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e o _ff\#_fj,g%ﬂg;
Annexure Summarj___ e L mme==g |
Consohdated Project | Budgct (C_P_B)_______._____ﬂ_d___ . o =
Credit it Voucher s A )

Debit Voucher - .

Gener@_'_LEflsgLﬂ_. e
Goods Received Note .
Advance Request. - Form '
Aglr_ance & its Adjuqtmont prucodureq _ '_ B
p_\gggnl & its '1d_;ustnx,nt procedures .
Purchase ! Req__est R -
Agxemsﬁﬁﬁggs_ter e ey
Receipt P ayment Statement o i
Stock Register -

Procurement Register . —
Store Requisition Form . .—
Delivery Challan___ I
Money Reg Requisition e
Time Sheet I

Tour AE}_Q_(_JV'I] Shlcet - o

“Petty Cash Book

Conveyance & Resmlence AHOW'mce Pay

2 M'itenal & Eqipment Ropo:t (MKE)
Write OFf Form._____ . e

Bank Reconctliatton"Rep__rt (BRR)
Cash Recap by Bank Account
“CashBook _ A S—

Fixed Assets Regrstcr I
Saiary egister I
Cheque Reg_ister [

Vehicle Use Report
Com arative St'}tement (B\d summary)

Furniture, FIX leturc & Equlpment (FF&E)
Chart of A Accounts

“Trial Balance - i '
<penditure Statement

' Summa of Check List ..
ﬂ- Financial Report Review / Cheek List
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Consolidated Project Budget (CPB)
Project life - From dd/mm/yy o dd/mm/yy

S22 RRRRRiltR

z of Project;
o e _ I . — |
HEAD | MAJOR EXPENDITURE —Amountin BDT |
20 | SALARY & BENEFITS: t
Subtotal o ]
41 HONORARIUM: h
Subtotal ~||
42 | OFFICE RENT/WAREHOUSE RENT: ||
o Subtotal _: B _“' ||
43 " T OFFICE MAINTENANCE/REPAIR/CLEANING MATERIALS: "
' Subtotal ]'
44 [ COMMUNICATION: —
Subtotal ||
. I
. 45 STATIONERY/SUPPLIES: Jl
il Subtotal H
| 46 [ FURNITURE, FIXTURE & EQUIPMENT (FF&E): _J|
| Subtotal - _{
| 47 ~[VEHICLE FUEL, REPAIRS & MAINTENANCE: |
| | Subtotal - |
| 48 TRAVEL & LODGING: |
| [Subtotel
| 49 [ TRAINING: g
|'| Subtotal ';
ﬁ 50" MATERIALS & EQUIPMENT FOR BENEFICIARY: {
3 _ Subtotal - |
|'| 51 | CONSTRUCTION & MAINTENANCE: '
| [ Subtotal ..._' I
| 52 | EVALUATION: ] ;
'Ill Subtotal - o 1
| 53 [TxUDlT: o

. Subtotal
| 54 | OTHERS ADMINISTRATIVE COST:/ Miscellanies

rSubtotai

g [ GRAND TOTAL BDT

Note: Detail project budget or working sheets should be attached with the ‘Consolidated Project

Budget'.
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- Credit Voucher
(Cash/Bank)
- Code | . . . | e N
. Head of Account Ch i ) - =
- "Sub Code : o |
Line Item . e o |
' Cheque No [ lvoucherNo | ]
- Date of Cheque T |pate I ‘
N W= l
Bank ’: L | Amount Tk. I |
- Approved Budget Tk. [ Balance of Budgel '_—l
(—— | Tk. "
- Received By sl b T T S L BN SE  RR HER A N CH AAT S FASi T S0
Taka (in word) Bisscls o smaaes U O OS-— -7
- On account of B TR R R s e s (R S TS s
DOCUMENE AL BB 1 Te oottt ettt e st et e e e e
- B e
. e e e R e e ko e W Ml M
- Paid by cash/cheque as
_above
_ Prepared by: Checked by: Approved by:
Name: Name: Name:
- Position: Posilion: Position:
Date: Date: Date:
- Note: i
i Financial Manual of AF




Debit Voucher
(Cash/Bank)

[Code ARl =i <l
| Head of Account B S J

[ Sub Code B IO
L S
Cheque No [ "7 7 ] Voucher No

Date of Cheque ________:"_"] Date

Bank | —__—] Amount TK. )
"~ 7] Balance of Budget Tk. |

Approved Budget Tk. [ P E

T . T S — U
Taka R Word) | Sesesmemeai s S
e .
Document Attached ST T e
AT e— e S L
Bl oo e SRR s RS A S e R RS

Prepared by: Chiecked by, Approved by: =

Name: Name: . Name: -
Position: Position._____ Position:

Date: Dale: Date:

Note:

Tl aaaas
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Journal Voucher (JV)

(For any Correclion Entry of CV/DV)

=

Code

Particulars

&

Voucher No.

Dale

“Folio |

Debit

| Credit

[

Paisa

Taka

Paisa

No. | Taka__

Total

in Word (Tk.)

Note

Prepared by:

Name:

Checked by

Name;

Position:

Date:

Position:

Date:

Approved by:

Name:

Position:

Date:

Financial Manual of AF
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General Ledger

Balance
(TK.)

Dsb|l | Gredit
l (TK.)

-
—

Ref/ Description HD it

|
1 -
\
|

|
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e emaaRRR R R RRRRERNN

G0oO0DS (OR SERVICES PROVIDED) RECEIVED NOTE

Name of Supplier

Order/Other
rReference Number

A ————
: |

Quantity or
Amount (BDT
| value) Received

|| Name of Receiver

’____’_/—/

\ Signature of
Receiver

|
e

| Date
| Goods/Services

|| Received

l =

e —
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Advance Request Form

Rz 001 Date :

S_bect: Advance Request

o L

Slzase arrange travel or others advance(s)* for the following employee(s) in the amounl(s) listed
~=low. The total amount of the request is BOT____ ;

Employee Name & | Travel Advance Amount A%?E;%iit Sig?aﬁfr}ée:: .
| Designation Date (in BDT) Date Recipient
1
|
I ] = |
Total
* Other Advances.
Sl Name of Employee Purposes Amount Expected Emp1oyee_|
No. (in BDT) Adjustment | Signature as
Date Recipient
1
2 K
3| | | | |

The above employee(s) have no outstanding advances.

