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aa)

bb)

z) NDP share its cost between ofmicro-credit and othcr program

The transaction processes of NDP will be irnplementing through bank fbr significant amounts

excluding saving returns, loan disburselnent or meeting minutes.

Yearly ratio analysis will prepare for sustainability analysis:

One example has mentioned for clear understanding:

Note: Time to Time/Up-date policy of MRA shall be follorvetl.

4.0 General
The accounting books and registers are important for recording financial transactions. These books

and registers are treated as documentary eviderrce of llnancial transactioDs. The Finance & Accounts

department of NDP shall maintain necessary books of accounts and registers for recording the

financial transactions and related information by using software or manLrally.

The books of accounts registers are important documents which slrould be maintained and preserved

for proper documentation. Correction entries will be initialled by an authorized person. Depending on

the needs of the organization, the organization should maintain the following standard books of
records:

sl. # Description Mxintained by Chccl(cd lrv

I Control Cash Book AM (F&A) DM (F&A)

2 Control Ledger Book/ General Ledger AM (F&A) Mag.

(F&A)

3 Project/Programme wise Cash Book AM (F&A) DM (F&A)

Project/Programme wise Ledger Book/ Transaction AM (F&A) DM (F&A)

Daily Petty Cash Statement ACC AM (F&A)

6 Receipt/ Credit Voucher AM (F&A) DM (F&A)

7 PayrnenV Debit Voucher AM (F&A) DM (F&A)

s Journal Voucher DM (F&A)

sr.

No.
Particulars

PKSF
Standard

Currcnt Year
2015-2016

Lrst Ycar
2014-2015

r'.Y.
2013-2014

I Debt to Capital Ratio Max 9: I

3 t .78%

2.47:l
Capital Adequacy Ratio Min 10% 3'7 .29Yo 30.460/o

J Debt Service Cover Ratio l.2S:l ' :..- i'.1 6.67:l 5.40:1

4 Current Ratio Min 2:1 2.25:1 2.12:l
j Liquidity to Savings Ratio Min l5% t0.14% t2.12%
6 Rate of rcturn on capital Min l% 28.84% 28.52% 33.27%
1 On Time Recoverv Min 92Y. 99.63% 99.31% 98.35./"
8 Cumulative Recovery Rate (CRR) Min 95% 99.91% 99.84%

f;

AM (F&A)
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9 Cheque Register ACC AM (F&A)

10. Salary Register-(Expect Bank Transfer) AM (F&A)

ll Fixed Asset Register AM (F&A)

t2 Vat Register . !,.-C

DM (F&A)

AM (F&A)

Bill Registeri Voucher Documents AM (F&A) DM (F&A)

t4. TDS Register AM (F&A) DM (F&A)

t5 Advance Register AM (F&A) DM (F&A)

16. Attendance Register Admin Asst. ll.A
t1 Leave Register Admin Asst H.A
l8 StaffTrip / Movement Register Adrnin Asst. I-I.A

I9 Training Register Training Asst H.A

20 Fund Register ACC DM (F&A)

21 Asset movement Register Log AM (F&A)

22. lnventory Register Log AM (F&A)

23 Log Book Driver L.O

24 Fuel Consurnption Register Driver L.O

FD-6, FD-2, and all NGO Bureau reporting Admin Off HOF

26 Monthly financial statements. including budget

variance statements

AM (F&A) DM (F&A)
/Mag.
(F&A)

21 Quarterly financial statements including budget

variance statements

AM (F&A) DM (F&A)
/Mag.
(F&A)

28. Yearly financial statements including budget

variance statements

AM (F&A) DM (F&A)
/Mag.
(F&A)

Fund request and forcast to Dorors
^M 

(F&A) DM (F&A)
/Mzg.
(F&A)

30 Bank Correspondence AM (F&A) DM (F&A)
/Mag.
(F&A)

3l All Correspondence with donors DM (F&A)
/Mag. (F&A)

HOF

32 All Correspondence with NGO Affairs Bureau DM (F&A)
iMag. (F&A)

I.IOF

AII Correspondence with govemment agencies and

NBR
DM (F&A)
/Mag. (F&A)

