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FOREWORD

The purpose of the Manusher Jonno (MJ) program is to enhance the capacity of and opportunities for poor women, men and children to demand improved governance and recognition of their rights. This should contribute to the project goal, which is to make poor women, men and children more able to achieve their civil, political and economic and social rights and to improve their security and well-being. 

Manusher Jonno is funded by the Department for International Development (DFID), which is the UK Government department responsible for promoting development and the reduction of poverty.

Manusher Jonno provides funding to "Partners" (also called "grantees") to implement some projects submitted by the Partners and approved by Manusher Jonno. A leading principle in Manusher Jonno’s development work is that the activities financed by MJ shall be carried out efficiently and that the funds shall be administered in a secure manner. 

In order to live up to this principle, the MJ Secretariat provides the present Partner Guidelines which explain the minimum requirements as far as the funding provided by MJF is concerned.

These Guidelines do not replace the Deed of Agreement. In case of contradiction or discrepancy between the Guidelines and the Agreement, the latter prevails.

The financial management system

The MJF Fund expects you to have an adequate proper financial management system. If you do not have one or you feel necessary to strengthen the financial Management system, MJF has developed for that purpose a Financial Guideline which is available free of charge on simple request to the MJF. The guideline deals with basic aspects of accounting such as budgeting, Cash and Inventory Management, Advances and Accruals, internal control, bookkeeping and bank-transactions. 

INTRODUCTION

These Partner Guidelines have been developed for MJ Partners with a view to assist them in complying with the financial and administrative requirements, regarding the management of the funds received from MJ. The guidelines supplement any statements about financial matters in the Agreement between the MJ Secretariat and the Partner of the funds. It also contains guidelines to assist Partners in preparing financial reports against expenditure and utilization of grants funds.

The present Guideline focuses primarily on financial and accounting aspects of MJ supported projects.

a) The Agreement

The "Deed of Agreement (DoA)” is the contract that establishes the project activities to be implemented and the goals to be achieved. It is the contractual basis for the relations between the Partner and Manusher Jonno. The present document is not contractual and does not replace or supersede the "agreement". Moreover, not all contracts are identical. Therefore you are invited to refer to your "agreement" for details concerning your contractual obligations. 

b) The Budget
The Budget which has been approved is both an estimate and a maximum. It is part of the contractual Agreement and cannot be changed without the prior mutual and written consent of both parties.

c) Getting the funds from Manusher Jonno

Fund disbursement schedule will be followed as per Annex A of the Agreement. 

FINANCIAL and ADMINISTRATIVE PROCEDURES

I.
GENERAL ACQUISITION PROCESS

The acquisition process involves 7 basic steps.

a.
Recognize a Need:

The process begins when purchase section receives a request to buy materials or services from open market / enlisted vendor. The request (called a Purchase Requisition - PR) includes the item's description, quantity and quality desired, and desired delivery date. 

b.
Select Suppliers/Vendors

This step involves identifying suppliers capable of providing the items, grouping items that can be provided by the same supplier, requesting bids (RFQ – Request for Quotation) on the requested items, evaluating the bids in terms of different criteria, and selecting a supplier. The selection criteria MUST be mentioned in the request for bids.

When a long-term contract has already been set up for items, this step is not necessary.

c.
Place the order
Once a vendor is selected, a written order should be issued which is called Purchase Order (PO). The PO will act as the contract for the supply of the goods/ services as per the required quality, quantity, price and delivery time.

d. Track the Order

Tracking includes routine follow-up of orders to avoid late delivery or deviations from requested order quantities. Suppliers are to be contacted by letter, fax, telephone, or e-mail. Follow-up is particularly important for large purchase when a delay could disrupt project delivery.

e.
Receive the Order

Incoming shipments must be checked for specifications, quantity and quality, with the purchase order (PO), the unit placing the purchase requisitions (PR), inventory control and accounting. If the shipment isn't satisfactory, purchaser must decide whether to return it to the supplier. Records on punctuality, quality and quantity deviations as well as the price should be updated as part of supplier evaluation.


f.
Delivery of the Goods 

Once the goods are received and the quality is checked, then the goods should be delivered to the end users at the earliest opportunity. Information on arrival of the goods and its readiness should be intimated to all the end users at the earliest possible time. It would help to solve the storing and spaces problems, reduce the risk of pilferage, breakage, damages etc. 

g.
Pay the invoices 

After reception of the goods, invoices must be checked against the purchase order and the delivery note before being approved and paid. 

