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cOWKT£Ki KiYxg

. Awatekb iieei c~1e© cOwkyY KvwiKzjvig wba©vwiZ Awatekibi

. Tizei c~1e©B Awatekb cwiPvjbvi Rb" cOWKTY DcKiY Ges mnvgK
mvgMOx cO ‘Z Kti ivLieb] mKj DcKiY h vh_ Ges mwVK

. Awatekb fiige Kivi AviM cOWKk{Yv_x©1'i Kzkj RvbiZ PvBteb| Gi
I"#$

. AwatekbiK cOvYesi ivLvi tPOv Kiteb|] mac¢e nij wewfboe

Awatektbi iieetZ A _ev gviS gviS Avb> vgK  wKQy Kivibvi

e’e 'v Kiteb hviZ cOwkfYv_x©iv Avbs" cvg| wbiR hZUyKy mace
%

. Awatekb Dc 'vcbKvij tKvb aviYv 1'qvi mgg cOwkfYv x©f'i
cwiwPZ e"'w3t'i tK>2 Kfi Ggb tKvb D'vniY 1 teb bv, hviZ Zviv

&( ) ¢

. e'wdwetktli cOwZ AwZwi gtbvihvM 1 qvi cOeYZv cwinvi Kiteb|
4

. cOWKT1Y hviZ mKiji AskMOnY wbwdZ ng tm w K tLqvj ivLteb|
gib ivLteb, me cOWk{Yv_x©i wkfv MOn1Yi | AskMOnz1Yi gzZv
mgvb bqg| tKD TKD tek mvejxjfvie "%ji gta” K_v ejfZ cvtib hv Ab”

. c2wkfYv_x©iv Lye mniR tKvb cOtkéi DEi w'tZ bv cvitj wKsev
DEi w'1Z fyj Kitj gbtfizbce nteb bv A _ev weiwd cOKvk Kiteb bv
eis GiKg Ae 'vq cOwk{Yv_x©iv hv Rvib ZvB ejvi Rb™ Drmvn
w'b;

. AvijvPbvi mgq AvijvPbv hviZ gyj welgftK Qvwoiq AcOvmwzK

weltq Xy1K bv cto, tTm welfq mZKO _vKiZ nie| GiKg cwiw "wZi

m,wo nij cOWkTYv_x©1f'i AvMOn b bv Kti AZ'SI tKSkij g-~j
.

: GB mnvwgKvg Awatekb Dc 'vcbvi Rb” Th cxwZ wbi ©k Kiv
ntg1Q, me©IB th Zv ATti Afti cvijb KitZ nfe Ggb tKvb K_v tbB|
cwitek | cwiw 'wZ Abymvii cOtqvRb nij cOwkftYi cxwZ |
cOwpqv cwieZOb Kti cOwkyYwU cOvYesi KitZ nte]



Tmkb 1

cOwkyY m~Pbv, cwiwPwZ | Df1k"

tmkb 1.1 Df@vab, AskMOnYKvixt'i cwiwPwZ | RoZvg~3Ki Y

Dtlk'mg~n t

GB tmkb tkil AskMONnYKvixMY cOwk{1Yi jy" | cOK...wZ me/rtU
Rvb1tZ cviteb

m,Rbkxj Dcviq cwiPq wewbgifqi gva'tg cvi uwiK fhvMvihviMi
euvav,wj AwZpg Kti cOwkftY AskMOnYg~jK wkLb cwitek m,wo
nie|

mgq t 30 wgwbU|

DcKiY t gvK©vi, bvg wjLvi Rb™ KvW®©/e"'vR

CcxXwZ t AskMONnYg~jK AvijvPbv, tcqvi MOzec cwiPq,e3...Zv

cOwpuqv t

liletZ mKj AskMONnYKvix$'i “*vMZ Rvbvb

AvgwseZ AwZw_EK cOwkyY tmkib Di@vabx e3e” t qvi Rb™ Abytiva
Kiseb

Awatekib AskMONnYKvixt'i cwiwPZ nevi Rb" Abytiva Kiteb |
cOwpqv Rvbviteb|

cwiPq ce©fK Avb>'Nb, fTLvjvigjv RoZvg~3 Kivi Rb™ whincei tKSkjwU
MOnNY Kiv th1Z cvti| D3 tKSkj Qvovl Ab” cOwpgviZl cwiPq ce© niZ
cvti hv mnvgK wVK Kiteb|

FKSkiwU n$"Q t cOFZ"+KB wbR WhR c¢Q>'gZ GKRb mv_x evQVB Kizeb|
evQVBK...Z mv_xtK wbiq GKi%l emyb | Zvi wbigoev? welq,fjv TRib
wbb

bvg, wVKvbv | tckv, wkyvMZ thvM Zv, d'vwgwj, fvj jvMv | g>* jvMVvi
welq BZ'vw

tRvovwfwEK AvijvPbvi Rb™ 3 wgwbU mgg w'b

mgq kil cOWkTY K-vim c~fe©i b'vqg emiZ ejyb| AZ:ci cOFZ'K
TRvoviKB GiK GiK mvgib Gim wbR-wbR Z_" tjv wiZ ejyb|
Dijol’, GchOviq tRvovi GiK Afb'i Z " ijv mKiji DItk ejteb]
(cOtZK fRvov G Rb" 1 wgwbU Kti mgq cvieb)

cwiPq cO vbKvjxb cOWKTK/mnthvMx thg KviwW®© bvg wjLteb



« cwiPq | Ab'vb™ Z_~" wewbgiqi ci wRIAm Kiseb, GLb 1Kgb jvM1Q?
Zviv  “vivweKfvieB RozZvgy? | AtcivK,Z fvj jvMvi cwitetki K v ejtZ
cviib

« cOfZ'KiKB Zvi wbR wbR tbg KvwoOwU cO'vb Kizeb Ges hviz
mKi}B 1tLiZ cvg Ggb 'vib AvUwKiq ivLiZ ejyb| Zviv hviz
cOWKYYKvjxb KvW®© jywMiq iviL, Tm e vevii AvMvg Z_~“w'b

mKjtK AvijvPbvg mwug AskMONY Kivi | cvi GvwiK mnihvwMZvi
AbyZtiva Rvbvb Ges Tmmb Tkl Kieeb|
Tmkb 1.2 cOWKTY TKvim®©i DIlk" | m~Px

Dtk t

o AskMONYKvixMY cOwkfY tKvim®©i Dfik™ RvbtZ cviteb
« cOwkytYi AvtjvP'm~Px RvbtZ cviteb

mgq t 15 wgwbU|

DcKiY t n"'vUAvVDU, j'vcUc, gvwéwgwWav cOfR+i | ~“Exb
CxXwZ t cviqvictg>U D¢ vebv, n'vUAvVDU weZiY

cOwpuqv t

n"vUAvDU weZiY Kiaeb

cOWKkY1Yi bvg, jy° | mggKvj mertU ejyb Ges d'vwmwjfUUit'i
cwiPg Kwitg w'b

cvigvictgpU Dc 'vecbvi gva'tg cOwkytYi AvijvP'm~Px eY©bv
Kiseb

Gevi cOwkf1Yi aiY mertU Ges cyfiv cOwkfY tKvmowuUiz
AskMONnYg~jK wewfbce cxwZ e enviii K_v ejyb

mvaviY wKQz wbqg etj w'b - tgvevBj wbie Kiv, Rizeix Tdvb Avmij
evBti wMtq K_v ejv, GKmvi_ GKRzbi tekx cOkoe bv Kiv BZ vw'

