
Accounts Manual
,edx6d"t

qnE io!" rs.{'.ld{+

qrt i-+fq (u',FE"l6{i cqwq-qqGft
qrffi sc+. at+ff. 'tftqrq<. olql<fi, Frilq'le

FFts oqc5 s9tgo-q)i $Ilq3 oq4')-st'11

t-ni.as akhan-ndp@yahoo.com
€Ir<s www.ndpbd.org



r

t
t
I

Preface
National Development Programme_NDP as a Non Governmental voluntary

development organization 
-try it's best lo deal the flnanclal affaiB in

smoothlv ard ;fficiently in difrerent aspeci such as lralce ard
adminisrative context as per possible. lf also NDP is leami'rg aboLi

many things through implementing the project at most vulnerable area of

Sirajgonj 
-district -constructed by silied of Biggest fiver Jamuna in

Bangladesh.

This guideline willassistto all kind of slaffs with basic aspect of accouniing

such 
-as 

Budgeting, Cash and lnventory Management, Advances and

Accrual, all ty-pe of vouchers, all kind of Banking Tlansaciions, lnternal

conkol, Book keeping and Bank TEnsactions. lt will give clear concept to
all level of staff to conduct the rinancial transaction as maximum associate
manual.
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lf the Guideline is used in accurately and authentically I am sure the

financial and accounting systems of NDP will be strong, more effective,

smart and efficient in all aspect.

Md. Alauddin Khan
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1. lntroducrion:
The Guideline has be€n developed for Naiionat Devetopmenr programme NDps
smooth flnctioning ol financial tEnsactons in att prcgEmme/ projecrs with a
view in impovement and systematic approaches apptied. Here ir descrtbes
€spective linancial sysiems, policies and procedures. This suideline wil hetp io
dive the Accounling slstem in smoolh opelatjon tn lhe @nrexr or the
organizalionalneed, prepaing tinancialEporrs againsr experditure, tncome and
utiliution of suFgEnts fund.

The main puryose of ihis guideline is io assist speed up in financta[.ansact on or
organizalion's coE pbgamme and otheB siEngthening ot financiat system.
Thus ii willenablethe erective and efficient management of the oqanizatian.

Through tne proper use ot thts guideltres, it is expected rhai ihe accounlng
practice be made easid thrcugh lhe ctear exptanarion wirh represenlatva
lype of illustlation inside, and wilt reduce rhe possibiriiy of confuston and
m'sunde6larding during appticaiior

Scope:
All Prcjecl and Programme will rottow this guidetine io focuses the finance and
accounls management tssues. Besides, ihis suidet ne woutd be the matnslrearn
to drive the alFnnanci€ltransaction and the administraitve proceduEs.

Authority:
This guldeline will help lo improve the tinanciat managemeni in a6ur.tey
every tEnsaction of lhe organizalion with proper evidence. The degree
authoity will may have differenrwhich wi[ be exptained as foltows.

Essential Requarements:

NDPB 5t progEns wil loJo,v tn€ srEelne in rutty. .f arv chalges are needc I -o
div6 lh6 accounts .at wil be perihed oy rt-6 Ct- 6t Exediiive'D,€croi o.

Praclicesi
NDPsA@ounls manualdesrgned lo nsped rt-e Cove.rn e.r aw, whcl
followed all requ€ments
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Memorandum of Understanding {t!4OU):
uemoianuum otunaerstandlnd ia a mutualagreemeit beiween hvo parties in

*t'.i" u*tr,tllnq *i[ h*" *rii6n which cooparaie to drve the oqanization's
part ership prcjecl Pefecily.

Budget:

National DeveloDmenl Proq€mrne-NDP peParcd a Yearlv budget ror a ! prcjecis

li" "r"*" -a lh's bud-qet s approved bv l1e Oeneral conltlee 'r 15^

Ann,i;lGene'al Meerins (AGM) inclidi1g arnuar adivnes o'an'

Fund oDerational Procedure:
ii""" r.iOp i" 

" 
s'mll \GO w'm reroJrc€s @nstars obvioJslv deperds 01

Jineent aonor aoencvs tnancial assEta.ce lo 'tro'ene't 
the rcl I'ies

Bes,oes, a few pro]ectsare implemerred bv organiTa',ons own'ut 
.

Procurem.nt Proceduc:

Definition:
i.""ciar orscro,ine ,s rfe 'nirror o' a1 orgari2atior a1d p'ocJrFmert :s a oai of

itre trnarciat niaraoemel ln view lo 'al ald -1ahe !'e svster t as sid'dard fie
.ii""i=*tn r,," ".,i"uo the pesenl one thus introduced the descrlbed

'pio"r,".ent por"r'' on the 1"t January 2005. ll is ex9ecied thal lhe sald

o.""a"-e r,rr **ine *t. to salsl lhe pcsent n'ed of L1e o'sair/aron ar d

wilr be follored propeiy by lhe slaft ilr'olved n Ll'e pro@ss

i. AoDrcval Committee:
The;xe.ulive comntee (EC, fie hgnesl .uilorirv o Nairo4aL DFv6'oonerl
PooEmm+NDP wil seleci a4d approle lh' 16l o'p'oc nemenl 'ormih'e' Tl^e

.ioiuement ommilt*s or 'e oisariza o" w.' 6rs,sl ot _t'ree ramoe's ol

lhem ihe heasure- wil eprcselt ine EC and il'e orher vo lom rhF sero'
;;nagement staff. The chiel execullve a.d the accounis related oflicers wculd

not be the membeE ofthis committee

The broedJre to be followeo tor pocrrenerL oleJpplEs E oesd'bed below'
Th. .r.curEmenr commitee ,iI serd ue{ Fcomreldarion lo _lF c-e'
execJtive and he or his designaied rcpresentative wlll linalv approve lhe same

The said commitlee is responsible for all procuremeni io the chief execullve.