II.
AUTHORIZATION OF EXPENDITURE

It is recommended to implement a procedure similar to the following one.

I. The Project Coordinator 
  prepares a request for buying goods or services after having checked that the expenditure which is foreseen is necessary to implement the project, reasonable and eligible, and that enough budgets is available. A purchase request form (example in Annexure H) or grantee's own prescribed format is to be prepared by the Project Coordinator/Staff Member of the organization and will be submitted to the Approval Authority (Chief Executive) for Authorization. 

II. The Chief Executive (approving authority) of the grantee will authorize any request for expenditure or procurement. All such requests must be supported by the submission of appropriate documentation.

III. After authorization, a proper procurement procedure is launched.

IV. If no budget is available or if the goods or services to be procured were not foreseen in the Agreement, it is mandatory to get the written approval of the MJ Secretariat before launching the procurement procedure.

III.
PROCUREMENT PROCEDURE
The part of the grant provided for procurement of goods or services will require complete recording and the expenses must be substantiated by proper documentation. No expenditure will be reimbursed for procurement if those are not budgeted, allowable, and reasonable. A procurement procedure MUST be followed. In case of extreme emergency, which prevents to follow the procedure, prior permission must be sorted from the MJF Secretariat. Administrative negligence or delays caused by poor management cannot be invoked to skip the normal procedure.

The procedures to be followed for procurement of supplies. Grantees having different but similar procurement policy can continue with their own policy
. However they must inform the MJ Secretariat accordingly as soon as the ‘Agreement’ is signed. The MJ Secretariat keeps the right to impose the following procurement guidelines if those of the grantee are deemed unacceptable.

1.
 Approval Committee : A list of approval authorities for procurement along with their approval limit should be prepared & preserved in the procurement file. A copy of this list may be sent to MJF for information. Any subsequent changes must be immediately notified by the grantee. The Chief Executive of the grantee must approve this list.

2.
Procurement Committee (PROC): The grantee should form a Procurement Committee (PROC) consisting of at least two members. The PO can select member for the PROC from their other program (if required).The Chief Executive (CE) and the Accountant should not be included in this procurement committee. The PROC will send their recommendation to CE and CE or his/her designated person will finally approve but CE will remain accountable for all procurement. 

3.
Purchase Requisition (PR): 

Lack of adequate descriptions of goods and services hampers the procurement process. If Procurement Dept. cannot provide vendors with enough detailed information of the goods or services need to be quoted, the vendors will not be able to quote for the proper goods or services as per the need. So, it is the responsibility of the requester to write down the detail specification, so that Procurement Dept. can obtain the best price for quality goods or services. 


3.1
Purpose of PR Form: 
The best way to assure a speedy procurement transaction is to provide the necessary information through PR. However, another purpose of PR is -
a. To provide the quarterly (or as and when required) materials requirements.

b. To provide detail technical specification to the Procurement Dept. of the goods /services to be procured (mandatory)
c. To meet official requirements as to ensure appropriate charging of expenses to respective Accounts Code (mandatory)
3.2
Procedure for submission of the PR Form:
The PR Form
 generally needs to be submitted on a quarterly basis. One PR form should be submitted for each quarter.  In exceptional case, it may be differed. The information provided in the PR should be based on approved budget. PR Form MUST be completed and submitted to the Procurement Dept. prior to the beginning of the next quarter. It is to be noted that the information that is given in the PR will form the basis for the actual procurement. 
2. 1
Standard Procurement Policy: The following procurement guidelines should be followed. 

	Amount

	Source
	Quotation
	Method of Procurement

	Up to TK. 5,000
	Open Market/ Enlisted Vendors
	None
	Direct purchase by Procurement Officer/In-charge/Designate

	TK. 5,001 - 20,000
	Open Market/ Enlisted Vendors
	Two


	Open market purchase by PROC. For enlisted vendor, purchase order should be issued.

	TK. 20,001-2,00,000
	Open Market/ Enlisted Vendors
	Three
	Open market purchase by PROC. For enlisted vendor, purchase order should be issued.

	above TK. 2,00,000 
	Open Market/ Enlisted Vendors/Press Tender
	Three


	Through limited tender (sealed bid)/ press tender. For all cases Purchase Order will be issued.


