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Background:

Samajik Kallyan Sangstha (SKS) is a non-governmental, humanitarian, non-profit, non-political, non-
sectarian and voluntary development organization called NGO based in Thakurgaon district, Bangladesh
established in 1996 with the objectives of improving the lives and livelihoods of the poor and extreme poor
populaces coupled with working class segment by means of a holistic and innovative development
approaches that will have a positive impact on metamorphosing the socio-economically vulnerable and
marginalized targeted populaces into an empowered and resilient communities.

Since its inception, Samajik Kallyan Sangstha (SKS) has relentlessly been implementing a wide range of
projects amid the development collaboration of multilateral donor agencies and government funding. As
part of its mandate, Samajik Kallyan Sangstha (SKS) in its own and fervid efforls set up a nursery at
different villages of Thakurgaon Sadar Upazila under Thakurgaon district aiming to protect the environment
from being polluted/degraded. Ewventually, SKS undertook a project on tree plantation and vegetable
farming by organizing and mobilizing the womenfolk in relevant areas and effectively implemented its
interventions from one project office. SKS has of late been accomplishing different development
endeavours through its 5§ project offices with the spontaneocus participation of landless people, poor
adolescents laced with poverty stricken and downtrodden men and womenfolk let alone implementing
Income Generating Activities (IGA). In addition to this, SKS has been executing its development activities
at different upazilas of Thakurgaon, Dinajpur and Panchargarh districts respectively. The working
interventions of these activities inter alia promoting a sustainable environment and health, organic
agriculture, advanced agro technology, fostering women empowerment, education, progressive elimination
of child labour, informal primary education, social forestry, adolescent development and gender equality.

SKS is pledged bond to ameliorate the unfathomable sufferings and miseries of the socio-economically
disadvantaged segment of society through improving their lives and livelihoods. As it is widely
acknowledge that the reorganization and inclusion of the women's contribution to the lives and livelihoods
of a family and all spectrum of social, political and economic periphery plays a central role in making
people and social less porn to shock. Gender equality is considered as a major penury related factor that
gives substantial scopes for poverty eradication and attainment of non-discriminatory gender society.
Against this backdrop, SKS promote gender sensitivity approach in its different working interventions.

In course of its development journey, SKS felt the need to devise its financial policy to deal with financial
management and subsequently developed its financial policy in 2003,

2, Legal status of the organization:

SL Registration authority Registration number Date |
01 _| NGO Affaire Bureau 1327 27-12-1998 |
02 | Social Welfare Department Thak-07/96 17-11-1996

03 | Women Affairs Department Thak-62/2011 18-12-2011 |
3. Address:

Samajik Kallyan Sangstha (SKS)
Village: Salandar

Post Office: Salandar

Upazila: Thakurgaon

District: Thakurgaon

Phone: 0561-52641

Email: skstkg08@amail.com

4, Vision:

SKS envisages a poverty, hunger and exploitation free society where people will enjoy all rights and
entitlement and safeqguarding human rights with respect and values amid a peaceful and co-exislence
environment.

5. Mission:

Uplifting live and livelihoods of poor and socio-economically vulnerable sections though promoting their
human and institutional capacity, awareness building as well as education and health care services along
with generating employability by means of working together through participatory way.
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Objectives of account and financial management:
Ensuring effective and efficient financial dealing

. Establishing transparency and accountability in financial handling

Ensuring optimum utilization of project money

. Eslablishing financial discipline

. Promoting organizational capacity by means of effective financial management and achieving overall
SUCCESS
Gaining trust and confidence of donor agencies, individuals and the states

