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Preface

IPAC strives to provide a clear road map to build a foundation of Institutional sustainability for
the Nishorgo Network Co-Management Platforms that contributes to conservation of
Bangladesh’s forest and wetland Protected Areas so to providing development benefits to PA
dependent poor people.

Institutional Capacity building is an integrated approach of program implementation and
monitoring, organizational and financial management capacity development. To build the
financial and organizational capacity building of CMOs with a view to develop their long term
financial sustainability, financial management training is urgent as part of broader CMO
sustainability efforts. The CMO score card assessment recognized that majority of [PAC CMOs
are lack in financial management. Sound and transparent financial management is critical
important for the CMOs towards their journey to the expected sustainability.

Also, this is worthless to mention that proper financial management is very essential and
integral part of any organization to be successful and efficient. It creates additional
accountability within staff members and stakeholders to ensure effective and efficient program
implementation and monitoring that can results a synergic organizational performance.

To fulfill need of Financial management capacity building of Co-Management Organizations,
IPAC planned and envision a comprehensive Grants and Financial Management Training
program for all of its CMOs especially for Forest CMCs. IPAC Team consisting both Technical and
Finance professionals will be conducting this cluster-based training sessions, and will be
attending by the CMO finance persons.

After having this training, the capacity of CMOs will be strengthen in proper and sound financial
management and accounting throughout the Grants supported projects that are being
implemented by the CMOs. The graduating colleagues will be more committed for maintaining
the rules and procedures with proper and on time documentation of books of accounts. Also,
this has been expected that more Donors will take this opportunity of skilled Nishorgo Network
Platforms confidently for future funding, that ultimate will results in grater and long term
financial sustainability of IPAC Co-Management Organizations.

Dr. Ram Sharma
Acting Chief of Party



Curriculum and Contents for Training on Financial Management

Basic of Accounting
* Accounting and its objectives
* Books of Accounts
* Financial Authorization
* Accounting Concepts

Financial Accounting
* Payment process, Vouchers preparation and supporting documents
* Cash book preparation, Ledger
* Petty Cash management
* Banking procedures, Reconciliation, Cheque register

Procurement Management
* Procurement and its procedures, ceiling
*  Procurement Committee
*  Procurement Policy
*  Procurement documentation

Advances and Adjustment Procedures
* Requisition and approval
* Travel advance adjustment procedures, Perdiem & Lodging, Transportation expenses
* Program Advance adjustment procedures, Summary of Program Expenses
* Report (Trip/Program) preparation

Internal Control System
¢ Internal Control, Contorl centers
* Segregation of duties

Audit & GOB Compliances
* TDS & deposition procedures
* Audit requirements

Filing, Documentation

Financial Reporting



Curriculum and Contents for Training on Grants Management

LDF & other Grants Purpose and Application process
* Atool of capacity building
* (Climate change adaptation through Livelihoods improvement
* Landscape meaning
» Difference with AIG/VC Framework
* Proposal Development & submission: Technical & Program approaches, Logical
Framework
* Necessary documents

Grants Budget and Work Plan preparation
* Budget and its objectives of control
*  Work Plan and its importance
* Approval for Amendments (budget modification & extension if any)
* Practical exercise

Processes for Grants Review & Awards
* Assessment, Eligibility to get LDF Grants
* PPsreview by Grant Review Committee
* Donor Approval Process
* Grant Agreement package

Grants implementation and Reporting
¢  Fund disbursement issues, POPA form
* Implementation and monitoring
* Progress and Financial Reporting, Formats
* Practical Exercise

Grants Terms and conditions
* Terms and conditions of Donor funding
* Grants closeout process
* Searching Sources of Funding

Tourism Management
* Eco-Tourism and its opportunities
» Facilities and opportunities for Visitors
* Responsibilities of Visitors

PA Entry Fee System
* Approval for entry fee system
* Entry Fee collection, and deposit process
* Entry fee reporting and auditing process
* Entry Fee sharing system



List of Handout Materials provided to Trainee:

* Training program schedule

* PP Presentation on Financial Management consisting basic of Accounting, Books of
Accounts, Banking, Internal Control, Advance & Adjustment, Procurement, USAID
Procurement restrictions, Taxes, Audit, Filing system

* Accounting, Procurement and Adminsitrative Formats for CMOs

* Questionnaire for Financial Practice sessions

* PP Presentation on Grants Management consisting Grants objectives, Application
process, Technical & Financial Proposal development, PP Review & awards,
Implementation & monitoring, Progress and Financial status reporting, Terms &
compliances

* GOB Circular for VAT and Revenue Stamp

* Financial Reporting format

» PP Presentation on Visitors Management consisting Eco-Tourism, Facilities for Visitors,
Dos & Donts for Visitors, Eco-tour guides, Implementation Management

* PP Presentation on PA Entry Fee Management consisting Govt. guideline for revenue
collection & deposition, sharing as Grants, Audit & reporting

e Training evaluation form

Training Methods to be used:

* PP Presentation

* Practical Exercise

e Group discussion

*  Writing on Board and Flip chart papers

¢ Answer to Questions

List of Logistics requirement:

* Backdrop

* Laptop, Multimedia Projector & Screen, Camera for documentation

* Board & Marker, Flip Chart Paper & marker

* Stationeries: Two ring folder, rulled pad, pen, pencil, sharpener, ereaser, and

Register of Cash book & Ledger, Name badge
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cOwkyY Awatekb m~Px

Training on Grants and Financial Management for CMOs
Name of Cluster: ......cccoveeeininiesncieineens

Venue: .....ocooceeivvennerciennnenns
Date: .o
1st Day
Time Subject/Session Facilitation
9:00 -9:30 Welcome address and Introduction Cluster Director
9:30 -9:45 Training Objectives and Agenda Grants Manager
9:45-10:15 Basic of Accounting Grants Manager
10:15-10:30 Refreshment break Cluster team
10:30 - 11:15 Books of Accounting, Banking Procedures Accounts Officer
11:15-12:15 Practicing Books of Accounting-1 Grants Manager &
Accounts Officer
12:15-13:00 Practicing Books of Accounting-2 Grants Manager &
Accounts Officer
13:00 - 14:00 Lunch & Prayer Cluster team
14:00 -14:45 Procurement Management Grants Manager
14:45 -15:30 Advances & Adjustment procedures Accounts Officer
15:30-15:45 Refreshment break Cluster team
15:45-16:30 Audit requirement; and Grants Manager
GOB Compliances
16:30-17:30 Tourism Management Value Chain Associate-
Eco-Tourism