Ihe goodvseNlces procured is to be mairtared comp ete recording and ihe

exp;ses must be substantialed by proper documenialion. No expenditurc s
expected to be reimbLirs nq for proclrement iflhose are nol budgeted allowable,
and reasonable ln case of emergency, pior pemission nrust be oblained frcm
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iii. Procurement c6iling:
Theoqanization williollow lhe following ceiling guidelines n Procurementr

Method of Procurement

5,000
Direcl purchase by pro.urcm
ofticer/h charge/Designale

Tk 5,001

20,000
Enlisted

02 (hdo) Open market Purchase bY
procurenent commiitee. For
enrisred vendor, p!rchase ord

TK 20,001

2 00,000
Enlisied

3 (lhree) Open rnarket puichase by
prccurer.ent @mmiltee. For
enlisled lendor. purchase ord
.h.xld be issued

2.00,000
Th.ouqh limited iende. (seale
bid)/press tender. For enlister
verdor, purchase 6rde. shoul

l

t
t'

I

I
I a When an rcm is to be Dlocureo, a purcnase request ton- a5 per prescabed

'omat is o be lilled up iy trre Srore;iF;E T-cot ns of cer/ Slar T€ nber

of NDP and wlth the recommendation of lhe seclion chief is io be submltled io
the chief execdive for his /her approval. The helhods of procurements as
stated sbove 1o be ionowed during procuGment of supplies

b. For purchase TK.5,001 to 20 000:

Procurcment Commiltee will arrange pmcurcmenl based or two quotations

obtained rrom enlisied vendols. lfenlisled vendors aG unavailable lor a pariicular

ilem, th€n procu€ment conrnitlee could pDcure the €quested i€ms from open
ma et wiih prcper tustilication ln consullalion with the chier execltivel Purchasing
frcm enlisH vandor should have purchase order signed by the ch el execulive ol

Ijerl

f
'* J

i
I
t
t
I
t
I
I
I
I
I
h

c. For purchase Tk20001 to 200000:

A summary of bid evalualion (SBE) must be pGpared by the prccurement
commitiee based on thrce quotations oblalned irom ihe enlisted lendor and 2
purchase order musi be signed by the chief executive of lhe o€anizauon or hs
/her designated. ln case of open rnarkeuspoi quotations, ihe proorement
committ€€ mustvisitlhe markei lo obtain such qrolallons. Takinglhrce quoiatiors
from one vendor is strictly prohibiled: il should be from differe.t vendoB.

**""*ffi:H"'"-
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d, For purchase above TK 200000:

A summary of bid evaluation (SBE) must be preparcd by procuremenl commiliee
based on lhee enlisted vendors which dropped in the tender box otheNise a small
adveftisemern will be published in the local News Paper and a notice wjtthanged in
lhe nolice board in open area. But in case oI emeqency if aiy, the prccuremeni
commiltee €serues ihe ight to collect quotation on the spot rrom oulside sources-
poduceE/supplierc/sellers elc. Allsealed bid evaruation willbe opened in peser@
of lhe bidde€ and also the prccurcmenl committee. A purchase o.der (PO) musl be
signed bythe chief executive of lhe organization or his / her des gnated.

The organiation should alMys iollowthe covemment ol Bangladesh (GOB) rules
(like lncome Tax, vAI, Siamp Charge etc, io be deducted al source) dufing rhe
prccu€menl of any charge / services. lt should take appropriate measures io ensure
lhe deposilion of ihe said money to the treasury in iime wilh ca.efutly.

iv. GoneEl Pro..durc for Acquisition ofGoods end S6ruices:

Theacquisition proc$s involves basic steps:

a. Recognize a Demand:
The pbcess begins when Accounts seclion €eives a rcquest to buy materiats or
services lrom open ma*et /enlisled vendor. The €quesi (called a Purchase
Requisilion, PR) includes lhe item's descdptlon, quanlity and qualily desiled, aid

b. Select Suppliers /Vendorsr
This Slep involves idenlifying suppliers capable of p.ovidinq the ilems, oroupinq
ilems thatcan be provided by ihe same suppliers requesfng bids on the requesied
items evaluating the bids in ierms of ditre€nt criteda, and seleciins a suppljer.

Afier complelion lhe selection of vendor Purchase Ords in w iing witt aci as rhe
conlract for the supply of goods / servicss as per rcquired qualiiy, quanlity, and

d. Follow ub th. order:

'To get lh€ Fquned Goods /Servi@s ir r,me, be ensLe expecFd qJatity.rc
quantity and avoid the delay oI supply lhis slep is essential to enhance contract
lhrough lelt€r, fax , telephone or e-mail.

e. Received the ordor:
At ihe lim€ of getting the Goods /se i.es must have enquired about the
specilication, quality and quanlity accoding to Purchase Order up io Purchase
Requisition, lnv€ntory Conlrol and Accounting Prcce$. tf the shipment is nor
salisfactory buys must decide to back the products to suppuers, Recods on
punctuality, quality and quaniity deviations as well as must be up dated as pan oi

**,'g$?ffi'*'"-
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t Delivery of !h. receipt€d goods:
Once ihe goods are e@ived accordins io requisltlon n allelements ihe goods

should be delivsred to lhe linal usels at the earliest oppo unilv

o. ode of Payments:
ihe organizali;n should always be conscious io make pavmenl to lhe lendor
thrcugt Accounts Payee Cheque. Not over 3000/=(Taka thrce thousand)will be
paid in esh, otherwise vendor is bound to accepi lhe Accoun'6 Pavee Cheque.

in case ol erorqency spol p,rchrse,open mai.eL oLrcrasewhere verdor < nor'
wllrng ro r€ccive tl.e checupay order, I ren t e chEf Eie( ut ve has lo aporo r' o
be oaid lo the lendor consoerns hE reqLesl rn wril4gs

v. General procedurc aboul vendor enlist hentl
NDP ihought lo avoid ihe unerpected isk of improper procurement decraases
the chance thai inappropriate vendoc wll be selected and improves the

I
I
t
t
t
I
t
I
I
I
I
I
I
I
1

efiioency and eflectiveness of procurement.

a, lnvitation, evalLratlon.nd sel6.{on of vendo.:
This phas6 requires lhe develoPment cl evaluation c tena,nd vendors
Shall 6e sele.ted 6s folloN:
i. Financial str€nglh of vendoB, qualrty, managomenl, technlcal ability and

polenlial for close longnem relalionships
ii.Thevendoc companyprofile, ils seruices, ptuductqLralily, price,warranty elc.

and sales peBonnel capabilities should be noled be noted in lheevaiualion

iii. Shoder leadslimes and on'iime delivery also helps the procurcment 10

malnlain the prcject's salislaclion vrith a deadlne for submisslon lhen

b. Malnt in and dsvelopinsth€ onlisted vendor:
The oqanlzatlon's Prccurement Commiliee wlll make sure thai the vendor has
an app€cialion of quality requirernent scheduLe oldelivery, paymert syslem and
olheB pocurement policy. Vendot developmeni includes elerything from lralning
to request for quoiations lo delivery and bllling sFiem thai is the whole syslenl oi

vi. Purchesing sir.t giesfrom enlirted vendon
There arc lhree classic Upes ofpu.chasing slrai€giesfronr the enlisted