« GB cOwkY1Yi cOavb %oewkd™ nijv Avgiv mKiEjB AvijvPbvq
AskMOnY

« GLvib Avgiv mKij wgij cOwzZwU welq AvijvPbv Kitev|
cvi®avwiK Avjvc AvijvPbvi gva'tg ci Ui ci 0fii wbKU t_1K
wkfv MOnY Kitev| KviY Avgvt'i mK1jiB woR™ Avb | AwfAZv
AviQ

mKjtK cOwky1Yi g~j ce©,1jviZ AvgseY Rvwbig GB tmmb Tkl Kiaeb



Tmmb 2

wnmveweAvibi g~j aviYvmg~n
Dtk t

AskMONYKvixMY wnmveweAvb wK | Gi DF1k” Rvb1Z cviteb
wnmviei eBmg~n wK Ges GtZ wK wK ASi©f~3 Zv Rvb1Z cviteb
Avw_O©OK Abytgv'tbi cOwpgv maertU RvbtZ cviteb
wnmveweAvibi cOtqvRbxq aviYvmg~n martU RvbiZ cviteb

mgq t 30 wgwbU|

DcKiY t n"'vUAvVDU, j'vcUc, gvwéwgwWav cOfR+i | ~“Exb
cxXwZ t cvligvictg>U Dc veb, n'vUAvVDU weZiY, cOtkoevEi
cOwpuqv t

AskMONYKvixt'i gta” n"'vOAvDU weZiY

cvigvictgp>U Dc 'vcbvi gva'tg mnR fvivg D’vniY mn AvijvPbv
Kiseb

AskMONYKvixt'i cOtkeei DEi | €'vL'v cO'vb )

cieZx© tmmb Avgs¢Y Rvwbiq Ges mwug AskMONtYi Rb™ ab’ev’
Rvwbiq GB tTmmb Tkl Kieeb



Basic of Accounting

Accounting is a process of recording, classifysignmarizing ofinancial transactions
and preparation of financial statements for an wiggdion for a particular period of time
and interpret its result to the organization amdtaholders

Objectives of F Accounting for CMO

* To assist CMO with necessary financial informatiequired ensuring efficient
Program monitoring and implementation

* To have an accurate and timely financial reportonthe management of CMC as
well as to the donors

» To ensure utilization of the fund for the stiputhfurpose and to establish discipline
and accountability of the fund user

* To have a uniform bookkeeping, accounting and ftrersystem, rules and
procedures

Difference between Accounting and Financial Manageent

1. Accounting is more about reporting the financidbmnation of a particular
individual, or business entity

2. Financial management encompasses everything that/egs finances, assets, and
resources. It takes part in financial planning,tcainand decision-making

3. Fundamentally, Financial Management is a relatimely branch of accounting, and
more about business applications, accounting dathreports

Who uses Accounting data

Internal user

(Various department, Management of the organization
External user

(Auditor, Government, Donor, NGOAB, etc.)

Internal users to know

Questions Asked by Internal Users

Can we afford to give employee pay raises this year? Which product line is the most profitable?




External users to know

Questions Asked by External Users

Is the company earning satisfactory income? How does the company compare in size
and profitability with competitors?

What do we do
if they catch us?
D —aie

Will the company be able to pay its debts as they come due?

XYZ Tires

ABC Tires

Accounting process

Communication

Identification

Select economic events (transactions) Record, classify, and summarize

Analyze and interpret for users

Accounting system/Books of Accounts

The CMO shall maintain the following books of acotay Registers, and vouchers
Manual or computerized for day-to-day record kegpin

Vouchers

Debit (Payment) Voucher
Credit (Receipt) Voucher
Journal (Adjustment) Voucher

PwpNPE

Cash Book
Petty Cash Book

N =



3. General Ledger
4. Receipt & Payment A/C

1. Cheque Register
2. Fixed Asset Register
3. Stock Register (if required)

Accounting system/Books of Accounts

After recording all the financial data, CMC accamitshould generate following
reports/statements:

Bank Reconciliation Statement
Cash flow statement
Financial Status Report (FSR)

Chart of Accounts

A Chart of accounts is an arbitrarily created distheaccountuused by amntity to

define each class of items for which money is spenéceived.

It is used to organize the finances of the entily 8 segregate expenditures, revenue,
assets and liabilities. The structure and headifigecounts should assist in consistent
posting of transactions. Each nominal ledger actsumique to allow it¢edgerto be
located that make up the chart of accounts.

Simple Chart of Accounts: Direct Expenses, Admmisbn Expenses, Cash, Bank
Accounts, Tax Payable, Interest Income, Bank Fe#&e Expense, Utilities Expense.

Accounting Period

Accounting period irbookkeepings the period with reference to which accountioghs
of any entity are prepared

It is the period for which books are balanced dr&dfinancial statements are prepared.
Generally, the accounting period consists of 12 thimrHowever the beginning of the
accounting period differs according to the jurisidic.

For example: January-December, July-June, Aprildidar as per Donor Project as the
accounting period.

GAAP

Generally Accepted Accounting Principles refertte standard framework of guidelines
for financial accountingised in any given jurisdiction; generally knownAagounting
Standards

GAAP includes the standards, conventions, and adesuntants follow in recording and
summarizing, and in the preparatiornfiofincial statements

GAARP is not a single accounting rule, but rather dlggregate of many rules on how to
account for various transactions




Tmkb 3

wnmveweAvibi eBmg~n
tmkb 3.1 wnmveweAvibi eBmg~tni ZZjxq Avb

DfIK” t
«  AskMONYKVixMY LiP cwitkvtai cOwpgvmg~n, fvDPVi | Gi
mvicvwU©s WKztg>Um mertU RvbiZ cviteb
« K'vk eyK, tjRvi ma~rtU RvbiZ cviteb
« FcwU K'vk e'e vebv cxwZ manrtU RvbiZ cviteb
« e"'vsKk wnmve cwiPvjbv cxwZ me~rtU RvbiZ cviteb

mgq t 45 wgwbU|

DcKiY t n"'vUAvVDU, j'vcUc, gvwéwgwWav cOfR+i | ~“Exb
cxXWZ t cvligvictg>U Dc veb, n'vUAvVDU weZiY, cOtkoevEi
cOwpuqv t

AskMONYKvixt'i gta” n"'vUOAvDU weZiY

cvligvictgp>U Dc 'vcbvi gva'tg mnR fvivg D’vniY mn AvijvPbv
Kiseb

AskMONYKvixt'i cOtkeei DEi | e'vL'v cO'vb

cO'VKwWUKvj Tmkib AvgseY Rvwbiq Ges mwpug AskMON1Yi Rb”
ab’ev’ Rvwbtq GB tmkb Tkl Kieeb



Books of Accounts
Voucher

Voucher is a written instrument that serves to conbr witness (vouch) for some fact
such as a transaction.

Commonly, a voucher is a document that shows gbads bought or services have been
procured, authorizes payment, and indicates thgelealccount(s) in which these
transactions have to be recorded.

It is the base for the internal control of all firtgal transactions. In a sentence “voucher is
the approved document and proof of the financaldactions.”