HOF

Other IIOF

Note: Maintained by, Checked by both responsibility are depended by available staffs in

ProjecVPrograrn. Where one staff is recruiting in Project/Prograrn here all activities shall be done by
him witlr the assisting of Accounts Department-Head Oft]cc.
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The abbteviation used in the table slated in full as follows:

AM (F&A) -
DM (F&A) -
Mag. (F&A) -
ACC -
HOF.
H,A -
Log -
LO-

Assistant Manager (Finance and Accounts)
Deputy Manager (Finance and Accounts)

Manager (Finance and Accounts)

Accountant
Head ofFinance
Head of Adrnin

Logistic
Logistic Officer

There should be inclusion of bill/invoice and voucher in serial number I (for individual FY) to be

maintained by Accountant/Accountants Assistants and checked by Finance Ofiicer/ Finance Manager/

Assistant Manager (F&A).
The details write up for this clause will be as follows:

The respective accountant personnel will verify all the bill and vouchers before rnaking any payments

and in case of any conclusion arising thereto, the Main Accountant-ProjecVFinance Manager / Head

of Finance will give the final decision.

The frequency ofrecording transactions in the books and records will be as follows:

Transaction - cash and nori cash l'requcncy

4.1 Control Cash Book
Ttre Cash book, either maintained software or by manually, is used to record all transactions made

in cash or through bank, it is used to record the following types of transactions:
. All receipts in cash
. All payments in cash
. A ll receipts in the form of cheque/pay order/telegraph ic transfer or any form other than cash
. All payrrents in the form ofcheque/pay order/telegraphic transfer or any form other than cash
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Approval of transaction For each transaction

Receipt voucher For each transaction
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Preparation of bank reconci liation statement Monthlv Basis
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Posting to all types of ledgers For each transaction

Balancing olall ledgers Dailv Basis
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As and when it takes placePosting and balancing of advance register
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At the end of each day, the bank and cash balances should be extracted and the cash balance be checked

against cash in hand. lf the amounts are found correct and agreed, the concerned Accounts Officer should sign

the Cash Book. At the end of each day, the Finance Ofiicer/ Finance Manager/Branch Manager/Head of
Finance/Head of Micro credit should review and sign the Cash Book for authentication.

The Cash Book must be totaled at the end of each month and balances of cash in hand and cash at bank

extracted. The official authorized in this behalf to approve the expenditures should verify physical cash in

hand. Tlre Accounts Officer and Finance Officer/ Financa Manager Approving Officer must sign the Cash

Book if it is agreed with the amount physically found.

1.2 Control Ledger/ General Ledger

A general ledger contains a classified account ofincome and expenditures. All Expenses ofa
particular nature are posted chronologically under a specific line itern assigned for this purpose. At the end of
each month, the ledger must be checked against the cash book and joumal entry ensures that all the
expenditures have been posted in the ledger.
.1.3 Project wise cash book
These are maintained separately for each individual project/Program/Fund in the Head Office or
Pr oject/Program Office.
4.4 Project wise ledger book
These are maintained separately for each individual project.
.1.5 Petty Cash Statements
A petty cash account, not exceeding BDT 50,000 (BDT Fifty thousand only) for the Head Office and BDT
10,000 (BDT Ten thousand only) for the Area Office/Project/ProgramiBranch's should be maintained for
small day 10 day expenditures. A reliable person not involved in procurement should maintain the Petty Cash

Book. Petty Cash Vouclrer and Petty Cash Book must be maintained in the same format as Payment Vouclter
and Cash Book described earlier. When the Petty Cash Advance is exhausted, Payment Voucher with
supponing documents attached and Petty Cash Book should be produced to the Finance Officer /Area
Manager/Coordinator for verification. If satisfied, Finance Officer /Area Manager should sign the Petty Cash

Book, replenish the Petty Cash Advance, and transfer of Petty Cash Expenditures to the main accounting
system.

4.6 Receipt/ Credit Vouchei
This is one of the three types of vouchers used by the Organization. Any amount received in cash by way of
grants. subscriptions, donations, or repayment of loanV advances, collection against dues, etc. shall be treated
as cash receipt transaction.

