 Hours

Name of the College __________________________________________________________

CERTIFICATE
This is to certify that all the student enrolled under the National Service Scheme (NSS), during the year                 have satisfactorily completed individually 120 hrs (excluding hours under Special Camping Programme) of actual special work under the scheme.

Programme Officer                           

Seal


      Principal 

         NSS

NATIONAL SERVICE SCHEME
List of Equipment (up to date)

Name of the College : ______________________________________________
Up to date list of equipment purchased from the NSS funds so far and in use as on     31SI March,

	Sr. No


	Name of the equipment

with Particulars
	Nos.

Items
	Date of

Purchase
	Cost of

Articles
	Page No,

& Sr.No. of

Stock  Register

	
	
	
	
	
	


Programme Officer                           

Seal


      Principal 

         NSS

NATIONAL SERVICE SCHEME
List of Equipment (Purchase the year)

Name of the College : ______________________________________________
CERTIFICATE

This is to certify that
1. 
The essential camping equipments from the approved list as shown below have purchased by the college during period from            to               from NSS funds.

2. 
The purchases have been made in accordance with the rules and procedure laid down for the purpose. The sanction of the appropriate authorities have been obtained whenever necessary and copy of the sanction is attached.

The equipment purchased have been entered in the dead stock register maintained for this purpose at the college NSS Unit as indicated against each item.

	Sr. No.


	Item


	Quantity


	Amount


	Page no. in the

Dead stock register

	
	
	
	
	


Programme Officer                           

Seal


      Principal 

         NSS

NATIONAL SERVICE SCHEME
REGULAR ACTIVITIES
Name of the College : ___________________________________________
Statement showing the item wise expenditure incurred by the college for the implementation of the regular activities NSS scheme during the year.

	Sr.No.
	Bill No./ Voucher
	Date
	Name of the Party
	Details of the

	
	
	
	
	Amount
	Particulares

	
	
	'


	
	
	


A. 
Administration of the college:
1. 
Out of Pocket allowance to Programme Officer. (shall be paid by University of Pune)

2. 
College Administration expenses. 

B. 
Implementation of the scheme:

1. 
Tea and refreshment to students 

2. 
Transport expenditure and Misc. 

3. 
Purchase of Equipments. (As approved) 

Total Rs............../-

(Note :- The detailed particulars of the item wise expenditure may please be submitted while submitting the final yearly accounts.)

Programme Officer  



Seal



Principal

NSS  

Seal

Chartered Accountant

NATIONAL SERVICE SCHEME

REGULAR ACTIVITIES 

EXPENDITURE SUMMARY

	Particulars


	Actual

Expenditure

Incurred Rs.
	Amount
Admissible Rs.

	A.    Administration

1.  0ut of Pocket allowance to Programme officer @ Rs. 48/- per student. (Expenditure is incurred by University'of Pune) exempted from Income Tax

2. College administration expenditure @ Rs. 10/-per   student.
	
	

	B. Implementation 

1.  Tea and refreshment @ Rs.92/-

2. Transport Exp. & Miscellaneous @ Rs. 40/-             per student. 

3.   Equipment @ Rs.20/-  per student.

A. Dairies & Badges (Expenditure is incurred by University of Pune)
	
	

	Total 
	
	


Programme Officer  




Seal


Principal

NSS  

  Seal


Chartered Accountant

NATIONAL SERVICE SCHEME

SPECIAL CAMP

Statement of Itemwise Expenditure 
Name of the College / Institute _________________________________________

(Special Camp)

Statement showing the itemwise expenditure incurred by the college, on the organization of camp under NSS Special Camping Programme from ———————————————————————— during the year —————— for students.

	Sr

No.
	Vr. No.
	Date
	Name of the Party
	Particulars 
	Amount

Rs.

	
	
	
	A) Expenditure of Loadging, Boarding  
B) Expenditure on Transport

C) Other expenditure if any


	
	

	
	
	
	
	
	


Programme Officer                           

Seal


      Principal 

         NSS

Seal

Chartered Accountant

NATIONAL SERVICE SCHEME

Name of the College ____________________________________________________

SPECIAL CAMP

EXPENDITURE SUMMARY

i. 
Amount admissible @ Rs.       /- Expenditure actually incurred Per head per day for

ii. 
Grant received 
Rs. —————————

1. 
EXPENDITURE 

A) 
Lodging Boarding 
Rs. ——————————

B) 
Transport 
Rs. —————————

C) 
Other
Rs. ——————————

___________________________________________________________________________

Tola! (A to C) 
Rs.