Considerations for Voucher
Vouchers will be prepared against all Checks oh@ag/ments, any type Check or
Cash Receive and also for adjustments

1. Each voucher should be chronologically serial nuredhe

2. Be sure about “Check date” and “Voucher date”. \freradate have to be before than
Check date. It's wise both the dates are same

3. Authorization of voucher: None of the transactiall lne accepted as authorized
unless is approved by the respective authority

4. All bills paid should be marked by a “PAID” sealdwoid any risk of duplicate
payment

Types of Voucher

Debit (Payment) VouchePayment voucher is prepared for all payments. [eaysn
vouchers will be used for cash money, cheque, daalfk, bank charge and other
payments

Credit (Receipt) voucheReceipt voucher is prepared for all receipts. Reserouchers
will be used for cash money, cheque, bank draftklbaterest and other deposits
Journal (Adjustment) Vouchedournal vouchers will be prepared for all tranisest
other than cash

Checking for Payments

The AAO should check each bill/invoice i. e incluagilability of prior approval from
the appropriate authority budget provision, mateaquisition, availability of supporting
papers, adjustments, deductions, recoveries, atibah accuracy, correct account head

If the AAO find the bill/voucher with supporting doments is satisfactory, he/she should
put initial signature on the bill voucher confirgihis check and place it to the Treasurer,
who should again put initial signature on the @dhfirming his checks and submit for
approval to the Chairperson of CMO or in absendbéamominated person/Vice
Chairperson

Supporting documents to Voucher
* Approved Purchase Requisition
e Quotations
* Bid summary
» Purchase Order
» Goods/Services received note/Delivery challan
* Invoice /Bill



» Correspondences (budgetary approval or othersy)f an
* Money Receipt
* Photocopy of Cheque

Cash Book
All transactions of the CMC's like payments, bampdsits, bank charges and
withdrawals etc. will have to be posted in the CBebk on a daily basis. The
cashbook will reflect the daily cash balance inchand in Bank after the day’s
transactions.
In this respect the following principles will bellfawved:

* The cashbook will follow date wise chronology felrgayments and receipt

» The cashbook posting will be written by a pen ugagnanent ink

* The cashbook will reflect total payments and paynoéthe day

» There should be a regular verification for the be&s in cashbook and the actual cash
amount

Ledger Accounts

Eachfinancial transactiois recorded in two different nominal ledger acasumithin the
financial accounting system, so that the total @edguals the total credits in the General
Ledger, i.e. the accounts balance

The transaction is recorded as a "debit entry")(ibrone account, and a "credit entry"
(Cr.) in a second account

This is a partial check that each and every traisabas been correctly recorded

Petty cash management

At times it will be necessary to have availableimsf money in cash, out of which small
payments will be made.

These payments may include small expenditure lilst of postage, telegram,
conveyance, tea and biscuits for the office, TA/BAsual labor and similar expenditure.
The amounts will be small but essential, for whilcAwings a check is not desirable.
CMC will maintain a maximum amount of Tk. 5,000 gdb to the operational
requirement of the project.

The fund for the petty cash payment will be tramsié from bank account. Accounts
officer will be in charge of petty cash and paynsent

For efficient system of controlling and recordiihg fpetty cash transactions, payment
through petty cash voucher will be restricted toIT&0O per voucher.

Banking

» For above Tk.5,000 payment, the Accountant wilpare the “crossed/account
payee” cheques in the name of any organizationemddr.

* In no case the bank operating persons (signatasidig)repare the cheques.

* Accountant have to do a photocopy of the signed@hend kept it with a respective
voucher as an attachment
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Title of Bank A/C

Dudpukuria Saha-Babosthapona Caihe

No and Type of A/C

Al-Wadiah Current-0124110000248-8

Bank & Branch

First Security Islami Bank Ltd, DeWé Bazar Branch

Address

Chandraghona (Lichu Bagan), Rangunia, &juittg

Bank Information

Bank account of CMC will be conducted with the jasignatures as stated below

Any one of following two:
Vice — Chairperson, Member Secretary, Treasurer

» At CMO Office, Member Secretary or Treasurer shalcustodial of the cheque
books. They shall ensure that the cheque booksitedails and deposit slips are
safely preserved and available for checking attang.

» Cheque books must be kept in a safe place, undemlad key

» If any cheque is being cancelled, this chequehwilkept preserved as attach with the
counter-folio of the cheque book marking “cancélled

* Cheque’s validity period: maximum 6 months



CHEQUE REGISTER

Sl

Date Issued

Cheque
Number

Cheque Title

Amount

Authorized Signature

Signatory 1 Signatory 2







tTmkb 3.2 wnmveweAvibi eBmg~ini ev le Abykxjb-1

DIk’ t
«  AskMONYKVixMY cOvwR | cwitkva fvDPvi %0Zix Kiv Abykxjb
Kiteb
o fvDPvi £ K K'vk eyK | TjRvti wjwcex Kiv Abykxjb Kiteb

mgq t1 N>bUv

DcKiY t Abykxjtbi cOkeecl, eg vsK dig'vU, wd-cPvU®© tcevi |
gvKOvi, TevW®© | gvK©vi, j'vcUc, gywéwgwWav cOfR+i |
“Exb

cxwZ t Abykxjtbi cOkeecl | egvsK dig'vU weZiY, nviZ Kjig
Abykxjb, cviqvictg>U Dc 'veb, cOtkaevEi

cOwpuqv t

AskMONYKvixt'i gta” Abykxjtbi cOkoecl | egvsK dig'vU weZiY
digvU c~iY Kivi gva'tg AskMOnYKvixt'i ev (e nviZ Kjig
Abykxjb Kivi Rb™ AvnYvb Kizeb

teviW®© | wd-cPvU© fccvii Ges cviqvictgpU Dc 'vcbvi gva'ig
Abykxjb,wj T'wLtq w'b

AskMONYKvixt'i MOsec IqgvK© Ges Dc 'vcb Kivi Rb™ AvnYvb
Kiseb

MOaec IqgvK© D¢ 'veitbi ci mswyR | mwVKfvie AvijvPbv Kigeb
cieZx© cO'VKWUK'vj tmkib AvgscY Rvwbigq Ges mwuq
AskMONtYi Rb" ab“ev’ Rvwbiq GB tmkb 1kl Kiseb
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- % ./00
Date Purpose of Expenses Account - Amount (BDT)
Code Received Payment Balance
15/10/2011 | Petty Cash 2,000 2,000
21/10/2011 | Stationery purchase 350 1,650
Meeting entertainment 275 1,375
Photocopy 27 1,348
Conveyance 125 1,223
Toiletries 80 1,143
Conveyance 130 1,013
Supplies 900 113
31/10/2011 | Replenishment 900 1,013
31/10/2011 | Replenishment 432 1,445
31/10/2011 | Replenishment 430 1,875
31/10/2011 | Replenishment 125 2,000
TOTAL 3887 1,887 2,000
Note : Petty Cash is separate from Program/Travel advance
Note Number of
Denomination notes Amount
Tk. 500 note
Tk. 100 note 1 100
TK. 50 note
TK. 20 note
Tk. 10 note 1 10
Tk. 5 note
Tk. 2 note 1 2
Tk. 1 note 1 1
Total 113
12 2 # #
% 302 ./00 % ) ) !

(&
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Internal Control

In accountingandauditing internal control is defined as a process effebiedn
organization's structure, work and authority flopspple angnanagement information
systemsdesigned to help the organization accomplishipegmals or objectives

It plays an important role in preventing and detertraud and protecting the
organization's resources, both physical (e.g., machand property) and intangible (e.g.,
reputation or intellectual property such as traddsja

At the organizational level, internal control olijees relate to the reliability of financial
reporting, timely feedback on the achievement @raponal or strategic goals, and
compliance with laws and regulations.

Internal Control Objectives

Existence (Validity): Only valid or authorized tsattions are processed (i.e., no invalid
transactions)

Occurrence (Cutoff): Transactions occurred durhrgdorrect period or were processed
timely.



Completeness: All transactions are processed fioatld be (i.e., no omissions)
Presentation & Disclosure (Classification): Compusef financial statements (or other
reporting) are properly classified (by type or agt) and described.

Reasonableness: transactions or a result appeaaable relative to other data or
trends.

Control Activity categorization

Segregation of dutiesseparating authorization, custody, and recoepikw® roles of
fraud or error by one person

Authorization of transactions - review of partiauleansactions by an appropriate person
Retention of records - maintaining documentatiosubstantiate transactions
Supervision or monitoring of operations - obsexatbr review of ongoing operational
activity

Physical safeguards - usage of cameras, locksjqathymrriers, etc. to protect property,
such as merchandise inventory

IT Security - usage of passwords, access logsteansure access restricted to
authorized personnel

Top level reviews-Management review of reports carmg actual performance versus
plans, goals, and established objectives

Examples include edit checks of data entered, atowufor transactions in numerical
sequences, comparing file totals with control ac¢euand controlling access to data,
files and programs

Responsibilities in Internal Control

* Everyone in an organization has responsibilityifibernal control to some extent.