2nd Day

Time Subject/Session Facilitation
9:00-9:30 Review of the Preceding day Grants Manager
9:30-10:00 Internal Control System Grants Manager
10:00-10:15 Health break and morning snacks Cluster team
10:15-11:15 PA Entry Fee Collection and sharing Value Chain Associate-
Eco-Tourism
11:15-12:30 Grants Management, PP Preparation and submit Grants Manager
11:45-12:30 Budget and Work Plan preparation Grants Manager
12:30-13:00 PP review and Approval process Grants Manager
13:00 - 14:00 Health break, Lunch & Prayer Cluster team
14:00 -14:30 Project Implementation & Monitoring Grants Manager
14:30 -15:15 Grants Terms & Conditions, Closeout process Grants Manager
15:15-15:30 Health break & afternoon snacks Cluster team
15:30-16:30 Financial and Progress Reporting Grants Manager &
Accounts Officer
16:30-17:00 Filing system and Documentation Grants Manager
17:00-17:30 Evaluation of Training and Closing remarks Grants Manager &

Cluster Director




cOWKT£Ki KiYxg

. Awatekb iieei c~1e© cOwkyY KvwiKzjvig wba©vwiZ Awatekibi
Dci c~Y®© cO ‘wZ tbzteb;

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

. Awatekb fTiee Kivi AviM cOWKTYv_x©1'i Kzkj RvbiZ PvBteb| Gi
dtj cOwk{Yv_x©iv AvcbviK Zvi'iB GKRb efj gtb Kiteb;

. AwatekbiK cOvYesi ivLvi tPOv Kiteb|] mac¢e nij wewfboe
Awatektbi iieetZ A _ev gviS gviS Avb> vgK  wKQy Kivibvi
e’e 'v Kiteb hviZ cOwkTYv_x©iv Avb>" cvg| wbiR hZUyKy mace
nvwmLywk vKteb;

. Awatekb Dc™ ’'vcbKvij tKvb aviYv 1t qvi mgg cOwkfYv x©f'i
cwiwPZ e'w3t'i tK>2 Kfi Ggb tKvb D'vniY T teb bv, hviZ Zviv
e 'w3MZfvie wee?Z nb ev gvbwmKfvie Ké cvb;

. e'wiwetktli cOwZ AwZwid gtbvihvM 1t qvi cOeYZv cwinvi Kitebl
cOFZ 'K cOwWk{Yv_x©i cOwZ mgvb gtbvihvM | " ,wb6 w'teb;

. cOWKT1Y hviZ mKiji AskMOnY wbwdZ ng tm w K tLqvj ivLteb|
gtb ivLieb, me cOWKkTYv_x©i wkfv MOntYi | AskMOnz1Yi TgZv
mgvb bqg| tKD TKD tek mvejxjfvie "tji gta” K_v ejfZ cvtib hv Ab”
A1bIKB cviib bv;

. c@wkfYv_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 'vg cOwkfYv_x©iv hv Rvib ZvB ejvi Rb" Drmvn
w'b;

. AvijvPbvi mgq AvijvPbv hviZ gyj welgftK Qvwoiq AcOvmwzK
weltq Xy$K bv cto, tTm weltq mZKO© vK1Z nie| GiKg cwiw 'WZi
mw6 nfj cOWkTYv_x©f'i AvMOn b6 bv Kfi AZ'$l TKSktj g~
AvijvPbvq wdti Avmzteb;

: 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 cOfqvRb nij cOwk{iYi cxwZ |
cOwpgv cwieZ©b Kti cOwkyYwU cOvYesi KitZ nte|



tTmkb 1
cOwkyY m~Pbv, cwiwPwZ | Df1k"
tmkb 1.1 Df@vab, AskMOnYKvixt'i cwiwPwZ | RoZvg~3Ki Y

Dtlk'mg~nt

« GB tmkb tkil AskMONYKvixMY cOwkY1Yijy" | cOK...wZ me/rtU
Rvb1tZ cviteb

« m,Rbkxj Dcviq cwiPq wewbgiqgi gva'tg cvi awiK thvMvthviMi
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

CcXwWZ t AskMOnYg~jK AvijvPbv, tcqvi MOgec cwiPg,e3...Zv
cOwuqv t

v liee1tZ mKj AskMOnYKvixt'i ~ “vMZ Rvbvb

v Avgws¢Z AwZw_ 1K cOwkyY tmkib Di@vabx e3e” 1 qvi Rb™ Abytiva
Kiseb

v Awatekib AskMOnYKvixt'i cwiwPZ nevi Rb" Abytiva Kiteb |
cOwpgv Rvbviteb|

cwiPq ce©fK Avb>'Nb, fTLvjvigjv RoZvg~3 Kivi Rb™ whincei tKSkjwU
MONY Kiv thZ cvti| D3 TKSkj Qvovl Ab" cOwpqviZl cwiPq ce© niZ
cvti hv mnvgK wVK Kiteb|

+KSkjwU nt'Q t cO1Z tKB wbR wbR cQ>'gZ GKRb mv_x evQvB Kiseb|

evQvBK...Z mv_xtK wbfq GKil emyb | Zvi wbigoevd welqg,tjv tRIb

wbb

* bvg, wVKvbv I fckv, wkyvMZ ThvM“Zv, d"vwgwj, fvj jvMv | g>* jvMvi
welq BZ'vw

« tRvovwfwEK AvijvPbvi Rb™ 3 wgwbU mgg w'b

« mgq kil cOWKTY K-vim c~1e©i b'vg emiZ ejyb| AZ:ci cOtZ'K
TRvoviKB GiK GiK mvgib Gim wbR-wbR Z_" tjv wiZ ejyb|
Dijol’, Gchoviq tRvovi GiK Afb'i Z " ijv mKiji DItk ejteb]
(cOtZ K fRvov G Rb" 1 wgwbU Kiti mgq cvieb)