Any amount received in the fonn ofcheque/pay order/ demand draft or in any form other tlran cash by way of
grants, donations, interest, Ioans or repayment ofof loans/ advances, collection against dues shall be treated as

bank transaction.

AII cash or bank receipt transactions shall be accounted for through Credit Voucher.

4,7 Payment/ Debit Vouche r
Any amount paid in cash on account of including expenditure, purchase of assets, purchase of inventory,
settlement ofaccounts or any other payment made by NDP shall be considered as cash payment transaction-
Any amount paid by cheque, draft, pay order or account transfer on account of expcnditure, purchase of
assets, purclrase of inventory, senlement ofaccounts or any other payment other than cash made by NDP shall

be considered as bank payment transactions. AII payment transactions shall be accounted for through Debit
Voucher.
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4.8 'Iransfer Voucher
All barking transaction will be accourplished through transler voucher or debit/credit sl,stcm

4.9 Journal Voucher
Journal voucher is organized as voucher for non cash transactions, where receipt or payrrent of fund is not
inyolved. Joumal voucher shall be used for transfer or adjustment of ledger account balances from one
account to another account.

AII account adjustment or transfer of general ledger account balances shall be recorded through Joumal
Voucher.

Preparation ofJoumal voucher is necessary to record the posting of all financial transaction that are generally

categorized as below.
. Depreciation offixed assets

. Adjustment for shortfall, damaged or disposed offixed assets

. Provision created for capital expenditure

. Provision created for revenue expenditure

. Adjustment for damage, shortfall, obsolescence in inventory accounting

. Adjustmentofadvances
o Accounting for income receivable
. Accounting ofdeduction ofwithholding TAX and VAT
. All sorts ofrectification entries for app_ropriate corrections

. Other transactions not covered by any other vouchers

. Accrual basis

o Previous entry

Adjustments are required at the end of financial reporting periods (quarterly/year) to incorporate income and

expenditures relating Io the period concerned but not received or paid. On the other hand, some expenses may

be paid, or some income may be leceived which do not relate to the concemed period. Inclusion of accruals

and exclusions of advances are required to reflect the financial position of NDP for the period concerned and

to compare actual financial performance levels with those budgeted. These adjustments/ accruals are made

tllrouglr journal voucher.

4.10 Cheque Register
This register slrall be maintained by the Finance Department for recording information relating to issue of
cheques. lt contains information such as voucher number, cheque requisition number, cheque number, date of
issue, name ofbank, bank account number, amount etc,

4.1 I Salary Register and/ or Salary Sheet

NDP shall maintain a register or salary sheet for recording staff salary payment. It will contain the name of
recipient of salary, designation and number of working hours (if needed), basic salary, house rent, medical

allowance, transportation allowance, income tax, salary deduction and other relevant information.

4.12 lrixed Asset Rcgister
All fixed assets acquired shall be recorded in Fixed Assets Register. The Fixed Assets shall be physically

verified at the end ofeach year, results should be reconciled with the Fixed Asset Register and short/ excess. if
any, shall be adjusted in the book of accounts. Disposal of any asset must be recorded in the appropriate

colurne of tlre register. Description on fixed assets will be recorded in the Fixed Asset Register in approp ate

colurne.
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4.13 VAT Register
VAT Register shall always be maintained by the Head Office and the branches to control over the VAT
deductions from suppliers and consultants. The deducted amount should be deposited to the Govemment

Exchequer within the stipulated time.

4.14 Bill, Voucher Documents
Bill/ lnvoice, Voucher docunents shall always be maintained by the Head Of{ice and the

branches/ProjecVProgram to control over the procurement which relates to payment, Tax/VAT deduction and

documentation. The receiving date, vendors name, item, quantity and project name should be mentioned in the

documents.

4.15 Tax Deduction at Source (TDS) Register
NDP Head Office and its branclles shall always maintain TDS registel to ensure control over deduction of
income tax at source from payment. The deductions may be from the salary of slaff mernbers. suppliers,
consultants etc. The deducled amount should be deposited Governrnent Exchequer within the stipulated time.