»

Approved by

Reviewed by:
Name: Name:
Position: Position:

Financial Manual of AF , @/



ADVANCE & ADJUSTMENT PROCEDURES:

=or advances associated with: miscellaneous advance, Project advance & Travel advance and its
adjustiment, please see the following example:
ADVANCE:

Example-1:

Mr. X received an advance for BDT 10,000 for project expenses from his office through a
cheque bearing # 001121 dated June 10, 200X

Description Head Amount

Advances A/C HD- 10,000

Bank A/C HD- (10,000)
ADJUSTMENT:

Mr. X has submitted his bills/invoices for BDT 9,500 against his advance and balance
refunded to office. A Journal Voucher is required for this adjustment,

Description Head Amount
Expenses A/C HD- 9,500
Cash A/C HD- 500
Advances A/C HD- (10,000)

The balance amount has been deposited into Bank on the same day by the NGO. A
Credit Voucher is required for this transaction.

” Descriplion Head Amount
Bank A/C HD-1 500
Cash A/C HD-2 (500)

Mr. X has submitted his bills/invoices for BDT 11,000 agains! his advance and balance
has been paid through a cheque # 001129 dated June 20, 200X. A Debit Voucher is

required for this adjustment.

Description Head Amount
Expences A/C HD- 11,000
Bank A/C HD-2 (1,000)
Advances A/C HD- (10,000) -

Example-3:

Financial Manual of AF Q/
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s/invoices for BDT 10,000 against his advance. A Journal

Mr. X has submitted his bill
adjustment.

\/oucher is required for this

Description Head Amount
Expenses A/IC HD- 10,000
HD- (10,000)

Advances A/C

i M i o i e

Financial Manual of AF Q\/ :
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fccruals & Adjustment Procedures:

Example-1:

# telephone bill is estimaled to be BDT 4,000 for the period May-June and is accrued on June,

200X (FYO01). When the bill is paid in July 31 200X, the exact amountis BDT 1,900 and August
31 2001, the exact amount is BDT 2 300 under XYZ NGO (FY01 & FY02).

THE TRANSACTION ENTRIES ARE:

Month: June 30, 200X

For the Accrued Expenses through a Journal Voucher (JV) for BDT 4,000:

Description Head Debit Orect
Telephone bill for May & June HD- 4,000
Accrued Expenses HD- 4,000

Month:  July 31, 200X:

For the payment against accrued expenses through a Debit Voucher (DV) for BDT

1,900:
Description Head Amount
Accrued Expenses HD- 1,900
Bank A/C HD- (1,900)

Month:  August 31, 200X:

For the payment against accrued expenses through a Debit Voucher (DV) for BDT

2,300:
Description Head Amount
Accrued Expenses HD- 2,100
Expenses A/C HD- 200
Bank A/C HD- (2,300)
Example-2:

A telephone bill is estimated to be BDT 5,000 for the period May-June and is accrued on June
30, 200X (FY01). When the bill is paid in July 31, 200X the exact amount is BDT 2,500 and
August 31, 200X the exact amount is BDT 2,000 under XYZ NGO (FY01 & FY02).
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Month: August 31, 200X:

Bank A/C HD- (2,500)
For the payment against accrued expenses through a Debit Voucher (DV)for BDT 2,000:
Description Head Amount
Accrued Expenses HD- 2,500

Expenses A/IC HD- (500)
Bank A/C HD- (2,000)

Financial Manual of AF i Rﬁ\/ X
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THE TRANSACTION ENTRIES ARE:
™ Montn: June 30, 200X
For the Accrued Expenses through a Journal Voucher (JV) for BDT 5,000:
Description Head Debit - Qed
Telephone bill for May & June HD- 5,000
Accrued Expenses HD- 5000
Month:  July 31, 200X:
. Forthe payment against accrued expenses through a Debit Voucher (DV) for BDT 2,500:
[Description Head Amount
3 AccruedlExpenses HD- 2,500
:
e |
v |
| |
| | |
o .
. |
i |



PURCHASE REQUEST (PR)

OFFICE: _ ! PR
DATE:

Reguesled by: Dale:

Signatue
Recommended by: Date:

Signalure :
Approved by: Date:

Signalture

Description Qry. | ary. Unit Cost Budgeted Cosl ]
"Req. | InHand (BDT)
[ . -
| /6 =
iy
8 B ' -
| 9
| 10.
TOTAL:

l| REMARKS: |
| _ . ;
| PURCHASED BY: DATE: RECEIVED BY. DAE:

| NAME: y A | NAME:

Distribution:’ © Main copy retained by issuing office
i, 3 Copy to be attached with voucher
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Receipt & Payment Statement

PEIOL Y s vsummpr s pronss

Mame of NGO : Date

ame of Project

Received:
o .
heque/DD 'Hnuuuancr \ @u@ﬂﬂw . ‘ Remarks
—_— = (.L\"tmhcdnvc \

Installment (&

* |nstallment

N
Opening Balance :

Loan Received l

In hand

| At Bank

Payment:
e o
Sl

|| No.

Variance

Expenditure

Particulars
Cumulative

Budget {Tk} [frevious Expenditure
E xpmdnure this quarter

Closing Balance :

Cash in hand

Cash at Bank

|
|
|
\_
|
|
|
|

| ﬁ,\,ﬁpé

Total

Note ; Attached bank statement

Approved by
Name

Name : .
Designation: Designation: Designation:
Date ) Date ;

Date i

Prepared by Checked by
Name

|
|
2,
Fa
]
z
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Stock Register

Rate: Page #

Received __DIEGL_JIS_C: ___. Balance Remarks
Qty. | Value | Qty. [ Value | Qty. | Value

Financial Manual of AF
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(in BDT)

l
|
|
|
|
|

Am t\ Remark
|
|
|
\
|
|
-
|
|
|
|

Procurement Register

|
| .
|
|
|
Financial Manual of AF




Approved by: date:
Name:
Position:

Requested by: date:
Name:
Position:

date: Received by: date:
Name:
Position:

Issued by:
Name: va—
Position:

Distribution: Main copy retained by issuing office
- Copy to be attached wilh voucher for project account

Financial Manual of AF
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STORE REQUISITION FROM (SRF)
(Goods/Supplies/Other)
SRF #
Date:
5. Store In-charge
Office
From:
Slease issue the under mentioned item(s) to: M./Ms.
For official purpose such as I
SL. Descriplion Qty. "_m(']ty. Unit Total Reg. Page # ltem '
# (in brief) Req. | lssued | Cost Cost Code |
v e ]
2 | |
5 TS O] N \
= ) [SEST S ~
5 - L |
‘Remarks: T —



Delivery Challan

Date:

- From:
=uing Authority. . Carried by: A e .
Signature Name & Date
Z | Quantity Descriplion w\m“'x—ézﬁst { Project Source/Remarks

Materials Received:
Name in Full & Date

CC 2-(Returned to |ssuin

1-Receiving Office

Office)

18
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M oney Requisition
Sl No.

Date
Zxecutive Director

Sir,
Please, payment for following amount is required in Governanee Project address. .o v

| hope you will immediately autt mrL?P tho fullowmq amotint,

Budgct line Budgcl Head

| item

|| Tolal | Restof Expectcd Approved
|buocet - budget | mount amount

| Total

| words (Tk.)"