2.1. a.
Procurement up to Tk.5000.00 (PR amount) from the enlisted vendor/open market:
For any procurement up to Tk.5000.00, no quotation is required. Order can be placed verbally. It is recommended to compare the market price either by telephone or by physical visiting the market and the rates may be recorded in the “Spot Quotation Form” Annexure – W. Upon filling the form, verbal order is to be given to the vendor for delivery at the designated place. Upon receiving the goods or services, the procurement personnel will issue Goods and Services Received Note (GRN) by using pre-printed format or any other means (challan / invoice etc.). In issuance of verbal order, RFQ (Request for Quotation) MUST maintain the cyclical order within a particular of group in the enlisted vendor list or other vendor. 
2.1. b.
Procurement above TK. 5,001 up to Tk.20, 000/- (PO/PR amount) from the enlisted vendor / open market:
1. Request for Quotation (RFQ): 
RFQ
 are to be invited using printed official pad from at least (02) two enlisted vendors to have quotations to be dropped in the tender box kept in the procurement section. The key of the tender box should be in possession of a person who is not associated with the procurement process. As, all the vendors do not drop quotation for every RFQ, to save time it is advisable to send RFQ to more than two vendors. If enlisted vendors are unavailable for a particular item, then the requested item could be procured from open market by PROC with proper justification but it is suggested to make a list of RFQ and obtain acknowledgement signature with date & seal from the potential vendor. Purchasing from enlisted vendor (see later on) should have purchase order signed by the committee members. In this regard the following should be followed: -
i. All the vendors should be given opportunity in cyclic order. This is to ensure that all suppliers will get the opportunity to bid which will ensure the spirit of competitive bidding.

ii. The quotation box should be opened by the tender box key holder as per the date given in the RFQ. The key holder along with two other personnel from procurement will comprise the “RFQs Opening Committee”. The members will put their signature on the relevant pages where the prices and specifications are mentioned. At least 03 persons should be present at the time of opening the quotations where one person MUST be the key holder, one person from the bid evaluation section and the other person PC/PM/FM/AM/F&AO being the team leader.

iii. The key holder will record in the register the name of the bidders, no. of bids and the RFQs whether it has been returned with the quotation or not. Upon completion of the registration, the key holder will sign with date of opening of the bids. The RFQ personnel issuing RFQ will use a rubber stamp or mark/write that “Attachment of this RFQ with your quotation is mandatory.” 
2. Bid Evaluation

Bid evaluation personnel will then assess the quotations and will prepare the Comparative Statement (CS). The evaluation personnel will sign in the “Prepared by” column and place the file for approval to CE under “approved by” column. 

In case of the items are more technical where the technical assistance is needed for selection, then the bids are to be sent for technical evaluation before making the comparative statement. The technical personnel of the respective section will make their comment on the technical evaluation and based on the technical evaluation, procurement section will make the price comparison, lead time for delivery, supplier performance etc. Finally, they will solicit the bids for the best-cost provider. Best-cost does not always means the lowest bid rather it is a compromise between price and quality.

3. End user’s recommendations / comments:

Once the approval is given by the CE on the comparative statement it will indicate that the procurement section have already selected the goods/services. To avoid return of goods, before issuance of the Purchase Order (PO), the end user (if available) should give their comments whether they agrees with the selection or not. This will reduce the risk of purchase return and above all, save time and cost of ordering. If anybody disagreeing with the selection and write the proper justification, then fresh bidding can be made. 

4. Issuance of Purchase Order (PO): 

On completion of the above procedure the Evaluation Personnel will prepare the PO. It may be mentioned here that PNGO MUST have to use the PO serial number and MUST maintain a register. The PO will be signed by the CE or as per Delegation of Authority (DoA).

5. Receiving the goods and services:

The logistics section of the respective procurement section/ department upon receipt of the goods or services have to issue GSRN (Goods and Service Note) as per the instruction laid down in clause # 2a of above. 
2.1. c.
Procurement above TK.20, 001 up to Tk. 200,000/- (PO/PR amount) from the enlisted vendors or open market:  


RFQ are to be invited to at least 03 enlisted vendors to have sealed quotations to be dropped in the tender box kept in the procurement dept. As, all the vendors do not drop the quotation all the time, to save time it is advisable to send RFQ to more than 03 vendors. The same procedure should be followed as stated in the above section (2b). In case of open market/ spot quotations, the PROC must visit the market to obtain such quotations. Please follow the “Spot/verbal quotation” section of clause # 2.2 of this manual. Taking more than one quotation from one vendor is strictly prohibited.