. Ensuring organizational sustainability through the practice of effective and efficient financial
management

h. Providing necessary guidance to the officials and employees for practicing proper account and financial

management

i. Arranging internal audit for account department

j. Proper distribution of financial task and responsibility among officials and employees of the organization

k. The Executive Committee of the organization can carry our audit with the organization for proper

financial management
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1. General Accounting System:
a. Each and every project will have separate bank account and separate cash book, ledger, register and

necessary documents will be maintained

b. Expenditure will be incurred based on budgetary allocation of each project and no excess amount will
be spent. However, in this case, approval of the Executive Director will be required

c. Payment of voucher will be prepared and to be posted in the cash book after getting approval. Voucher,
cash and ledger will not be pending at all

d. Financial papers of all projects will be kept up-dated

e. Closing will be done at the end of each month and financial report will be submitted to the organization's
head office within 5 days of the corresponding maonth

f. Account will be done based on aqural basis. However, aqural and cash basis will be applied following
tge demand of concerned donor and project

g. The Executive Director deserves right to open and closure of any bank account

2. Internal Control System:

The following issues will be considered in internal control of financial procedure of the organization:

a. Divisional heads and the Project Coordinators will submit all expenditures will be to the Executive
Director by taking recommendation of the accountant. Eventually, the Executive Director will give
approval of the expenditures

b. None will deserve right to give approval of the expenditure apart from the Executive Director or his/her

appointed persons

. No bill will be adjusted and paid prior to approval of the Executive Director

Financial statement report will be presented at regular staff coordination meeting

s Material Purchase, Selection, Distribution & Storage Management:

The following procedures will be by the organization for its purchasing purposes;

. Purchase of all materials, repair/renovation and construction of the organization will be done through its

purchase committee. This committee will be formed consisting of 3 members

b. If demand arises, the purchase committee can be formed consisting of either members of Executive
Committee or any other officials of the organization

c. The store keeper will made demand receipt based on plan of material collection while accountant will
remarks in the demand receipt based on approved budget

d. Executive Director or assigned official will take decision of purchasing materials based on remarks of
the account department

e. Following approval of the Executive Director, the purchase committee will purchase goods while store
keeper will preserve them

f. The stored goods will be given for urgent need of the organization or its project based on approving the
requisition slip

g. Purchasing price will be fixed by purchase committee for buying goods and repair

h. Account department will not provide bill till finalization of purchase and repair is made

i. Purchase wise requisition will be made and approval from the Executive Director will be taken.
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j. Any purchase, rencovation and construction under any excurse of urgent basis will be treated as illegal
expenditure. In case of urgent need, the concerned official will disclose justification to the Executive
Director and accordingly incurred by the concerned officials following the approval of the Executive
Director

k. Dysfunctional or out of order goods will be preserved in the store and to be disposed after 3 month
basis based on decision of the purchase committee and the Executive Director

. The following slabs will be used for purchasing purpose;

Amount Source Tender Purchasing process |
Up to Tk. 10,000.00 Local market/listed Not Applicable | Any member of the purchase |
vendor committee can purchase 1
Purchasing goods from Tk. | Local market/listed At least 3 Purchase will be done by the |
10,000.00 to Tk. vendor guotation purchase committee |
1,50,000.00 - !
Purchasing goods from Tk. | Local market/listed At least 3 Purchase will be done by the |
1,50,000.00 to Tk. vendor tenders purchase committee |
3,00,000.00 -
Above Tk. 3,00,000.00 Tk. | Press note (magazine | Atleast 3 Purchase will be done by the ‘
& notice board) tenders purchase committee

m. Purchase will be done in compliance with implementation of the approved project

n. Tender notice with voucher will be kept in separate file

0. Purchase committee deserves right to cancel tender/quotation

p. Payment order will be given to the supplier after approval of the tender

q. Goods will be kept in the store soon after their purchase

4. Bill processing Against Purchase Order:

a. Bill for purchase will be made before purchase

b. Bill for big amount will be submitted based on recommendation of the purchase committee

¢. Account department will submit necessary papers to the Executive Director for final bill payment

d. Bill up to Tk. 5000.00 will be dealt in hand cash, bill up to Tk. 10,000.00 will be through cheque while bill

up to Tk. 10,000.00 and more will be paid through account pyee cheque
e. Rules of government tax and VAT payment system will be followed during the time of bill payment

5. Description of Bank Transaction:

Nowadays bank plays a pivotal role in smooth, transparent and secure dealing with financial transaction. In

this connection, the organization puts much emphasis on its financial transaction through banking channel.

