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::;T::;;U;T;Z:Zh;?This A nan profit arganization working in Giridih, Kodrma and
development. The or arkhand to empower poor and ma rginalized population far their
of MMarkhang N ganization emerged from the land right movement in Chatra diskrict

: : Faanization was established in the vear 1990 by a small team of
committed social warkers who were warking in their respective reglons and came tagether

during th i
’ ti € movement. The idea was to organize community develapment activities in
Mgy i
! rural areas and increase accessibility to basic services. It was formally registered
Lnder Jeti [
ocieties Registration Act, 1860 {ACt XXI of 1860) in the year 1990 in Bihar later on
L was registered in Jharkhand in 2005

Vision

I-:::lnh[l».lq||1-__1 i ideal soCarly based on valses ol equity, liberty, fraternity and justice;
vepardless of cast. religion. class and sexual daserimimations,

Mission
To create eonfidence among riral
g,

people for empowerment 1o attain self reliance and build capacity for their well

Guiding Principles

Huanwas) Vikas Ashram is inspired with the J P movement — Sampurng Kranti, a5 & tool Tor social transformation
o improve the conditions of disadvantaged communities especially dalits and tribes living i rural inaccessibie
dreas. The organization believes in the principles of equity, solidarity and strives 10 ensure equal opportunity for

all towards a dignified life.

A, GENERAL

Transactions will be accounted on cash basis only. Therefore, only on actual receipt or

payment will transactions be accounted. No provisions will be made for expenses and other
payables and similarly for receivables. Purchases and expenses will be accounted only
when actually paid for and incomes when actually received and not on incurrence/acerual.
[ following cash method of accounting, the past practice and the provisions of the Income
Tax Act (ITA) and Foreign Contnibution (Regulation) Act (FCRA) are given due
consideration. That provisions in the technical guide issued by the Instiute of Chartered

Accountants of India are not vet mandatory 1§ also noted.
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Computericed mode as suitahle 1 e errganmemmmn

compr e aed e SRIey [{RITA =W pn-.'kug'.‘:

abooede fs owell as

i e by sl -
h' ”L‘-E" i+l i ol e lmbesd |,|-|1|,, Wi rs Lie e |'||-|i|'|1.|||1|.'|.| P
[ STRTR] Ty (R
Bk s/ Doy pes Lix be mimntined Loy b ansthonneged by
Tl

S

Phrector’ Secmtary/

Adgountunt Project
Authorieed pérson

[ il:‘\:h v miemt aad e vokichars
! . o y

vith supportsbills inehding heeered
advange PECbSI o formys

Edirector Bedrctary/

Accountant Project
Suthorzed person

b

Bank pavment i recerpt visuchers
with supportshills e hwding

sdvance requasition forms
Director’ Secretary!

Accouniant Project
Aathorized person

Journal vouchers with suppors/bills
head

Monthly project'donor wise Accountant Project head / Director
B rarary

utilization statements

Director’ Secretary.

Accountamt
Authorized person

Bank Reconciliation Statements

4 The other books and registers 1o be maintained are:

4.1

4.2

[o be maintained To be authorized

Books Documents
byt by
Fixed assets register Accoumant Project Head_/
director/
Secretary
Inventory register Accountant Project Head |
director/
secretary
Investment register Accountant Project Head !
director/
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b4 Vehicle g books Yeoountanm Posjeet Head /
director
o Sexrelory
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irector
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s pisssible (e samt evpshioes wall riel Tronvspc oot ool pecount o tEnsaciion Similarly
cmplisvees in -|.|'IiII|:l-.' I asscts wall it accopmt e rnsactions relating 1o that asset in the
boks of account, For exammple, the person i harpe of the ongmal investment receipts will
W awcounl i the bwoks o becount) the crestion, matunty, mterest, efc, on the

My esimenis -.||||'I-|.|-||!.'!1'I fye A s he v EsEmgnl Fepisien

ARy amowt of lean o benefil (1o advance agaimst saliary or others) shall not be Fven o
any member of the governimg board or office bearers provided they are claiming the
rermbursement aganst any expenditure made for the beneRit of the organization includmg

their remuneration package,

Under the provisions of the Foreign Coninbation (Reguknion) Act, 2010 only a single
designated bank account is to be maintained for receipt of foreign grants frem foreign
donors. Mix up of foreign and local bank accounts’grants even by temporary inter account

funding 15 not permissible. The distinetion is to be mainained dawnstream af project level.