« cwiPq cO vbKvjxb cOWkIK/mnthvMx thg Kviw®© bvg wjLieb



« cwiPq | Ab'vb™ Z_~" wewbgiqi ci wRTAm Kiseb, GLb 1tKgb jvM1Q?
Zviv  “vfvweKfvieB Rozvgy? | AtcvK,Z fvj jvMvi cwitetki K v ejtZ
cviib

« cOfZ'KiKB Zvi wbR wbR thg KvwoOwU cO'vb Kizeb Ges hviz
mK3}B 1T°LiZ cvg Ggb ~'vib AvUwKiq ivLiZ ejyb| Zviv hviz
cOWKYYKvjxb KvW®© jywMiq iviL, Tm e "vevii AvMvg Z_~“w'b

v mKjtK AvijvPbvg mwpg AskMONY Kivi | cvi® GvwiK mnihwMZvi
Abytiva Rvbvb Ges Tmmb Tkl Kiaeb|
Tmkb 1.2 cOWKTY TKvim®©i DIlk" | m~Px

Dk t

o AskMONYKvixMY cOwkfY tKvim®©i Dfik™ RvbtZ cviteb
« cOwkytYi AvtjvP"'m~Px Rvb1Z cviteb

mgq t 15 wgwbU|
DcKiY t n"'vUAVDU, j'vcUc, gvwéwgwWav cOfR+i | — Exb

CxXwZ t cvigvictopU Dc ’vebv, n"'vUAvVDU weZiY

cOwuqv t

v n"vUAvVDU weZiY Kigeb

v cOwWkT1Yi bvg, jy° | mggKvj me~tU ejyb Ges d'vwmwjtUUit’i
cwiPg Kwitg w'b

v cvigvictopU Dc ’vcbvi gva'tg cOwkyiYi AvijvP'm~Px eY©bv
Kiseb

v Gevi cOwWkftYi aiY mortU Ges cytiv cOwkfY tKvmoOwuUiz
AskMONnYg~jK wewfbce cxwZ e enviii K_v ejyb

v mvaviY wKQz whqg efj w'b - TgvevBj wbie Kiv, Riseix Tdvb Avmi;j

evBti wMtq K_v ejv, GKmvi_ GKRzbi tekx cOkoe bv Kiv BZ vw'

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

« GLvib Avgiv mKij wgtj cOwzZwU welq AvijvPbv Kitev|
cvi®avwiK Avjvc AvijvPbvi gva'tg ci Gi ci 0fii wbKUT_$K
wkfv MOnY Kitev| KviY Avgvt'i mK1jiB woR™ ~ Avb | AWAZv
AviQ

v' mKjtK cOwky1Yi g~j ce®© tjviZ Avgs¢Y Rvwbiq GB tmmb Tkl Kiseb



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_©K Abytgv tbi cOwpgv martU RvbiZ cviteb
wnmveweAvibi cOtqvRbxq aviYvmg~n ma~rtU RvbiZ cviteb

mgq t 30 wgwbU|

DcKiY t n"'vUAvVDU, j'vcUc, gvwéwgwWav cOfR+i | — Exb
cxwZ t cvligvictgpU Dc ’veb, n"'vUAvVDU weZiY, cOtkoe\Ei
cOwuqv t

v AskMOnYKvixt'i gta“ n"'vUAvVDU weZiY

v cviqvictgpU Dc 'vcbvi gva’'tg mnR fvlvg D'vniY mn A/tjvPbv
Kiseb

v AskMOnYKvixt'i cOtkeei DEi | 'vL'v cO'vb )

v cieZx© Tmmb Avgs¢ Y Rvwbiq Ges mwug AskMON1Yi 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 wigdion 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 financidbrmnation of a particular
individual, or business entity

2. Financial management encompasses everything that/as finances, assets, and
resources. It takes part in financial planning,tcanand 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 acota) Registers, and vouchers
Manual or computerized for day-to-day record kegpin

Vouchers

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

PwpbdPE

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 distheaccountused by amntity to

define each class of items for which money is spenéceived.

It is used to organize the finances of the entilyy 80 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 Feé&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, Aprildar as per Donor Project as the
accounting period.

GAAP

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

GAAP includes the standards, conventions, and adesuntants follow in recording and
summarizing, and in the preparatiorfiofincial 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 cOwpqvmg~n, fvDPVi | Gi
mvicvwU©s WKztg>Um mertU Rvb1Z cviteb
« K'vk eyK, tjRvi ma~rtU RvbiZ cviteb
« FcwU K'vk e'e” 'vcbv cxwZ me”rtU RvbiZ cviteb
« e"'vsKk wnmve cwiPvjbv cxwZ me”rtU RvbiZ cviteb

mgq t 45 wgwbU|

DcKiY t n"'vUAVDU, j'vcUc, gvwéwgwWav cOfR+i |~ Exb
cxwZ t cvligvictgpU Dc ’veb, n"'vUAvVDU weZiY, cOtkoe\Ei
cOwuqv t

v AskMOnYKvixt'i gta“ n'vUAvVDU weZiY

v cviqvictgpU Dc 'vcbvi gva’'tg mnR fvlvg D'vniY mn A/tjvPbv
Kigeb

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

v cO'VKWUK"vj Tmktb AvgseY Rvwbiq Ges mwpg AskMON1Yi Rb”
ab’ev’ Rvwbtq GB tmkb Tkl Kiaeb



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 ghads bought or services have been
procured, authorizes payment, and indicates thgelealccount(s) in which these
transactions have to be recorded.