*,-;;liffii.c"'
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I a. Tho open book purchase:
The purchaser delernines some cosl which may be heid at iime of purchastig tn
break up such as Maledal cost o. on rixed cost or or a detiverv time and tabor
cosr etc. Tlis E espec'ally useiu lor buldtr 9 mainra.al(e and r.rr rg $oooF.

b. Price list purchase /sole souring:
The Vendor pries aE lixed on a pubished price or index as EATA Shoe. The
procurement @mmitee willfinalize ihe @mmission/discounls /tevy il any berore
@nlirming the goods. While purchasing under this prccedure, documents
evidence such as pdce list, sole popretorship, and distributoGhip. parenr or
copydghts any of the above musl be attached.

c. Compatilive Bidi.g Process:
The siandad procrrcment policy has akeady been discussed bll here ts the
definilion. When Lhe supplies ae not willing to disclose ihe cost or where near
perlect ma*e!'fixed price lisling is nol availabte as discussed above ihe
compelitive bidding pocess is often appropriaie. To nrn th"E process, severar
enlisled supplie.s arc nec€ssary. lt is most suiiabte ior Requesr For euotarions
(RFQ) system where lhe order Gually goes to the lowest bidder Ihe major ty or
purchase is done thrcugh process. Sealed BidyLimited TendeB/Press Teider
also fallund€rth s prccess.

This is a negotEr,o. straLegy lo deueloo ong tem panrcr .g .etanons.rp u t a
Gw sJpplie,s who wll wolk e'l- ,l"F pJrciascr -o :alisfy rhe e"d !se6 rF.o(
Long iem suppliers are more likely to undeBtand ihe broad objeclives of ihe
purchaseE and the end useB. Prcfered ve,rdor may be one or ndo slpptier
being the ideal number. As ihe volume oi oder incrcases. rhe supplier receives
the repeat oder, which follov€ the slraiegy of htqh votume cost.

By seiting up the lisl oi preferred vendorrhis wouid decrease the risk of
inappropriate or ilnproper procurernent and increasesihe efiiciency and
efiecliveness ol the procuremern.

Il is expeced il'ai i\e develoomerr pmc3ss of i1e o.garzalo. erha.ced
through iolloaing lne saio orocL emert potty. It wI erharce rle accounraorl\
of lhe organ zation. naka it talspa€rr h prox,riis rre o.fLe Ldt.ie,?sea.Er A:
lhe same time donor agencies shoutd dnsider the organza|on,s proclremeni
policy in procurcment the prajeci seruices funded by rhern

I
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6. C.sh and potty cash Conrrol
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Nlinimum Two employees must have involved in a I kind oJ processiig of Cash
excluding Appoval Auihodty for financiat Transaction Comptetion

l. Cash Handling:
One peEon will prepared the Transaction VoLrcher (Debtt or Credtr. Journat
Vouche4, writes Cheque, and received alt cash or Cheques rrom orhers. At
Cheque and Cash deposit to Bank thrcug r T€nsterVouchers (TV).

ii. Recording and A6counting:
NDP always folloG Mixed Accou.ting Sysrem (iitAs) rhat s both of Cash and
Accrual basis lrom lhe beglnning ii rhe coniext ol Core programme anc
prcjects. All lransactions wil be pcording in Cash Book irctiding Explanalion,
proper _JstificalroB 

and Head No. ar Eve) VoLcle with Sigaaru,e ot Cash
Bolk writer wilh. A'ter conolei@r of at roma les or casf B;o. hen ooqrs
will be mainlained at ceneral Ledger and Subsidiary respectivety. Al thes;
peEpectives vr'il enhance by lhe Accountanr. At Branch revetor pmject Levetat
these process also willapply thrcugh recommendation otprojecr chiet

The Director or Hls/Her Designated percoi according to Consriution of NDp wiit
approve all Bill Vouchers with proper jusiitication, which lransactions enrries al
the Cash Book. And cross checked the a[ iomratiti€s for lEnsparency and
a@ounlabilily at organization. Berore rhe Bi[ volchers and Cash Booi sign
Director or his desisnated person shoutd be conlirmed abour the assurance;
[lanager (Finance and Admin,slraiion) through Sigiaturc at Bi[

iv. Cash Depositand Recording Procedur6:
a. All ihe Cash Transaction shatt be eni,.red into the Cash Book acco.dtno ro
Dale lf any acepiable (auses not oossrbte to e.rr, st rhe Cash Book o. ildr
day then lhe next workl,rg day musi have comp eied the task. The unsoenr
moneyshould be deposired ro Bank.

b. AlTransacior mLst hale €nhanceJ rhroLgt- prope..Jsl{-at on rctjo n9 .",d
VoucheB lor Cash Receipl anJ paymcrts wri courrer S,g.la-L?.

c All kind of VoucheB thar s Disbu6emenr prccurcment Order and hvoices
musl have used ihe Star,p Pad ,pAtD".

e. The Book Keeper who wdtes tjhe Cash Book musi have checked alt records
and Docuoentatiorc in D6ity Base..

0
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f.oouble Enirv SvsiemwilaDplv rn Cash Book.
o Separate baah Book nusi have Lsed ro_ each Prole( uP' og 2r re n.lJd nq

PETTY CASH CONTROLL:

Petty Cash Book used for SmalL Expenditure
over TK. 1,000 will be entered inio ihe
operation System siated as follows.

rhe cashier shallhave maximumTK.5,000 (FiveTholsand) as petiv cash.

The Petrv cash FJno nJsr.rve.epl r loc[aole meul Bo/ ou'19
raneclion peiod Afier closing ll^e ranca'rDn ol Dav ' srll-ave kept ir

No paynienl slallbe n,ade wilhoti the aporoval of t1F .)'reco- or Desiq'.Fd

iavrenrs maae trom tre petly cash sha', be 'e_'nb'Fq lo l'e CarhFr o'ce
rn a momh of oroDe! vuLchers and aulhen'i@ied docJrenB
rhe Cash'ers sh;ll n-o!'arl! enler alr lhe tanlac llo1s chro.o oqEarly r' l re
Cash Book. There should be no transaciion without entry includlng Prcper
Vouchers in to the Cash Book.
''PAID sea! musl have plt on Bills and lnvolces du.ing the parment
The rccipient musi sign on the appropiale Cocumenls while receive anv

h The phlsical Casl'in hand al lhe end oi dar' sn)J,o be coJ.Led a.d
documented. Manage. (Finance and Adminlsirailon) wlllaudit at Least once in

a month all the Process.