This manual can be altered only by the President/Secretary/Director of the Organtzation by
unanimous assent afler circulating the details of the changes w all members. The changes

are 1o be ratified by the board,

DELEGATION OF AUTHORITY AND CUSTODY OF ASSETS/DOCUMENTS

The personsidesignations who will authorize payments ( transactions are:

Mvature of payments/iransaclion Quantum ol Person/Designation
[rymment

4
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1.2 Weekly/Monthly veri fication of Aot
Becectary)! Divecior

physical cosh balance and hooks
ol necount

o] ¥ e e i
1.3 Purchases/ Procuremeni
- Copital ussets

- ilhers

Aus per gidelhnes o snmexure

L4 Immovable property
-purchase
-sile
~COnsraciion

As per guidelines in annexure

- works contr Ve pairs

- lease ! rental Necretary! Directon

.5 Transfer of assets

= inler-project

- third party

- employee As per in guidelines in annexure

- serapping

- sale

1.6 Advances

- programme Head Finance and
Respective head of
the depariment or
programime

- staff salary advance

upto two No any Advance Salary will given

maonths’ salary
- loans

- signatorics

1.7 Emplovees
- closure of accounts

- appointment
termination

disciplinary proceedings
increments

promotion

leave of absence

1.8  Bank accounts
- opening of accounts




Project Head! Secretary/Director

Scoretany’ Executive Commitiee




I.0 Dither  gencral comirscls ke
aniual  maintenance | contucks
consultaney, arwil vendur
Conlracts ¢lo ore M
= Approval
camcellangn
cReCUlinn

I, 10 I opors
- aormespondengg
marrative repor i

Project el

_ _ Aceountant/Project Head
- Hmancial repon | ‘ |
= utilization sutements r

budgels .

Accountant/Project Head
conlracls
Mo transachian-shall he splil or broken up Lo circumvent the mionetary lumins specified

anywhere in the manual.
It is the duty of the authorized signatory 1o ensure that all the requirements contained in this

manual are met before authorizing any payment/voucher/entry.
3. Alwmative authorized signatories are designated so that non availability of one due to
travel or work, leave, etc., does not hamper the natural flow/conduct of transactions.
4. The persons (designations) in charge of the various assets/'documents are:
safe custody of Person/designation To be
maintained ai
4.1 Cheque book Accountant Head office
4.2 Fixed deposit and other investment Secretary Bank locker/
receipts - originals BV A Head
otfice
4.3 Documents of title relating 1o Secretary Bank locker/
immovable property BVA
Head office
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MAcConiant

4.4 Fixed azseis
4.5 _Hu;.' 1o bank lockers (specific y
mnstruction with respect to apecific senilany i
. lockers to be separately issued) Hend Office
4.6 Cash box/balance Accountant/Project 1
BV A
Hesud
b lead Office
7 Accounting records including cheque Accountant/Praject BV A
A
Head Head Office

book. vouchers, bowinks of aceount mnd
other registers both current and past

PAYMENTS

cheque should be made only after obtaining the necessary

FPayments whether by cash or
authorizations {afier attaching the relevant supports/bills 1o the voucher) and meeting all

requirements of this manyal?
Payments wall normally/as a rule be by account pavee cheques, any active RTGS or
Aecount payee demand drafis. Account payee cheques/demand drafis should be a rule and
cash an exception, Very small payments to suppliers who do not hold bank accounts and
those that are not practically payable by cheque may be made by cash. Even small suppliers
should be encouraged to accept account payee cheques. This will help inculcate the
banking habit in them. However, for any payment above Rs. S000.00 (Five Thousand
only) /- paid by cash. the reason for not having paid by account payee cheque must be
documented on the face of the voucher and authorized by the authorized sipnatory,

Cheques should be issued only in serial order i.e., without leaving any unused cheques in

between. Only one cheque book per bank account should be in use at any point. A new
cheque book should be used only after the last cheque of the old book has been issued.

