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2l.Chaptcr -XX[ l)isaster trlesponse Accounting Systcnr

2l.l li'inancial Policy

All Accor-rrtts o1'di.sasler relatcd pro.iects rvill bc r.narintainccl fbllowing the Intcrnuliorral 'lally Accorrrrting
Software and llte Fitraucial Policy' of NDP and donor lcquileurcnts on accountitrg soltware.

Pa rticula rs o['l'ra nsaction

2I.2 CASII ]-I{ANSACTION

TIle Accollt-rts l)eparttuetrt lvill have a lirnited auroLurt of cash lbr conclucting claily czrslr lransactions ()il
clisaster relatecl issr-re.'l-he casli holding arnoLlnt sl'roulcl be liuritecl 1rl'lk. 100,000. This.rntoLmt will be utilizccl
for various recurretlt exlletlses. 'lhe ma.ior payments rvill be niaclc through chcques 1o bc ri,it6clrarvrr clirccll'
fiorrl tlrc barrk orr a daily basis. Horvever, clr-u'ing enrcrgcncy rvolks, cash allrount Lrp to Tk.2,000,000 nray bc
physically callied to the disaster-a1'fuctccl aleas to ureet tlre resuial enlel'gcuc), cxpcnses for rclief'anci
lehabilitation iriclLrding cash distribr-rtion lbr'Cash for Work'activities. Ilorvevcr., the internal a.tlitor or
rnonitor shoLrld lrave daily reportilrg on cash transactions.

21.3 ('aslrcontrolling

l)' Withclrarval of cash frorn tlre bank arrd any receipt or paynlent shoulcl inrntecliatcly be postccl in the C,s1
I3ook by preparing a Transaction Votrcher rvith all supporting clocLnre.ts.

2). All projeots rvill have scparate cash allocations fbr dail1, trarrsuctions.

3). All receipt or refirnd against any pavlnent, bill, lLrntl ul rclvlnce tbr l-k. 100,000 or rnore should bc
deposited to thc bank on the sarre day or latest bv the nror.ning o1.the next day.

'l). Alier the closirrg of eacli day's cash tlansactiorr, the accor"rnts assistant rvill prepar.c the claily Cash Note
Statenient that will be verified by the Finance O1ficcr/ Accout.rts Of{lcer /Accor.rnts Coorc.linator.i M^rager.
Accot-tt'tts through cash coLrnting and cash balancing dr-rly authcnticated by his/6er signatur.c o. the cash 

'otcslJtcnretll-

5)."fheclosingbalanceol'thedailycashwill havetobeclepositeclinthecashlockcrinpresenceolthe lleacl
of the AccoLrnts dcpartnrent/Authorized person . I-lowever., tlre kc1, will rcmain rvith the cashier.

6). 'l-he Cashier will open tlie cash Iocker in the nrorning ol cach working clay in pr.csence ol. tlrc
Departnrent l-lead and by counting 1he cash irr his/hcr prcscnce.

7). ln case of the Area Office/Project/l)rograrn/l3ranch's, the above proceclurcs ,,r,ili be applicable arrcl the
Area Managcr will be the signatory and cash counting anthority.

8)' The plo.icct accotlllts r'vill, in the sirniiar lraitner, be unclcr the control of thc Project Coordinator rvitlt due
aLrthority and resporrsibilities lbr cash contr.ollirrg.

Zl.1 CASI-I Ilooli
All trarrsactiolrs of the organization like receipts, Ilaynrcnrs, bank deposits ancl withclrawal etc, relatc6 to

any clisaster project or proglaln willhave to be nrainlainecl as lterNDP's Financizil [,olicy.
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21.5 Vouclrer
All VoLrchers rviil be preparcd against all
Po lic_v

receipts, payrncnts and also tbr acljustr,rer.rts as per NDI,,s Financial

21.6 I]ANKINC:

I.l:.il1::,il]; 
tn" lbllorving policics for condr'rcr'i,g ttre bark accourrs resarcl to crisasrcr rerarecr

l Scpa|ale bank accounts u'ill be openecl fbr each pro.iect in anl,scheclLrle bank.(if neeclecl)

2' flrere will be separate itrte'rest bea'ing barrk acc',nrs for local contr-ibLrtion arrcl foreigir conlribLrtions.