2.1. d.
Procurement above Tk.200, 000/- (PO/PR amount) from the enlisted vendors/open market/Press tender: 


This procedure of acquisition of goods and services through competitive bidding will also be called Limited Tender. If there are at least 03 (three) enlisted vendors to perform the job, the information regarding the tender will not be published in the newspapers, thereby saving a substantial cost on advertising. A Tender Committee is to be formed just after the preparation of tender schedule with personnel from program and program support consisting 

· Manager Procurement/ Project Coordinator/ Project Manager

· One technical member

· One person from the procurement bid evaluation/bid soliciting section

· Key holder of the tender box.

The Procurement manager/ PC/PM will ensure their presence during the bid opening. No person related to vendor payment should be the member of the tender committee. 

Sealed bids are to be invited though ‘Invitation for Bids (IFB)’ another form of RFQ from at least 03 vendors who will receive/purchase the bid schedule from Accounts/Admin/Procurement department or any other designated places. The bid schedule will also contain a Pre-numbered, standardized, self – addresses envelops that are asked to provide price quotes. The address of the envelopes must include the title (e.g. procurement manager) or the employee assigned to receive sealed price quotes. Tender schedule must include the following statement to the vendors: “Please seal and send your bid in the self addressed organization’s (name of the organization) envelope provided with this tender schedule. Bid received without our envelope will be non-responsive.” 

The vendors will drop the envelope in the tender box kept in the Procurement Dept. duly filled up, signed and sealed. The rate of tender schedule, earnest money and performance guarantee will be as per the approved chart of the management decision. 
In case of non enlisted vendor, a small advertisement should be made in the local newspaper and a notice should be hanged in the notice board in open area. Normally, all the vendors do not drop quotation for every IFB. So, to save time it is mandatory to send the copy of IFB to all the enlisted/ non-enlisted vendors for that group. 
All sealed bids will be opened in presence of the bidders (if presence any) and members of the Committee. The key holder who is not involved in procurement process should open the tender box. The key holder will record in the register the name of the bidders, no of bids and the tender schedule / IFB whether it has been returned with the bids or not. The tender committee members (not the vendors) should sign the bid price schedule and the specification sheets. The committee members and the vendor must sign the “Bid Opening Sheet” with their name and designations. All the tender committee members must sign the relevant pages of the bids where the specifications, prices, terms and conditions of tender are mentioned. A Summary of Bid Evaluation (SBE) will be prepared justifying the selection of the supplier by the PROC. All instruction mentioned in the sub-clause # 2, 3, 4 & 5 of clause # 2.1. b should be followed. 



 2.1. e.
   Purchasing from Sole Agent/ Sole Distributor/ Sole Manufacturer/Exclusive Distributor/Agent etc. against certificate:

I. The Procurement Section should try to enlist the above suppliers with or without enlistment fees due to their sole agencies. The sole agency certificate would be the basis for selection of the sole vendors. The Procurement section MUST try to make them as Preferred Vendor as soon as possible complying with the rules stated in this manual (Section – 4).

II. In case of multiple agents i.e. the same items are having two or more vendors; all of them are to be enlisted. For example: For HP Products, there are 03 distributors in Bangladesh. Among them two are enlisted. So we have to carry out competitive bidding including the two vendors.
III. For ‘Sole Sourcing’
, Purchases are made from a Single Quotation for any amount of purchase. Normally, RFQ are made to submit the quotation. The internal committee open and solicit the bid. For large purchases of tendering limit (Above Tk.2, 00,000.00) a Price Negotiation Committee (Procurement committee) MUST be formed in the same way of tender committee and will open the envelope in front of the vendor. In the same meeting, they will finalize the prices by bargaining / negotiating with the supplier. They will settle the discount / commission level as/if applicable. The procurement personnel will keep record of the negotiations and will write a justification. The members of the committee will sign the justification sheet. The prices, delivery time, specifications etc. are settle by the committee during negotiation should be treated as final.