___________________________________________________________________________

iii. Amount to be received from the University 


Rs.___________________

Programme Officer                           

Seal


      Principal 

         NSS

NATIONAL SERVICE SCHEME

Name of the College  : ________________________________________________________

Year  __________________________  to _______________________

Ledger

For Example Budget Head - Pocket Allowance A/c

Debit Side








Credit Side

	Date


	Receipt No.
	Particulars


	CBF No.
	Amt. Rs.
	Date
	Voucher No.
	Particulars
	CBF No.
	Amt. Rs.

	
	
	
	
	
	
	
	By  Balance

Transferred
	
	

	
	
	
	
	
	
	
	to Income & Expenditre 

	
	

	
	
	Total Rs.
	
	
	
	
	Total Rs.
	
	


.

Programme Officer                           

Seal


      Principal 

         NSS

A Form

NATIONAL SERVICE SCHEME

REGULAR ACTIVITIES 20    - 20

1. 
Name of College
:

2. 
Name of Principal :

3. 
Name of Programme officer 
:

4.      
Number of students at College 
:                  
Male:       
Female :

5.      
Number of students sanctioned 
: 

by Umveisity for regular activities

6.      
Number of students actually enrolled
:                   
Male:             
Female

7.      
Students completed 120 hours 
:

8.      
Grant to be received for •                  
: Rs. 


sanctioned number of students for the 


current financial year RS. 201.00x No of student
9.      
Balance amount with the College 
:

10.    
Amount received by the College 
: 


as grant first instalment from University for the 


current year

11.    
Total amount (9+10)  
:

12.    
Amount spent by the College during current financial year 


A. Remuneration for P.O. and administration 
: Rs. 


B. Programme implementation 
: Rs. 


Total                                                              
: Rs.

13.    
Total balance with the College 


A. Bank A/C No. 


B. Amount Rs.

15.   
 (I) Amount actual spent
: Rs.


(II) Amount sanctioned by University 
: Rs.


(III) Amount to be received from University.
: Rs.

* Note : The amount towards Programme Officer pocket expenses is Rs. 48/- per students, in case of not conducting  of special camp only 50% amount will be paid. 
Certified that I have checked and verified the above details personally and found correct.

P O (NSS)  




(Seal) 



Pricipal 


(Seal )


CHARTERED ACCOUNTAN"

B - Form

Special Camping Programme

1. 
Name of College 
:

2. 
Name of Principal
:

3. 
Name of the Programme office :

4.     
Sanction number of students by University;
: 


for special camping programme

6.     
Actual number of students participated in the Camp 
Boys
Girls 
Total               

7. 
PO / Staff / Other particaped in the camp

Male  
Female     
Total

8. 
Place of  N.S.S. Camp 
:

9. 
Period of Camp             
:

10. 
Permissible grant for current year (Govt. 450 + UOP 140) 
: Rs.

10. 
Balance of last year of college lege account 
:

11.   
Grant first instalment received to the college from 
: 


University for current year                       
:

12.   
Total  (10+11) 
:

14.  
 Expenditure done by the college in 


Current academic year

a. 
Loading Boarding Charges 
: Rs.

b.
Travelling Charges 

: Rs.

c. 
Other  

: Rs.


Total Expenditure 

: Rs.

P O (NSS)  




(Seal) 



Pricipal 


(Seal )


CHARTERED ACCOUNTAN"
Following documents to be Submitted for the Final Payment

Regular Activity:
1) 
Covering Letter

2)
Statement of Accounts- Signed by C.A. & Principal

Submit to the Finance 
3) 
Utilization Certificate- Signed by C.A.



(Serial No. 1 to 4)

4) 
''A" Form

5) 
List of Students- 1 copies




Submit to the University

6) 
Report- 1 copies






NSS Office  (5 & 6) 


7)
List of Equipment purchased during the year





8) 
Up to Date list of Equipment







9}
 Original Bills






Preserve in College
10) 
Students completed 120 hours work certificate 

(Serial No. 7 to 12)

from Principal & PO 









11) 
Statement A,B,C, 

12)
University Unit sanction letter

Note : The college should preserve the copies of the document submitted to the university in addition to the original bills and attendance. 