Prescnt Bank Deposit (Tk)
Authorized Amount (Tk.)
2y Cheque (TK)

By Cash (Tk)

Date of Drawing

Checked by

Approved by

Prepared by

Name Name Name
.Juagnation: Designation: Demgnauon
Date Date : Date

Note

il . N 19
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| ' . l . . . .I I I[ II Il . ' !’ !]‘ !i !‘ ll l ' l I l
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Time Sheet

Name of NGO

Name of Project :

Name of Staff:
]

Date
e
|._.

I. 2

Task performed

‘ 3

- e

w

Time in

Month/ Year :

Designation :

Time out

Signature

_

Ol | N3

Leave Calculation:

Annual leave:,

Supervisor's approval:

Sick Leave:

Others Leave:
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Tour nQp_roval sheet

Dale:

Name of NGO :

Name of Program/Project:

Name of Traveler:
Designation:

e
Sl

\ No \ Content ||

1

: |
| 01 \ObjectiveofTrave\ ||

QTR ~ LN

. __»l,/_\_

Remarks: '

{
o ]
i
N
&
%’1
i)
o
&
w

Date of Submission Date of Approval

Prepared by it Approved by
Name : Name :
Designation: Designation:
Date ; Date !

Financial Manual of AF

Hul Asnraf
» Direclor
oundadon




Petty Cash Book

Date Ref : Description ~-—--—[-- H[ﬁ f ?‘ﬁ?l; | %‘T{dl)t B?ira}zt):e
‘ i
4 - -
T
B
1\_.
e e — :
' | | | L |
'F l\ ‘l \ | | |

Financial Manual of AF
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MATERIALS & EQUIPMENT REPORT (M&E)

Nzme of the Organization:

SL # ltem Description Source | QTY [Unit cost| Total cost Remarks
|
|
Prepared by, ~ Reviewed by: Approved by:
Name: Name._ Name:
Position: : Position; Position:

Financial Manual of AF M., Mahbubul Ashraf (/ORI
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WRITE OFF FORM
DATE:

| SI.2 Description Date | Source | Or_'i'-;}'i-ﬁ_e{l_w Condition Remarks
Acquired | 99_8}..__.\. (Presen) |

| ——

N e
; ] \L S E—
s T \ l | SR R ————
- . | I I——

' R \

Description:

Approved by:

Prepared by: ; Inspected by, .. .. ———
Signature

Signature Signature

Name:
Pasition :
Dale:

MNamier e ennoe
B = o Xt ) o
Dater

Name:
Position :

Date: -

e . 25
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Bank Reconciliation Report (BRR)

...........................

Prepared by:

®

E|me”
HiG.

&

==zance As Per Bank Statement

=z'znce as per Cash Book on

24d Checks Deposited bul not credited on the Slalement

2:d/Less Others requiring Reconciliation

Position: = 1

Checked by:_

Balance

Approved by:

Name: Name:
Position: Position:
Dale: Date:

Financial Manual of AF
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Bank Reconciliation Report (BRR) preparation process:

ne 1: Balance per Bank statemenl:

The original Bank stalement is lo be allached to the BRR and also closing
balance of Bank statement should be willen on BRR,

Deposit in Transit:

1
[4¢]
(e,

ltemize the deposits in transit by dale, RM Number and Amount. Suppose a
Demand draft/Cheque debit on the NGO records without corresponding credits

on the bank statement.

Line 2a: Total Deposits in Transit:

Enter the total value of the deposits in transit as itemized on line 2.

ne 3: Subtotal (Line 1 + 2a):

Enter the sum of Line 1 plus line 2a. sub-lotal

Quistanding Cheques:

ltemize the Cheques, which have been issued bul have not cleared the bank
account per the bank statement. Suppose, a cheque has been credited on the
NGO records without corresponding debits on the bank statement.

Line 4a: Total Qutsianding Cheques:

Enter the total value of the outstanding Cheques.

Line 5: Adjusted Bank Balance (line 3- dal)
Line 3 minus the subtotal oflinc 4a.

Line B: Book Balance (4 of Bank Recap):

Enter the Bank ledger balance for the last day of this period. This should be
line 4 of the Bank Recap form,

_____ - = . 7
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Cash Recap By Bank account

Pemod Ending: Name of Bank:
S=nk Alc Name: Bank A/C Number:
_zsn Analysis: Amount
in BDT (TK.)

Opening Balance

2 Add: Cash Receipts
(Onlydeposit into Bank)

. Deduct: Cash Disbursements
(Onlycheque payment)

@8]

I~

. Ending balance (1+2-3) S

5. Petty Cash: ‘
a. Opening Balance BOT (TK)
b. Increase/(Decrease) BDT @ K)
c. Ending Balance (a+b) L

6. Ending Balance (4+5)

Prepared by/Finance Signature:___ ALE o Reviewed by:
Name: Name:
Position: Position:

Approved by:
Name:
Position:

nancial Manual of AF
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Cash Recap by Bank preparation process:

da.

Fill in the heading information: NGO name, period/year, bank account
number, and bank name.

Line 1:

Enter the bank account balance per NGO accounting records (Book
Balance) as of beginning of the month. The opening of month balance
should be the same as the ending balance of the previous month.

Line 2:

Enter the cash receipts of the bank account for the month,

Line 3:

Enter the cash Disbursement of the bank account for the month.

Line 4.

Line 1, plus Line 2, minus line 3 should be entered on line 4.

Line 5:

Closing balance of Petly Cash Ledger every current month i.e. every
period ending balance. Say,

Debit Credit
(Increase) (Decrease)
Petly Cash opening balance is BDT 5000 BDT 5000
. Increase (Decrease) BDT 1000 BDT (1000)
Ending balance BDT 6000 BDT 4000 J

Line B: .

The sum of line 4 plus line 5 should be entered on line 6.