* |tis 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@eg/ments, any type Check or
Cash Receive and also for adjustments

1. Each voucher should be chronologically serial numdhe

2. Be sure about “Check date” and “Voucher date”. \frmuaate 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) Voucher: Payment voucher is prepared for all payments. Raysn
vouchers will be used for cash money, cheque, daalf, bank charge and other
payments

» Credit (Receipt) voucher: Receipt voucher is prepared for all receipts. Rése&ouchers
will be used for cash money, cheque, bank drafiklmaterest and other deposits

» Journal (Adjustment) Voucher: Journal vouchers will be prepared for all transast
other than cash

Checking for Payments

= The AAO should check each bill/invoice i. e incluaeilability of prior approval from
the appropriate authority budget provision, mategquisition, 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 absendbéaominated 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 fdlrgayments and receipt

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

* The cashbook will reflect total payments and paynoéthe day

» There should be a regular verification for the bea&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 dedguals 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 (signatatidg)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 Cathesn

No and Type of A/C

Al-Wadiah Current-0124110000248-8

Bank & Branch

First Security Islami Bank Ltd, Devé 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 chequehwelkept preserved as attach with the
counter-folio of the cheque book marking “cancélled

* Cheque’s validity period: maximum 6 months



Name of CMO:
Name of Protected Area:

Address of CMO:

CHEQUE REGISTER

Sl

Date Issued

Cheque
Number

Cheque Title

Amount

Authorized Signature

Signatory 1 Signatory 2




Name of CMO:
Name of Protected Area:
Address of CMO:

Money Receipt

Authorized person (CMC) Accountant :
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Questions for Practical sessions:
Please put proper accounting treatment of the following transactions:

Sep-1 CMO’s Bank Account is showing Tk.5,000
Sep-10 Petty Cash withdrawn Tk.5,000
Sep-11 Grants Fund 1st installment received from IRG/IPAC amounting Tk.325,750

Sep-12 Stationeries (6 Pen, Cash Book, Ledger, Stock Register, Cheque Register)
purchased of Tk.950

Sep-13 Tk.15,750 paid to DDWS Furniture Mart for Table (10,000) and Chair (5,750)

Sep-15 Travel advance is paid Tk.3,500 to Vice-President to attend Donor meeting at
Dhaka



Sep-16 Cash Tk.10,000 withdrawn for earth work for Pond excavation
Sep-20 Labor payment is made of Tk.9,500 in cash for above earth work
Sep-21 Travel Expenses is settled by the Vice-President by Tk.3,930

Sep-30 Kazi Fingerlings is paid Tk.36,850 for Telapia fingerlings supply (75 Kg). The
suppliers directly delivered to the pond sites

Sep-30 Commission charged Tk.250 by the Sonali Bank

Sep-30 Tk.750 is credited by Bank, found in September Bank Statement

Questions:

Q-1 Identify the books of accounting for above transactions to be recorded
Q-2 Enter the transactions into Cash Book

Q-3 Enter the transactions into Ledger Book

Q-4 Prepare the Advance Register

Q-5 Prepare the Stock Register

Q-6 Prepare the Fixed Asset Register

Q-7 Prepare the Bank Reconciliation Statement

Q-8 Prepare the Cheque Register

Q-9 Prepare the Cash Flow Statement

Q-10 Prepare the Financial Status Report



Name of CMO:
Name of Protected Area:
Address of CMO:

Credit/Receipt Voucher

Project:

VOUCHER DATE .............. VOUCHER NO.........ccevvennnee

Received in: Cheque/ Cash

Account Name Account Code

Credit Amount

LDF Grants A/C

325,750

Total

AMOUNt 1N WOTLd & oeuiriiitiieiiietiietieeeseeseeesserssesssesssesssesnnns

T 22 5 o o N

Prepared by Checked by
Accountant Treasurer

...........................

Approved by:
President




Name of CMO:

Name of Protected Area:

Address of CMO:

Debit/Payment Voucher

VOUCHER DATE ..............

Payment made in ~ Cheque/ Cash

Project:

VOUCHER NO...........

Cheque No :

P AT T O ititiiittiiettieeteneseeeseseesssseessssesssssesssssssssssssssssssnnns
Account Name Account Code Debit Amount
Stationery A/C 950
Total
ANOUNE I WOt 2 eetiitiittiitiiitiiettietiettseeneeensesssesesessessseessesssesssesssesssesssessnens
B 6 o 1 o ) o 1
Prepared by : Checked by : Approved by :
Accountant Treasurer President
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Name of CMO:
Name of Protected Area:
Address of CMO:

BANK RECONCILIATION STATEMENT

=  For the Month:
=  Name of Bank:

Account No.:

Amount in Taka
Book Balance per Cash Book @ ..../...../........ A) TK. coveininninn.
Balance per Bank Statement @ ...../..../......... TK. evveenn.
Add : Any Deposit not shown in Bank Statement & Any Expenses not
shown in Cash Book :
Date Cheques Description Amount
No
Total outstanding Credits Tk, cvviiiinnnnn
Less : Any Expenses not shown in Bank Statement & Any Deposit
not shown in Cash Book :
Date Cheques Description Amount
No
Total outstanding Debits Tk ceveeennnn..
Book Balance per Checkbook Register @ ...... /o /oo 3B) Tk, ...uu.......
A and B must be equal. Tk. 0.00

Note: photocopy of the bank statement should be enclosed.

Prepared By Verified By Approved By



Name of CMO:

Name of Protected Area:

Address of CMO:

Petty Cash Account

For the month of October 2011

Account Amount (BDT)
Date Purpose of Expenses -
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
LMt , have counted the petty cash on hand reported on

October 31, 2011 and certify the amount to be shown as Two Thousand takas on

this date.

Signature :
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Internal Control

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

It plays an important role in preventing and detertraud and protecting the
organization's resources, both physical (e.g., mach and 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 tivald be (i.e., N0 omissions)

* Presentation & Disclosure (Classification): Compueef financial statements (or other
reporting) are properly classified (by type or agt) and described.

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

Control Activity categorization

» Segregation of dutiesseparating authorization, custody, and recoepiw® 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, locksjgathymrriers, etc. to protect property,
such as merchandise inventory

» |IT Security - usage of passwords, access logstetmsure access restricted to
authorized personnel

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

= Examples include edit checks of data entered, adowufor 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 andkwvgreffectively, 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,l&gagndservices. 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.

* ltincludes:
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 leasteleotations 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 hglisu 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

= QOrganization may use its established written prexx@nt policies and procedures as long
as they conform with the following eligibility reqaments
Ensure adequate segregation of duties — prepaiefiewuthorize

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 conteeitwill 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, recordmeécsations 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 atiyjcumstances
— 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, itra& 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



Date

Name of CMO:
Name of Protected Area:
Address of CMO:

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




Name of CMO:
Name of Protected Area:
Address of CMO:

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®stow 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 ofVMREnterprise 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.