That the previous cheque book has been fully used will be evident o the authorized

signatories from the cheques issued register.
Afller making the payment a *paid” seal must be affixed on the voucher and all the supports

attached 1o the voucher, The seal could also contain provision for voucher number and

date so that when affixed on the supports/bills, the voucher which the bill/support relates to
is specified.
No payments shall be made against the credit card dues of any emplovee unless they are

b
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n RECHIPTS

e T
Trrmes fumiered mooipts shoubd be sssaed on receipt oF any amwiing whidther by Gt oF

v chegue - Sepamate receipl bk ate 10 be mantined for forreapn gronts, ol grants o

Wl BN ORJAC prants feceiy il I‘IE 1he HrF.m”‘“ui”
viniy one mecopt books series should be o use st any posot ar one office Bulding foe each
mode of recerpt 12 phivsical as well ds anlne mode

Receipis should be issued tor every inflow of cush or chegue whether they afe Trom third

partics [lke dondrs
Heceipts should be in duplicae: The orginal receipt must be issued 10 the payer. The bouk

copy could be retmned as the recerp voucher m case of manual system)

50 I cash s deposited oo the bank the contea youcher wall be adeguately supported with the
bank receipt and signature of the cashier and authorsed signatory.

6. All cash donstions must be hanked within the end of the week

7 Receipts must be accounted impediately on setual recept itselt

3 Form of receipt - onginal - payer's copy — Attributes o be present
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Banwasi Vikas Ashram

AT100 Mew Havganda, Jiack

[IFAN NUMBERAAATHSMIE, 124 AAN | BELAEEDMHEN Renewal Dite 2-'-'!1'1-"-'-'3'11
AND EBG AAATHEIEFINZ1T Renewnl Diate-24/00202 1 REG. MUMBER-61SE-91

RECETET

Mumber 1 3ate [ —
i preprint

Received with thanks from (Nome and Address)

CPAN_ R ——

Rupees{inwords)_ __ by

cashicheque/ demand DrafiNo, dated _drawn on

Organization Head!/Secretary/Director
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CASHBOOX - TO HE REVIEWED LATER
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RIS * IrAnse
puipase of the wansaction and 1he fediger Tolio inio which st

The cash book Lt s o
on sl o all times reflect the getual inflow an owutllow ol cash inlo and feom

the cas O PUviLe
¢ cash box. No pavments o recelpl ol cash. for whalever reason must be left
unaccounted. Even i the payment is returmed by the payee within a few hours both the

cutflow and inflow are 1o be reffected

[F'the cashier maintains a cash scroll and the Garfinal cash book is maintained by other
s1aff. the entries, totals and balances in the two sets of books must be tdentical and must
tally with cach other.

At the end of every day the cash book and the scroll must be checked by the staff
authorized for this purpose/authorized signatories, with the vouchers'receipts, The physical
cash balance available in the cash box should be coumed and tallied with that as per the
cash book on a weekly basis. This physical verification must be documented on the cash
book of that day itself by mentioning the denominations available that make up the balance

and by the signature of the person verifying the cash balance'book and the cashier on all the

pages of the cashbook.
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1

Ihe daily totals and bulanees in thi cash ook fwhere not compulerized and in cash scroll)

mizst be inink and the daily eash book mus Begin with the opening balince and end with

the elosing balance of thal day.

I accomnting is computerized. apart Tram 1he other procedures laid down, the daily cash

hook containing the opening balance for the day. neceipls, payments and closing balance

must be printed out, This print oot should contain the documentation in para {81, The {inal
cash book will comprise these daily print owls and must be bound periodically,

There should be no scoring oul ol entries (whether of the fipures or other particulars
meluding the accounl head), correcuions, application of white fluid, rubbing, overwriting.

ele. Any corrections 1o be made should be through properly authorized joumnal entries in

the case of rectification of wrong account heads or through Iresh cash vouchers {reccipt or

payment). which are again 1o be properly authorized.