Financial Manual of AF




gonepuna d iviuey

AN SN

JeIYSY Tale fade VT

J 4V 10 jeriugi jeiouBuls

asuejeq Buiso|)

|

aouejeq Buiuado

yueg ysed | #4171 sig[noiped #¥ A | 2ed yueg | ysed |#4/1 sie[noljed #UHPA | SiEd

Z% | - peaH

“YJuoW

yoog ysen uwnjod ajqnod
OON JO dWEN



T T W L. o
O13INA AN . |
JeiySy INan AN

4V JO |[enugely [eioueul]

—_—
e

b s | ——

I S——

_ﬁ___*...ﬁ___ N B

1502
(ouysaA) Jaquinu uomisinboe o1ep
| "ou uonesyHUSP| UoijIpuoD Qi oule Jsquunu _ o un uonisimbayy
SyJBLIaY JAERRhiN waung uonesoT | el | @2inos 10 [BlJeS Jopow | uonduosag _

A0)SIBIY] S10SSY pPaxl]

102l014 JO aWweN

ON JO AN



ol

2o

1 Bl

bl I s il el

4y 10 |enuepy |eroueuld

91eq aeq
:uonjeuBisaq -uoneubisag

- alWeN aulen

£q panoiddy Ag payoayd

ajeq
:uoneubisaQ
swepN
fq paiedaid

. s o]

| | A ARt AT
_ | I
| | | - i S B S sae e
| |
| P §
ﬂ i ) £ -ou
i snuog BlES g
(dweys pied uoneubisaq | sweN IS
| uewsy | enueasy i) SImieuBis seneasy | Aeies oL voregpeM | IO | NSRS R ?
A | - - Ujuow

s 10aloid jo aweN

sied

19)s1ibay Aaejeg

- - - - _- ,.- __- _.- ﬁ- r- [ - H- __- _.- . __.- - |



é N 4V Jo [enuejy [eloueuld

132110
J0328J1Q ulwpy - 8 ;
H;::omxm 9 Ul JUBUNO22Y Wstked S aouejeg | nsodaq | MEIPUIA 7 oo
rwﬁnﬁcmm = Im.h:@m_w AYAA 0} EmEmm_& IHF anbayg anbayn aleg

: 108lo1d jo SWeN

1g)sibay anbayd

FTEEEREEEEENNNERNERERE



rela Sl g LD e LN UOII™n e o o
10

ks je é i 4V Jo [enueyy |eloueul
aleq

:uaneubisag
awepN
aimeubig

: 810N

=r
o

150D eyel |4 | EXel |J9hf] uaAug Buipeal Buipeal
A [B1OL Jajaw Bupug - lajaw BUIJEIS ajeq

: RIS JO aweN

1509 1502 !
syieway 2101 8ouUBINSU| Buuedsy [ 8liqop [2n4

: Yjuop 2 0U 3PIYBA

s 108l0ud JO DweN

poday asn a|2IUaA

1 ' Al J \ f



N

(2]

O
101233 11T any

JBIysy ingng _a_”

4V jO |Enugy [eloueuld

BIBE
-uoneuisag
SRl

£g paaomddy

a1eq

uoneubisag

awep

aineubig

ajed
suoneublsag
awen
ainjeublg

|

anieA

anjeA

1
aseld __ aneA

aoeld

aney | aoeld

anjep

228Eld

|

way| Jad Jo aNjBA @ Wiil4 9|)juedia|y Y} Jo SWEN

i3

S S

.a1eq
:uoneubisaQg
aweN
ainjeubig

980D JUBWAINJ0Id 10 aimeubis @ syleway

4

uondiosap B spoed Jo sweN

"ON IS

: Joalouid jo sweN

I O9N 0 BWEN

JuaLWalels aaneleduwod

EEER R ERRERERRRREEEERERES



)
L
L=

g 4V Jo [enuepy [eroueul

9¢
|||I|||I|||I|I|I|l||||l -
:21eQ oled I -8jed
T uoyisod : uonisod lll.l.|||||||||:|_oEmom
‘awepN ‘BDWEN SWEN
ainjeubig oinjeubis _aimeubls
:Aq panoiddy kg pemainay :Aq paiedaid

_ _ |
_ | _ |
__ | | w
| |
_. E T ———
301dd | OW3W . .
37vS |LdI303y| Ao¥lis3e| - 1adg NI s
alos 4l [H34SNVEL| % louog | LSOO 3o800S [ONVIEES| o a0
NOILONG3d LNIH¥ND  [IDAUVHO 103rodd s1Iv1ad ; . NOILdI¥os3d - - - [ON"dI
ONIGNT QOd3d : ‘09N 40 INVN

G@%44) Ld0d3d INTWAIND3 ANV FENLXI4 HNLINGNS



CHART OF ACCOUNTS:

Chart of Accounts - a list of general ledger account names and numbers. A complete list of all
accounts utilized by an crganization or a company. This list also contains account descriptions
and other identifying heads. The Budgel head number can be used as chart of accounts

aumber. Example of chart of account is given below:

ead No. Description of Individual Head

ASSETS:

Cash ledger:

The Cash ledger, is a chrono
funds from the Organization's Cas
record on a regular basis. Exampl
contribution received in cash elc.

logical record of the receipt and disbursement of
h account. A cash ledger is maintained to
o' Donation received in cash, member's

HD- Bank ledger:
The Bank ledger, is a chronological record of the receipt and disbursement of
funds frem the Company Bank account. Whenever a Receipt Memo or Cheque
Request is made and funds have been either received or disbursed, the

information should be entered on lhe Bank ledger.

HD- Petty Cash Ledger:

The Petty Cash ledger,
Disbursements will be reimbursed periodicall

is maintained to record daily petty cash funds.
y from the NGO Bank account.

HD- Advances:
Miscellaneous Advance! This Advance is applicable for miscellaneous

_expenses such as lickels, poslage and other small expenses. This lype of
advance to be given to NGO employees. It should be debited HD-4 and

adjustment should be made agains! expenses HD-40 to 99.

Project Advance: This is applicable for project expenses (where a bank account
does not exist) such as training, beneficiary payments and miscellaneous project
expenses at site. It should be debited HD-5 and adjustment should be made

against expenses HD-40 to 99.

icable for trave! for field trips, other office trips and

Travel Advance: This is appl
e debited HD-6 and adjustment should be made

Donor nffice trips. It should b
agains| expenses HD-40 to 99.

HD- Prepaid Expenses:
It may be necessary to advance money for services to be received overa period
of time (months or years). A common example would be an office/ware house,

rent advance which would cover a period anywhere between two months to No.
of years. While this advance is given, it should be debited HD-5 and credited
Bank Account (HD-2). Each month for which the advance applies, an adjusting

journal_entry is prepared crediting HD-5 and debiting by the appropriate
- 37
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HD-

HD-

HD-

expenses HD-40 to 99,

Vendor Advance:

It may be necessary to provide an under capitalized vendor with an advance in
order 10 obtain project malerials and equipment and that should not be above
~59, of total amounts. Itis expected that such advances will be adjusted within a
short period not more than one month, Such advance should be debited to HD-6.
Upon receipt of the item an adjusting journal entry is prepared debiting by the
appropriate expenses HD-AQ lo 99,

Miscellaneous Receivable:

In general, the term receivables are claims held against others for money, goods
or services. The term receivable s utilized in accounting to include any money
due to be received from any party or entity for any reason due to a past
transaction such as Office Maintenance and Repairs, Telephone bill etc.
expenses on behalf of a landiord. Such receivable is debited to HD-7 and
credited to cash/bank (HD-2).