IV. No monetary limit is fixed for the Sole Sourcing. Few example of some vendors used by MJF : -
a. Purchasing of Motor parts from NAVANA Ltd.
b. Purchasing of Honda Motor Cycles and its spares from Atlas Bangladesh Ltd.
c. Purchasing of Wheel Chairs or Tables from Otobi Ltd., NAVANA Ltd and NEO Collection etc.
d. Purchasing of HP products from Flora Ltd. and Daffodils Computers.
e. Purchasing of DELL Computers from ISL and Syscom Ltd. etc. 
                         2.1. f.
    The grantee should follow the GOB rules (like Income Tax, VAT, Stamp charges etc. to be deducted at source) during the procurement of any goods/services. The grantee has to bear the cost of any penalty for default.

                        2.1. g

   The PO shall inform MJF in writing before hiring any ‘Consultant’ mentioning clearly about the assignment,. Proper justification of proposing the name of consultant should also be submitted prior to finalization. MJF will have 2 weeks to oppose to the choice of Consultant (Ref. Clause # 6.4 of MOU signed between PNGO and MJF) 
2.2
Spot Quotation Purchase / Open Market Operations:

Under the following circumstances the spot/direct purchase can be made:-
2.2. a.
When the enlisted vendors are not available for a particular item and the general suppliers are unable to meet the specific requirements.

2.2. b.
Press tendering will not bring the desired result or items are of emergency or press tendering will be costly with respect to budgeted amount.

2.2. c.
When the enlisted vendors are not interested to go through the MJF partners purchasing procedures (Section 2.1)
2.2. d.
When the non-enlisted vendors / shopkeepers/retailer/whole sellers who all are in a position to deliver the goods upon receipt of cash/pay order/demand draft/cheque

2.2. e.
When some small purchases of urgent nature, repair, maintenance, sanitary and carpentry works for which no enlisted vendor is available and payment is to be made on completion of the job by cash.

2.2. f.
Purchases of fuel and lubricants from Govt. Organizations or from the private petrol pump with published / fixed price sales.
2.2. g.
Items of extreme emergency like relief materials (for details please see the section 2.3 of this manual), hardware items, machine shop works, tire vulcanizing, books and publications etc.

2.2.1 Spot Purchase Team:

For the above purchases as stated in section 2.2, a Spot Purchase Team MUST be formed comprising member from program and program support. The member should not be less than 03 (Three). Member should be one from Procurement, one from the end user and another from Admin/program support. The team is authorized to buy any amount of goods and services. However, if the estimated amount of purchase is over Tk.50, 000.00 this will require the prior approval from MJF contact person.

2.2.1.1 Exceptions: For purchasing items under section 2.2. (e) and (f) above, no team is required to be formed. Respective procurement section may take advance with estimated cash required along with work request/purchase requisitions (PR) and upon purchasing; it will be reconciled with bills / Cash Memo. Advance up to Tk.5000.00 may be taken as project advance for such procurement. Single item purchased in cash should not exceed petty cash threshold i.e. Tk.1000.00. 

2.2.1.2 Spot purchase policy for Remote Offices and Cluster Offices.

In Remote and cluster Offices of PNGO where no formal procurement team is available and purchases of training/project materials are of high priority, in such situation, the following policy would be applicable: -
2.2.1.2. a:
Petty cash purchases up to Tk.500 from non-enlisted vendors:

This purchased will be done in the same way and same manner of section 2.2.1.1 (exceptions). No external team / task group is needed to be formed. A designated PO/CO/AA/FA/OH (if competent) can be used for direct purchasing from the market and a cash memo will be needed every time.
2.2.1.2. b:
Spot purchases of Tk.501.00 to Tk.5000.00 from non-enlisted vendors:



A task group consisting of at least Two Members is to be formed. No RFQ, no quotation is needed. The team should be selected by the concerned Team Leader of the remote/cluster office. In case of regular purchases of such items, the spot quotation forms (Annex – W) is to be carried with the team and will record the market prices. Based on the lowest/justified prices, the spot purchases should be done. The team will always try to follow the payment mode: i.e. Account Payee cheque/DD/PO/Cash cheque/cash etc.