» The Chief of the organization has the overall resgality for designing and
implementing effective internal control that effeattegrity and ethics and other
factors of a positive control environment

* Theinternal auditorand externahuditorsplay an important role in measuring the
effectiveness of internal control system througdirtefforts. They assess whether the
controls are properly designed, implemented ankiwwgreffectively, and make
recommendations on how to improve internal control

Segregation of Duties

» Segregation of duties is the concept of having niwee one person required to
complete a task. In business the separation bynghaf more than one individual in
one single task shall prevent frdraud anderror

* General categories of functions to be separated:

» authorization function

» recording function, e.g. preparing source documentode or performance reports

» custody of asset whether directly or indirectly. eeceiving checks in mail or
implementing source code or database changes.

» reconciliation or audit
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Procurement & its management

Procurement is the process of acquiring goods,|lmspandservices. It is favorable that
the goods/services are appropriate and that tleegracured at the best possibtestto
meet the needs of the purchaser in terms of quaityquantity, time, and location.

It includes:

Equipment, spare parts & supplies for program &gy office furniture & supplies for
project offices

Technical assistance by individuals or organization

Procurement objectives



— Procurement transactions providing, to the maxinextent practical, open and free
competition
— At a minimum they should:
— Avoid purchasing unnecessary items
— Procurement made with responsible contractorsdoaise
— Full and Open competition
— best value to organization
— if not the lowest price, the reason must be docueten

Steps of Procurement

* Preparation and submission of Requisition to F&ADe
* Review budget provision and approval

* Communicating Vendors/Service Providers

» Collection of required Quotations

* Preparation of Procurement Comparative Statement
» Selection of Vendor/Service Providers

* Issue of Work Contract/Order

» Deliver of Goods/Services

» Submission of Bills/Invoices

* Start Payment Process

RFQ & Quotations

All solicitations (RFQ) should provide for: cleand accurate description, requirements
that bidder/offeror must fulfill; description ofdlenical requirements; specific features
For Items costing TK.25,000 or more — at leastdlyaotations must be obtained from
separate vendors. Split Purchase is strictly prdlio avoid Quotations collection

The sealed tenders will be invited from the vendord will be opened on the due date.
The purchase committee will select the lowest dimia

Vendor Selection

If three quotations were not available, Purchase@itee may still recommend a
supplier but must extend full explanation of cir@tamces under which a quotation was
accepted.

Purchase Committee need not necessarily pick fhyalisu quoting the lowest price.
Factors such as reliability, quality and timelyidety should also be considered at the
time of selection. Such exceptions must be noted.

Standard for Procurement Policy

Organization may use its established written prexxiant policies and procedures as long
as they conform with the following eligibility reqaments

Ensure adequate segregation of duties — prepaiefri@wuthorize

A written code of conduct preventing and addressomflict of interests
Written and approved Procurement Committee, andedwer an interval
Procurement Committee
The CMO will form a Purchase committee. This conbeeitwill have the sole authority

for any purchase for the CMO office. The committek have the following purchase
policies:



The purchase committee will finalize the purchasken which will be verified and
counter signed by Chairperson

Conflict of interest

A conflict of interest occurs whenever an indivilaaorganization permits the prospect
of direct or indirect personal gain to influence br her judgment or actions in the
conduct of organization business

Documentation of Procurement

Approval and/orwaiver from USAID (if applicable)

Approval from organization signatory policy (as hggble)

SignedPurchase Order or Contract

Confirmation of receipt of item/Signed Property Mgement

Letter (if recipient other than organization)

Copy of Vendor'dnvoice (stamped paid

Relevant correspondence, memos, faxes, recorasmweécsations collected throughout
the procurement process

Terrorism searches

USAID Restrictions
— Standard Provision entitled
— “USAID Eligibility Rules for Goods and Services”
— Ineligible Goods & Services Cannot be procured under atiycumstances
— Restricted Goods Need priorapproval from the USAID Agreement Officer
(AO)

Foreign Policy Restricted Countries.
You cannot purchase goods made in, or shipped fitoose countries.

If any componentof a product is from one of those countries, itraa be purchased

Currently those countries are:
Cuba, China, Iran, Iraq, Libya, North Korea andi&yr

Ineligible: Cannot Buy
o Abortion equipment and services
Luxury goods and gambling equipment
Weather modification equipment
Military Equipment
Surveillance Equipment
Commodities and services for support of policetbenlaw enforcement
activities

O 0O O0OO0Oo

Restricted; need Prior Approval

Motor vehicles

Pharmaceuticals

Used Equipment

US.. Government-owned excess property
Agricultural commodities

Pesticides




Fertilizers
Contraceptives



PROCUREMENT REQUISITION

Date: Project/Dept:
Requester's

Name: Designation:
Signature:

Please arrange the Procurement of following Goods/S

Service or Materials Requested Calculation

with Specification and Purpose Quantity

Rate

Amount (Tk.)

Total Amount

In word Taka:

Checked by: Approved by:

Quantity and Rate of specific materials/goods should be written according to Budget & Work Plan

Note:50% cash advance is to be issued for the purpose




Procurement Statement
of different Fish Fingerlings

20 October 2011
Ref: Procurement Requisition for the materials

The program unit of CMO (PIC for LDF Project) hagmiitted the requisition to F&A dept
for procuring different Fish fingerlings for didttiting among CPGs as AIG input support.

For the purpose, we have searched for potentiaupeonent providers who can provide the
said materials and we received 4 (four) quotati@etow is the comparison among the said
bidders for consideration of the Procurement Conemit

Sl Fingerling R.M SM XQ P.S. Fish Remarks
Enterpris| Traders | Fingerlings | Value
e Chain
Pr KG Price
1 Rui 93 95 93 98
2 Katla 95 100 105 103 | R. M Enterprise is the
lowest for all type of
fingerlings
Telapia 200 200 200 -
Mrigel 100 100 105 105

From the above table, we found that the offer ofVREnterprise is the lowest bidder for all
type of fish fingerlings, and SM Traders is the ésivbidder for Telepia and Mrigel, and P.S
Fish Value Chain is the lowest for Rui and Telapi. M Enterprise is previously
experienced for the said materials supplying withly.



Date

Mr. X
Designation
Organization
Address
Telephone No

Subject: Procurement Order

Dear Mr. X,

Reviewing your Quotation dated October 01, 2011 and subsequent discussions with you, we
are pleased to provide you the Procurement Order for supplying requested materials as per
Specification with the following Terms & conditions:

Sl

Item with Specification No. of

Unit

Unit Price

Iltem Total

Total Price

In word:

Terms and Conditions:

1. Method of payment:
2. Delivery date:

3. Location:

4. VAT:

5.

6.

7. ! X

8. Others:

Thanking you.

A/C Payee Cheque after successful delivery

by 20 October 2011
CMO Office or project sites

The CMO is exempted from VAT as per Govt. Order

You will maintain others Terms and conditions mentioned in

Quotation.

Name & Signature of President
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Name of
ltem:
Date Opening Received Issued Closing Remarks /
Balance Balance Purpose of
Issue
Prepared
by: Checked by: Approved by:




S| | Name of Iltem

Date of
Acquire

Unit
Cost

Model &
Specification

Serial Number

Location/
User

Status

|l Nl o O B~ Wl N P

10

11

12

13

14

15

Date of Last
update:

Prepared by:

Checked by:

Approved
by:
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Program Advance and Adjustment

As much as 80% of the estimated cost of the trig beapaid to the employee as program
advance.

Any advance made for any program activity will hawdoe adjusted within 15 days.
Advance for phone, fax, postage stamp, entertaihms&tionery etc. will have to be
adjusted within three days.