7. INVEI,{TORYIVIANAGEii|ENT:

lnventory means all tangible items owned, such as Ofiice Supplies/Stalionery
Vehicle lpare parls, Proiect MabnavEquipnrent. Fuel Vehicle, F!mitu.e Fllture
and Equipment elc,

b.

t.
s.

whee transaction may hold noi
Petty cash Book. Pety cash

to conlrol ihe iangible assets
ensuring adequaie supporling

Delinitlon ol hlventory llranegeBenti
lnventory lulanagement is a pmcess, which help
including receipt, issuance, balanclig, accounting,
documentalion, contrclling, moniloring and proper

ctassificaiion of !nventory:
A. Warehoused lnlenlory
B. Non-Warehousd hvenlory

A. Warehoused lnventdry: The following

".-,,$ffiR"-r-,
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Oifice Suppli* and Stationery:
Office Supplies and Stationery includes allkind ofsrariofery, etectricatgoods
All these items are procured snd Gceived trom tocat ma.ket charge as

Some expenses are established and dnedy procu.ed as Eq! remenl tor
prcject beneficiaies 6uch as Food, Medicines, Retief Goods, Seeds, Roofng
Mateials, Saplins, Bamboo, Ropes, Fed izer, pesucide, Loading a,ra
Unloading, Spade, Khunti, Umbrella, Torch Lighi Torch Lisht B;rtery.
Hunicane, Fodder/N pper, Homeslead Ptantation, Arsenic testing t\,late iats,
Stove, Table for village, Trunk fo. Field, Toots eic.

Non -Warehoused lnveniory:
The items or Non-Wa@housed lnverlory arc as rottods.

Furniture, Flrtureand Equipmetri(FF&5):
Furnilure, Fixt!rc and Equipmenl inrl;cates Tabte, -Chair, 

Catcutator.
Compul6r, Pinl6r, Photocopi6r, Generator, Sofa Sets. Flrc Extingu sher File
Cab:nel. -elevEion. VCD. An Cobr. AtnirJ Col. a.o Ea1

BI
t
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Vehicle indicales Molor Cycle, Four Wheet, Bi- Cycle, Trotey, Normat Boar

Books and Documenisl
NDP followed tlre documenis arc 6s below in oder to tnventory ivlanagemenl:A. Forrnals a rd Repcrts

A. Form.ts and Rep;isl
NDP prepared lhe reports on VJarehoused and Non Ware hoosed t.veniory on
a mohlhly, quartenya.d annuatty by responsbte person.

i. Delivery challadway Bill/ Mastor Rott:
NDP rJst have p.epa(d ihe De rvery Cra,rlryVay B't or C.e.rarce LF1e. /
Masle, Roll {Arnuxure, olirg rhe deivery oi t,tat;rah and Equprenr lo rrc
beneficiarles and ma'nia ned frle torthe same

ii. Slore R6quisition Foh (sRF):
Relulsilion ior mate ats wilt have submired through SIore Requisition Form
(SRF) and maintained nb io. rhe sam6

lli. Assets ldentincidon Number:
NDP musl have append.',j rhe tdertitic€rtion number
and maintain the Fixed Asset Registerwhich usetu fe

I]

against each FF&E items
is mo.e han one year.

*-,'H,iflB'.*
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iv- Writc-Otr Fdrm of FF&E.
NDP must be iilled !p a W te-Ofi Form in a year for lhe asset due io lost.
damage orsold. ln lhis case the Chief Executive ol NDP or Donor NGo lnformed
by the responsible person and approved by lhe auiho ty.

The Following Repods arc to be prepared in Quadeny Bases.
a. Materials and Equipment Repoft (lv&E).
b. Furniture Finure Equipmenl Report (FF&E).
c Oisposal Report for Losl or Damage including Explanafon

MANAGEMENT OF INVENTORY:

a. Stors Placo:
NDP has a specialpLac€ lor Storing iircllding lock and
b Slore Authdri2rtldn Proc.dure:
Oirector or his designated employe€ is responsible lor

lf any Branch /Donor Funded Prclecl vihen the rnalerialgot as donalio. ior ever
can be sell or deposed ofi villh the Pre Approval of Direclor not otheF.

Kev.

Accounta.tor Dn6dor dosiSnated emdoye is responsible for the storirig.

Recordin! Procedurc:

Aftergetiirgthe recipient maierials Ecorded ai Stock Registerwilhin
Ofiice tim€ il anv €morq€n.! causes not possible io re@rd then the next
Wo ins dey it must hsve completed.

Challan 6Im.voi.e nust be emrded againstreceipl.

I

Li,

iii. Siorc Responsible Person wi,l .aie to gel the materials from suppiers n
lhis case he/she check the all criteria that is quallty Ouanlily, Oder

e. Permission Prccedures:
i.Every stafi presen|s the Store Raquisilaon
ii.Slorc Requisiti.n Fom, Chailan and

documenled against disbursemeni.
iii. Recipients musi have slgnalu€ allhE time

Fom {SRF) to get lhe maierials.
[,{aster Ro] should be prope y

tl
The idenlifi@iion ol p.operly ariixed and malntali in the Assei Restsre..

*.'Rffii*"- $-"r-'6,
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8.

g. Physical lnvento.y:
Ar lrventory Team w[ condLct tt"e plys:ca' coLltrlg by sixh roih./
the sl6ck Rtuiq.r

NDp musl keep available and panicutars records oljns and ods inventory.
l. Stor. lllanagoment:
Atleasltwo persons wlllrnainlain the inveniory in thefotowing area:a- Handling/Recordins.
b. Purchasing/Accounting.

ADVANCE Al'lD ADJUSTIIENT:

A. ADVANCE

S.rne orccedJcs will bF aoptEd betore paid +e advalce;gainqt dny ! oql
_ Advan@ nrcrey willbe Lt'lized agdhqr _'avetrg 

aro T.a1.pon.Lior. proFcl
D€l,very. Salesnan l.nd & owre.ot Ho-esteaoand r,@itaneoLs.1 Direclor or his selecled person dn apprcve ihe Aovance.
2. Accounlanl or responsibte peEon must have considered wheiher rhe pasr

advance adiusted. ln this case ac@untani wil reconstder the advance

3. Afler considedng lhe matter the accounianl prepared the Adva ce
- RequesuDg Form (ARF) and prcparcd against advance paid
4. Advafce Register must be recorded at the same iime Cheque/Cash (not

rnore than Tk.3000)witlbe paid.
5. More lhan one peBon can be t3ke a.lvancei in this case a[ advance

.eceiveB will collect money thrcrgh a group advan@ requesrng iorm in_hs (ase cashier/AccoJntanu Ierm teader/ proled Chrei;iIw[d,aw -he
anoLnl on bel.af ot a tadvance oeneicEnes. Ano ro vduaicollen Debir
Vouchor and Crcqu€ musthave prepared.