The following process will be followed; .

a. Each project will have their separate bank account

b. The bank account will be opened with join signature of 3 signatories. Here, the signature of Executive

Director is mandatory while signature of one signatory out of tow signatories is required to operate the

bank account

Bank account will be opened nearest to the project working area

Approved grant money and money from other sources will be deposited in the organization's mother

account in the scheduled bank and eventually transferred to the respective project accounts to

implement project activities

e. Bank statement will be submitted to the account department of the organization at the end of each
month

f. Cheque book, pass book and other related documents will be kept in secured place with joint
responsibilities

g. No overwriting in Cheque book will not be allowed. Next page of the cheque book can be used if
needed be

h. Approval from the Executive Director is mandatory for opening, closing or changing signature of the
bank account

i. Debit voucher will be prepared at the time depositing and withdrawing cash and cash receipt will be
attached with the voucher.

ao

smﬁg ” | @RassTR
2o 22— :
5
T _ Fsrefis
wreles = ol [ﬂﬂm‘ i T O () Page# 3
s, STEETS L AR, STgasta |



j. Cash will be deposited to the bank immediately scon after receiving. However, in failing to do so in the
stated day, there will be option for next day

k. If cash is requires to withdraw from the bank, accountant will submit demand form and write cheque
following approval of the Executive Director or assigned officials

|, Accountant will maintain two separate registers for issuing and receiving cheque

m. Signature of bank signatories will mention the purpose, amount and issue date of cheque in other side
of the chegue

n. Changing of the bank account except for mother account will be done following the decision of the
Executive Director if needed be

o. Bank account will be interest bearing one

p. Closure of bank account will require request letter of the Executive Director and approval of the
Executive Committee

b. Description of Bank Account:

1. Accountant of the crganization will collect bank balance certificate within 3 months after completion of
hisfher financial adjustment

2 The bank balance certificate will be crossed check with cash book. If the not adjusted, bank re-
adjustment statement will be made

3. Accountant will adjust the bank charge properly

6. Advance and Adjustment:

Advance payment can be made based on approval of the Executive Director or assigned official in order to
keep momentum of organizational activities. In the connection, the following issues will be focused on;
. The advance payment will be made in compliance with annual plan
. Statement of expenditure will be made for advance payment
The statement of expenditure will be approved the concerned authority
The approved expenditure statement will contain specific time and date
Advance payment will be paid through journal voucher
Advance payment will be adjusted within 7 days. However, in case of expenditure of over Tk
30,000.00, adjustment will have to make within 7 days
. Concerned project functionaries will deserve right to make advance payment up to Tk. 30,000.00at a
time for project implementation
. Further advance will not be given to any staff until he/she adjusted their previous advancement
All advanced payment will be adjusted either at the end of financial year or project year
Advance payment slip will be given to the concerned staff after the adjustment is made
Payment of personal advancement will not be crossed the 3 month basic salary of a staff. However.
advance salary of any staff can be paid based on approval of the Executive Director
I. Advance payment will be mentioned in the cash book
m. If expenditure is incurred less comparing with advance payment, the rest amount will have to return with
expenditure bill. However, in case of excess expenditure, the excess amount will have to return with bill
n. Approved advance letter will be attached with voucher
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7. Document Preparation and Preservation:

a. Voucher will be prepared based on every budgetary line item of approved budget
b. Every project will have the following vouchers
1. Debit voucher
2. Credit voucher
3. Journal voucher
¢. Each voucher will have particular, date and serial number. The serial number of each voucher will be
different for each financial year
Voucher will be prepared on a daily basis
Three types of vouchers with serial numbers will be preserved
Relevant documents will be attached with each voucher
Concerned staff and officials will sign
. Journal voucher will be used for internal adjustment and making correction
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Cash Book:

Double cash book will be used containing debit and credit

The cash book will contain voucher number of each debit and credit

The cash book will be maintained daily

The cash book will have detail description of each event

Cash entry along with bank entry will be written in the cash book

The cash book will be counted at the end of each month and after that accountant will not be able sign
in the cash book

The cash book will be cross check at the end of each month and Executive Director or assigned officials
will sign in

Ledger Book:

The ledger book will be maintained for income expenditure of the organization. It will indicate balance
between income and expenditure of each item.

a.
b.

c.
d.
=R

10.

11.

Ledger book will be made based on budgetary line items of the approved budget

Three-tire ledger bock will be used so long as to debit, credit and other three lines will exit
synchronously

Ledger bock will be written soon after writing the cash book

The ledger book will contain voucher numbers while cash book will have folio numbers respectively

Mo fluid or overwriting can be used in the ledger book. However, if needed be, re-writing with signature
can be done

The Executive Director of assigned officials will cross check the ledger book and sign at the end of each
month

The ledger book for each cash book will be preserved based on attached format

Daily transaction will be posted in the ledger book

The ledger book will be used sector wise and to be preserved

Salary & Allowance:

a. Salary and allowance of the staff will be paid based on polices of the organization or approved

budget of the concerned donor.

Separate register or sheet will be used for paying salary and allowance

Monthly salary will be paid at the last week of each month

Accountant will maintain salary register and master roll and pay salary based on approval of the

Executive Director

Each staff will have to sing in the revenue ticket during the time of receiving salary

Incomplete salary register and master roll will not be accepted

Staff monthly salary will be paid at the last week of each month

If any staff is issued show cause, imposed financial charge, monthly salary will not be paid until the

cancerned staff is settled up the issues

The salary sheet will contain different issues inter alia advanced payment, staff welfare fund,

vehicle premium, house building loan ete.

j.  Staff monthly salary will be provided from their respective departments, project offices and branch
offices

k. If monthly salary of any staff falls under purview of paying government tax system, he/she will bear
the responsibility to deposit tax to the government exchequer. Otherwise, the organization will not
bear any responsibility
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Stock Register & Fixed Assets:

Stock register for pen, khata, paper and pencil will be maintained

The register will contain the date of receive, delivery and stock

It will have voucher number of each item

Delivery will be made following approval letter of the delivery

The stock register will contain date and quantity of each asset as well as serial number of approval
letter

Total calculation of receive and delivery of assets will be contained in the register .
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The fixed assets register will be audited by an external auditor annually

Separate sheet for different assets will be used in the stock register

The fixed asset register will contain tag number, purchasing date and voucher number

. The general assets will be treated as fixed assets until their expire date is over for one year

The inventory committee will prepare the list of assets to be sold or disposed. Disposal will be done
following approval of the Executive Director.
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12. Deprecation and Disposal Process of the Fixed Assets:

a. Any fixed asset of the organization will be deprecated based on its value ranging from 0% to 25% with
its longevity. The following table indicates deprecation rates of different fixed assets.

Name of the assets Rate of Annual Deprecation
Land 0%
Building 10 %
Kacha building 15 %
Furniture 10 %
Computer, photocopy, air conditioner 20 %
Vehicles 10 %

The deprecation charge of any asset will be fixed from the next month of its purchasing date. However, its
deprecation charge will be fixed throughout the next years. If any asset is sold out, its deprecation charge
will be fixed for its selling month. It needs to be mentioned here that organization deserves all rights to fix
deprecation charge on its any assets. However, in case of project assets, permission/approval from the
concerned donor is inevitable,

b. Dysfunctional/faulty/partially out of orderfabandoned assets will be preserved through a separate
register and to be disposed after three or six month periods following approval of the Executive Director
seeks by central purchase committee of the organization. Any abandon or partially dysfunctional
motorcycle can be sold to any staff member of the organization. The Executive Director deserves rights to
write off any asst if it loss or steal.