Following documents to be Submitted for the Final Payment

Special Camp;


1) 
Covering letter

2) 
Statement of Account signed by C.A. & Principal.
Submit to the Finance 
3) 
Utilization Certificate - Signed by C.A.
 (Sr. No. 1 to 4) 
4) 
"B" Form


5) 
Evaluation Report 
Submit to the University

6) 
Report of Camp-1 copies
NSS Office.  (Sr. No. 5 to 6)

7) 
Original Attendance- (Signature of Students)

8) 
Original Bills





   Preserve in College

9)
University Camp sanction letter


    (Sr. No. 7 to 9)

Note: The College should preserve the copies of the document submitted to the university in addition to the original bills and attendance. 

NATIONAL SERVICE SCHEME

Regular Activity

Year 20-----20-----

UTILIZATION CERTIFICATE

Certified that the accounts of the _______________________________________college, National Service Scheme unit for NSS Regular Activity have been audited by me with reference to the the Voucher and books of accounts and the norms of expenditure and relevant guidelines there to. The statement of accounts of the NSS Regular Activities duly signed by me is enclosed, for the year 20 -- - 20----

1. It is hereby certified that the total grant of Rs. ------------/- has been received by the college.

2. The college has incurred the total expenditure of Rs. -----------/- for the implementation of the NSS regular activities. 
3. The amount of Rs.-------------- /- is receivable to college.

4. And the amount of Rs.-------------- /- is to be borne by college in accordance with the terms and conditions, norms and guidelines laid down for the purpose.

(The OriginalVouchers and stamped receipts for the above mentioned statement of Accounts are retained in college/Institute office and will be made available to University as when required.)
 Programme Officer 






Principal 

      
   NSS



 
 



  (Seal) 




Chartered Accountant      (Seal)

NATIONAL SERVICE SCHEME

Regular Activity

Receipts & Payments Account for the year 20    

Name of the college: 

	Receipts
	Amount Rs
	Payment
	Bill No Date
	Sub

Amount  Rs.
	Gross

Amount Rs

	Grant Received

from the University

(Cheque

No.&Date) @ 210 per Student

Amount

receivable

from

University
	
	A) Group

Pocket Allowance

@ Rs. 48 per student

Admin. Charges

@ Rs.10 per student
	
	
	

	
	
	Total @ Rs. 58/- per student
	
	
	

	
	
	B) Group

i) Implementing Scheme

(Snacks, Tea charges)

(Name of the party)
	
	
	

	
	
	Sub Total (i)
	
	
	

	
	
	ii) Misc. Expenses details

(Name of the party)
	
	
	

	
	
	Sub Total (ii)
	
	
	

	
	
	iii) Equipment Expenditure

(Name of the party)

Sub Total (iii)

B Group Total @ Rs. 152/-

per student
	
	
	

	
	

	Total Receipts
	
	Total Payments (A to B)

Rs. 210/- per Student
	
	
	


Programme Officer 






Principal 


      
   NSS



 
 



  (Seal) 




Chartered Accountant      (Seal)

NATIONAL SERVICE SCHEME

Special Camp

UTILIZATION CERTIFICATE

Year 20------- 20--------

Certified that the accounts of the expenditure_______________________________ college, National Service Scheme unit for NSS Special Camp have been audited by me with reference to the vouchers, books of accounts and the norms of expenditure and relevant guidelines there to the statement of accounts of the NSS Special Camp Activities duly Signed by me is enclosed, for the year 20 ----- 20-----.

1. It is hereby certified that the total grants of Rs.       /- has been received by the college.

2. The college has incurred the total expenditure of Rs.       /- for the implementation of the NSS Special Camp Activities.

3. The amount of Rs.      /- is receivable to college.

4. And the amount of Rs.     /- is to be borne by college in accordance with the terms and conditions, norms and guidelines laid down for the purpose.