The AAO will not make any advance payment if angyious advance remains due with
the incumbent. AAO will keep proper documentatiod accounts of this advance
account. (advance register)

A summary of all expenses along with the supportioguments, and accomplishment
report should be submitted during the adjustmethh®fsaid advance

Travel Advance

When the employee or CMC member is required tcetram the project related business,
S/he must submit a completed Travel Authorizatiomito his / her supervisor and then
it will be forwarded through administration to aotized person for approval before the
travel commences.

As much as 80% of the estimated cost of the trig beapaid to the employee as travel
advance

In addition to the actual transportation and accaaiation costs, the traveler will be paid
per-diem to cover lodging, meals and Incidental éhges

Total Tk500: Breakfast 75/- Lunch 150/- Dinneft3ncidental 125/- (based on
dept/return time) in Divisional Cities

Total Tk400: Breakfast 50/- Lunch 125/- Dinnebi2Ancidental 100/- (based on
dept/return time) in other Cities

Accommodation ceiling Tk.750 in Divisional CitiesdaTk.500 in other cities

Travel Advance Adjustment

Used train, bus, steamer tickets must be attach#tetTravel Expenses Report (TER)
Form when it is submitted for reimbursement

TER will be submitted on completion of an authodizgoject related trip.

Any advance made for any program activity will hawdoe adjustedithin 5 days.
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TRAVEL EXPENSES REPORT

Date of Submission: Project/Dept:
Name: Designation:
Signature: Purpose of Visit:

Travel to: Return from:

(Date & Time):

(Date & Time)

Date Description Expenditures
Total
(Hotel) (B+L+D+l) (Long + Local) | (if any)
BDT
Oct 22 Dhaka to Sylhet 225 250 200 50 725
Oct 23 Sylhet 225 250 30 505
Oct 24 Sylhet to Dhaka 250 220 470
Note:
Conveyance bill, Ticket, Hotel bill, Others are
attached
Total BDT 1,700
Less Advance (if any) 1,500
Receivable /Refundable 200
In word Taka (TER):

Reason for D

Approved by:

elay (if any):

F&A Dept:

Received by:




CONVEYANCE BILL

Date of Submission: Project/Dept:
Name: Designation:
Date Place Purpose Mode of Transport Amount (Tk.)
From To
Total Amount
Remarks (if any):
In word Taka Only
Approved by: F&A Dept:

Received by:
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Audit of Financial Statement

An audit of financial statements is an accountimgcpss used in organization. It uses an
independent body to examine its' financial traneastand statements

The audit opinion is intended to provide reasonalkurance that the financial
statements are presented fairly, in all materispeets, and/or give a true and fair view in
accordance with the financial reporting framework

The financialauditing processisually takes places once a year, most commortheat
end of the financial year

Audit requirement

The ultimate purpose of financial auditing is teggnt an accurate account of a
company's financial transactions

The results of the financial auditing procedure barpresented to stakeholders (Donors,
Govt. Depts.) and anyone else with an interesténcompany

The purpose of an audit is to enhance the degreendiidence of intended users in the
financial statements

Value adding by Internal Audit

Internal auditing is an independent, objecgsurancandconsultingactivity designed

to add value and improve an organization's oparsatio

With commitment tantegrity andaccountability internal auditing provides value to
governing bodiesndsenior managemeas an objective source of independent advice.
It helps an organization accomplish its objectibgdringing a systematic, disciplined
approach to evaluate and improve dfiectivenes®f risk managementontrol and

governancerocesses.

Internal Audit Scope

The scope of internal auditing within an organizatis broad and may involve topics
such as the efficacy of operations, the reliabwityinancial reporting, deterring and
investigatingrraud, safeguarding assets, atmmpliancewith laws and regulations
Internal auditing frequently involves measuring @hiance with the entity's policies and
procedures

Govt. Compliances

Tax Deducted at Source

In simple terms, TDS is the tax getting deductedfthe person the amount
(Employee/Deductee) by the person paying such ah{&mmployer/Deductor). This is
applicable for certain types of payments, as appleunder the Act.

In the process of TDS, deduction of tax is effe@ethe source when income arises or
accrues. Hence where any specified type of incaimsesaor accrues to any one, the
Income-tax Act enjoins on the payer of such incoondeduct a stipulated percentage of
such income by way of Income-tax and pay only thiaice amount to the recipient of
such income.

The tax so deducted at source by the payer has defosited in the Government
treasury to the credit of Central Govt. within #pecified time

The tax so deducted from the income of the rectpgedeemed to be payment of Income-
tax by the recipient at the time of his assessment

It is always considered as an Advance tax whighaid to the government



TDS Rates
Up to Tk. 2,00,000/--Nil.

From 2,00,001 to Tk.5,00,000/- ------------ 1%
From 5,00,001 to Tk. 15,00,000/- ------- 2.5%
From 15,00,001 to Tk. 25,00,000/- ------- 3.5%
From 25,00,001 to Tk. 3,00,00,000/- ------ 4%
where the

payment exceeds Tk. 3,00,00,000 ---------- 5%

Note: Yearly cumulative is to be considered. Splitchase/Payment is not a solution

VAT
USAID funded Projects (LDF/AF) are exempted of VATalue Added Tax) as per
special instruction of NBR No. 13/Musok/2009 da®ebecember 2009 including IRG

Revenue Stamp

Any Payment (Cash and/or Cheque) above Tkwilltaffix revenue stamp of Tk.5 as per
Circular of MOF, IRD, Branch 3 (Stamp) No. OMo/OS¢R01/2008(Stamp)-115(140)
dated 21 July 2010
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Eco-cottage Development

IPAC Support:
Provide the suppoBDT 50,000in the form of “kinds” at a time deemed appropiahd
considered suitable by thé& party based on the progress of the constructiendvation
works which the % party has agreed to do.

Provide the architectural and engineering drawiinip@ Eco-Lodges

Provide necessary training for managing and matimgia standard quality of the eco-
lodge with efficiency.

Provide the information of the eco-lodge at the sitebof Nishorgo as long as the
Nishorgo Network-Branding is active in order to mate the facility to potential client
groups.

Entrepreneur will Do:

Provide land legally owned or leased and permisdin construction or development of
a eco-lodge

Construct the eco-lodge as per the specificatiodsgaiidelines given or approved by
IPAC

Arrange for the fund to begin construction of tr#.odge at own initiative. However,
Entrepreneur requires technical support for acogiloans from any financial institution,
then IPAC may provide all possible support

Use the eco-lodges only for boarding and lodgintheftourists. No part of the Eco-lodge
should be used for personal residential or othepgzes.

Ensure the eco-lodge is environment friendly anassient with the Protected Area
conservation principles under Nishorgo - Networlarfing.

Contribute 5% of the revenue generated from thel@ge to the account of Co-
Management Committee.

Be responsible for all legal permission as requibgdhe Bangladesh Government
including registration, licensing, association @aaging any taxes or charges arising from
establishing the eco-lodge, its use or the land.
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PA Revenue Sharing between Govt. and Local Commuiyit
Govt. Guidelines

Ministry of Environment and Forest (MOEF) has psbéd on September 2008 and
revised on February 2009

a _Guidelineon Revenue Collection and Expenses and Accouingedures of 50%
Revenue Sharing as Grants to the Community

This is approved according to the Circular No. RDBO/PORISHA-
4/NISHORGO/105/STING/2006/138 of the Ministry of\lonment and Forest,
Planning Wing-4, dated 2 April 2009

Need for allocation of earned revenue

Co-management is based on the principles of paittigrjoint responsibility,
accountability and revenue sharing between the .Gowmt the local people.

As part of this collaboration, CMOs, communitiev@ been sharing responsibility
engaging in protection, conservation, restoratioth management of biodiversity of the
Protected Areas
To compensate for their support, and to encourage participation, the Govt. has
decided to share revenue earned from PAs as feséoof eco-tourism infrastructures
and facilities from visitors.