13. Conveyance & Travel Allowance:

Definition: The travel allowance refers to the expenditure bears by the organization for its traveling
purposes. The travel allowance will be paid having taken prior permission of the concerned authority.

Various Type of Travel Allowance:

a. Permanent travel allowance
b. Conveyance allowance

¢. Mileage allowance

d. Daily allowance

Mileage Allowance:

Travel allowance by road will not actual. Travel allowance by either by road or rail will be provided in line
with grade basis. It is, therefore, the posts ranging from Project Coordinator to up will deserve right to have
1¥ class ticket of flight, B grade posts from PO to Assistant Coordinator will be economic class while ¢
grade from FO to APO to be for 3" class ticket.

The concerned authority will have the responsibility for maintaining and preserving travel registers.
Any submitted travel bill will not be accepted if the travel is organized by the organization.

If any expenditure such as seat booking, purchase of advance ticket) is incurred for the purpose of
upcoming travel and is subsequently postponed it, organization will pay the expenditures.
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Provision of Travel Allowance for Transfer:

Particular | Upto50 From 51to 100 | From 100 kilometers
kilometers kilometers to more
A grade officials (from Coordinator to higher Tk. 500.00 1,000.00 3,000.00 .
officials)
B grade (from PO to Assistant Coordinator) Tk. 300.00 Tk. 700.00 Tk. 2,000.00
C grade (from FO to APO} Tk. 200.00 Tk. 500.00 Tk. 1,500.00
| D grade (from FOs up to lower staff) Tk.150.00 |  Tk.300.00 Tk.1,000.00 |

a. If staff members apply for transfer instead of transfer order of the organization will not be entitled to get

transfer allowance.

b. The transfer allowance will be provided in line with rate explicitly outlined in the aforementioned table.
¢. Need to recommendation from the concerned authority
d. If any staff travels by flight but he/she is not eligible for it, the concerned staff will be provided road

travel allowance

More Provisions for Allowance:

a. Staff will not be entitled to get travel allowance during their leave period
b. If the concerned authority issues order for joining work before ending staff's leave period for 1 month,
the concerned staff members will be provided road travel allowance.

Provision for Travel Allowance:

Prior permission is needed for traveling and similarly adjustment will have to be done to accounts
department by filling a travel form within 5§ days of ending travel. In failing to do so, the accounts
department deserves right to take necessary measures against the concerned staff through submitting

charge to the Executive Director,

Provision for not Providing Travel/Daily Allowance:

1. Those staff members who have been provided with vehicle and get daily allowance against the vehicle
will not be entitled to having daily allowance for traveling to their respective working area.

2. Travel allowance will not be paid, if staff members travel on organization's own vehicle.

3. Accountant will check attendance register, movement and log sheet before giving approval,

Daily Allowance:

The following table explicitly outlines the rate of providing.daily allowance (both outside and inside of the
working area) to the staff as per their official grades.

Grade Rate -
A grade (From Coordinator to higher officials) Tk.200.00
B grade (From PO to Assistant Coordinator) Tk. 150.00
| C grade (From FO to APQ) Tk. 120.00
| D grade (Others) Tk. 100.00

Rules of Getting Daily Allowance:

Full payment for 1* five days
75% for the next 5 days
50% for next 5 days

Fublic holidays, if stays

~oa0ow

arrival at the office compound

Daily allowance will not be paid if staff members take casual leave during their official travel
Traveling date will be counted during the departure from the office and to be ended at the time of

g. Daily allowance will not be paid just for a sojourn. However, staying outside the working area, the
concerned functionary will be paid half allowance.
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Accommodation Allowance:

From Coordinator to higher officials . Tk, 600.00
Form PO to PM © Tk, 400.00
From field workers to APOs . Tk. 300.00
Others o Tk, 250.00

But hotel voucher for night accommodation is mandatory to be attached herewith.