Deposit:

Deposils are sums submitted to ulilities, landlords or service companies as
securily or collateral. This Account should be used if it is reasonable expected
that the deposit will be returned upon completion of service/rental agreement. Itis
unlikely that a deposit will be avallable upon completion of the agreement, an
appropriate expense head (40-90) should be used.

Accrued Income:

This accrual is concerned with expected future cash receipts against our services
or goods provided to or for others. Such as materials sold but amount not yet
received on time.

LIABILITIES:

HD-

HD-

HD-

HD-

NGO Fund (Loan) Account:
This Account will be established when NGO will provide ihe initial fund as loan for
starting before receiving the fund from Donor.

Cash In Transit: -

The Cash in Transit ledger, is a chronological record of the transfers of a direct
fund from Donor through Demand draft. This ledger will always have zero or
credit balance.

Miscellaneous Payable Account:

In general, the term payables are amount owed by NGO to other entities. The
payable is utilized in accounting Lo include any money owe {0 be paid to any party
or entity for any reason due 1o a pasl \ransaction such as Office Maintenance and
Repairs, Telephone Bill elc. cxpenses on behalf us. Payments received from
transferring personnel to pay for personal bills received after their departure.

Accrued Expenses: o
Service/goods have been received bul payment not yet made, this is called
Accrued Expenses. Thus accruals may be occurred of each month/quarter/ year

38
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or at the end of a contractual agreement with a donor or any other unavoidable
situation.

HD- Tax & Vat:

This account includes all type of deductions from the vendor and service provider
against their payment as tax, renl tax, Sources tax & VAT as per GOB policy.

INCOME:
HD- Miscellaneous Income:
Gain on sale of project equipment, malerials, non fixed assets and received any
miscellaneous sources such as bank interest, donation etc. Such transactions
are debited to cash/bank (HD-2) and credited to Miscellaneous Income HD-30.
EXPENSES:
HD- Salary and benefits:
This account includes all type of stall salary and benefits (festival bonus, award,
Gratuity, Field Allowance, performance allowance, increment) for Chief
Execulive/Accountant /Supervisor/ Conlract Employee/Field Tralner/Project
Officer/Credit Officer/Community Development officer /Health Education Officer/
Admin Assistant/ Unit Manager/Field Workers/ Volunteer Trainer/Field
Organizers/Guard if hired on a regular and casual basis for project
implementation.
HD- Honorarium:
This Account includes all type of consultant fee for project related consultant,
teachers remuneration for all ime school, care taker, etc.
HD- Office & Warehouse rent:
This Account includes all type of expenses related to office rent and temporary or
regular warehouse rent, etc.
HD- Office Maintenance, Repairs & Cleaning Materials:
This account includes all type of expenses related to office Maintenance, Repairs
& Cleaning Materials like electricity bills, gas bill, water bill, sewerage bill, repairs
the EF&E items, sign board making cost & cleaning materials, etc.
HD- ommunication: _
This Account inciudes all type of expenses related to telephone bills & its
—onmectons cosl, fax, couner service, posial expresses, postage, e-mail, etc.
HD- Staionery & Supplies:
This Account includes all type of expenses related 1o stationery and other paper
sucply, prning. Dooks DnGng, jedger books, photocopy, towel, duster cloth,
slaciniczl goods, rain coal, field bag, 123, pencil battery, sugar, milk, tea utensil,
frst-aid box, eic for general office use.
39
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HD- Furniture, Fixture and Equipment:

This Account includes all lype of expenses relaled to furniture, fixture &
o equipment like table, chair, wooden rack, pigeon box, steel almirah, board, ceiling
fan, table fan, water filler, calculator, compulter, computer table, printer, UPS,
voltage stabilizer, generalor, fire extinguisher, file cabinet, sofa set, motor cycle,
helmet, bi-cycle, trolley, engine board, elc,

- HD- Vehicle Fuel, Oil, Repairs & Muintenance:
: This Account includes all type of expenses related to vehicle fuel, oil, repairs &
- maintenance like petrol, cil, spare parls, vehicle registration fee, driving license
- fee and insurance elc.
HD- Travel and Lodging:
This Account includes all type of expenses related to travel while on official
business. Such as Travel Allowance, Food, Hotel Fare & Dearness allowance,
Daily Allowance and other expenses related to fieldwork.

- HD- Training:
This accountincludes all type of expenses related lo lraining /meeting/workshop/
- seminar for the staff, management committee, volunteers, gender, monitor,
evaluator, risk & resource mapping, resource center rent, nutrition &
‘ rehabilitation, cultural & recreation, musical, simulation, awareness
2 campaign/program, day observance, FFS, study plot, cross visit, field day,
- agriculture fair, capacity building, foundation, 1GA, school program, AOP/self
= evaluation, report.writing, produces facilitation skill, PVS, LE, HLS, BIG, HSP,
DAE, LPS, arsenic, nursery establish, right based advocacy, tree improvement,
- experimental learning, coordination meeling, farmers field school, exhibition,
home gardening, Krishi Mela, Linkage development, on farm trials, action
research, FPHNE including CBV, FPHNE season for LPS/MC/CF, rally, strategic
- planning, sustainability campaign, leafletposter publication, networking,
- refresher, materials, venue, food, lravel cosl, passport for cross visil, cross visit
' ~ expenses, efc,

HD- Material & Equipment:

This account includes all lype of expenses related to direct delivery material &
equipment to the project beneficiaries like all commodities including food,
medicines, relief goods, seeds, roofing materials, sapling, bamboo, rope/sutli,
fertilizer, pesticide, carrying charges (any mode of transportation), spade, khunti,
umbrella, torch light, torch light battery, Harricane, fooder/nipper, homestead
fruittree/arahar plantation, arsenic lesting materials, stove, table for village, trunk
for field, tools and any contingency expenses related with beneficiaries, etc.

- Construction & Maintenance:
This accountincludes all lype of expenses related to construction & maintenance
like flood shelter, communal latrine, bridge/culvert, low cost latrine, urinal,
shallow, tube-well, homestead/institute ground raising, cc- block works, wave
protection wall, village road and conneclting, maintenance work, contingency for
earthwork, plantation tools, plantation at communal places, plantation activity,

contractors senvices & labor, etc.

)
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(.

- Evaluation:
This account includes all type of expenses related to evaluation

fees like baseline survey etc.

=

- Audit:
This account only for annual audit of financial records, project audit
other activities by the external audit firm.