4.16 Advance Register
An Advance register shall have to be maintained to record advances given to employees. It contains
infonnation about nature of advances, installments and mode of adjustments, dale of granting advances with
probable date of complete adjustments.

4.17 AltendanccRegister.
NDP shall maintain an Attendance Register for the staff members, which contains information of office staff
Attendance for the purpose of administration. Salary payrnent calculation will be done based on this
Attendance Register (if needed).

.t.18 Leave Register
This register will be maintained to record the Ieave availed by the staff members. This will contain
inforrnation regarding narne of staff, date and duration ofleave, purpose and nature ofleaye etc.

4.19 StaffTrip and Movement Register
Movements of NDP staff will be record in this register. This will be contain information e.g. name of oosition

ofstaff, date and time ofdeparture, return, duration, purpose, signature ofthe stafl remarks, etc.

4.20 Training
The Training Register shall be maintained by the Training Cell of NDP Head Office. This will be contain
information e.g. name of employee, designation, project name, training particular, duration, venue and

sponsor ofthe tmining (donor or NDP)

4.21 Fund Register
The Fund Register shall be maintained by the NDP Head Office and Branches/Project/Program. This will be

contain information e.g. name of the donor, proj€ct name, project duration, Amount received time to time,
project phase and others.

4.22 Asset Movement Registcr
This will be used to record the movement of the assets of the organization from one location to another,

containing details of the item, identification number, original location, new location, purpose of movement,
gale pass number and dale ofrelurn etc.
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4.23 lnventoryRegister
All inventory movements will be recorded in this Register rvhich would contain information regarding

quantity, price, date of receipt and date of issue, narne of recipient and souice of materials, along ivith a

separate colume for total receives, total issues and totai balances of rnaterials and signalure of receipent or
SRF uses.

4.24 Log Book
NDP shall maintain a Log Book for each individual vehicle recording lhe movement and usage of vehicles,

operating hour, distance traveled, time of departure, tirne of arrival and other relevant information, prepared

by the driver and checked by the user. It should be prepared for checking the miJeage and firel consumption
that must be needed for controlling fuel bills.

1.25 Fuel Consumption Register
For controlling the use of fuels, the transport supervisor or the administrative officer of NDP shall maintain

tlre register and update the same regularly.

4.26 Reporting and Correspondence with NCO Affairs Bureau (if nceded)

The organization will subrnit all required reports, budgets and audited financial staternents to the NCO Affails
Bureau and will rraintain files for all correspondence and subrnissions.

4.27 Monthly, quarterly and year-end financial statemelr. including budget variance statements
The Organization will prepare periodic financial statements for the projects and the Organization, on the basis

of book and records maintained. Such statements will contain. As a minimum, Balance Sheet, Inconre &
Expenditure Statement, Receipts & Payments Statement, Budget Variance statement, Explanatory notes and

schedules, Cash & Bank balance and Bank reconciliation. These will be properly clrecked, approved and

maintained in file.

4.28 Finarcial Reports to donor including fund request, forecast and other correspondencc
The Organization will prepare and submit financial and other reports to the donors as per tlre tenns of the

agreement with respective donors and will maintain files for such reports and other corresponCence.

4.29 BankCorrespondence
The Organization will maintain files for bank statements, bank reconciliation and other correspondence with
banks.

4,30 Corresporidence with government agencies ard NBR
The Organization will rnaintain files for all correspondence witli National Board of Revenue Q\lBR) and other

rcgulatory agencies.

4.31 Others
The Organization will rnaintain such other books, records and other documents as considered necessary and

appropriate for their purpose.

4.32 Suspense A/c:
The Organization will maintain suspense account for non identify money receipt to bank, cheque deposit to

bank for NDP other's project/program, tbr staff theft, for loan collcction staff but not deposit to account and

mathematically proved ofTrail balance. For this recording approval and noted of record of management will
be needed.
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05.Cha ter- V Res onsibili Finance and Accounts De rtment and

Internal Controls (Authorization of Expenditurc)

5.1 Management Responsibility for the financial statcment preparalion:
The responsibility of preparation ol financial statements rests with the management. The Head of Finance will
be responsible for the overall accuracy and authenticity of the financial statements and 1he accounting and
other books and records on the basis of which such staternents are prepared.