6. Accou, Xalt wit ob*ae lhe recioiel srgisrJre at Oeoil Voucler wt-o tahee
6dv€n.e. Carhler as a clent p.eseht tha Cheque in ,ront of Creqte tc.rFi

7, lr lhis.ase Cnql er witwitadraw l]qnor€/.o^ Le Bart ar d o sn oLteo
ihe amoLnl to recipienrr, rqa astslqnaiLrp

8. Advanuc Rcquestllg Fonn (r,RF) mu.. b:.btovr'd Anierurc K9 Advanc,] Register mustbeLpont;afie. rrake jp.re prj,relr annexure.L



B. ADVANCE ADJUSTMENT:
After @mpletion th6 expendiiure tforn Advance Money, the iraveing
expenditue €pon, Travellng Expenditure report or ary others allowable
expenss report musi be submilted lo ac( ouniant for adjustmeni.

1. After cornpletion ihe purpose ofAdvance lhe expeidlturc record wil present ai
Account Oepartment withln o7(Seven Days). ln specialcas wih lhe concern
of Chiet Executive il mighl be extended 03 (Thee) Days

2. The Chief of proiect will oveNiew the expendilure record such as aulheniic
neld vlsii, a.tililes, and sLrpportive bill vouchers uth proper jusiirications
including r.ccounts Code Numlrers and aithm€tical accuhcy Ar leasl Chef
Executive oiOrganization approved the Expenditure Sheets,

3. NDP follom the advance adjushent if Cost ex@eds the adlance amouni
lhrough DebitVoucher, the cost is less than advance amountthrolgh Cr€dit
Voucher and ihe cost is equal io advance amouni ihrough-iournal VoLcher.

4. Advance Clsarance Certillcate (ACC) shoud be paid lo Advance receiver.

C. LIMITATIONS:

1. NDP vrll pemit the amounl minimrm Tk 500.00(Five Hundred) aid
max mum Tk. 10,000.00(Ten Thousand Tk.l at a ume. But ii break ihe ceitrg
il mighl b€ apprcved by Executjve committ€e in specialcase.

2. Nobody gel advance against Salary.

3. Aiy level of slafi gel advance one al a lime. Afier realization/adjGied or
CunentAdv€nc€ m.y 6laim olher advance bul not.

ACCRUAL AiIO ADJUSTMENT PROCEDUIiES:

Goods and Servi@s Ecelved frorn supplle.s but nol paid in cash it ts cated
AccrMls. Some tmes tunds arc not avaibble or Suppters may detay io give
voucheE lhen used this accrualsystem such as Etectriciry Bi[ ard Teeprone
Bit.

REQUIRED OF ACCRUAL IUIETHOD:

1. accrudlrs reoed,l the €.1ol 
^(co,n,s C o1in9 *ct as elader, Filcatya..

or al the end or Projeq Con.EdJat Ag.ee- d ,t wilh oo.or o.Fn1e3er! crs6

2. PJrchase O'der /Con:r!.t is give'. bur lou)5 /sca,f,. .rr{ .eLeNeo whn
finErcalepurlrrq, lnis ci.sts tlnol cor<ider rs acc,ued Erppr.Fs

_,.,"sffilf,'..,,*
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3. The Accrual Expenses 1s show at Accrual Expenses Subsidiary Ledger uriil
adjusled in next nscal year or quaner.

4, ln some @ses the accruals are kepi on estimated e)(penses. Bul al ihe lime oi
Bill Re@ived there may be differen@ esllmated acduals and actlal amounts oJ
Bill. When ihe* e$enses are paid and the actual amount does notta ly with the
payment.lnlhese @ss, adjusling entry is essentiallo be made.

5. For Accrual Base A.cou nlirg, NOP lollowed theJournai Voucherand when 1

is received in Esh then itis used adjuetrnent

10. SERIES AND CHARI OF ACCOUNTS:

NDP has structued Chad ol Accounts for each accounling t.ansaction io
maintain and prepare ihe llrancial books a.d repods on a regutar basis against
indivklual bank aclouxt. A seiles and chan of a..ounts are qven as lo lows

A, ASSETS
B LIABILITIES
c. tNcot\rlE
D, EXPENSES

BANK ACCOUN']' OPREA'IION POLICIESI
All the receipts as donalions, gEnts, and loan must be k€pt ln ihe Bank Bank
Accounls shall be mainlained through JointAccounts.

1. Bank Accounts: SepaEie Bank Accounts are to be opefed and separate
Bankbooks arcto be maintained for each iidividuat projecl.

2. Bank Sisnatory: There are lhroe siqnatoies for th€ Bark Accounts as

i. Presideht
ii. Secretary/Director
iii. Treasurer or Ac@ufiant, 3Ench Manager
iv. h contexi of Prcject. P.ojecl Chiefmay be nvolved but notexceed

the lhre slgnalories
Anv lro ol tl-e EboE sharl s 91 re oLr\iT Jocracnt: brt fe sqraru,e o, the
Secrelary/Oirector is mardarory

6
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3. cheque Preparatior and Withdr.w.ls rrom Bank:
A Cheque signalory must nol prepare Cheques and Vouchers I is requrBd to
withdraw money trcm the Bank for proglam imptementaiion rhe concern persor
for the program shall submil s requisiiion teter io the Di€clor. Afler approva
frcm Dirccior, ihe Accountant wit prepare a Cheque, gel signature rrom rhe
conc€rned pe6on for ihe prcglam and withdiaw money from rhe Bank. On ihe
counlerparl oflhe Cheque Book, Accountant wil wie down the dale. amoonl oi
money, name of the payee and pLirpose for which rhe money has been paid
Requisition Letter will have atkched wtlh the voucher and cornter ioit is 10 be
written down. A register wlll be mainlained for cottection of Cheque Books fronl

I
I
I

I
I
I
I
t
t
I
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I
t
I

Cash Receipi must be deposited into Bank Accounls as soon as possjbe ajter
rcceipl. lf c.sh is received afte. Banking Hours the amount musl be deposired
wilhin nen working day

5-

6

cancelled cheque must wrile by .ca cELLED" and kept in pesen/ed n

Payment Procedure:
a. Ceiling of Cashr

All kinds or payment shoutd be accomptished ihrough Accounls payee
Cheque more than 3000.00(ThEe Thousand Taka). tr iny speciat .ase ir is
not possible lo impiement this timiration than must have justmcaiions on that

b. Acknowledd entj
An Acknowledgnrent musl have oblain€d from vendor after payment oi any

7. Financial locurneEialion for lndlvjduat Projeci:
Each ol rle p'ojelh rill collect lhe 'o'to$rnJ ir..'a Rsporr l.oa *pecl "e

a. aank sialemenvPass Book
b. Bank Reconciliation Report
c. Cash Recap by BankA@ount

AUTHORIZATION OF EXPEiIDITURE

a. SupremeAutho ty:
Di€ctor wilr authodze al kinds of lransacnon aga insi appbp ate Bit Vouchers

Belore making the payment Accounla nV Cashier mLsl hale check aoainst bit
irvoEe wherhe. nn'mLr L.ree pe<ons vat,o s.grat ne 11((dnq'Drecl,
mand:t tu

12.