Under the manualfmon computerized accounting system an analytical/columnar cash book
meeting all the requitements of this manual, may be maintained with the normally used
account heads being given a column cach. This makes monthly posting of totals to the
general ledger under each account head possible instead of individual posting of every
entry, thereby reducing the number of postings and consequently the scope for error,

Since cash payvments are not possible when there is inadequate cash balance the cash book

cannat ever show a negative cash balance at any poinlfon any day.
CASH BALANCEMAINTENANCE

The cash balance should always be kept/available in the cash box only.

When the cash balance at any point crosses Rs.20000.00 ( Twenty Thousand only) (- the

excess should be immediately banked.
Personal cash should not be mixed with the office cash,




L

(x

=

0

Ik

1.

J"I-

[t

BANK BOOK - 1O BE REVIEWED LATER
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are dommencement of use of book dsell

ke e duthorecd bl
ely o making the payment/recep

s bank Dok by st be mode imedi:

Pl bank | . i
th ok ey manst e hascd on g propeetly prepred wnd fethorised receipt/vouc her

Labs sl oot i this mannw |
Phe bank bk enbry must be tnothe seral order of 1he: vouchersireceipts only, Cancelled

PR . .
hets muosi be entered a5 vancelled so that the serics is completely and continucus]y
aceonned’ eatered
Phe bank soucher mumbers sl Tkl amd eorrespond with the chegue numher series
Ihere i1 e “hr '
e must be ne chronological mismatch between cheque and  voucher numbers.

L L T T cheques should be secoumed as cancelled but no separate voucher is necessary
for this. The cancelled cheques must be preserved
For deposits into the bank aceount and hank receipl entries the stamped (by bank) pay-in-

-‘;“r-'g"d':lmf"‘“ challans must be attached 1o the receipl or mainiained as a separate bound

bk
Every entry in the bank book should contain the voucher number and date. account head

debited/credited. the amount paid/received, a detailed narration containing the nature and

purpose of the transaction and the ledger folio into which posted.

No rough bank book in any form should be maintained.
The bank book should be made up/updated with every issue and receipt of every cheque,

Al the end of every day the bank book should be totaled and balanced. Only the ¢losing
balance of the day should be carried forward to the next day.
The daily bank book including the totals and balances should be verified by the authorized

signatory with the vouchers and cheques issued register/cheque counterfoils. This process

must be documented by the authorized signatory and the accountant signing on all the

pages of the bankbook.

Il the accounting is computerized, apart from the other procedures laid down, the daily
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ooty iherehn redugang the number of postings and consernomly the g lar erer

Hamed on the v olwmie ol transactions a puiss sheet pacs ook bk statement opabie must e
ohtamed trom the hank regularly penodically. The entries i thas et be reconcelad with
the omtrics m the hank bewk ol a bank reconciliation stadeement (ARGt be prepansd
momthiy This BRS should be authomized by the autheriee dagnatory

Inoperative bank accounts must be closed. Dill swch closure monthly bask slatsiments,
vearend confirmations and recong iliations iFany should be ubtaned ‘madi

A1 the vearend confimmations of all bank balances must be obtained from the Bans
& separate bark book must be mamained for every bank account

bois trarsfer must be made from banks withou o chegue This would apply even Lo standard

pavenents like salanes.
All fresh chegue books should be crossed aceount payee. For bearer chegues the coessing

will be cancetled by the authorized sigmstories under their syanuture.




aa

§]

JOURNALREG ISTER

The journal register Must contain preprinted serjal

numbers. Missing pages if any must be
noted and authorised before commencement of uze

of the book itself

Thi= 3 . i
he: journal eniry must be based on a properly prepared and authorised voucher as set ou
m this manual_

The journal entre ot e -
¥ Fentry must be in the serial arder of the vouchers only. Cancelled vouchers must

be enge : . :
red as cancelled 5o that the series is completely and continuously accountedienterad.