The Head of finance/Deputy Director (F &A)/Manager (F&A)/Deputy Manager (F&A)/ Assistant Manager
(F&A)/Accountant have overall responsibility for maintaining the accounting systerr and books of records.
He/she is required to discharge the responsibility through a proper and efficient system ensuring effective
intemal controls, segregation ofduties and supervisory controls.

Every person whose duly is to preparc the primary documents is personally responsible for their completeness
and accuracy.

Any officer who signs or countersigns any primary document, accounting returns or certificate is personally
responsible for the facts stated fierein so far as it is his/her duty to know or to the extent to rvhich he/she may
Ieasonably be expected to be aware thern.

5.2 The Finance and Accounts (F &A) Department:
The Financc and Accounts (F&A) Department is headed by the Head of Finance/Deputy Director (F&A) and
is direclly responsible to tlre Executive Directors. The department is responsible for keeping proper records of
all financial transaction and for preparing various management and financial reports as well as give necessary
advice and assistances in tlre eflcient and effective management of the organization. This department will
also monitor the accounts of project/program/branches and help them to keep these records as pcr organization
lequirelnents.

5.3 lnternal Controls:
Internal Control is a means/process by which an organization's resources are directed, rnonitored and

rneasured.

5.3.1 Power of Attorney (POA):
A legal document that allows one to delegate power to other staff. POA comes form constitution or executive

committee. Only the person who has POA can delegate the authoriry to others.

5.3.2 Delegaaion of Authority (DOA):
A docurnent listing the tasks assigned to some position allowing hinr/her to perfonn the duties

* Delegation of authority cannot be translerred from one individual to another.
* The limit of authority should be clearly defined and documented.
{. Executive Director/Manager should make the commitment and approve expenditures subject to

Delegatiorl of Authority Letter/Minutes/[Annexure] from appropriate authority (Executive
Director/Executive Committee)

5.3.3 Segregation of Duties (SOD):
A conttol policy according to which no person should be given responsibility for more than one related
tunction.

Management needs to establish and maintain a system:

.!. To ensure that no single ernployee has control over all phases ofa transaction.
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Ban

* To verily and cross check by other officials.
'! NDP needs to prepare a "Duty Matrix" [Annexure] tbr all key jobs function in the individual

projecVproglam.
5.3.4 Control over cash and bank :

Cheque book should be kept under lock and key. The key can not be kept to any ofthe signatories
All bank accounts rnust be operated by the joint signatories.

ash:
Update and document the pefty cash book daily.
Surprise petty cash count and document it at least once in every two montlts
Maintain register (cash book, petty cash statement, advance, Iog etc)

Petty cash is discussed in detail in Chapter- IX Petty Cash Managelnent

5.4 Authorization of Expenditure:
a) Supreme Authority:
Executive Director or his/her authorized person/ As per Authorizalion Structure will authorize all kinds of
transaction against appropriate Bill, Vouchers.

b) Making Payment:
Before making the payment Accountant/Cashier must have check against bill or invoice not Voucher whether
minimum three persons valid signature including Executive Director or hisher authorized person/ As per

ALrthorization Structure maudatory.

c) Proper Procedure for Authorization:
Evefy transaction must be properly autl]orized

d) Authorization:
Authorization must be documented and the documentation must contain tlre signature or initials of a pe[on
who is entitled to authorize the transaction.

06.Chapter- VI Bankins Operations

6.1 General
All receipts of money through cheque/Draft/Pay Order/Transfer Advice, bank account shall be

debited and relevant source/income shall be credited. Cheque/Draft/ Pay Order shall be deposited

into bank through deposit slip ofthe bank. General principle ofNDP is to encourage all concemed to

mal(e receipts/payment tl'rrouglr banks.

6.2 Opening of Bank Accounts
The Executive Comrnittee of Organization is empowered Io autllorize opening and closing ofany bank

account in the name ofthe Organization for its transactions.

6.3 Mother Account
Fund and Grant received from any foreign source shall be deposited into Organization's Mother

Account immediately.