Recommendation of Procurement Committee Members:

We, the members of the Procurement Committee, recommend for issuing Procurement Order to R. M
Enterprise for supplying the above fish fingerlings, considering that they are experienced and will provide us
lowest rates.

X Y Z K
PC Member PC Member PC Member PC Member
Checked by: Approved by:

ABC MNP

Treasurer President



Name of CMO:
Name of Protected Area:
Address of CMO:

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 Price Item Total
Unit

Total Price

In word:

Terms and Conditions:

1. Method of payment: A/C Payee Cheque after successful delivery

2. Delivery date: by 20 October 2011

3. Location: CMO Office or project sites

4. VAT: The CMO is exempted from VAT as per Govt. Order

5. Income Tax @ 1% will be deducted at source and deposited by the CMO

6. Damage coverage:

7. Warranty:

8. Others: You will maintain others Terms and conditions mentioned in
Quotation.

Thanking you.

Name & Signature of President



Name of CMO:
Name of Protected Area:
Address of CMO:

Approval of Procurement Committee (PC)

Ref: Procurement Management, Policy Manual of CMO
Effective: 26 October 2011

The CMO has developed a standard Policy Manual in which the organization includes Procurement procedures
and guidelines. According to this, the CMO forms the Procurement Committee (PC) once in a year and
routinely revises and update the same to make all procurement decisions effective and efficient.

The major responsibilities of the PC members are as follows:

e Review procurement quotations/estimates/proposals
e Analysis and assist to the management for taking appropriate procurement decision
e Assist in maintaining proper and transparent procurement procedures as well as compliance issues

In the line of above, CMO management has decided that at least three members including F&A person should
present during reviewing any procurement process.

The new Procurement Committee Members:

| Name Designation
1 X AaO
2 Y PIC Member
3 z PIC Member
4 K Treasurer

In addition, following persons or designated will review and/or approve all procurement statements,
comparative analysis irrespective of procurement amount

1) Member Secretary
2) President

Approved by:
MNP
President



Name of CMO:
Name of Protected Area:
Address of CMO:

Stock Register
Name of
Item:
Date Opening Received Issued Closing Remarks /
Balance Balance Purpose of
Issue
Prepared

by: Checked by: Approved by:




Name of CMO:
Name of Protected Area:
Address of CMO:

Fixed Asset Register

S| | Name of Iltem

Date of Unit Model & Serial Number Location/
Acquire Cost Specification User

Status

|l Nl o O B~ Wl N P

10

11

12

13

14

15

Date of Last
update:

Prepared by:

Approved
Checked by: by:
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Program Advance and Adjustment

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

= Any advance made for any program activity will héwéde adjusted within 15 days.

» Advance for phone, fax, postage stamp, entertaibrs&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 trip beapaid to the employee as travel
advance

» In addition to the actual transportation and accoaation 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/- DinnebAt2Ancidental 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#eetTravel Expenses Report (TER)
Form when it is submitted for reimbursement

» TER will be submitted on completion of an authodipzoject related trip.

= Any advance made for any program activity will h&wdye adjustedithin 5 days.



Name of CMO:

Name of Protected Area:

Address of CMO:

Travel ADVANCE REQUISITION

Date:

Requester’s Name:

Project/Dept:

Designation:

Please arrange the following Advance

Description of Travel

Calculation

Quantity

Rate

Amount (Tk.)

Purpose:
Duration:
Per diem:
Lodging
Travel

Conveyance

Others if
any

Total Amount

In word Taka:

Planned date of
Adjustment:

Approved by:

F&A Dept:

Received by:




Name of CMO:
Name of Protected Area:
Address of CMO:

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
Accommodation Per diem Transportation | Others 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 Delay (if any):

Approved by: F&A Dept:

Received by:



Name of CMO:
Name of Protected Area:
Address of CMO:

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:




Name of CMO:
Name of Protected Area:
Address of CMO:

JOURNAL VOUCHER
Project:
VOUCHER DATE .............. VOUCHER NO...........
AdVaANCE R O ONCE & tttiitiiittiettieenietntereserssesssesseesssesssessesssesssesssesssessseens
Account Name Account Code Dr. Amount Cr. Amount
Per Diem A/C 300
Accommodation 200
A/C
Travels A/C 200
Bank A/C 100 0
Rahim’s Advance 800
A/C
TOTAL 800 800
AMNOUNE I W Ord ¢ virieiiitiiiiiiittitttiettieteeeeeeeesessssessssssssssssssssssesssssssssssassssssssss
BP0 2 5o ) o N
Prepared by : Checked by : Approved by :



Name of CMO:
Name of Protected Area:
Address of CMO:

Advance Register

For the Month:
Date of Voucher Paid to Purpose Amount Planned lf TA;:US
Advance 4 (Party/ of Date of gren ng
Paid Employee | Advance BDT Adjustment Adjusted)
30 Oct Adjusted
TOTAL
President

Accounts
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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 processsually 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 opearstio

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 incamsesaor 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 thiace 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 Tkwillaffix revenue stamp of Tk.5 as per
Circular of MOF, IRD, Branch 3 (Stamp) No. OMo/OS&801/2008(Stamp)-115(140)
dated 21 July 2010

MONEY RECEIPT
Fancy Stationery
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wb1 ©kbv cvieb

mgq t1 N>bUv
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gvwéwgwwaqv cOtR+i | ~ Exb
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v iieetZB cwitek evUe ch©Ub welgk GKwU WKzig>Uvix wiwwi
cO’k©b Kizeb

AskMONYKvixt'i gta” n"vUAvDU weZiY Kiaeb

cvigvictgi>U mnR fvie Dc 'vcb Kiseb Ges D'vniY mn A/fjvPbv
Kiseb

AskMONYKuvixt'i cOkee KitZ DrmvwnZ Kiaeb Ges DEi w'b

cieZx© tmkib Avgs¢Y Rvwbigq Ges mwuq AskMOn1Yi Rb”
ab’ev’ Rvwbiq GB tmkb Tkl Kiaeb