Ew i ' :

€TY entry in the journal register should contain the voucher number and date, sccount
h 1 1 .
cad dehited/credited, a detailed narration containing the nature and purpose of the

I i - . -
ransaction and the ledger folio into which posted.. In case of rectifications. the cross

references of the basic documents'books/entries rectified must begiven
There should be po scoring out of entries (whether of the figures or other particulars
including the account head). cotrections, application of white Muid, rubbing. overwriting,

CIc. Any corrections to be made should be through properly authorised journal
voucher/entriesonly.

Under the manual‘non tomputer is ed accounting system an analytical/columnar journal
register meeting all the requirements of this manual, may be maintained with the normally
uscd account heads being given a column each, This makes menthly posting of totals 1o the
general ledger under each account head possible instead of individual posting of every

citry, thereby reducing the number of postings and consequently the scope forerror.

I sccounting 1 computerised. apant from the other procedures laid down, the journal

register must be printed out at the end of every week. This print out should be authorised by

the designated authorised signatory. The final journal register will comprise these daily
print outs and must be bound penodically.

Every joumnal voucher must be properly supported by third party bills. Every bill attached
o pournal voucher must be stamped with the journal voucher number and date 1o which

attached.

15
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GENERAL LEDGER (L) - Toy BE REVIEWED LATER

I'he general fedpe i
Fpagie: ' 3 i

- BCr pages will be preprint numbered under the manual =ystem and

matical]y e i
| . cally numbered under the  computerised aystem. Missing pages should be
Jd-;:nhl‘rn:d-'dncumunmd andauthorised
The i i

general ledger should have an tlphabetic index indicating the page/olio number where
an account head and code/cast center will appear
The pene alirpr o i ol

eeneral ledger should conain separate folios for separate account heads prouped as per
:h"'. e e i .

chant ol accounts, The account code/cost center musl be mentioned along with the
accounthend

¢ general ledger is 1o be maintained annually from 1 April to 31 March, A new general

ledger should be maintained for every linancial year starting from 1April
the assets and liabilities accounts from the immediately preceding

The closing balances in
ard a5 opening balances in the ledger as

balance sheer as at 31 March will he brought forw
the starting point of the general ledger. The opening

audit is not complete. On completion of audit

on 1 April every year. This will be
balances must be brought forward even if

necessary rectification entries can bepassed.
The general ledger will be posted with entries from the cash book. bank hook and journal

register monthly - if analytical/columnar cash, bank and journal books are maintained and
daily entry wise in othercases,

The general ledger will be totalled and balanced every month on the last day of the month
or the previous day if the last day of the month is a holiday. The balances and totals will he

in ink only. A trial balance will then beextracted.
There must be no scoring out of entries in ink or by using fluid, ete.. and/or overwriting.

ete.
The authorised signatory or heads of the regions will check the general ledger every month

and sign against these monthly balances and compare them with the triatbalance.

Computerised Accounts — generalledger
Under computerised accounting apart from meeting the other requirements of this

manual the general ledger must be printed quarterly, on the last day ofevery quarter

10.1

I6
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K.

with the pages numbered sutomatically. The svstem of quarerly print ouls should
nod be dispensed with on the plea that the daia is available in the sysiem.

102 An alphabetic index must be available of the pages where aecount heads and ledger

folio HEpyper.

0.3 The quarierly print outs of the various accounts in the general ledger will be taken
on the last day of every quarter or the previous day il the last day is a holiday.

sSigned by the authorised signatory it will form part of the eventunl/final annual
general ledger.

TRIAL BALANCE, RECEIPTS AND PAYMENTS ACCOUNT, INCOME AND
EXPENDITURE ACCOUNT, BALANCE SHEET AND DONORREPORTING

The independent and consolidated trail balances for foreign contribution and local
contribution will be made up on the last day of every year comaining the balances in the

asset and liability accounts as on that day and the income and expenditure account balances

from 1¥ April to the end of the relevant vear i.e. 31" March.