14. Rule of Using Project’s Vehicles:

a. Motorcycle:

-k

The motorcycle user will be liable for overall handling of the motorcycle till hisfher job tenure

2. The user must have valid driving license with helmet. He/she will be given time to drive motorcycle
during 3 months of his/fher apprenticeship. But after the stated 3 months the concerned staff must have
valid driving license

3. Motorcycle will be kept at a secured palace wither at branch office or at the residence of the user. In
case of major damage or steal, the user will be liable to pay compensation

4 Motorcycle cannot be hand over to other for use without prior permission of the concerned authority.
The assigned staff will bear the responsibility for overall security of the motorcycle and if any spare
machinery is lose, the concerned rider will pay the equivalent value of the stated machinery. The rider
is obliged to ride his/her motorcycle at a speed of 50 kilometers on concrete road while 20 kilometers
an rural kcha road. The rider will not be allowed to have a co-rider on his/her motorcycle.

5. Organization will bear overall expenditure of the motorcycle (fuel and maintenance)

6. Motorcycle will not be used for personal activities apart from permission of the concerned authority

b. Policy on Jeep, Microbus & Pick-up Van:

1. Prescribed log sheet is mandatory for using vehicle

2. Drivers of jeep, microbus and pickup must have valid license and with updated logbook

3. Fuel and communication bills will contain recommendation of the concerned autharity

4, Purchase of necessary spare machinery and repair work will be done through a purchase committee

15. Security Money:

1. Each staff of the organization will have to deposit Tk. 10,000.00 as security. In case of having bicycle,
they need to deposit Tk. 5,000.00 as security.
2. Support staff will have to deposit Tk. 1,000.00 as security.

A. Process of Depositing Security Money:

1. Staff members need to deposit Tk. 10,000.00 as security money at head office of the organization
with joining their assigned jobs.

2. Staff members will not be allowed to join their assigned jobs unless they deposit their security
money fully.

3. They will be provided with receipt by accounts department of the organization menticning provision
of non refundable.

4. Nointerest will be provided on the security money.

B. Process for Getting Back Security Money:

1. If any official or employee either is terminated or resigned from the organization, he/she deserves
rights to get back his/her security money by applying to a prescribed format to the Executive Director.
2. Clearance certificate will be sent to the finance department of the organization
3. The security money will be returned by cheque following approval of the Executive Director
4. If any terminated or resigned staff seek to get back his/her security money before completion of his/her
job tenure, 20% money will be curtailed as development expenditure.
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16 Financial Statement:
1. At the end of every month, financial statement will have to prepare in a prescribed format provided by
the organization and to be submitted to Executive Director of the organization within 5 working days.

2. Financial plan and progress report for every month will have to prepare in due time and to be duly
submitted.

17. Auditing:

a. The organization deserves rights to carry out audit of its any project either at the end of project financial
year or | any time. Generally two types of audit will be done namely,

1. Internal Audit
2. External Audit

b. Accounts related papers of the project will be up-dated during the auditing time.
Internal Control:

The internal control is very necessary to ensure transparent and smooth functioning of internal financial
issues of the organization. The internal control focuses on;

a. Internal control checking system:

a. The Finance Officer will give direction to the Accountant for the payment of chase through voucher
b. The Finance Officer will write and preserve all account related books and documents
¢. The Accountant will maintain cash book based on serial numbers of voucher

b. Internal Audit:

Carrying out internal audit is needed for ensuring transparency and accountability of organization’s
financial handling. In this sense, a three-member committee internal auditing cell consisting of skill and
capable staff of organization will be formed to execute internal auditing within the arganization. The cell will
be headed by an expert member to be accountable to the Executive Director,

17.2 External Audit:

It is imperative to carry out external audit to ensure transparency and accountability in organization's
financial dealing. The external audit will be executed in the following ways.