S XX

BiKvUy 'wiRqg

=  mviv wetk! chOUb GKwU AZ>Z RbwcOq wki| w'b w'b GBk+i wewbtqvM teioB
P1jtQ| GIZ me©e,nr A _©%bwZK KgOKvU RwoZ efj aviYv ik nf'Q| c,w_exi
wewfbece 1 1ki ch©Ub Zvi'i wRwWweci GK e, nr Ask "Lj KAVIQ)|

= D'vniY 7ifc ejv ThiZ cvii, TKwbgv Zvi wRwWweci kZKid0 fvM Avg Kii ch©Ub
T K hvi Avw_©OK g~j° 3,250 tKvwU UvKv (500 wgwjgb Wi)| Avwd«Kvi



tKvovwiKv cdvg 2,185 FKvwU UvKv (336 wgwijgb Wijvi) ¥q Kfi _viK hv wRwWwci
kZKiv 25 fvM|

ch©Ub wkitii Avg w+j,Mvox, Bfjt2wbKm wKsev K...wlLvZ 11Kl AtbK ,tb tekx|
GK wnimzte t'Lv hvg th, cOwZeQi mviv c,w_extZ 40U gvbyl &gY Kti viK
hv t_fK mviv wetk] Avg nq 22,750 kZ tKvwU UvKv (3wU2wjgb Wjvi)| GB Avq
mviv c,w_exi WRwWwci kZKiv 6 fvM| AZGe ch©Ub wkitKAeAv Kivi tKvb
my+hvM Avgvi'i nviZ tbBj|

BiKvUy 'wiRg wK?

BiKvUy 'wiRg n1"Q cOK...wZ agY thLvib Dw™¢", cOvYx, Ribtbi ms™ «<...wZ,
BwZnvm, HwZn" g~j AvKI©b wnimie cwiMwYZ ng| BfKvUwiRg agYK...Z
GjvKvi RbM1Yi HwZn", ms™ «...wZ wKsev cOvK...wZK maitici Kg cOfve we™ Zvi
Kti _viK Ges 'vbxq cOvVK...wZK mad’, HwZn" I ms  <..w&iftY mnvgzZv Kii|
msAv : OBiKvUy wiRg n1"Q tmB aitbi cwitekevUe ch©Ub hv EQ.wZ | cwitek

msifY Kiti Ges tTmB mvi_ ™ 'vbxq RbMtYi g¥j | Dboegbabw$iO -IUCN

cwitek evUe ch©Uztbi ma¢ve” myweavmg~n

A_©%bwZK Dbceqtbi mythvM

* " vbxq TjvKRtbi Kg©ms ’'vibi myweav

FivRMvi e, wx$Z mnvgK

bZzb ch©UK welgK e’emvwgK D1™'vM

bZzb tjvKR cib’i D™¢veb

%oet WKK gy av ARGOb

Rxeb hvivi gvibiDbcegb

miKviii Avg e,wx

bZzb "YZv ARGD | e,wx

iwYZ GjvKvi msif1Yi DIitk™ %oet wkK/miKvix mvnvh™ j¥

cOVK...wZK I ms™ <...wZK malt’i msifY

= cOvK...wZK cwitetki msiTY e,wbcvZ, cvwbPu, f~wgTq tiveb'v tiva cOf,wz
Rxe%oewPT” msifY MvQcvjv cicvwL

cOVK...WwZK mal'tK AfZ titL A_©%cbwZK Avg m,wo

msiftYi ,ieeZj mauiK© RbM1Yi gia” miPZbZv e, wx

~ 'vbxg mythvM myweav e,wx|

Rxeb hvivi gvb Dbcegb

GjvKvi ImS>’h©" ea®©b
cwitekMZ Ae 'vi Dbeegb

wkf{vi gvb e, wx

wei kx fvlv Rvbv

WbR™ A ms™ «...wZ1K ,izeZj cO'vb

iwfZ GjvKvg chOUKM1Yi Rb™ wbggvew

cOVK...wZK



efbi ci cvwLiK weid Kiv n¥Z weiZ _vKyb |

tRvti AvigvR Kiteb bv hviZ etbi ci cvwL fq cvq|

hizl gajv Tdjteb bv, mvi_ K#i Lvwj ¢'viKU, tevzZjBvw' tdiZ wbiq Avmyb|
SYv©, Qov ev TjK G TKvb wKQy fdjv n¥Z weiZ vKzb|

mvi_ Kti~ §,wZ wbiq hvb, etbi TKvb cvZv ev jZv bq|

cOK...wZ1K Abyfe Kivi Rb" bxite agY Kiaeb|

mvgvwRK

~'vbxq ev Avw'evmx RbiMvdxi ms «<...wZ | Rxebhvivikegvb Kigeb|
Avw'evmx MOvig cOtetki c~1e© AbygwZ wbiq wbb| Xgch©viq Drecvw'Z
“ag” uq Kieeb|

~'vbxg Avw'evmxt’i Qwe Zzjevi c~1e© Zvi'i Abygwidbb|

iwfZ GjvKvg tKvb MvQ ev 1 qvij Avcbvi bvg ev Ab™ wRy wjLv T_FK weiZ
_VKyb|

Ab vb” cwitekevUe chOUKMYI hviZ AweKj Avcbvi gZ cOK.wZ cOk©b KitZ
cvii Tm wetePbv ivLyb|

iwfZ GjvKv agtY Avcbvi AwfAZv Ab“t'itK Rvbvb Ges Z¥'itKI Abyifc &gty
D@yx Kiaeb|

e'wlMZ e’e 'vcbv welgK

tiv' n¥Z evuPvi Rb™ Tiv® Pkgv, Uzwc | mvbw  Eb Tjvilenvi Kiaeb|
Bbimz+ witcj'vsU e envi Kizeb|

Lvevi cvwb mvi_ ivLyb|

mac¢e nij K'vigiv | evBibvKyjvi mvi_ivLyb|

Avivg'vgK Kvco | RyZv cti Avmieb|

eRObxq

D% istqi tevivK, jywY2 | Lvwj cv

1'So-Svc | TRvti ka Kiv

GIK Actii KvQ T_1K wew’Qbce n¥q hvigv
MviQi Wvjcvjv fvvav ev dzj TQov

a~gcvb Kiv ev Av b aivibv

tKvb cOvYx1K fq 1 Lvibv ev aivi tPOv Kiv
cvwLi evmv b6 Kiv ev evmvi KviQ hvigv
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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 permigdit 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 acogiioans 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 anasstent with the Protected Area
conservation principles under Nishorgo - Networkifing.