,.,*"?Iffr:R'.**
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c. Proier Procoduro for Aothorization:
'T . Every Transaclion musi be propellv authorized.

2. Authodzation:
Autho zation must be documented and tre documenlation musl conlah the
signalure or initials ola person who is entilled io authoize ihe transaction

3. Preserve lhe linancialrepot:
NDP willpGserve al fifancia epori for 1o(ten)years as lollows.
a. Check Signalory fo.each bank account
b. Debnvouche6
c. C€ditvoucheB
d. Jorrna!Voucher

Alldocuments lhose arc associated with disbursemonr/ receipG:
a. lnvoice, Bills, Receipts, Quotations and Coniraci of prccuremeni must
be attached with voucheE.
b. The Accountart 3hodld wdte the Head of Expeises inclding
Ac@unls Code on each billand invoice
c Cheque Signatory or Oesignaied p€rson will be reviewed and
approled lhe ailsupporlive expenses Bill Vouchers aga .s1 paymenls.

13, BOOKS & DOCUMENTS /REPORTS:
NDP should have maintained lhe followilrg doclmenlations as betow.
A. BOOKS:
L Cash Book
ll. General tedser/Subs d iary Ledser
lll. Stock Regisler
lV. Regisier for FF&E
V. Separale lnventory Regisier
Vl. Frocu.ernent Regisier
Vlr. Advance Register
Vlll. Cheque lssu6 a Reeived Regisier

B. TTOCUMENTS/REPORTS:
L VolcheB
ll. Bank Do.urentauon
lll. iria Bilan@
lV. Expeiditure StatementV MaterialgEquipmenlRepon(Quanerty)
Vl. iunnue Fi{ure & Eqlipment Repo(

,",",PJ[:#f,'.*^
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A, BOOKS:
i. Cash Book:
NDP should maintain a Double Column (cash& Bank) Cash Book on rhe basis

of oouble Entry Syslem according to individuat Bark Ac@uni as per Annexur+
G,
ii. General Ledger/ Subsidiary L6.lger:

Ceneral Ledeer is lhe main book of accounls. which comes fmm originat

Subsidlary Ledgd is a suppoding record of Generat Ledger. The rorat of
subsidiary ledger fcr an account should equai the accourr torat n lhe cenerat
Ledger. The subsidiary ledgerconlains more deraits rhan rhe Geiera Ledser.

NDP should mrintain the Stock Register Book (SRB) a@oang io

lV. Register for FF & E nems: NDP snoutd rnainlain a register for asseis
(equipmenltehicles and non consumabte items) ior a vatle of more TK.
2000.00fiM() Thousard only) and usefullife ormorelhan one year. NDpshoutd
aflix the idernification nurrberfor allthr assets by ihe prcject as Annexure-z.

V. PeEonal lnventory Register: NDP shoutd maintatn a Personat Inventory
R€gister (PlR) ior slaff custody as per Annexure -w.
Vl. Proaurement Register:
NDo s rcqri'ed lo minlan Prolu emF, Rer.sle ,or rK 5000.0.t/p
Tioui: t, {,'a-oJe atriisl rrc Ouot.r on or Con.acl o'p!.c1ase or orr!tcje
Order as perAnnexure-R

vll-Advancelt6gi8te. NDP shoutd mainlain Advance Regislerto accounttora I
kind of advanc* as perAnnexure,X

Vlll Chequo lssued and R€cgived Resistor: NDpshoutd cheque tssued and
Received Registar to account for allkind of ilansaclion as per Annexure- Ar3
B. OOCUMENTS/REPORTS:

Vo-uch€B pray viLal role o raie p.ope, documellanor ahd is cro.r .FtereicnE
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a. credlt Vouchsr: AIL kinds of Receipts shoud recorded such as each depostr
into Bank AccoLrnt, Cash, checks/Demand Drafl, Bank Transfers. inleresis and
otherdeposits on a Creditvoucher {cv) as per Annexure-.B

Debit VouclreE: All kinds of Payments shoud recorded such as paymenr oI
Goods or 6ervices rcceiv€d, Cash DisbuBemenr from Bank Accounrs
wd'drawal. la rsles ano Bar< Cl^arqe wrh he accourtino pr.rv ol a Debit
Voucher (Dv) as perAnn€xure-c

Journal Vouchor: Jounal Voucher only used ior non-cash transaclions as per
Annerure-F
1. Accrual easis: Ai llc oeriod or al accoLn rg per od to b.irg Jp lo dare or

an Amrual B.<is .f 4...r hlin.
2. Previoui Entry: Reclifying a ;reviols Entry
Transfer Vou cher [w): Al Banking TEnsaction witl be accompt shed through

BANK OOCUMENTATIOi{:
Bank documentauon requires prepa€tion/Cortection of rhe Foltowirg rhree

3. a€nk Slatemen, Pass Book in case ol Savings Accounrs
4. Bank Reconciliaiion Roporl
5. Cash Recap By BankA@unr

A BE,'k S€tgnenl should be cottecled troh respecrr'e Balk aSa,rst AccoL,r, o
ProjeLUBrarcl/Head Olre in separatetyis ronthly b.sE.

2. Bank Reconciliatio. Report:
A comparson of t1e Cash ba'ance rs .epo.ed by the Bar/ ar o trc bara.ce
not d oF ll€ C.sh 8ooh. fJ. a g,v: 

' 
je iuo to l,rd ertu.s or rr,eortartues or

d6can,nal6 s .r.r 's or r.w.'n Bank Sia?re1t ano NDo conoJcreotas,r Bor\
as per Annexlra,a-2

3. Cairh Recap by BenkAccount:
Cash Recap shoutd be prepared ror ev€ry Ban!( Ac@unt as a nnanciat activ iy in
eleuronth ae per An exuc-A,3

1.
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III.TRIAL BALANCEI
Trial Balance is lhe list of all Ledger balances in a particular dale. which shows

tolal of Oebit balances equal to lctal of credii balances 'Ihe sum of a l credits
mlsteqlalth€ sum ofallDebits on ihe Tial Balance as per.nnexure_A_6

IV. EXPENDITURE STATEiiIENT
The Expendilu€ Statemenl ls a management lools devised io facililale
moniloring ot account wise expendilues against individlal Budgeled ac@uni
wise expenditures as per Annexure-A-s

V. ilatorial & Equipment Roportl
NDP should preparu Ualerial & Equipri€nt Repod as flE p oject Iequireirenl lor
urdeln€red iLemson qlarterlv basis as perAnnexure-Y.