(The OriginalVouchers and stamped receipts for the above mentioned statement of Accounts are retained in college/Institute office and will be made available to University as when required.)
 Programme Officer 






Principal 


      
   NSS



 
 



  (Seal) 




Chartered Accountant      (Seal)

National Service Scheme

Special Camp

Receipts & Payments Account for the year 20__ - 20__

Name of the college: _________________________________________________________

	Receipts
	Amount Rs
	Payment
	Bill No Date
	Sub

Amount

. Rs.
	Gross

Amount Rs

	Grant

Received

from the

University

(Cheque

No.&Date)

Amount

receivable

from

University


	
	A) Lodging & Boarding

Charges

(Name of the party)
	
	
	

	
	
	Sub Total (A)
	
	
	

	
	
	B) Transport Charges

(Name of the party)
	
	
	

	
	
	Sub Total (B)
	
	
	

	
	
	C) Misc. Expenses

(Name of the party)


	
	
	

	
	
	Sub Total (C)
	
	
	

	Total Receipts
	
	Total Payment (A to C)

Rs. 590/- per students for 7 days
	
	
	


Programme Officer 






Principal 


      
   NSS



 
 



  (Seal) 




Chartered Accountant      (Seal)

NATIONAL SERVICE SCHEME


Proforma of Annual Report
       Name of the College : ___________________________________________________

Proforma for the submission of Quarterly / Half yearly / Annual Report on National Service Scheme at college level,

(April to June 


/ July to Sept.           
 / Oct.        
 Jan to March         )

General:

1)   
Name of the College 
________________________________________



________________________________________

2)  
 Full Address
________________________________________

with Phone No. Fax, Email
________________________________________


________________________________________


________________________________________

3) 
Name of the Principal
________________________________________


Tel. Office   ______________________________


Mobile 
______________________________


Residence 
______________________________


Email
______________________________

4)  
Names (s) of Programme Officer (s)




Res.

   
 Mob. 


 Email 

1)
_______________________________________________________________________

2)
_______________________________________________________________________

3)
_______________________________________________________________________

5) 
National Service Scheme Advisory Committee _________________________________


_______________________________________________________________________


_______________________________________________________________________

6) 
Number of Advisory Committee meeting held during the period under report with dates.


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________

7) 
Number of National Service Scheme Units,


_______________________________________________________________________

8)   
Enrolment

	Number of Students in the College
	Male
	Female
	Total

	ii.   Allocated strength for the National Service Scheme 

by the university
	
	
	

	iii.   Number of students actually enrolled in N.S.S.
	
	
	


9)
Details of Orientation Prog. 

Organized for student, if any

10)
Name and location of the community / 

Slum/Welfare Institution (s) adopted by

the National Service Scheme Unit. 

Name of the Community/Stums/Welfare 

Population Distance from the College.

11) 
Regular National Service Activities :

a) Programme and activities Undertaken.

 (Please describe in 4-5 lines each of the activities organized by the National Service Scheme Units giving number of students involved, number of beneficiaries and agencies organization that co-opera​tional in the success of the activities may be grouped under educational environmental improvement, health and sanitation, family and child care etc.

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

b) 
Special activities (including relief operations), if any ;

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

12) 
Special camping Programme :  


i. Did the college camp Unit 


organized during the Period 


Yes / No.

ii. 
If yes 



Male                     Female                     Total

a. Participants in the camp 

Students



:



Non Students 


: 

Teachers                               
:

b.   
Place of camp : ______________________________________________________


___________________________________________________________________

c. 
Duration of the camp with dates : ________________________________________

        ___________________________________________________________________

iii.   Programme and activities undertaken in camps (please mention here in detail the activities taken during the camp in the same manner as in case of regular activities)

13) 
Finance
Regular
Special
Total 



Activities
Camping
Rs.

a.   
Opening balance
_________
_________
________

b.   Grant Received during  .
_________
_________
________


the period under report


and also other money received_________
_________
________


i.    Grant from University 
_________
_________
________

ii.   Advances from colleges 
_________
_________
________

iii.  Receipts from other sources  
_________
_________
________

c.   Total expenditure incurred
_________
_________
________

    on National Service Scheme 

d.   Grant carried over Receivable 

      at the end of the period 

      under report 
_________
_________
________


e.   Suggestion, if any _____________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Programme Officer                           

Seal


      Principal 

         NSS