;.,* 
^IjJ:[:-,1.'-;i,:::i;ilii:H;:,,,:,::,,"]l"",rered 

rhroLrgr, rhe Motrrer Accou,,rs orNDp,s or project

'l '['he Sala'ies o1'the,stafl.['NDP's r'r'ill be paid tlrroLrgh banri account by chcqLres. I-rowever, ['colisiclering tite clistance of the working a'ea, time .nd certain othcr.co,critions, salaries r,iry beI,li.l irr clslr il'rrcccssar-r .

'5 1-'ach oj'the ner'v projects of the o'ganization there will have separate bank acco,nt underNDP's Mother Accoitnt Codc or project birnk accou't as sct iorltrr in the agreenre.t.

6 'l'lre baill< accoLlnts fot'etret'geltcy clisasteropc.ations r,av bc openeci in any parl o1.thc conntryl'i'itll cltre a.th.rizetiott arld rtplr.oval of the Executive conrrrittce of NDp,S as per.Fi.a.ciallrallLtal o1'the orgaliizatiorl fo. clelegation of airthority lbr.operirrg barli acco.rrrts.

1' All banking lra.sactiou rviil be corcructecr as per lrirranciar ,\1a.Liar orNDp,S.

21,7 I'AYMEN'I'S

l)rrling tlrc llrst nrorrtlr of tlre cjut'rgct.lcy projecl operclior] l)ryj.t)cnt irr caslr rrp io -fk. 
I0(,,000(one Illrndreci tholrsanrl) nray be mucl" nnd iny,r"n, exceeciing lhis anrount {br wiratever tirereasons ntust be nrade tht.our:h accot-rtrt payee cheque

littlergcncy Paylnenls c1r-r.irrg clisaster,the aclvance payrlent for rneeting ary elnergcncy resporlsetnav be tnade itr cash for Lrp to Tk.2,000,000 to meet the 
"*p.,.,r., rike cash fbr rvork or rerief an

'ehabitation 
irlclucling cash ciistribution. In such cases 2-3 vehicles must be used in carrying the caslr. Irrall othe| elllergencY clisaster response cash carrying arrrour1t r,vill be liniitecl to Tk. 500.000.

IIt i-ase olpa;'r,erts 1or progranr acivance the ceiring {br cash payment is T.k.50,000 ( Fi1t1,thoLrsanci)sLrbjectp.iorApproval ol'theExecLrtivJDircctor/Heacl oin,run...Trrispaynrentrna1,arsobe
rnaclc throLrgh a bearer checlLre.

Ali Salaries irrclLrcling lbr'fielcl pclsonnel should be paid thror-rgrr bank accounts. r-rorvever,,,herethcrc are ito banhing f;rcilities saliiries and Volunteer. ltonoriurn rna), be paid in cash.r\ll other payrllents and trarlsaction should lollorv the basic principles as set i, t6e F.inirnciallVlanLral of' NDlr.
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2I.8 [,OAN AND ADVANCII I'OI,ICY

l. Loan and atlvaucc: Irund
Iu case of especial t'ecluiretncttt sttcli as iurplementation o1'a project prior to the receigtt o1'thc clonor,s 1ir6<1.

NDP rnay take ilttercst fi'ee loan frorn its Own Sourcc.

2. Othcr rdvance

2.2.1 All advance pt'oceclttres lbl any disaster situalion will be nracle as pcr NDp's Aclvance policy
appealing iu Financial Manr-ral.