6.4 Operational Bank Account
The Organiztion as envisaged in the constitulion shall open project bank account in any scheduled

bank for operation. The head office and each of the Branchs, ProjecVProgram of NDP will open

sepamte bank account for each project in respective areas to lun the project activities smoothly by
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ANNEXURE.A

Nanre of Organization: National Developnrent Programrne-NDP
Address: NDP Bhlban, Illgbari, Sahidnagar, Kamalkhanda, Sirajgonj-6700

Autho rization Stnrctu re

t't{A\sAC'llo\ AUTHORISED I]Y Ll\II l 'l li.
Expenses Claimcd by

Executive D irector
Executive Committee/Designated person/Head

of Finauce on behalf of EC as per EC Meeting decision

Up to Tk.500,000

Executive Committee/Chairperson Above Tk.500,000

0ther Staffs:
For I)roject/Plogram

Bill's Signatule Authorized Pcrsotr Project Manager/Program Manager/PC/Head of Project/Focal Point-
Related Project/Assistant Director (Prograrn)/Assitant Project Manager-

Incharge PM

Up to Tk.75,000

Head Of Finance & Accounts/Director Tk.75,001 to Tk.100,000

Executive Director/Executive DirectorJncharge Above Tk.l 00,000

For Micro Finance/Loan related activiti€s cxcluding Social Dcve Iopmcnt Project/Plog r:lnl
For Micro Finance (All Branch, Area and Zonal Office)

Bill's S ignaturc Authorized Pet'son

Branch Manager/ Branch Manager-lncharge Up to 'fk. 1,000

Alea Manager Tk. 1,001 to Tk. 10,000

Zonal Manager Tk. 10,001 ro Tk.20,000
Head Of Micro Finauce/ Deputy Director/Head Ol Finance & Accor.urts 'lk. 20,001 to Tk.I 00,000

Executive Director/ Director Tk. 100,001 ro Tk.150,000

Execrrtive Director /Executive Dircctor-lncharge Above Tk. I 50,000

Note: Office Rent, Electricity Bill, Purchase ofPass Book and Purclrase frorn Head Office these related bill in any amount shall be approved by Branch

Manager/Branch Manger-lncharge. AII salaries sheet ofBranch Office shall be approved by Deputy Director/Director. Bi-cycle loan will be approved by
Head of Micro Finance.
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TRANSAC't'ION AT]THoI].]SED I]\' LINlIT TK.
(ror IIiclo Iiinancc (lIead Ofllcc)

Bill's Signature Authorized Person

Head Of Micro Finance/ Deputy Director/Head Of Finance & Accoullts Up to Tk.100,000
Tk. I 00,001 to Tk. I 50,000

Executive Director /Executive Director-lnchar-qe Above Tk. I 50,000
Loln Approval Cilling For X,licro Finance I'rogramnte

Loan Apploval Cilling For Micro Finance Progranrme

Branch Manager/ Branch Manager-lncharge Up to Tk.20.000
Area Manager Tk. 20,001 to Tk.100,000
Zonal Mana.ger Tk. 100,001 to Tk.300,000
IIead of Micro Finance/Executive Director Above Tk.3 00,000

l\nd Ilcquisition to Head Office from Branch For N'{icro Finance Programmc

Fund Requisition to Head Office from Brauch For
Micro Finance Prograrlme

Branch Manager/ Branch ManagerJncharge Up to Tk.2,000,000
Zonal Manager'/Area Manager up to Tk.5,000,000

Head of Micro Finance/Executive Direcbr Above Tk.5,000,000
'tIIANS.4CTION PARTICULAITS AUT}IORISED BY

AII Voucher's Signature Authorized Person

(Debit, Credit, Transfer, Journal Vocher)

All Vouchers For Ploject/Plogralrme (Excluding Micro Finance
Progrm)

i)roject Manger'/Progl amme

Manager/Tearn Leader/Head

of Proj ect/Proj ect In Charge

All Vouchers For Micro Finance Progm- Branch Office Branch Manager

AII Vouchers For Micro Finance Progrm- Head Office Head ofFinance &
Accounts/ Head of Micro
Finance Progranr/ Depuly
Director'/Manager (Fiuance

and Accounts)
AII Vouchers For General Fund, Training Centre and Others, Project
runrling by Own Fund at Head Office