Vl. Furniture, Fixture & EqliPment Report:
NDP sholld prepare F, F&E report lsing iCenlifl@lion numBers on a quarierlv

basis as Annexure-z

1/t. PERSONNELMANAGEMENT
NDF' should ha!3 standard personnel poricy and prcc€durcs for lhe following

1. Guldelines of Siaii Rec.uitnnenl
a. FonnaUon of Recruitmenl Commifree
b. Set up benchmark for the Respective posilion
c. Job Adved,sernent (Dait l{e{s Paper, flotioe Board)
d. Scrutinylieapplication
e. w tten Test and vlvA
t Reconrmendalion/Approval by the board membe.
g. Ofter L.tier for p' irnary di.cussion

2. Job Desfiiption
3- Stafi Salary,l Eeneiils
i. Ilon6rariuri lor OlBctor
ii. Leave Policy
6, Translerleneiiis/pohoiicnrdemotion

8. StatrDeTelopmenl
L Pedomrarce appraisal
'10.Discplinary Acii.i

I
I
I
I
h
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15. CHECKLIST:
A team should have access lo investigate against all financial affairs including
dasciplinary aclion.- For Micro Finance- For Accounts- For Administalion

- For Prcject
It dep€nds on need bas€d. Fomaning may be design accordlng lo necessity.

,16. AUDIT:

l. lnternal Audit:
NDP ihould arange the lntsmal Audit lhroughoul the Rscal year as
delemined by lfltemal Audit Coll.

ll. Exi.rnat audit
Frlemal Audit Frm should oveB€e the all boors of ryroults Fmanoal
Reports. related documenls and otheB reports as pe' NDP linancial
guidelines 6s per €qui€ments ot GOB.

17. AMENDITEIIT: This suidelane may be chanqed based on needs.

22
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CHART OF ACCOUNTS:

Chart of Accolnts - a lisl ofGeneal ledger account names and nLrmbers.

ASSETS:
Cash Ledqer:
The Cash Ledger is a chronological record of re@ipt and paymenl of iund frcm ihe
Organization's Cash Book, Cash Ledger is mainiained in Daily Basis as per exampe
Donaiion re@ived in cash.

The Bank Ledger is a chmnological record of receipt ard payment of fund from the
Organization s Bank Accouni.

HD- P6tty cash Ledger:' The Peily Cash tedger is mainlaif,ed to Gcod daily petiy cash funds and reimbuEed
periodically frcm NDP Bank Accounl,

HD- Loan DlsbursementI Loen Raellzatlon:
Loan OisbuGement lo Village Oqanization/Shamity for loar rccipients and in lhe

conlrary Loan Realization frcm membeF of Shamiiy will include in this head.

HD- Adva ce:

Miscellaneous Advan.el
This Adva.ce indlcates nis@llaneols expenses such as Ticket, Posiage and oihers
small expenses tor NDP siaff

Project Advance:
Prcject Advance shows ihat kinds of expenses such as iralnlng, beneliciary payments

and Prcject expenses at site,

Thls advance i.dical€6 travellor neld iips, oflice tnps and othe.s DonorOfilce trips

HD- Prepaid Expanses:
Prcpaid Expenses should be used if the services will gel for a period ot time such as

months or yeals as ior examp e ofllce/ warehouse renl advance Prepa d expenses are
Debil and Pank Accouni is credil. Each month, Ior which the advance appties an
adjustingjoomal entry is pGpared deditins and debitinq by the appropriate expenses.

HO- VendorAdvance:
ln orde, lo obiain project matedals and equipmsnt this advance ts used no1 be above
25% of iolal amounts. This edvance wilbe.oari2ed wilhin.n.a m6nlh

2ll
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HD- Misceltaneous Recsivable:
Miscellaneous Reeivable is utilized in
rc@ived fiom a.y padv or eniilv ior 6ny
rMaintenance and €pairs and Telephone

Ho- DonorFund lcash,n Transit):
Get rund from DONOR throuqh Demand Draft

n"--ir(i--'.,.. *o.ir,* Io ut,'iires la4o,ord or searces conoales as

;":i"i;;;i.-ii;;;:;;iah;,d oe Jsed ir n is reasonabre exoecleo taar rre

il;J;;; ";;; ;;6"rr;" ;' seru.cerelia' asreemerr r 's L n rerv har a

be available upon completion ofthe aEreement

HD- Accru€d lncomer
This accrual is @n(€rned with
goods provided to or lor otheB.

LIABILITTES:

HD- Fund lLoan) Account
NDP received fund lrom others

etoecteo lLLLre ca5n ree'prc aqa'sl o"r sen cps o'
sLch as Fatena.s sold bJr arorrt rct vet re eved o'

prcjecl or Donor as Loan

a.@unlino to include anv monev dle 1o be

.e2c.n du; b oast transaclon such as Ofii@

billetc. expen;son behalr ol a landlord'

DJymenl noivet made thLS s caled Accrued
6ae,ch month/ ouarrer/Vear or al the end of

olher unavoidable siluation

I
I
I
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HD- Savinqs Collection and Return:'i-,,iil"CiliJJii,i'":v,ri,qe oqanzaron rMenbers,r tre corrary savrres ."trrl ro

V llaqe'Olganizaiion MembeG wllinclude in this head

HD- NSSP INDP SDeci.l SJvings Progranme)l
iiiii;1-iri"i r'5"ivri"q" o"roanizaiion turetrbeE h tr'e @rra-v sav'rss rerrrl to

V,llase OrgariT6r,on venb;6w lirc'ud6 ilt s l'ead

HD, Mi..6llan.ous Pav.b16 Accounr:
;;;;;;;i;.;;;;Ji";;;;niins o hcrude anv no'€v owe'o oe p: d to anv pa4y

". Ii,,ij?i,., i"..." o,e u t;sl tansa.:on such as ofiice rMarrtelar@ d'd

i..'i'i'il iil"iii* ei; a" ;r,elses oi oFiarr or NDP Pav-e'ls ''c^ived r-om

i.Is'.:i'"q;*-a b p"i ro' ;eEonal birr s re@'ved ahe' Lhe depariL'e

HD- Accrued Expense.:
SeNce or Coods h6ve becn re@iv€d tJul

Expenes. Thus accrlal may be o(cured
a @mractual aqreement with donor or anv

All kind of deduciions from
Tax. RentTax, Sources Tar

aqainst their Payments astle vendor and service Prcvlder
& VAT as per GOB Policy.