2.2.2 Tlie Area O1'{ice/ProjccVPlogram/Blancli'ss will have an advance irr the Iorm of intprcst cash 1g

tttrle of Tk.200,000 replenishing tlrrouglr bank translel to the accor.urt of the the arca Manager/Authorizccl
person uport receipt of l'inancial documcr-rts.

2.2.3 '[o trteet aily ettlergerrcv expenses, all related stafl nra,v be supirortctl raitlr aclvancc Iintit
ll'. I00.000 to carry on cntergetrcy t.esporrsc activitici.

J. ,\tlvtnce Atljus(nrcnt Policl

Llp ln

'Ilte irdvallce nlade fbl anv capital item slrould be acl.justecl r.vithin one nlonth. ll't5e ad.irrstnrer.il is r.i.t rrratltr
within this pcliod. the rrtatter should be brought to the Finance Dcpartrnent fbr decisiorr anti action.

3 . L I Advattcc agaillst pLlrchase shoLrld be aclj ustecl in 30 clays period. lf the ad.iLrstrn ent is lot nr ede
witliin this pcriod, the respective stal'f will have to adjust it liorr-r his/ltcr.pcrsontrl sorrrce.

1.3.2 Any advatrce rrade for alty prograltl activity such as re-constrictiorr or i6fl'a-structLrral u,orks will
have to ad.itrsted within 30 days of the clate olthe startirrg of the prograur activity lailing wlrich
the incunlbent r'vill be on Warning for 7 days ancl aftcr this glace period thc advancc ivill bc
tcliustccl against his/her salary.

3.3.3 l['any advancc is tttacle lbr any ploject Area OlliceiProject/Program/Brancir's for implc6errtatiol ol
proiect activitics or olltce expe'nses, it has to be acl]ustecl rvith 1 morrth, failing rvhich tlie Arca
Oflice/l'}roject/Program/Branch's will receive no aclvance for tlre next rronth auci acljustrnent rvill bc niaclc
against sakily ofthe persolrs responsible.

21.9 Pal,nrent of Incornc'l'AX
Paytttetlt of illcotne taxcs will Lre thc rcsponsibility to the lrinance Depzrrtnrcnt ol' r.r-Dp lbr ali taxablc
etlrployees as per governnrent policy and rules ancl legulations olthc incoriie'l'AX airthority, Inconre tax ,tlrirs
be deducted i.It source lbr onwarcl llayment to government.

21.10 l'aymcnt of VAT
Paytnent o1'VATr,vill be the responsibility of the F'inance l)epartment olNDp lirr nll procLrrcrnent, suppll,or.
service and pl'inting etc. ils pet'govenrrent policy ancl rr-rles arrd regulaticlns of rher NRII,VAT thrrs bc
deducted at solll'ce Ibr onwarrl payment to the government.

Note:Hor'vcvct',whercVA'I/|AXexcruptionsa|eapplicableaspc|donor'spolicy,,Nt)l,rvill conrplyn,ithit.
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?I,I I t..(JNI) NIANAG'I]]]VIEN'I'

NIiP irl cottrse o1-tittte, rvill st'ivc to crcate arr Emergency Disnstcr.trLrud of Tk.2.000,000 and this lLrncl will beJ'cpt rcservccl lbr resp.nciirlg to arrl'"n.,"r*.n., disaste. prior t. ,"""ipt or. firnds fi.or, a.1, clonor agcrcy.l l.r" e vcr', thc e xpenscs Ibr crncrgcncr, ,rloyia r.imbursecl r-rpo, ol firncls fi.onr donors.

21.12 Procu renrcnt tr,olicy

i' For all procuremetlts relateci to any emergency /clisaster sitLration rhe gencr.ar procllrcnlell[policy olNDp rvill be in cll.ect.

J,

2.

