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The Deputy Commissioner/Director
Kendriya Vidvalaya Sangathan.
All Regional Offices/ZIETs

Subject: Printing of Cheque through Tally software- regarding.
Madam/Sir,

With reference to the subject cited above, all the Regional Offices/ZIETs are requested
to ensura that the cheque printing is done through the Tally Software as the facility of printing
of cheques has already been enabled in the software by the service provider with effect from
01.04.2026. However, for the first quarter (April to June, 2026), it has not been made
mandatory. Further, a User Manual/guidelines is also enclosed for information, necessary
action and for following the proper procedure in this regard. It is also stated that after 2
months, this will be reviewed and made mandatory from 2" quarter of this year based on the
inputs received from field offices.

The contents of this letter may be disseminated among all the units/KVs under your
juriscdiction and comments/inputs, if any may also be submitted to this office by
15t May 2026.

This issues with the approval of competent authority.

Yours sincerely,
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—eS gt
(Satya Narain Gulia)
Joint Commissioner (Finance)

Encl : As stated above




Cheque Printing Manual

1. Go to Tally Gateway.
[ wlyErrg

Gateway of Tally ) ] ] Ctrl + 1 B3
‘ Current Period Current Date
14-2025 to 31-3-2026 Friday, 2 May, 2025

List of Selected Comipanies

Name of Company Date of Last Entry

SF 45th BN $SB Birpur 27-May-2025

{Tally MAIN --> Gateway of Tally

Accounting Vo
Payment No. SFIPYMT/25/1

SF 45th BN SSB Birpur

Account : 22301 - Union Bank of india
Cur Bal: 1,650.00 Dr
Particulars

Chq Breakup: Yes

{() Tally Solutions Put. Ltd, 1988-2017
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3. Cheque Break is enabled by default. For a single cheque, enter the details as usual.

payments, please provide the account details for each corresponding entry.
£2) Talyere o

If a single cheque covers multiple

Accounting Voucher Creation
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| Ctrl + M B3
ITTISH No. SFIPYMTI25H

2-May-2025
Friday
Account : 22301 - Union Bank of india

Cur 8al: 13,350.00 Cr o
Particulars

11204 - Library Books (Sch2)
Cur Bst: 15,000.00 Dr

Cha Breakup:

Narmation:

Q Search

4. Enter party-wise details, including:
e Party Name
e Bank Name
e Account Number
e [FSC Code