Before printing the trial balances. the staff in charge (paragraph A) should check its
contents thoroughly.

The yearly receipt and payment account, income and expenditure account and balance
sheet will be prepared from the trial balance on the last day of the financial year in the

standard formats which is in any case is built inwo the chart of accounts and therefore into

the trial balance,
All donor reports whether financial or narrative and whether audited or unaudited shall be

sent within the dates set by the donor(s) in the project documents.

FUND BASEDACCOUNTING

L. Every individual project whether funded by a single donor or mare than one
donor as a consortium or otherwise should be treated as a separate fund,

All the Incomes and Expenditures whether revenue or capital in nature with

respect to every fund must be distinctly and separately accounted.
17
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The books of account with respeet twoevery Rend shoubd me budseihg

fisced asseiz aequired with (hose linds
income and r::-'.p_'n-;]ilul'-e,: ol the fund

unutilised babance of s Tund

A separate set of receipts and payments account shauld he prepared for every fund

on monthly basis.

The nudited fund based accounts should be sent Lo the respective donors aspel

thesr requirement in the agreement

I'he figures in the wilization certificates 1o the donors should be drawn [rom the
sudited fund based accounts only. if required as per the agreenwent with the doror.

Allocation of interest earned to donors/projects.

pA

7.2

T3,

T4

3,

16

Mo interest will be allocated 1o donors/projects if there 15 no specified
contractual gtipulation 1w do so
Interest will not be allocated o individual and other onetime/imegualar

donors

The allocation will be made at the financial year end only as hanks revise
their interest rates perindically.

The rate and the basis have 10 be as per the bank to ensure tha the

allocation does not exceed the carning

Interest on grants referred to in paragraphs 7.1 to 7.2 will be to the credit

of SAHYOGINL

II' fixed deposits are created out of o specific donov'project grams, the
entire interest will be credited to the donor/project provided there iz no

deticit in their account otherwise

ADVANCES TO STAFF - TRAVEL, PROGRAMME ANDSALARY

The documents/records 1o be maintained relating to staff advances are:

al

o)

The advance payment bank/cash voucher

Ihe advance requisition form which is approved by the designated autharity,

IR




| Dare af travel Starting Place | Destination Place Mode of travel |

¢y All supperisthills anached 1o the advance redquisition form {tour plan, quatations €ic.,)
dl  The entry accounting the settlement of the advance
el All bills and supports attached to the voucher

)  The bank/cash voucher accounting the receipl or puyment of the halance on advance
settlerment
The advance requisition form (Performa) is given below: -

i

anwasi Vi ram

AT+PO-Mew Bareanda . Giridil |

Nanre "!rlhfﬂfﬁ'ﬁ'"ua--.."...............................1-,,,.,.,.,..........1.."-.a--u-un
D I o B S e e
PUEPOSE Of QIVIIICE. 11 011ussnssesesessessessssssnsessssssssnsnssserassmssssnsnssnsasassasins

Ad‘lﬂﬂce ﬂlq”'r-'rf'd."‘.I"|"|r'|'|lIllllr'|'|r'|l'|'|r'|rrlr'!rlll'|r'|r'|rIlIIrIr'!r'!‘l'|r'|-|-|""‘."‘-'.rl F3 Faminn
Previons BalanCe{l aiE o i i vt v N SR AN SRR N NLT b R

E“Edjmfmw”s*r:fﬂ"_‘l“]u-...-...-u-...-.--.-.----.---n“-r-n----hr+d|-ﬂ----uu----u-----

Tour plan*(lf applicable)

Estimate of advance*:-
_}_’fn!-.'.ifm'nr.:
Travel

Details " Amount

Boarding & lodging

Lecal conveyance |

* fur case of salary advance, these heads are nof applicable.