:i::lJJil:' 
casc of branci iter,s attd enre.gencv .elie lg.ocls, entisrrnenr of s.pplier. is not

'l'ite procutetrlellt ol'purcltase o{ conrrnodities/sLrpplies |equir.ecl for clisaster relicf anclr.cllabilitatio, can be condLtctecl orr 
"..,'g",',"fulsis aril it.s,crr cases ,tr.-oroar,ra,r,.ut rvi, bebiisecl on the Ibilowing coni.lition.

il') ltl casc reliel rnaterials/goodsisLrpplies, proculenrerrt u,ithin Tk.50,000 rnay nrade wit.out arryclLrolalion with dLre approviil of thc pLrrchase requisition.b) Pttt'cilaseliorrl'lk'-50,001 to500,000coLrldbcrnadeeiiherbythclr.ocLrrerne,tc-ronrrnittee.r 
athrec mernber.tcan.l bv obrainirrg at leust lluee spot quotations.c) i)LtrchasefiornTL-500'00 ltollk'5,000,000,rrnyb"'radebytheprocur-e,re.t 

co*r,rittcervithllrree (3) Forrnal euotations.
d) [,urchase above Tk. 5,000,000 sltoLrld bc ntacle tlrlough .lender.
c) Irl all such cases' elnergel)cy response slroLrld be limitccl to periocl not ovcr threc nrorltlrs.

'1' 'l-lle pr-rrcllase I'ot'ctllergcncy itctrs such as nredicine anci br.ancled itcrrs r-}lay not rcecl fornraiqLr.t.tiolr rather tile quality of 1he proclucts arcl reprtation of the rrauufhcturer. ,rrst bc oi.eir slt recl.

A l l procLrremellt ille sub.iect to the analysis by the pur.chase com*ittee ol.NDp anclitpploval by tlte Ilxeculive Direckrr Of NDp.

ItrcottlclAX (11-)anr'1 vr\J-rvill be dcclrctedatsourceaspcrthe^rlesot.thecorntry s amencledtittle lo tirnc '-l'hc ciecluctecl lr antl vAT 
'vill 

be depositecl to trre governrnert Exchecluer/T).easuryri itlrin rhe rr'esc.iired dareiperiod liom lhe date olclcdLiction.

Itr casc of procr'rretnent tllacle ll'orrr the covernment/Serr-ri-covcrnment/corpor.irtion 
Sourcesarrd thc ['rodLrcers/ManLrfactures/Dealers tbr the brancr iterns as ivell as fr.om NDp,s o!v,sources, the prcsclibecl rates rviil be consider.ed as approved rates . Therelore, the aboverelevatlt collditiotls ivill not appll'. I'lowever, in case of arry brand itenrs, sufficient jLrstification inl.votrr of the spccific bratlti are to be recorded in llre minutes olthc procur.erncntco*rnitlee.

No NDP crnployce will directil' or inclireotly participate in the uatter.of tencler/tlLtotiitions or local llur.chase, pr.inling /publications \^/orks, etc.

Arlv lllzilter |eltrling to pltrcirase lbr disasler enrergency activitics not coveretl urrcler 15e aboverLrlcsipolicies rvill be cleciclecl b1' the Exectrtive Director clepe.cling o, tlre e,rerge.cy rrec6s.

5.
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be

v.

l0' Itl casc a vottder lails to conrply'n,ith the assignecl tasl</iob, NDP may Lrtilizc its oy.n slafl.to
conlplcte the task depencling on the need. In sornc cascs, the E,nginccr.ipu unit 611'ED\4
Departrltctrt oINDP tttay tilso Lrndcrtakc such tasks lbr conclLrcting thc rvorks op ur.gept
bas i s.

21.13 Warehouse Management for Disaster Relatecl projects

C.

t.\DPlvill tltaitrtaitrl5cparatc Warchciuselblclisasterrclatcduratcrialstoliccpall neccssar,v
{br lVleeting elllcrgency as r,vell as lor post cli:;aster activitics ancl support lbr.disrstcr.al-fbctcd
crorrrnrunity Pcoytle .

'l llerc u'ill be ccrrtral wareltousc unclcr thc corrtlol of-NDP llcacl O1'llcc. 'Ihcrc will bc
r'varcllousc trtrdcl tltc corttrol o1-field olllccs as u,ell as in llrc disaster afltctcrl xr.cils (lui)c.rlinr
orr tlte nced.