I
I-
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INCOME:

HD- Miscellaneouslncome:
cain iiom sale of Tree, Fish, Project
sale, L@n Fom Sale and received

EXPENSES:

HD- Salary ard Benefits:
This account includes all iype of stafi salary and beneiils (fesuval bonus, awad
CEtuity, Field Allowance, Perfomance allowance, incrcment) ii hred on a rcguar and
c€sual basis for proga.iis need

HD- Honorarium:
Allkinds or consuaant fee for proiect related @nsultant.

HD- Office & Warehouse rent:
This Account includes all ,pe of expenses

regular warehouse Ent.

HD- Srvln9. Olvldond/ lntor.t:
Allkinds ol Savings Olvldehd /lnlerdt s llinvolve lr this he.d

HD- Offica Maint nanco, Repairs & Cleaninq Maintenance:
Relaled io Office l,lainienan@, Repair& Cleaning Nlaterialslike elecfticity bills, Gas Bil,
warer bill, sewerage bill, lepai6 the FF& E items, sign boad making cost & cleaning

HD-C6m6 hi.rti6n:
All types of expenses related to lelephone bills & iis conneclions cost, fax, courler
6eruice, pGlal64€nso3,, p.s'd96, e-mail etc.

HD- Statione,y & Sspplis6:
All kinds of e&en*s related lo staiionery and oihers paper supply, printing books
binding, ledger books, photocopy, towel, duster cio1h, eecl cal goods, rain coal. Jied
bags, tea, pencilbatlery, sugar, milk,lea ulensil, iirst-aid bor etc for general ofllce use.

HD- Furniture, Fixture and Equipment:
AII type of expenses related furniiure, li*ure & equipment like iable, chair, wooden
rack, pigeon bo(, sleel Elmira, boad, ceiling ran, table ian, waier lilier calcukior,
compulerlable, p.inter UFS.Voitage slabilize., generator, fire extingulsher. file cabinet.
sofa set, motor cycle, h€lmet, bi-cycle, trclley, enoine boad etc.

HD- Vehicle Fuel, Oil,l@pair & Mairltenance:
All kinds ot expenses .elaled io travel while on fuel, oil, rcpairs & mai.tenance like
pelrol, oil, sparcpa'is, vehicle regisialicn fee. diving licenseslee and insuranceeic

Eqliprirent, materials, non flxed assels, Pass Book
any mscellaneous sources such as bank interesi

relaled io office reni and temporary or
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I

HD-Trainlns:'i^'li ri.ii Ji'"i*** re'areo to rranins /neelno^/o*snop/senlaro .ne srarr'

;i#:il;;.-ie" votunree* sender' mon't^' Naruo rsk at ''qouce

lfi;i";l,i.*i;;;;;'"; .nt a$rD; & ehabr a'ro1 iL'I# "ii?' 3l;i':Tf .

"i 
jt"tlon. 

"w"*ne"" 
ompaign/posomme -oav.i"',i",iii,i. ii,.ii',:,"',, o,rdnA roundato' rGA schoor Proorar se' EvarL'r'on'

i.il:i,ii:il.'",.oi;;:l ar;n sh[, a6un'c. nJK"ry Flrrbishr-nr .ohr '|r,ap-
n;B s.hoo, exhibrlol home garoe'rng r"' snr "a' rir^ag" deErollenr 04 iars
ffii ;:io" "*;;;; ;"'r; sh;'eoic prairnins' sLsra'naoirtv canoaqr' ealel /posier

ill,ijii"l il",i#ir'i. ;";";ei .ai" iat" 'e*e''"* raver I osl passpod ror ('o s

visit, cross visit expenses.

HD- Materiel & EquipNent:'i,i"iii,i-ii*r'"i!Ji';;trd io d'e'r delvery rna*riar & eq"ronelr to rre p orecr

*l'iiil"iiri iilJ,,'i,tes rncLone tood madcnes' t€r€rsoods' seeds roon-s

I'ji"lli.' *"liiJ 1,,.r"", rope/srLtrr' rertrzer' pestrcrde car)'$ 'hales 
\paoe

khunt umbrela toi.'h ligl^t .atery. luiLat -roode'/niDpc' 
rore{ea( f Li't'pe

lilliiliki. 
-",ii'"'"."'r"s;arcra's, 

srove' t'bre rbr vrraee rJnk lor reo' 'oors a'v

tontinqency erpresses retated wilh benellcrares er'

HD- Constiuction & Maintenancel'ii^ *".-J"iln,l,o* a'r,pe o'epe.res erarFo io consrrJcnon a1d m"'''enan@ rkF

nli"i!ii,iri,..i.i.,*r rr,,ne b;se cu'vert rot! coslatr'ne rrtr Jira' sra'Loi'

i,,-iJ 
-i,ii,i. 

i,ii,J'r.,,r, ksuue sr6Jro @'sins, b'ock worqs' Lvave poteclor s'r
i,iij".l":; "i" l,i:i.*r.,,s. ,-"L-"cc *o"' "'-' ra"v 'o' Lran' wol\ p'a1t' 'o1

h::",1;;;1; "-'';,.,.,i"r 
orace:. pra{a\o' ac nii c'o'racr'r,. 'e,,.es 

aid r'or

HD- Thvel and Lodqing:
All kinds of expenses related

Allowance, Food, Hotel FaE
expenses related lo lieldwoft.

HD- Moni&ring and EJabanon:
Alltype olmonrtoing and evaluation includrng baserre

,,,,"'glifltr*..

o travel while or oricla busrness such as T'arel

& Dea ress Allowarce Dar'v AlLowarce a'0 ore-

I
I
I
I
I
I
I
I
tI!i
F
F

suruey ulLnvolve n this head

HD-Audit:iI"illi"-", e"o" " 
r.,ncrarreLords 1c'Ldi's prcie'r aud tbv ere''a' 

'rdiror
HD- AdnrlnietrativccosU[iir.e]!'reous:"i-..1i1- 

^i-"m- i.'rins'::'vr crst',r arturc loes ror'arr ualer alv alorpcad

#il'i!i,"'"" iliii;-ii r." i,ir"r,i ,i,,'t'"'""'' b:11 charse 'ec'urh-er I Lns'

"IJ,l-"JJ",i.L*r*;,"r** 
oc'rita'soo €1on 'ri 'P'i r"s A ce'ran o"rleltase

fill;ift;,#-;ilil";r co{ nrav be @rsdeed;' rre a'ru'r budoer to rlrs