The Govt. believes, the CMOs will judiciously wtdi the shared revenue to promote
socio-economic well-being of the local stakeholders

Purpose of Guideline

a) The main purpose of this Guideline is to lay out®e, effective and faster
framework/procedures to share earned revenue haticMOs for the following
aspects:

b) Collection of revenue from the PA

c) Deposit of revenue to the Govt. Treasury

d) Disbursement of revenue as Grant, and

e) Audit of the utilization of the grant

Process for Entry Fee Collection system

1) The CCF will issue a circular to this effect andhawize/instruct DFO to initiate fee
collection process

2) The DFO will issue a memo to respective CMO to taltéative for the collection,
recording and subsequent deposit of fees into Goeasury

3) Three-fold Money Receipt to be treated as entietits to be printed from BG Press
and is to be stored in the DFO Office.

4) The DFO is to maintain the records of store ofyetitkets. Also, s/he is to submit
stock of the entry tickets at the time of new regian

5) The DFO will distribute to CMO as per their requirent, regular cross-check the
stock and used up, will be done by DFO and CMO

6) The CMO Member Secretary (FD Range Officer) shelkive Receipt Books from
DFO under requisition, and arrange for collectibfiee with these receipts by CMO
nominated counter clerk and gateman



7) One part/ counterfoil will be left with the tickebunter clerk, visitors will get two
parts. Gateman will receive one part from the orsiiat the point of entering the PA
compound, picnic spot, shooting site, parking

8) The clerk shall prepare a scroll in duplicatedaily basis and submit the used receipt
books for verification and certification by AAO.

9) The AAO shall deposit the money to the MS omrgwather day and get duplicate
scroll signed by the MS

10) The AAO shall give entry in the Cash Book maiiné¢d at CMO

PA Entry Fee rates

Category Rates
Adult/ Per person Tk.20
Student and minor / per person Tk.10
Foreigner Equivalent BDT of $ 5 (U.S. Dollar)
Bus, Jeep, microbus parking Tk.25

Shooting (Film/Drama) spot/per day Tk.6,000
Picnic spot/per person Tk.10

Revenue Deposit to Treasury

1) The MS shall arrange for deposition of the amodiniry fee collected, to Govt.
Treasury at the nearest branch of Bangladesh/SBaak through challan (Code: 1-
4533-0000-2681)

2) Also s/he shall make arrangement for appropriaterceng in DFO Office

3) AAO shall prepare a monthly statement of receiimfentry fees, and place it to
CMO for reconciliation with records of the DFO

Grants’ Budget submission by CMO

1) Based on last three year’s average entry fee tetledcCMO will prepare budget of
50% revenue, and submit by MS to DFO Office fqorapal

2) DFO Office will include this budget into the FD eswe budget as Grants-in-aid and
follow existing FD procedures for budget submission

3) CMO’s name and address, and conditions to fuli#l &ctivities should be mentioned
in the budget

Grants-in-aid allocation to CMO

1) The Ministry of Finance, as per existing rules wllbcate budget for FD including
the Grants for CMO (5900 Grants in Aid: 5965 - SakGrant)

2) DFO under the general rules and norms will gettgréor CMO from the CCF Office.
DFO is the Budget-holder and disburse the mon&M®'’s Bank A/C, with a copy
to the CCF



3) DFO will sanction the grant in whole or installmgmipon submission of previous
progress report and Statement of Expenses with ebpgank statement

Budget allocation & Actual expenditure
Grants-in-aid against PA Entry Fee system: FY-2021-

SL | Name of activities | Budget Actual Unspent | Reasons of
allocation expenditure amount unspent

1 Dustbin 6,000 6,000 0 -

2 Bench construction 15,000 15,000 0 -

3 AIGA 20,000 20,000 0 -

Implementation cost
of women CPG
members (Goat
distribution-20)

4 Maintenance of 4.000 4,000 0 -
CMC Office
5 Maintenance of 2,000 0 2,000

student dormitory

6 Trail maintenance | 2,000 0 2,000 Repaired by
cost voluntary
service
7 Established a tourist 10,000 9,900 100

shed at picnic spot

8 Toilet construction | 27,505 27,505 0 -
for tourist

9 Ticket counter 73,500 73,500 0 -
assistant salary

10 CMC Accountant 21,000 21,000 0 -
salary

11 Repaired & 15,000 13,580 1,420
maintenance at LNP
mosque

12 Treatment support t¢ 2,000 2,000 0 -

CPG members
(injured by wild boar

)

13 CMC final report 1,000 0 1,000 Final report
preparation cost isn't prepared




14 Office stationary 3,000 3,000 0 -
purchase
15 Furniture & 15,000 15,000 0 -
Cookeries purchase
16 Annual audit cost 7,000 0 7,000 Audit is not
completed
17 Build a shed for 6,495 6,495 0 -
forest guard & CPGS
Total 240,000 225,480 14,520

Audit of the CMO fund

The grant provided to CMO by the FD, shall be sadlas per the general rules of CMO
for its fund management.

FD’s audit will be done as per prevailing rules

CMO will provide audit document/report to DFO

Statement: PA Entry fee collection

- Total Entry Fee Revenue

Protected Area Number of visitors Collected (BDT)

PY4 Qtr-1 Cumulative PY4 Qtr-1 Cumulative

(May-Aug (Nov 09 — Aug | (May-Aug (Nov 09 - Aug

11) 11) 11) 11)
Lawachara NP 13,600 188,351 343,650 3,952,900
Satchari NP 7,557 81,550 132,115 1,217,110
Rema Kalenga WS 34 614 640 12,595
Teknaf WS 137 4,581 2,870 85,825
Chunoti WS 74 998 2,135 12,240
Hail Haor 82 356 765 55,095
Total 21,484 276,450 482,175 5,335,765




Summary of Entry Fee Collection: for the Month Sepeémber 2011
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Purpose of LDF & other leveraged Grants

Grants: a responsive tool
IPAC’s LDF and other leveraged grants contributeotm-term sustainability through
building sustained institutional capacity of Co-NMgement Organizations while providing
demonstrable economic benefits to PA dependent conties

Livelihoods for Co-management
» Livelihoods improvement is a must and it is closalgr-linked to conservation of the
Protected Areas (PA)
* In support of that, alternative income generatibRA dependent people is very much
needed
Also, to make the Co-management approach succeksfal community could be the trusted
partners of both CMO and FD

LDF and its support

* LDF is Landscape Development Fund Program

* This is implemented at the PA attached/surroundnegs (Landscape)
LDF support alternative income generating actigitihile addressing the Improved
biodiversity conservation and Climate Change adegtand mitigation process

CMO capacity development
* Through the LDF Program CMO develops and strengitiserapacity in the following
areas:
* Project Proposal development
* Project Implementation and Monitoring
» Organizational and Financial Management
* Grants management and GoB compliances
* In future, this CMO will develop PP to seek fundrfr other Donors, and implement
grants for its community, so it will be a continggorocess

Landscape meaning

* Landscapecomprises the visible features of an areiod, including:

» the physical elements tindforms

e water bodies such awers, lakesand thesea

» living elements ofand covelincluding indigenousegetation

* human elements including different formdarid usebuildings and structures
transitory elements such kghting andweather
Combining both their physical origins and the crdtwverlay of human presence,
often created over millennia
landscapes reflect the living synthesis of peopkt@ace vital to local andational
identity
Landscapes, their character and quality, help de¢he self image of a region, its
sense of place that differentiates it from othegiars
It is the dynamic backdrop to people’s lives
5-10 KM areas varies by PA

LDF project’s Outcome
* Economic benefits & Improve livelihoods
* PA dependency reduction



Adaptive capacity to cope with GCC vulnerability
Empowerment through capacity development
Active participation in Biodiversity conservation
Sustainability

Difference with AIG/VC Framework

IPAC have ongoing program of livelihoods improvemactivities in the form of
Alternative Income Generating and Value Chain (MGJ Activities at the Protected
Areas countrywide