Executive Director/
Head of Finance &
Accounts/Manager (Finance

and Accounts)
TRANSACTION Pr\IITICUL,\ltS .\UTIIORISID I}\'

All Funtl Payment aud withdrawn from Bank Executive Director'
All Bill's ( Provident, Gratrity, Accident, Project Security Fund etc) Execulive DirectorAll Bill's and Voucher's Signature Authorized Pelson
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TR-ANSAC't I Orr- AU'f IIORTSII) BY LII,IIT TK.
(lior Provident, Glatuity, Accident, Project Securiry

Fund etc)
All Vouchers ( Plovident, Cratuity, Accident, Project Security Fund
etc)

llead of Finance &
Accouuts/ Marrager (Finance

and Accounts)
SUI}JI]CT AUTI{ORIZED PEIISON ITIiMARI(S
Consolidated Budget (As per financial yearly) Chairpelson At Annual General Meeting

-AGN4

Proiect/Progranl BLrdget (As pel requirenrenl) Executive Dilector/Chairperson At Project Proposal

StLrdy ToulExtelnal Tourat outside ofCountry Chair'person will give approval fbr tour ofExecutive Director
Execulive Directore rvill give approval lor toul of Others Staff

Advance Payment against office rent Excutive Director By Deed of agreement

Advance Payrneut against rvork orcler Excutive Director By Procurement procedure

Documents including work

order.
llxecrrtive I)ireckrr up to Tk.50,000Assets rvrite olf for projcct/progranl

Chairperson Above Tk.50,000
Assets write off for Micro Finance Program Decision of Executive Committee By Meeting MinLrtes/Letter
Advance Salaries Executive Director By approved letter only for

l6 days.
Executive Director Up to Tk.500,000Lcgal action-Expeuses against other parly

Chairpelson Above Tk.500,000
Chairperson Anv amoult for orvn fund
Executive Director Donation received frorn

Donor up to Tk.0lcrore

Sales of Fixed Assets/Disposal of Fixed Assets

Chairperson Donation received from
Donor above J k.0lcrore

For General Fund and Micro Finance Program Any arnount for orvn fund.
Executive Director Up to Tk.1,000.000
Chairperson/Exccutive Directore Above Tk. 1,000,000

Meeting Minutes-EC is

Need
Others Ploject/Progranr/l3r'anch officc outside of Head office

Acquisition of Fixed

Assets

RJv
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TRANSACl'ION AU'I'HOIIISED I]Y LIMIT TK.
Head of Pro.ject/ I'rogranr Up to Tk.50,000

Need Budget Provision
Executive Direclor Above Tk.50,000

Need Budget Provisiou

For Investrnent/FDR llead of Firance Up to Tk.5,000,000

Tk.5,000,000 to
Tk.10,000,000

Chairperson Above Tk.l 0,000,000

Loan paid to Project/Program lrom General and Own

Fund

Executive Director Up to Tk.5,000,000
Chairperson Above Tk.5,000,000

For donation paid, Tips/Baksis/ Office Bearing cost

for fi[e runniug etc.

Executive Director Up to Tk.1,500,000

Chairperson Above Tk.l ,500,000
Materials received and issued fton Stote For General Fund and Micro Finance Prograrn at Head Office:

Head of Finance Up to Tk.50,000
Executiye Director' Above Tk.50,000
Others Proiect/Program/Branch olfice outside of Head office
Store Keeper/Resposibilty personr/Accountant By SRF or signing in

register.

Bauk Operations Two ofthree/ Joint Signatory As per limitation
Bank Reconciliation Accountant aud Director/Manager

Petty Cash Expenses Manager/Director
Purchasiug Review by Purchase Committee and

Approved by Executive Director/Manager/Autlrorized Person

PayrollCalculation Accountant and Director,Manager

rvill be flexibility/changable then one letter/memo rvill be need. This merno/letter rvill prepared by Head ofFinance and approved by Executive Directore

for each idividual Project/Program/Branch. Here additional inforrnation can be added for smooth functioning. For this purpose one memo/letter rvill be

circulate from Head Office with appropriate signature and seal.
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