~D-  Others Administrative Cost:/Miscellaneous
Any item of office administrative cost in nature does not fall under
any aforesaid heads ( above heads),which includes advertisement,
bank charge, recruitment cost, news papers, local conveyance,
local transportation, legal fees, etc.A certain % of total program
management cost may be considered in the annual budget for this

head.
Sample Chart of Account

Inventory ( Vehicle, Equipment and W
Furniture)

Microbus AF /EC/GP/02/02/01.........
Motor cycle 4 PCs AF /EC/GP/02/01/01.........
Computer with UPS AF /[EC/GP/07/01/01.........
Laptop AF /EC/GP/07/01/01.........
Printer AF /[EC/GP/07/02/01.........
Scanner AF /[EC/GP/07/12/01.........
Photocopier AF /[EC/GP/07/09/01.........
Multimedia Projector with Accessories AF /EC/GP/Q7/04/01.........
Digital Camera AF /EC/GP/07/11/01.........
Mobile phone AF /EC/GP/09/01/01..........
Secretariat Table AF /EC/GP/06/01/01.........
Chair AF /EC/GP/06/19/01.........
Computer Table AF /[EC/GP/06/05/01.........
Conference Table:3 tables with 25 chairs | AF /EC/GP/06/08/01..___
File cabinet AF /EC/GP/06/13/01.........
Bicycle for community organizers AF /EC/GP/02/04/01.........
Table AF /EC/GP/06/02/01.........
Chairs AF /EC/GP/06/19/01.........

. PR
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=l Balance

As of:

| Head No._

S-= __ Description
1 | CashinHand | ‘ .
B S anen e e N
= De_tty Cash | { e l e B
0 Advances ' I o |
"= Prepaid Expenses i ' ' ‘
D6 Vendor Advance ‘ . :
-~ | Misc. Receivable | ' \
22 | Deposits __ - ———— ‘ e
09 Accrued }ncome_________ | S SRR P
~ 10 NGO Fund (Loan) Account | IR Il i
it | Don_q_rf_und (Cash in Transn) Account i o m 1~ | N
<2 | Misc. Payable / Account [ | il A
= | Accrued Expenses L - ‘ S \ e
[’_ 5 Tox&VAT | : |._ e ] il
10 | M:sc Income _ N ; o '[
16 _§§_1§ry and Benefils | \ ‘
47 Hor}oranum o '_ ‘ . 1.,
18 | Office ,&_\f\_’grehouse rent S
19 | Office Maint. Repairs &Cleaning Materials ' o -
| 20 Comm_gp_acauon - | L
s . Statlonery& :upphes _ I_ . N
- . 22 | Furniture, Fixiure and Eqmpmenl
: ]__23 | Venhicle F Fuel, Oil, Repairs & Maintenance | T T
e |24 | Travele and Lodging __ | L L
- |25 Training________ - o ___A_}__ el
| 26 | Materials & Equipment_ i e e = e
= ! 27 | Construction & Ma:ntenance ', | O S
- l 28 | Evaluation ' \__ -
29 | Audit |
~ \_ 30 [ Ofhers Administrative Cost N D '_\ -
- “Total BDT | B 2] :
- Prepared by/Finance Signature: Reviewed by:_
- Name: Name:
Position: Position:
- Approved by:
Name:
Position:
{ 42
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Expenditure Statement
For the month/year ended:

S5 E Actual Expendit s g| £8
i o > 3 Ctual expenditure = o o w
Description head |2 O s s el E&
L O @ e
BDT Previous | Current Total BDT
months/ month/ | Exp. to
Qtrs, Qltr. date
B C D E F G=E+F | H=D-G | I=G/D*%
S22y a2nd Benefits HD-40
—onorarium HD-41
—ce Rent & Warehouse rent HD-42
_ffice Maint., Repairs & Cleaning | HD-43
JSaterials -
—ommunication HD-44 [
Siationery & Supplies HD-45 o
“rniture, Fixture and Equipment HD-46
/ehicle Fuel, Qil, Repairs & HD-47
! ‘;“ nt.
= Travel and Lodging HD-48
10 | Training HD-49
"~ Materials & Equipment HD-50
2 Construction & Maintenance HD-51
2 | Evaluation HD-52
= | Audit HD-53
= Others Administrative Cost HD-54 =
Total
Prepared bWFinance Signature: Reviewed by:
Name: Name:
Position: : Position:

Approved by:
Name:
Position:
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SUMMARY OF CHECK LIST

'U

riod covered; to

e of NGO:
M=—e of the Pr

Performance Slﬂ_tus___ "

Key Points Fully Partially | Nol |  Comments Recommendation
Followed | Followed | Followed -

== NGO follows all the terms and
Emmtons as per MOU.

T8 NGO follows fund management

Wis o e payments are being done
NS0 through cheque,

"% NGO prepares vouchers
@etur=t=ly on a regular basis,

T NGO keeps updated books of
=---_nis zccurately on a regular
SEss

= o NE0 always follows inventory
&= oy & procedures properly.

HC} prepares Budgel
iture summary & keeps
zry Control

'F (e -

== NGO follows Procurement Policy |
5 ~rocedure as per guideline,

he .,O prepares & keeps update

nu
m
=Ly
g8 ¢
4]
=L
=]
o
o
=
=
=
o
&)
o
X,
=
o
o

\\.:O follows the Cash & Petty
" policy & procedures,

125 1o be followed up

Cheacked by ; Name
Position E Date

The above findings and recommendations are duly discussced with me/us and llwe and us am /are certifying of
=c«nowledging or agreeing to implement the recommendalions and update all the aspects as above.

u. Ta=T "-. . RS Nar‘ne
: Dale
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| J ! | / | | } } |
i i l I

Name of Donor:

Name of Project:
eriod Cavered: From

8]

—3

w

Financial Report Review Check List

FINANCE:

1.L;“

Does the organization comply with the Financial Guidelines provided by Donor? Yes/No

Does the organization comply with the Memorandum of Understanding (MOU), Project
Implementation Plan (PIP) and Budget? Yes/No

Does the organization comply wilh the donor requirement, ifapplicable? Yes/No

Fund Management:

a.

Does the organization have any authorzed signatory list with authorization limit?

Yes/No

Bank Operation System:

Vi,

Vil.

Does the organization maintain separate bank account for this fund?

Yes/No
If yes, please mention

Name of Bank Account:
Account Number B T

[s it an interest bearing Accounl: Yes/No

If yes, interest received/ accrued during the period under
review: BDT

Name of Bank Signatories:

Name:
01. Position:

Name:
Position:

Name:

Position: J
Does the organization maintain Cash/Bank Book & Cheque Register?
Yes/No .

Does the balance of organization Cash/Bankbook match with Bank
Certificate/statement? Yes/No ;

02.

\ 03.