'l'he fbllorving ale the sLlpport rnateriais that will be storccl in thc war.clrousc:
Malcrials that alc to bc kept rcservccl for all tinrcs:
l) Olal Salinc
2') \Vater pirlilyirig
l) Alrrnr
4) Blcaclring Porvder.
J'ools ancl kit:; lirr crrcrgeucy Lrse (to be liept rescrvcd
1) Lile.laclict
2) . lLain coat
3) Gr-rm boot
4) Torcir Iight
5) Mrrgapltonc
6) Cerrrclr
1) Llmbrclla
8) Cancllc
.)) l\i:rtclr lJr,s
l0) Enrcrgcncy kit bag rvith tea slrirt ancl cap
I l) I'lrr.tie slrrets
I)rocurerrerrr arrrl sto.age irnrncdiar.ely Lrpon tlrc onset ol rlisasle r

l) Clrira
2) LlLrr

3) lliscrrits and dr.y cake
4) Itice/FIoLrr/SLrji

-5 ) P r-rlses

6) Eclible Oil
1) Baby Food
8) l']orvder N4ilk
9) Sugar
l0) (,ttensils anci othcr Non -Foocl Itcrns

D' Eclr-riprrrenls arttl statiortei ies as ivill be retluilecl aftct.an 11tack of'clisastcr.
I ) I)cnlpcncil /r,vritirrg pacls

2) Necd assessn.tellt lbrnts
3) Laptop conlplttcr with pen cirive

B.
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i:'lcil ol tilc warcltortses rvill be r-ttrcler control of a logistic \yith sllpport fiorn or-rc storc keeper ancl olherst.tpprort stall'as per rreecl' Thc store keepcr and thc logistic o1ficer will rnaintain docurneuts fbr propertnaitllenattcc aild rccord kceping with strictly following regr-rlatior.rs of Stanclarcl Stock Manageurcnt
Proccclr-rlcs.

21 .1.1 Sock o[ storc
r\ccotrlirlg to the regtrlat |ctlLtirctrtcttt, all the departrncnts and unils will sLrbmit mo.thly acqr-risitio, to thcz\clrninist|atiotr Dcparttlcttt. ort thc basis of the reqr.rilenrent ancl upon approval bv t5e [,rrrchase Sr-rb-cottltllitlec, Nl)P Strppo|t Servicc Departnrcnt r'vill procr,rre tl'rc itenrs. Tlie lbllowing proceclr-u.es will bcnraintained in this respcct.

l' -I'he purcltased nraterials rvill be tl're Store in-chtrrge (thlor"rgh proper.challan) fi.om lvlere t5e
l'cspcctivc dcPa111n.,,1 r'rill Lre suppliecl witlr tlrc rcqrrilc<1 rnaterirls as pcr rcqrrisitiorr.

2' 'l'he Store in-clrarge lvill maintain proper stock registcr fbr all the stock arrcl also be rcspo,sible {br
1hc ntairrtcnancc of tlie matcr.ials'in stock.

l 'l-hc Store ir.r-chirrge rvill lool< into tlte balatrce oltlrc stocl< and whcn ircccssary will subnrit rcquisitio,
lbr suclr items that are reqr-rired from tiurc to tinie srrch as pen, perrcir, papel, etc.

1 'l lre Store irl-chargc will keep the Departrnent of Aclnrinistration postcci of the latest stocp position 1br
the stock of the store.

'5 Ti're Store iil-charge will be lcsponsible for any loss clLrc to ignorance ancl lach olrlaintenarrce, cvcrl
clisciplilraly action uray [re taken tbr the person ilsituation calls l.rrr.

22.Chaptcr -XXII Anrcncl nrcnt

,,\NlllNDNlli,Nl': 'I'his guidelinc nray be changed bases on neecls.
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