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

Be responsible for all legal permission as requigthe Bangladesh Government
including registration, licensing, association a@aging 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 Commuisit

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 Accoutiagedures 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 paitigrjoint responsibility,
accountability and revenue sharing between the .Gowt 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 wt#i 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 takéative 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) sheleive 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 maiinéd 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 amotiniry 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 receigimfentry 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 tetledCMO 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 aadlas 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

Name of CMO:

Name of Protected Area:
Address of CMO:
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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
e 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 arekof, including:

» the physical elements tdndforms

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 defie self image of a region, its
sense of place that differentiates it from othgiars

= |tis 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

AlGs 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 miaute
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 Templai@)d Guideline to IPAC
Cluster team

IPAC Cluster Team will share those with CMO

Potential activities will be outlined to developoPosal

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 Vulnerabiityg suffering from drinking water
access



PP Structure
* Title
* Executive Summary
» Logical Framework
» Justifications/Background
» Description:
Objectives, Outcome, Methodology, Activities, Mimming, 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,luting audit cost)
* Cost Sharing (minimum 10% of total cost should evgled 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- . L
SL J— 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 projeiftar(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 cag¢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 N6es/
Proposed activity is reasonable in it's scope, apgn 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 |l@fedrganizational 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 34 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 | Khadimnagarl 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




="USAID | BANGLADES

FROM THE AMERICAN PEOPLE

September 26, 2010

Mr. Peter Reed Merrill

IPAC Chief of Party

International Resources Group (IRG)
House 68, Road 01, Block |

Banani, Dhaka-1213, Bangladesh

Subject: Approval of the Landscape Development Fund (LDF) Grants Program

Ref: a) Winterbottom/Wijesinghe letter dated October 18, 2009,
Ref.- IPAC-MRK-09347
b) Wijesinghe/Winterbottom letter dated February 25, 2010
c) USAID Task Order No. EPP-1-01-06-00007-00

Dear Mr. Merrill:

This responds to the referenced letter requesting approval for IRG to administer the Lan
Development Fund (LDF) grants program under the referenced Task Order to authorize
to Co-management Organizations (CMO) in support of the implementation of the IPAC ¢

Pursuant to ADS Section 302.3.4.8 Grants Under Contracts (GUC), approval is hereby ¢
for Grants Under Contract under International Resources Group, IPAC Project. The gra
program under the GUCs authority must meet the following conditions:

(1) The total value of the GUC component is $125,000. The grants will be in local currei
each grant will range between 300,000 Taka and 1,400,000 Taka.

(2) The COTR will be significantly involved in establishing the selection criteria and appr
the actual selection of the grant recipients. IRG will be required to obtain prior approval
COTR prior to the award of each grant under the task order.

(3) IRG must ensure that the requirements that apply to USAID-executed grants will alsc
to grants that IRG executes.

(4) USAID retains the ability to terminate the grant activities unilaterally in extraordinary
circumstances.

IRG is not authorized to execute or administer cooperative agreements on behalf of US!

U.S. Agency for International Development

USS. Embassy Tel: (880-2) 885-5500
Madani Avenue, Baridhara Fax: (880-2) 882-3648
Dhaka-1212, Bangladesh www.usaid.gov/bd



This approval is provided with the understanding that sufficient funds are available in the
referenced Contract and that no additional funds will be necessary. This approval does not
constitute a determination of acceptability of any grants terms or conditions, or the allowability ¢
any grants costs nor does it relieve International Resources Group (IRG) of any responsibility fc
performance under the terms of this Contract. This includes the requirement to justify the
reasonableness, allowability and allocability of the costs which are expected to be incurred
under these grants.

Sincerely,

YBUOzimyhe .

Marcelle J. Wijesing
Supervisory Contracting Officer

cc: Naren Chanmugam/Alternate COTR, Philip DeCosse/IRG, Ekaterina Aladashvili/IRG
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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 ia

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 requestiting with strong justifications
Fund Request submit:

. Prepare and send with (A-6) afDPA Form

. detailed work plan and budget segregated for gneg
Monitoring

* Periodical and/or ongoing site visits to see tlogpss of
harvesting/business/production

* Prepare and submit Progress & Financial Reports

* Internal/External Audit/Evaluation may necessary

* Grants Close out

Regular update sharing on project progress
with IPAC, FD, DOF, DOE, USAID

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, shioeldn 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 bygtiantee 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 TimefraBwglget 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 unaktentnue 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 fergleriod 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 conditions wakult in termination of the funded
activities

= Grantor reserves the right to disallow the equivat®st under question related to any
irregularity detected and realize the amounts saitsin 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/teatnom of project
or

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

Non-consumable equipment and properties
= The ownership of non-consumable equipment/progertie
procured under the project
shall remain as
the property of USAID
(though the equipment is procured in the name aept).
= 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 swai#ity of activities
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Financial Reporting
Fund Accounting

» Fund accounting is an accounting system emphasgrmntability rather than
profitability, used bynon-profit organizationand governments.