Has the financial contribution of organization been deposited to the bank

Financial Manual of AF
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account maintained for respeclive project (s) fully as per MOU? Yes/No
c Fund Receiving Terms and Conditions:
Did the organization receive fund as per MOU?  Yes/ No
=nzncial Report Preparation/Submission:
= Voucher preparalion:

Has the organization prepared vouchers as per its own financial guidelines?
Yes/ No

Payment Procedures:

oY

i Has the organization made all payments as per guidelines? Yes/ No

ii. Has the organizalion made payment through Account Payee Cheque?
Yes/ No

iii. Have all expendilures incurred as per provsion of MOU?  Yes/No

G Budgetary Control:

. Have the organizalion purchased any item(s)/goods & service(s) that
isfare not included in the Budgel? Yes/No

If yes,
il Is there any prior approval for il/those? Yes/No
iii, Has any line item expense exceeded the line item budget? Yes/No
If yes,
iv. Is there any prior approval for it/those? Yes/No
iv. Is there any monitoring syslem or tools to analysis/oversee the expenses

i & approved Budgel? Yes/No
If no, did you recommend lhem to implement the same? Yes/No’

d. Maintenance of Financial books and records:

Are the following records found correct and updated?

i Cash/ Bank Ledger Yes/No
ii. Cheque Regisler Yes/No
‘. iii. -~ = Inventory/Stock Register Yes/No
iv. Procurement Resister Yes/No

v Receipts & Payment Accounts (if required by project) Yes/No

Vi, Income & Expenditure Accounts (if required by project) Yes/No

46
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Miscellaneous income account (if required by project) Yes/No

Advance Ledger Yes/No
General Ledger Yes/No
Other (if any) Yes/No

Bank Documentation:

Is the Cash/Bank Book agreed with the Bank statement and bank
certificate?  Yes/No

Is the Bank Reconciliation Reporls prepared correctly?  Yes/No

is lhe balance of Cash & Bank as per Cash Book reflected in the
Financial Statement?  Yes/No

Are the expenditure stalements prepared on Monthly/Quarterly and yearly
basis?  Yes/No

Review and monitoring of financial activities/reports by concerned project of

Donor:

Vi.

Is there any System of rouline monitoring and review of financial records
by concerned project stall?  Yes/ No

Has the concerncd donor/lend NGO visited to monitor the project
aclivilies? Yes/No

If yes, please menlion the name of Project personnel & date:

Is the concerned donor/wave foundation Finance personnel visited NGO
to review and monitor financial activities of the organization? Yes/No

If yes who visited the NGO?

Name:
Position:
Place & Time:

Has the donor issued any formal financial and project activities
reviewing/monitoring report lo the NGO (financial review report only)?

- Yes/No

Has the WAVE Foundation taken any corrective measures to comply with
the recommendations made in the Financial and project activities

review/monitoring report? Yes/No

Has the corrective measures taken by the WAVE Foundation been
documented properly? Yes/MNo

Financial Manual of AF
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vii. Fund balance status; BDT: (Unspent/Overspent).

viil. Financial Record Preserved by: NGO/Donor

Verification of Expenditures, Income, Assels and Liabilites:

a,

Does the NGO maintain Procurement policy & process i.e. Requisition, Budget,
Bidding and Evaluation procedure, Existence of Procurement Committee,
Procurement Order (PO)/Contract ol Procurement (COP), Goods Receiving
Note, procedure of recording, receiving and issuing etc. of goods/inventory?

Yes/No

Have the items procured as per Budgel and PIP br project activities? Yes/No.

Are the bills, invoices, maney receipls, certificate, deeds, and elc. found correct?
Yes/No

Is date found In all bills consistently? Yes/No

Are Particulars, Rate, Quantityand Amount of items found on the bills/invoices

and matched with COP/ PO? Yes/No

Are the signatures (recipient/vendors) found on the bills and documents? Yes/No

h. Has ‘PAID' seal affixed on the all bills/invoices and vouchers? Yes/No

Has there any individual scal affixed on the all bills/invoices & vouchers or

different donors?  Yes/No
Are the vouchers dully prepared, reviewed & approved by the concerned WAVE

Foundation Personnel? Yes/No

k. Are the vouchers recorded in the books of account properly? Yes/No

Are the expenditures exclusively related with the project aclivities of respeclive
donor? Yes/No

P

Has the sub-grant amount for project operation of NGO shown in the financial
statement properly? Yes/No

Are the assets purchased for project duly recorded, safe guarded and existed in

n.

the respective donor?. Yes/No
PERSONNEL:
1. Does NGO follow Personnel Guideline as per MOU? Yes/No
2, Does tHe NGO follow Recruitment Policy as per MOU? Yes/No
3 Staff salary & benefits:

i, is Salary charged as per guidelines? Yes/No

il. ls Travel and Lodging paid as per guidelines? Yes/No

4, Did anvbody of the NGO receive overseas training sponsored by donor (if

~es/No

48
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If yes then check the following (if possible):;

I Name & designation of person received training.

il Has the WAV FOUNDATION management made indemnity for
ensuring future sorvice of tha trained personne! during the agreement
period? Yes/No

iii. Has the person received overseas training been rendering his service for
donor funded project? Yes/No

D. DONOR PROVIDED TRAINING/JOB TRAINING ON FINANCIAL MANAGEMENT:

a. Has Donor provided any training/job training on Financial Management &
activities? Yes/No

If yes who conducted the training/job training?
Name;
Posilion;
Place & Time:

Who received the training/job training:
Name: Position:

D. Has donor provided any training/job training on Financial Management to the
organization's Executive Director/other? Yes/No

If yes who conducted the training/job training?

Name: Position:
Place & Time:

Who received the training/job training:
Name: Position:

. i, : 49

Financial Manual of AF




ial Manual of AF
REVIEW THE FINANCIAL REPORT & ACTIVITIES OF NGO BY
THE FOLLOWING AUTHORIZED PERSONNEL / OFFICE:

The reviewer shall produce a report in writing explaining all
observations along with recommendations for removing the
weaknesses; irregularities found in course of review/check in
consolation with his / her supervisor.

Verified by: Financial Officer, ASHRAF Foundation and project
representative.

SI# Name Designation Signature & Date

01
02
03

OR
Reviewed by :Representative of ASHRAF Foundation

Sl# | Name Designation Signature & Date
01
02
03
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ACCOUNTING CONCEPTS AND TERMINOLOGIES

Financial Management:

= nancial managementis concerned wilh the acquisition, financing, and managementof assets
. th some overall goal in mind. Thus, the decision function of financial management can be
Sroken down into three major areas: the inwestmenlt, financing, and management decisions.

Accounting Theory:
Zccounting is the process of recording, measuring. interpreting and communicating of financial

data. The set of principles and procedures lor financial book keeping, and for analyzing and
interpreting the events which affect the financial condition of a business enterprise,

Accounting:

The set of principles and procedures for financial book keeping, and for analyzing and
interpreting the events which affect the financial condition of a business enterprise.

Book keeping:
The process of classifying and recording business transaction in terms of money or some other

unit of measurement in the books of account.

Double-entry book keeping:

Recording of transactions that requires entries lo al least two accounts. Every transaction is
reflected in offsetling debits and credils. Where debits are always equal to credits.