Audit for project and organization must be completed after two months of the fiscal year

Executive Committee will appoint the auditing firm to carry out audit

The appointment letter of carrying out audit will have Terms of Reference (ToR)

Financial statement and management report will contain the Terms of Reference (ToR)

Audit report must be prepared based on rules and regulations of NGO Affaire Bureau and concerned
donars

Any recommendation or disagreement in the audit report will be settled through discussion with
concerned department if emerged out

7. Auditing can be done by either a professional accountant or Charter Accounting Fire based on
decision of the audit management authority

Staff of the organization will assist auditor in conducting audit

Auditor will be selected impartially
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18. Different Formats:

The following formats or the donor prescribed ones will be used the organization for its account and
financial management system;

Format-1 (Transfer of Staff Monthly Salary)

Date:

To

The Manager

Sonali Bank Ltd.
Chawdharihat Branch
Salandar, Thakurgaon

Subject: Transfer of SKS's staff monthly salary for the month of December, 2015

Dear Sir,

Cordial greetings from Samaijik Kallyan Sangstha (SKS), Thakurgaon!

It is our immense pleasure to inform you that the aforementioned organization intends to transfer an
armount of Tk. 83,000.00 (Eighty three thousand) from its Bank A/C-110000015 account under the title of
“SKS-505 Project” to your prestigious branch in the SKS employee's individual salary A/C as furnlshed
below as salary for the month of December, 2018,

SLNo | Name of Employee Account Number Amount (Tk.)

01 Ms, Ambiatun Jannat

02 | Md. Abdul Karim R NN N

03 Ms. Siddika Khanam

04 Ms. Rina Parvin
05 Md. Abdus Subhan
Total: P ;

In word:

We, therefore, request you to take necessary measure at your earliest convenience.
Thanks for your benevolent cooperation always.

With best regards

Sincerely yours

Signature Signature
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Format-2 (Money Withdrawing)

Samajik Kallyan Sangstha (SKS)
Salandar, Thakurgaon
Money Withdrawing Format

AJC number: Date:

Chegue number:

SL Applicant’s Name Designation Particular Amount (Tk) Remarks
No

Total

1 O i i e e

Prepared by: Checked by: Approved by:
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1 221303
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Format-3

Mame:

Samajik Kallyan Sangstha (SKS)
Salandar, Thakurgaon
Delivery Requisition Format

Designation:

SLNo:
Date:

Department:

SL Particular
No

Demand for
Quantity

Actual
Quantity

Ledger Receiver's Remarks |
Page No. | Signature

(o | PN

23 |e|e|~ oo alw

Received by:
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Approved by:

Store keeper:
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Format-4

Samajik Kallyan Sangstha (SKS)
Salandar, Thakurgaon

Debit Voucher

Mame of project: Voucher No.

Fayee: Date:

Address: AIC No: Cheque No:

SL No Particulars Code No. Taka PS
|
|

I

Total

Taka (In word)

Narration:

Prepared by: Checked by: Approved by: Received by:

anficg | e
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HurES MY (P S = g (g e)

T, STgEte | HTE, STPais |



Format-5

Samajik Kallyan Sangstha (SKS)
Salandar, Thakurgaon

Credit Voucher
Mame of Project: Voucher No:
Received: Date:
Address:
By Cash/Cheque/PQ/DD No: Dated: On:
SL No. PARTICULARS ACI/CODE NO. TAKA FS
|
TOTAL |
Taka (In word):
Prepared by: Checked by: Approved by: Received by:
AN—
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Format-6

Samajik Kallyan Sangstha (SKS)
Salandar, Thakurgaon
Journal Voucher

Name of Project: Voucher No:
Name of Staff: Advance Date:
Designation: Adjusted Date:
SL Head of Accounts/Particulars Account Folio Debit Credit (Taka)
No Code No. (Taka)
i No.
" Total-
In word: Taka
Marration:
Prepared by: Checked by: Approved by:
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Format-7

Samajik Kallyan Sangstha (SKS)