» |n this system, &und is 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 agencieg lspecial 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 lef@gdund), depending on
their financial reporting requirements

Bank reconciliation

» In practice, it will be frequently observed that 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 releotie 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 tdbwash 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



Cover Page:

Monthly Progress Report
on

LDF-Landscape Development Fund Program

Integrated Protected Area Co-Management Project-IPAC

Name/Title of the Project:

Grant Agreement # IPAC/LDF/GA- /2011

Project Period:

Reporting Month:

Implementing Grantee: (Name & Address of CMC)



PROGRESS REPORT

Project Accomplishment/achievement within this period: (description of activities, results)

Planned Activities

Activities performed

Remarks

Note: Please mention qualitative and quantitative data, in line with IPAC PMP indicators on the activities

mentioned above

Reasons for deviation (if any) with targeted work plan:

Major Challenges/Problems faced (if any):

Corrective measures will be needed and from whom (CMC/IPAC/Others):

CMC/Community Contribution against above achievement:

Amount in Taka

Committed Received this period Received to date Balance remaining
(Cumulative)
(2) (b) d=(a-c)
(©)
Attachments:

Final list of beneficiaries (for first report only)

Monthly CMC Meeting Minutes

Photographs for program documentation (paste 2/4 nos per page)

List of Visitors e. g USAID, GOB, IPAC, etc: if any within this period

Others if any




Grantee Monthly Financial Status Report (FSR)
on LDF-Landscape Development Fund Program
Integrated Protected Area Co-Management Project-IPAC

Name of grantee:

Period covered by this report:

Agreement number:

Agreement end date:

Amount in Taka

Line Item

Approved Budget
(2)

Expenditures
This Period

()

Expenditures to
date
(cumulative)

(©)

Budget balance
d(a-c)

Salaries & Wages

Procurement

Transportation

Admin and Support Cost

Programming

Evaluation

Audit

TOTAL

I certify that to the best of my knowledge the information presented is correct and complete and that all performed
expenditures are for the purposes set forth in the award documents applying to this Grant.

Authorized Signature with Date:

Name
Designation
Name of CMO
Seal of CMO




Grantee Statement of Cash Flow

Grantee: Grant #:

For the period of:

Funds on Hand at the Beginning of the Period:

In the Bank:

In Cash:

Funds Received from IRG during the period:

Interest Received in the Grant account:

Funds Spent During the Period:

Amount at the End of the Period:

In the Bank:

In Cash:

Please also attach the enclosed Bank Reconciliation Statement (completed) and a photocopy of the Bank
statement.

Print Name and Title:

Signed:

Grantee Authorizing Official Date
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Filing & Documentation

Filing system

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

= Afiling 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

» |tis always a pleasure when someone looks for fungeand is able to find it without
difficulties

* In our organizations we work in groups. We receind 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 orgamonal activities

= Everyone who needs to use documents should knowevtbeget 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 leagery day and usually first thing in the
morning. In a small or less busy office you coule dnce 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



Name of CMO:

Name of Protected Area:

Address of CMO:

Purpose:

Venue & Date:

Participant's List

Sl

Name of
Participant

Designation | Organization

Contact No &
E-mail

Signature

=
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Name of CMO:
Name of Protected Area:
Address of CMO:

Minutes/Report
of the Meeting/Workshop/Discussion Session

Date: Venue:
Purpose:
Agenda (s)/ N Time Line Responsible
Issue (s) Decision (s) made Person (s)
Discussed

Participated and Prepared by:




Name of CMO

JOB DESCRIPTION
Employee Name & ID: Job Title: AAO
Dept./Project Supervisor/Title:
Date Employed: JD Period:

I. Job Summary:

The Accountants & Admin Officer (AAO) is responsible for assisting to effective
implementation and reporting of Accounting and Administrative, Procurement activities of the
CMO. S/He will be responsible for providing ongoing logistics support to the CMO. AAA will assist to
ensure that relevant rules, policies and regulations are adhered to all day to day activities

Il. Responsibilities and Tasks:

Employee's Signature:

Check and make payment Travel Expenses Reports, Conveyance bill etc.

Maintain register for all advances (TA/PA) and Follow up timely adjustment of all advances

Prepare Vouchers of all transactions as appropriate in a timely manner

Check and attach proper supporting documents with all the bills submitted by the vendors related to
procurement and other services providers

Perform and maintain banking related issues including Bank Reconciliation Report

Maintain General ledger, Cash & Check book, Stock Register, etc.

Affix Revenue Stamp; Deduct Income taxes at source as applicable, and deposit to Govt. treasury
Assistance for arranging timely procuring of items following CMO policies, procedures

Record keeping of revenue generating activities, Deposit the PA entry fee to FD

Liaison and coordinate with IPAC, Govt. stakeholders, donor agencies, etc.

Assist to prepare Technical and Financial Proposal according to details activity plan and ensure
timely submission

Prepare Qty Financial report with necessary supporting and timely submission

Filling and preservation of financial vouchers, organizational documents in a safe place

Assist Annual external audit, reviews as well as internal monitoring

Maintain Fixed asset registers, ensure affix ID numbers, and keep track of items

Arrangement of different logistics support services such as stationeries, photocopying, vehicle,
refreshment supplies, office cleaning, etc.

Record keeping and documentation of all HR related papers, maintain Personnel files

Perform any other job/works require by CMO as and when asked for

Authority:

The AAO has the authority to collect supporting documents from staff and service providers in

regard to Financial, Accounting ad procurement issues for implementation. Under the direct
supervision of Treasurer, works in close collaboration with CMO Office Bearers

. Contacts and Key Relations:

Maintaining strictly the chain of command, S/He will keep contact and working relationship with
CMO staff members. S/He must maintain appropriate confidentiality of official matters to deal with
third parties

Working Conditions:
This is a Head Office based position, but will have visit if necessary. Working hours will be 8:30 am
to 6:00 pm with a lunch and prayer break of 30 minutes.

Approved by:

Supervisor's Name & Signature:
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Please help us evaluate the training program

Benchmarks: 5-Excellent 4-Very Good 3-Good 2-Notup tothe mark 1-Poor

Questions Rank

Are the Training topics relevant to its requirement?

Is the course outline is sufficient to CMO level?

Are the presentation/handout materials effective?

Are the Facilitators easy communicating?

Are the presentation methods participatory?

[s the training time appropriate?

Are the arrangement and logistics satisfactory?

Please state below

Which are the more interesting topics?

How much you enjoyed?

Do you have any suggestions for further improvement?




USAID’s Integrated Protected Area Co-Management (IPAC) Project
House 68 (2nd Floor) Road 1, Block |
Banani, Dhaka-1213, Bangladesh
Tel: +88-02-987-3229
Fax: +88-02-989-6164
Website: www.nishorgo.org