Financial statement

A document prepared by book keepers and accountants which summarizes the effects of
business transactions during an accounting period; for example, the balance sheetand income
slatement.

Accrual accounting:

Accrual accounting - "attempts to recognize non-cash events and circumstances as they occur
and involve not only accruals but also deferrals, including allocations and amortization. Accrual is
concerned with expected fulure cash receipls and payments: it is the accounting process of
recognizing assets or liabilities and related liabililies, assets, revenues, expenses, gains, or
'losses for amounts to be received or paid, usually in cash, in the future.

Some Basic Concepts:

al
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7)

8)

following definitions are per the stalement of Financial Accounting Concepts.

Assets:
Assets are defined as resources of an enlily. They are any owned physical object or right

having economic value to its owner.

Liabilities:
Liabilities are defined as claims agains! assets or debts owed to another entity. Itis an
amount owed by one person to anolher payable in money or goods and services.

Expenses:
Expenses - are outflows or other using up of assets or incurred of liabilities (or a

combination of both) from delivering or producing goods, rendering services, or carrying
out other activities that constitute the entilys ongoing major or central operations.

Revenues:
Revenues are defined as net inflows of resources that effect equily arising from services

rendered or products sold. It is also know as an inflow or enhancement to assets that

have been earned by the organization.

Equity:

Equity is defined as residual ownership of assets after claims and debts (liabilities)
have been settled.

Net Assets:
Net Assets is the residual intereslin the assels of an entity that remains after deducting

its liabilities. Nonprofit organizations in general do not have owners and thus do not have
equity. The concept that substitutes for equily is Net Assets, which are defined as assets
for which no liability exists. This is also known as fund balances. In other words, they are

the excess of assets over liabililies.

Gains:
Gains - are increases in net assets from principal or incidental transactions of an entity

and from all other transactions and other events and circumstances affecting the entity
except those that result from revenue or investments by owners.

Losses:
Losses - are decreases in nel assels from principal or incidental transactions of an entity
and from all other transactions and other events and circumstances affecting the entity

except those that result from expenses or disbursements to owners.
P

Other:
Transactions and other events and circumstances affecting an entity - the sources or

causes of changes in assets, liabililies, and net assets.

What are Assets:
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.- are defined as resources of an enlily. They arc any owned physical object or right having
omic value to its owner.

== of assels: -

z) Current Assels
b) Fixed Assets

Current Assets - assets which include cash and other assets which are reasonably
=xpected to be realized in cash, delivered, or consumed during lhe normal operating

cycle of an entity or one year, whichever is less

S Assets - 2n item with physical substance, with a life of more than one year, and
\ @ogured for use in the operation of the business,

glaims against assets or debls owed to another entity. Itis an amount
sayable in money or goods and senvices.

y expecied to reguire the

ably expected to require
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LCCOUNTING TERMINOLOGIES
Account:

¥

“n account can be defined as a classilication or storage unil utilized lo group and summarize
money measurements of an aclivity. An account 1s a formal record of a particuiar type of
iransaction expressed in money or othar unit of imcasurement and keptin a ledger.

Type of Account:

a. Nominal Account
b. Real Account
c. Personal Account

a. Nominal a/c- a revenue, expenses, gain, or loss account.
b. Real account - an asset, liability, ar nel assel account,
c. Personal Account persons or arganizalion/icceived/given.

Transaction:

Transaction - events or happenings that change the financial position or earning of an entity.
Transactions should be recorded in a journal by a voucher and then posted to a ledger.

Rule for transaction in double entrybook-keeping: ¢

"For every debit entry, there must be a corresponding credit entrythal is equal in amount”.

The rules for transactions to accounts are

L, A Debit is defined as an entry on the left-hand side of the account.

i, A Credit is defined as an entry on the right-hand side of the account.

il Assets and expense account always have zero or debit balances.

iv. Liability, nat assets and revenue accounts always have zero or credit balances.

This rule of debit and credit is illustrated as follows:

Debits Credils
Increase assets Decrease assets
Decrease’liabilities Increase liabilities
Decrease net assets Increase net assets
Decrease revenues Increase revenue
Increase Expens:2s Decrease expenses
Entry:

A record, in a book of account or other accounling document, ofthe effect of an operation or
transaction.

54
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C. Cash is the asset most subject to misappropriation.

d. How to avoid misapproprialion:

Petty Cash:

Pelty cash - an amount of money kept on hand to meets small incidental expenditures. Petty
el ie controlled via an impress system for disbursements.

Cheque (Cheque).
Cheque - a draft against a financial institution payable upon demand to the person named on

the draft.

Matire of Donor contribution
i. Cash: Cash funding or donations to an entilyare funds received In papel
currency, coins, Cheque, etc. except postdated Cheque, IOUs, and notes
receivable.
iii. Contribution-in-Kind (CIK) - also "In-kind Contribution" - are funding or

donations to an entity that are received in other than cash. Such as land, food
commodities, equipment, good, senices, and use of facilities.
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Posting:

To transfer an amount to a ledger from a book of original entry or from a source documie 15,
Positing - the act of transferring journal recorded transactlions to the records ofthe Gane dl
Ledger (and the subsidiary Ledger, if applicable).

Adjusting Entry:

Adjusting entry - also known as adjusting journal entry (AJE).
i. Accounting entry made at the end of an accounting period to bring accounits
up to date on accrual basis of accounting.
ii. A correcting entry to correct a prevous entry.

Closing entry.

An.entry or series of entries to reduce the balances of nominal accounts to zero in order o
prepare the accounts for next period's transaclions,

Definition of Cash:

For accounting purpose, Cash is defined as any item wilh monetary value lhat a
commercial bank with accept for deposit, plus any amount currently on deposit with a
Bank. This definition including not only the coin and currency that a business hiis on
hand, but also personal Cheques, money order (Bank or Postal) made payablc 1o the
business, and bank draft. Also included in our definition are any fund that are on di posil
at a bank and readily available such as in a Cheque or saving account.

Because cash and cash items are easily lost, stolen, or misappropriated, a business will
generally deposit all such items in a Cheque account where they will be insured, This is @
measure of internal control.

Internal control is a system of checks and balances, authorizations and releases, u .ad ir
business to try to ensure what takes place is what was actuallyintended. When we appl
internal control to an asset, is used for business purpose in the way that was intended

Cash Policy:

a. Cash is monetary currenl assct immediately available to managoement fol
planned activities.

b. Internal control . . . the plan of organization and all of tne coordinate methods and
measures adopted within a business to safeguard its assets, Cheque the
accuracy and reliability of its accounting data, promote operational efficiency, and
encourage adherence to prescribed polices. All the methods and procedures

- adopted by the Management of entity to assist in achieving Management
' objectives including safe guarding of assets, prevention and detection of fraud
- : and errors, accuracy and completion of accounting records and Llimel/
- preparation of financial information and statements.
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