AIGs are planned and implemented through IPAC Sltester team, with the mutual
understanding of CMO

AIGs are to be executed at the VCFs level

LDF by CMOs

LDF is a USAID small Grants Program

IPAC use the LDF as a tool for the capacity buidai CMO
LDF is granted to Co-Management Organization (CMO)
Fund directly be sending to CMO’s Bank A/C

Project is managed by the CMOs
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Grants Application Process

Eligible for Grants
CMO's should have:

Incorporation/Registration (published GO and Gagett
Approved Management Committee (CMO formation misute
Office set up with logistics

Approved Constitution

Approved Policy Manuals (Procurement, Travel & Rargd Personnel)
Agreed upon for LDF Project (PP preparation minutes
Separate Bank A/C

Designated Accounts-cum-Admin Assistant

Project Implementation Committee

Experience/expertise at local level

Awareness on PA Co-management Activities

PP development

IPAC will send Grant Application Form (PP Templat@)d Guideline to IPAC
Cluster team

IPAC Cluster Team will share those with CMO

Potential activities will be outlined to developoBosal

IPAC Cluster team will facilitate the process of &¥elopment and submission
IPAC Grants Manager will provide technical suppertg feedback for finalization,
on site visits, feasibility assess

Technical approach
Expected to:

Emphasize community based alternative income gengractivities that focus on
livelihood improvement and reduces their depend@mcthe protected area, and build
up conservation mentality

Address the Global Climate Change adaptation amditigation process

Focus potential advantages for Women and Youth

Concentrate Sustainable and tangible impacts

Programmatic approach
Expected to:

Carry out maximum advantage to local community
Cover maximum number of beneficiaries

Group Approach is preferred

Multiple components include through single project
No OVERLAPING with AlGs support beneficiaries

Targeted beneficiaries

PA dependent Poor people:

CPGs (Community Patrolling Group)

Woman & Youth focused

Ethnic groups

Adversely affected by Climate Change Vulnerabidityg suffering from drinking water
access



PP Structure
* Title
* Executive Summary
» Logical Framework
» Justifications/Background
» Description:
Objectives, Outcome, Methodology, Activities, Miaming, dissemination of results
* Work Plan, Sustainability Plan, Budget, Disbursensehedule
* Management Committee, Bank and organizational médion
* Beneficiary list
* Enclosures

Logical Framework

Project summary Measurable indicators  Means of  Assumptions and risks
verification

Aim (or goal):

Reason for the project

Objectives (or purposes Targets which are Method how External factors, that are

What the project aims tc indicating the achieveme to measure necessary for the

achieve of the objectives the targets objectives, and/or that can
(SMART) = Specific, obstruct the objectives, tc
Measurable, achievable, meet their targets
relevant, time related

Outputs: Do Do Do

Actions that directly
contribute to achieving
the objectives

Activities:
Tasks which are forming
the outputs

Budget and Period
» Project Period should be maximum 1 (one) year
* Budget is limited as BDT 3 to 14 Lac excluding CMQdmmunity’s contribution
(cost sharing)
* Project direct associated cost
* Administrative costs (maximum 5% of total cost,luttng audit cost)
* Cost Sharing (minimum 10% of total cost should bevjgled as CMC and/or
community contribution)



Example: LDF Budget

- Grant .
, Unit Community Total
SL Quantity Amount 0
Cost (BDT) Contribution (BDT)
Example: LDF Work plan
Activities/ Sub- . o
SL Jy— Period Responsibility
Q1 Q2 Q3 Q4
Enclosures

* one set photocopy

* Organizational Profile (if any)

« Certificate of Registration and/or Published G@&azette (I meeting minutes for the
development of CMO)

Committee

Experience Certificate/evidence of other projeitar(y)
Membership/Affiliation with other organizations @hy)
Certification of bank A/C provided by concerned ban
Meeting Minutes including discussion on LDF Agenda
Budget basis (detail breakdown of each broad cagg¢go
Copy of the Policy Manuals (Constitution, Procureméravel & Perdiem,
Personnel), which are provided by IPAC amproved by the Management
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PP Review and Awards

PP review

Grants Manager will:
» Develop Checklist for PP Review
* Review LDF First Stage Application
* Prepare Synopsis of each PP, Summary
» Develop and present PPs (pp presentation)
Form Grant Review Committee (GRC) involving Gowutoject Directors
Invite, arrange and conduct GRC meeting
GRC members review LDF PPs at the Second Stage
Prepare Meeting Minutes



FIRST stage review

Concept paper address the goals of the project Nes/
Proposed activity is reasonable in it's scope, apgin and/or expected results Yes/No
The activity can achieve significant impact on depenent and Yes/No
institutionalization of Co-Management and impro¥ambsystem Management

The organization presents proof of a minimum |lefedrganizational capacity,| Yes/No
especially as it relates to finances

The applicant is barred from receiving grants fraither the US or Bangladesh Yes/No
governments

 ADDITIONAL COMMENTS: (Use back if more space is wkegl)
* APPLICATION QUALIFIES FOR Second — Stage ApplicatioYes/No

SECOND stage review

If not, please attach notes on the reason/s: (if resulmmissrecommended, please outline
what shortcomings need to be addresses on theszgee
Responsibility: Grants Manager

Indicators

Comments

Strategic fit

(includingrelevance of the program, sustainability
the project results, anticipated benefits to the
beneficiaries)

Technical approach

(includingInnovative technical approach,
Compatibility with LDF approach/method, realistic
goals)

Organizational capabilities 1 2
(includingstaff availability, skills, Soundness of
accounting practices, Capacity to follow USAID

financial guidelines)

Poverty, Ethnic and Gender considerations 1 2

(includingFocus , participation and impact of poor
women’s & ethnic groups)




5. | Cost effectiveness 1 2 3 4 5
( Includingappropriateness and reasonableness, Gost-
sharing contribution)
1-Not Acceptable  2-Acceptable with modification 3-Acceptable 4-Very Good
5-Excellent
ADDITIONAL COMMENTS: (Use back if more space is needed)
Responsibility: GRC
Cost category (%)
Sl | Name of Direct Training/ | Transport | Salaries/ Administr | Total
Grantee Program | Meeting | ation etc Supervision | ative cost
Cost Cost
% of Total Grant requested
1 | Khadimnagatl 79 11 | 1967 | 2.03 3.43 4.76 100

Grant per household

Cost ratio: Grant per Direct beneficiary
(Total Grant / Total beneficiaries)

Cost per HH (for entire period)

Taka

Khadimnagar

2,461

Project coverage

Sl Name of Grantee | Expected no of people coverage
AlGs Drinking Others Total
Water (Community/
Tourists)
224
1 Khadimnagar 672 896
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Grants implementation

Implementation

Prepare and submit Fund Requisitions

Finalization of Beneficiaries, and Agreements witlthem
Procurement of input materials/services

Orientation/Skill building

Distribution among beneficiaries; no cash
Harvesting/Production (making)/Business will be cotinuing

OO0 O0OO0OO0O0

Fund disbursement
Directly from IRG/IPAC to CMC through Authorized fia

request: a cost estimate of cash requirements frpe@d budget category
along with the work plan for particular period
as per prescribed format (A6)

Total advances will be disbursed up to 90% of th@nGapproved, and
the rest 10% will be reimbursed after successioigletion of the project.
if total 100% is needed, the Grantee may reguestiting with strong justifications

Fund Request submit:
Prepare and send with (A-6) aiDPA Form
detailed work plan and budget segregated for gneg

Monitoring

» Periodical and/or ongoing site visits to see tlogpess of
harvesting/business/production

* Prepare and submit Progress & Financial Reports

* Internal/External Audit/Evaluation may necessary

* Grants Close out

, &
(% e rey?