Salandar, Thakurgaon

TRANSFER/CONTRA VOUCHER

Name of Project: Youcher No: -
Date:
SL Head of Accounts/Particular Account | Folio Debit | Credit
No. Code No. | No. (Taka) | (Taka)
|
Total-

In word: Taka
Marration:
Prepared by: Checked by: Approved by:
aricgy GsER
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Format-7

Samajik Kallyan Sangstha (SKS)
Salandar, Thakurgaon

Advance slip
Project Name: Date:
MName & Designation:
Received Date: Adjust Date: ==e—mssmmmmemem -
Amount Tk:
Purposes:
Recommended by Checked by: Received by/Adjusted by Approved by
Signature Signature Signature Signature

22\ ogor— m\ﬂ[l&'}r
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Format-8

Particulars:

Samajik Kallyan Sangstha (SKS)
Salandar, Thakurgaon
Variance of Stock Quotation

Date:

SL No.

Particulars

Name of entity | Quantity Total rate Remarks !

Quotations of the aforementioned firms/entities found that

(Name of the organization) is the lowest one. Thus, Samajik Kallyan Sangstha (SKS) decided in principle

to purchase materials from the stated entity.

List of Purchase Committee:

SL No.

Name

Signature Remarks

Prepared by:

Mﬁﬁm—*
22\ e@hoy—
T SIS
Frafes T WY ()
HEe , SRS |

Checked by: Approved by:

GoRFsR
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Hareifes
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Format-9

Samajik Kallyan Sangstha (SKS)
Salandar, Thakurgaon
Miscellaneous Bill

Purpose:
Name:
Address:
SL Particulars Quantity Rate Total amount |
No. RS || L ofTk.
|
Recommended by Checked by. Received by: Approved by;

gr— - a

i 51212026
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Format-10

Samajik Kallyan Sangstha (SKS)
Salandar, Thakurgaon
Preparatory Budget

Name of Project:
Mame of Event.
Code No.

Date of Implementation;

SL Description of Goods/Materials Quantity Rate Total Taka
No.
Prepared by: Checked by: Approved by:
2 {ggn— GO0
=fETS SIS S oo
B e g i 0 e
s T WY (PII8) RS e sy (g 7 0m)
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Format-11

Samajik Kallyan Sangstha (SKS)

Salandar, Thakurgaon
Purchase Requisition Slip
Date:
Purchase request for Project/Section/Department
SL Description of Goods/Services Request in Estimated Remarks
No. Quantity Budget |
i
Total:
In word:
Requested by: Recommended by: Approved by: Received by:
Designation Designation Designation Designation
(e GR=@A
S5V 2012 200K
22008 — ST
U LU i‘ﬂ" L TSI i
St Y (L
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Format-12

Mame of Project:

Samajik Kallyan Sangstha (SKS)
Salandar, Thakurgaon

Conveyance Bill

Mame: Date:
Designation:
Date Place of Purposes of Visit Mode of Amount Remarks
Visit From To Transport (TK)
Recommended by:
Date;
Received by: Approved by:
Date Date:
Format-13
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Fros T 7 (PUER) STorfis Page # 22
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Samajik Kallyan Sangstha (SKS)

Purpose of travel:

Employee Name:

Salandar, Thakurgaon

Travel Expenses Bill

Date | Time | From | Time | To | Mode | Cost | Lodging | Purdeumi/food | Total | Remarks
of cost cost
means
l
|
|
|
|
Total
Taka in word:
Prepared by: Checked by: Approved by Received by:
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Format-14

Samajik Kallyan Sangstha (SKS)
Salandar, Thakurgaon

alary | Honorarium Payment Sheet

Employee's salary for the month of --————-eerer—-
Name of the Project:

Sl | MName of | Designation Basic/ Others Total Deduction Net Il Signature | Remarks
# | employee Consulted | benefitbonus | amount amount
Total S T
In word
Prepared by: Checked by: Approved by,
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