(Sigmature of requisitioner} (Authorised signatory)
For Accounts:-

Dhate-
19




1

Ihe foem 5 " i
hall be sipned by the PEISEN requisitioning the advance after taking approval

from the aub :
o sod MEnAtery and submit 1 10 ghe Bocounts department not less than the 3

"-"-IJ'J"-JiI'.I i d LS i n 9
E davs before the startmg date oj ACTVIEY programime tour for which | p—

I'l.'-ll-l"l.. i\lr I i [a' s ko] sl SEETT L T aim k1| I in
l\l! i h\. RIS REITIN Y] | ] ”“.I“I I_“ h': Il i I‘..l'| 1] T Illﬂll LS|
\-"njl L |||.|h' !Iﬂ‘ Ly 1 IF El AF I b i L& - ¥ b .
r'. L i 1-" L] ||.| | | L i ' frany '1 ||'|I‘ ney ':I““‘:l“l"l"lu '-I‘- N II.":

L lllI '|-|Jl|'|| o ! -
SRVIEes Tor purchases <honld by wtlached 1o the advance reguisilisn Torm and

should also by stgned by the authoneced sty when approving the adyanice
Advances are 1o be paidd only i any previons advance taken hy that emplovee iy setifed
his check hould b made  wirh repard  to advances  under  all
beads — irpug) programme. salan ee. This should he suitahly documented 0 the
advanee Fequisition form:. Where more than one ¢vent is managed simulancously by an
cmployee. this rule will o apply subjeet w the condition that each such advance and
seltlement are Accomnted separately wnder difTeren sub-ledger accounts or in @ manner
that discloses each such advance and settfement distinctly t facilitate monitoring

Advanees 1o the extent possible should be allowed throwgh by accouni payee chegue
only. Steps should therefore be taken to request for il in good time so that credit could be

aviilable vo the payee al the time of the peed.

All advances should be settled by submission of bills and reumn of unspent amounts (by

cheque) within the | ollowing periods:

Travel advances - Within 3 working days of completion of the
traveliour
Programme advances:
a} for running a field - Monthly before the 1thh of the suceceding
office month
b} for others - Within 7 working days from the end of the
eventiransaction.

Programme advances must generally be avoided’ minimized and the organization should

directly issue cheques to the parties concerned.
On submission of bills the settlement entry {other than the portion invelving physical
cash/Cheque inflow/outflow) should be through journal only and not through the cash

baok.
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The journal, cash and bank vouchers in settfement of advances and the bills and supports

should be authorized and signed by the authorized signatory laid down in paragraph B of

this manual.
The advance reguisition form along with the relevant supports should form the suppoert [o

the cashvbank voucher accounting the advance paid.
All advances are to be accounted immediately on payment. Mo suspense advances o

10Us are permitted.
Advances outstanding beyond the period allowed should be recovered from the salary.

The advance accounts and their halances should be monitored before every eniry-
Perindically, preferably fortnighly the staff designated in chapter B should monitor all
the advances to ensure that recovery whenever required/possible is made

TRAVEL EXPENSES - REIMBURSEIVPAID TOSTAFF

The basic documents/reconds involved are;
- An approved travel plan‘tour schedule

[ paid through advances chapter M of this manual alsospplies

The travel policy/guidelines as contained in BVA Human Resource Policy
Manual

- The outstation travel claim form
Travel advance should be limited to the estimated cost of travel based on the mode of

travel, cost of tickets, stay and number of day involved.

Generally, travel should be by the shortest route and cheapest mode of transporn.

The expenses on travel, victuals, other related expenses and to the extent possible on local

convevance should be supported by onginal third party evidence/bills.

The limits with respect 1o stay, victuals and local conveyance are contained in the BYA

Human Resource Policy Manual.




1.

Ay trav i * ]
¥ travel booking (laxi. air and 1rains) shall be through travel agencies approved by the

organzationally
Cost of a i ¥
ol air and train tickets booked by BYA shall be debited 10 advance account of the

emplovee and shall be reversed to travel expenses only on the emplovee™s return of the

L ick =y
tsed tickets. In the case of train tickets photocopies of tickets shall be (where originals are

Seree adequate. The administration may verily the ravel with reference 1o the PN

Travel agents:

1 [ .
8.1 Statements of account should be obtained from the travel agent quarterly and reconciled

with the ledger account.