Monthly & Other Reports
* Prepare and submit Progress Reports (monthly)
* Prepare and submit Financial Reports (monthly)
* Internal/External Audit/Evaluation may necessary
» Grants Close out (accomplishment report)
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Grants Terms & Conditions

Compliances
» Contractual Agreement with attachments
» Abide by CMO Constitution, and policies developeddd on IPAC and
USAID guidelines
* Govt. compliances, i. e Taxes, R. Stamp
* No Loan or micro credit; it's a purely grant

Finance



Recording of documents
Must forward photocopies of all paid invoices, lipt® cheques, or other documentary
evidence supporting, each expenditure being claimed
for the first two disbursement requests
unless directed by the Grantor in writing
Vouchers and receipts, including timesheets, shibeldn file for all expenditures during
the project and for three years after the granbpesnds

Budget

other than the budget line items, no other cogtalowable as grantor’s contribution.
Any additional expenses incurred must be born kygtiantee unless prior written
approval is obtained from the IRG/IPAC COP

Budget Line Item (Grant) %
Salaries/Supervision cost 3.43
Training/Meeting 10.67
Direct Program Cost 79.11
Transportation Cost 2.03
Administrative Cost 4.76
Total 100
Amendment

Any amendment to this Agreement shall be made girouritten consent of both the
Parties.

If any Change/Revision is necessary for TimefraBwgget line item, budget enhance, work
plan, CMC MUST take prior approval from IRG/IPAC

Suspension or Termination
this Agreement may be suspended or terminated
In the event:
terms of Agreement are not met grantee is unaktentinue work
unable to comply with the conditions
required to cease operations or unable

Grantor may terminate this Agreement due to nofepmance by Grantee non-
compliance with the terms if the contract betweean®r and USAID is terminated

In either case, the Grantor or the Grantee shaidchg a formal notice to the other party
advising the reasons for suspension or terminatiémtwo weeks time

the Grantee should submit a financial report ferglriod up to the date

Grantor shall not be liable for any services oremges incurred after the termination
except as shall be agreed upon by the Partieg aintle of notification




Remedies for Non-compliance
Failure to comply with the terms and conditionsl wekult in termination of the funded
activities
Grantor reserves the right to disallow the equivag®st under question related to any
irregularity detected and realize the amounts saitsim the procurement, storage and
distribution of supports, materials, equipment andther accomplished activities of the
Grantee

Refund
Grantee shall refund
within 7 (seven) working days of notification

any expenditure identified as ineligible for payrmas per
regulations/ contract provisions

or

any unspent amount at the time of completion/teatiom of project
or

for any reason, any program activities are elin@dadr altered

Non-consumable equipment and properties
The ownership of non-consumable equipment/profsertie
procured under the project
shall remain as
the property of USAID
(though the equipment is procured in the name @ept).
After completion or termination of the project
the Grantor will notify about USAID’s decision alidtansferring of ownership
based on performance of the organization and suadt#ity of activities
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Financial Reporting
Fund Accounting

Fund accounting is an accounting system emphasiioguntabilityrather than
profitability, used bynon-profit organizationand governments.

In this system, &undis a self-balancing set atcountssegregated for specific purposes
in accordance with laws and regulations or speegttictions and limitations.

Financial Status Report
Nonprofit organizations and government agencie® Isgecial requirements to show, in
financial statements and reports, how money istspatier than how much profit was
earned.
Unlike profit oriented businesses, which use alsisgt of self-balancing accounts (or
general ledg8r nonprofits can have more than one general le@gdund), depending on
their financial reporting requirements

Bank reconciliation
In practice, it will be frequently observed tha¢ ttomplete set of items in the Bank Book
will not agree with the complete set of items ia Bank Statements. In such case a Bank
Reconciliation Statement must be prepared to releotihe two balances.

Reconciliation of differential items

* Treatment of the Bank Reconciliation items if abgsed on the Balance per Bank
Statement

* Add/plus the Items: any deposits (in tranaib} shown in Bank Statement, and any
expenses not shown Cash Book e. g bank chargesfadeecks book, cheques
cashed but not entry to Cash Book

* Less/Minus the Items: any expenses not shown irk Baatement e. g cheques issued
but not cashednd any deposits not shown Cash Book e. g baakestt dishonored
cheques

* Adjustment/Correction for Errors made

Effect of Reconciliation
* We have to prepare Vouchers and enter into Bookgobunts
» Debit Voucher for bank charges, cost of checks book
e Credit Voucher for bank interest
» Journal Vouchers for correction of errors
e Follow up to cheques issued but not cashed amibsits in transit

Cash Flow Statement
The cash flow statement is concerned with the thdbwash in and cash out of the
business. As an analytical tool, the statemenashdlows is useful in determining the
short-term viability of a company, particularly @bility to pay bills
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Filing & Documentation

Filing system

Filing means keeping documents in a safe placebaid) able to find them easily and
quickly. Documents that are cared for will not &atear, get lost or dirty

A filing system is the central record-keeping sgsfer an organization. It helps you to

be organized, systematic, efficient and transpattealso helps all people who should be

able to access information to do so easily

Importance of good Filing system
It is always a pleasure when someone looks for s#angeand is able to find it without
difficulties

In our organizations we work in groups. We receimd send out documents on different

subjects. We need to keep these documents forefutference. If these documents are
not cared for, we cannot account for all our orgatonal activities
Everyone who needs to use documents should knowevibget them

What and when do we file



We file documents that are sent to us by other lpemporganizations. We also file
records of all our organizational activities

These can be letters, memos, reports, financiakdsg policy documents, etc. This
depends on how busy your office is

In very busy organizations filing is done at leagtry day and usually first thing in the
morning. In a small or less busy office you coule énce or twice a week

Methods of filing
There are Five methods of filing: you can use amy ar mix it for your convenient
* Filing by
* Subject/Category
* Alphabetical order
* Numbers/Numerical order
» Places/Geographical order
» Dates/Chronological order

List of files

* Project Proposal

* Grants Agreement

* Financial Report

* Progress Report

* Procurement Management

* Input support distribution statement
» Letters & correspondences

* Policy Manuals

» Cash Book

* Ledger Book

* Petty Cash Register
» Advance Register

* Cheque Register

* Fixed Asset Register
* Inventory Register

* Receipt Vouchers
» Payment Vouchers
* Journal Vouchers
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Rvbteb
« Zviv cOWkyY g~jvgb dig'vU c~iY Kiteb
« cOwkytYi tktl Zvi'i tKgb jvM1Q tmB gZvgZ w'teb

mgq t 30 wgwbU

DcKiY t eg”vsK dig'vU, j'vcUc, gvweéwgwWaqv cOtR=+i | ~“Exb
cxwZ t cviqvictgpU Dc 'vcb, eg'vsK dig'vU weZiY

cOwpqv t

AskMONYKvixt'i gta” eg vsK dig'vU weZiY

cvigvictg)U Dc 'vcbvi gva’'tg mnR fvivg D'vniY mn AvijvPbv
Kiseb

AskMONYKvixt'i cOwkyY weltq Zvii gZvgZ | civgk© w'iZ
DrmvwnZ Kiaeb

AvgS¢ YKvixt'i cty TKD mgvcbx ee” w'teb

mevB mevB1K ab“ev’ Rvwbiq cOwkyY ce® tkl Kiaeb

G ch©viq cOwkyY tKvim© mKjtK ab’ev’ Rvwbiq tkl Kiseb| cOwkyY
TKvm®© mgvwRi Rb™ AskMOnYKvixt'i ga” t 1K 'yORbiK (1Rb gwnjv |
1RDb cyizel) ev mate nfj cOwZ mvBU t 1K 1Rb Kifi Zvt'i cOwkytyY
AskMONz1Yi welqg | AbyfwZ ejvi Rb™ AvnYvb Kigeb| Zvt'i ejvi Tkil Avevil
mKjiK ab"ev’ | ifKvgbv Rvwbiq Tkl Kieeb|
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