8.2 Settlements should be by account payee cheque only.

§.3  Only the authorized agency must be used.

Credits on cancellation should be accounted in the ledzer account of the agent.

8.4

8.5 All payments should be debited to the agents’ account and reversed 10 the respective
revenue account on completion of the travel.

8.6 Payments are to be made only on completion of travel,

8.7 Only authorized person from the organization should make bookings. The ravel agent

should be intimated in writing about this.

The procedures on drawl, settlement, confirmation, ¢te., relating to travel advances should

be in accordance with the paragraph dealing with advances in the manual.

The outstation travel claim will be in the form given in the HR manual.

Every employee shall submit their original ticket and boarding pass as applicable in case of
travel made by taxi, train or by air to the accounts depariment within 3 davs from their

¥
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dual neme g sCsTbar i pitues 0 s and quality will be the decitling Fattors in
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=1 chase . 13
I urchase of AR sl ailso noet e 3|'|51| IRey Several srmaller prchases o cwcumvent 1he
cetlings preseribed in paragraph (1) above

3

=3 Ihis chapter covers purchases of all items tncluding services) other than immovable

properiies and consultancies

3. The persons designated 1o decide on and authorize payments as contained in the section of
the manual dealing with authorized signatories will also authorize in the nommal course the
purchase and payment for purchase of items contained in paragraph 1.1 sbave afier sefting

the signed version of material requisition form Performa of which mentioned under

paragraph3.




4 The documents relating to purchase procedurcs are:
4.1  The material requisition form
42 Purchase order/agreement
43 Quolations from suppliers
These documents will apply 1o the extent relevant hased on the value of purchases.
5. The material requisition [orm (Perlorma) is given below
AT+HPO-New Barganda , Giridih . Jharkhand
MATERIAL REQUISTTION SLIP
Date: Department: _
sl Mamie of the ltems Quantity Duantity Remarks
Mao. ui lssued
1 e e ——
2
3
Required by HODApproved by Issued by

24




fi. Ihe mizlierial (RUE AT ER I RTETR CRTAE LR Ina=an Pallizal 1ia '.||l!|.|,'.| il cikii b el lisill

thice deciswan will B token b

0.l Imochses relermed o i i'.lllll.{l‘.ll'lll 1.2 cibmawe

. .
rewaewing ol the apststions receivisd Tronm sssinnmsons ol three suppliced o wfiply

ol the requisitioned stemes amad i will b Toesareded T il ot igher than the

authomired  signanees o hos sigoaed e remesisl pecisiiins foermag i i

crarchiy, G his pprprinal Thae aetnl pasre b sl dlien T alleci i by the balber

that will ke the e hivery ol thae inessn Gin dlie 1'|_'|||||'-.IILI|I1I.:|| Pl PRy el ol H

||'|l.' "'lll.lp._q.'l _|'_'|'-'| ST I|||,' LT JI1'II| l|_'|||||l.'11||,1|||_'r

5
b i cases pefiermed oo parigiaphs DV absve - b el b Sprrelary

¥ Phe [Senior Designation/Commitiee of ihe Organigation/ Sceretary| will meet on
receipt of the purchose reguisttion Tor mis contaimed in puragiaphs above. 2 Irils of the
mentbers of the [Senior Designation/Coemmitiee of the COrganization’ Scerctary| subject

Woa minmum of 2 members will form the quorum for any mecting 1§ the [Scnior

Designation/Committee of the Orpanization/ Secretary| is unable 10 meet for any reason

the approvals can be obiaimed by circulation,

When the purchase 1s covered in clouse 1,3 above the |Senior Designation/Committec of

8.
the Organization /Secretary] will decide on and place a purchase order en any supplier
which in its opinion is ideal under the circumstances.

9. The form of the purchase order (original) is in paragraphs 9.1 below:

9.1 Form of the original Purchase order

e ———

B smam

— =
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