When there is no bank account, then Cash cheque may be received by the vendor from the office which is more secured than delivering the cash at vendor’s shop. In that case, the request letter of vendor should be approved by the signatories. 
2.2.1.2. c: 
Spot Purchases of Tk.5001.00 to Tk.10000.00 from non-enlisted vendors:



A task group consisting of at least Three Members is to be formed. No RFQ is needed but Spot Quotation Form (Annex – W) MUST be prepared. The Spot Quotation Form should be carried with the team and will record the market prices. Based on the lowest/justified process in respect of quality of goods, the spot purchases should be done. The team will always try to follow the payment mode: i.e. Account Payee Cheque/ DD/PO Cash cheque/ cash etc. 
When there is no bank account, then Cash cheque may be received by the vendor from the office which is more secured than delivering the cash at vendor’s shop. In that case, the request letter of vendor should be approved by the signatories.
2.2.1.2. d: 
Purchases of Tk.10001.00 and above:



Request should be forwarded to the head office and head office should follow the procurement procedures.

2.3
Policy for Disaster Management 
The following procedures may be followed while Items of extreme emergency like relief materials against natural disaster that damage ongoing activities of the project as per clause # 2.8.3 of MOU signed between PNGO and MJF.
1. Partner Organization (PO) should apply to the MJF and obtain approval for the contingencies before going to the task with details breakdown budget. 

2. PO should make sure that the response is conducting for its needy Partners. 

3. PO should make an active DMC (Disaster Management Committee) 

4. Budget provision for this unusual situation may be estimated based on the approved budget (as per approved %) instead of actual project cost up to the quarters so that it becomes possible to make the disaster response for huge Partners. 

5. PO should follow the procurement policy. As the task is extreme emergency in nature, DMC may decide to go for the spot quotation by the PROC (Procurement Committee) subject to the prior approval from Management of PO. In that case proper justification should be recorded. 

6. PO should make the payment against the goods or services through account payee cheque if it exceeds Tk.10000.00. Special consideration may be applied in case of non - interested vendor who will not be agreed to take account payee cheque. Then subject to approval from MJF & CEO of the PO, cash amount may be paid. In that case, PO should ensure the required security to carry the cash & presence of senior management team of the PO during the cash payment to the vendor. 

7. Payment must be ensured with proper acknowledgement. 

8. In applicable cases as per govt. rules, IT, VAT, Revenue stamp act. should be followed. 

9. PO should distribute the relief materials to the Partners in presence of the DMC and / or elite person of the disaster prone area like Chairmen, or any other honorable person. After completion of task, a written certification from the Chairman /Ward Commissioner/UP Member should be collected & preserved.  

10. Certificate may be awarded to the volunteer / DMC from the management of PO as the recognition of works. Special allowance (Water, Snacks etc.) may be allowed for the DMC/Staff members/Volunteer group.    

11. PO should submit a details report to the MJF within 10 working days after completion of the task. Time to time updating the information to MJF may be taken. All documents relating to the tasks MUST be preserved for future reference. 

12. PO should ensure the media coverage for the disaster works. 

13. Any other tasks relating to the satisfactory performance of the disaster work which may be settled jointly between MJF & PO.  
4.
General Procedure about Vendor Enlistment 

A database of vendors pre-selected through an objective process reduces the risk of improper procurement, decreases the chance that inappropriate vendors will be selected, and improves the efficiency and effectiveness of procurement. It is advised to set up such database for goods or services that must be procured on a regular basis.

a. Invitation, evaluation and selection of vendor

It involves finding potential vendors and determining the likelihood of them becoming good suppliers. This phase requires the development of evaluation criteria, the eligibility factors upon which the vendors will be selected and compared with the others. The main issues should be focused on the financial strength, quality, management, technical ability, delivery time and potential for close long-term relationships, which play an increasingly important role. The vendor’s company profile, its services, product’s quality, price, warranty etc, and its sales personnel capabilities should also be noted in the evaluation process. The CE should approve the list of vendors. All grantees are allowed to use the enlisted vendor list of the Manusher Jonno Secretariat.
b. Maintaining and developing the enlisted vendor

The nature of the relationships maintained with vendors can affect the quality, timeliness, and the price of vendor’s goods and services. The PROC have to make sure that the vendor has an appreciation of quality requirement, schedule of delivery, payment system and above all the procurement procedure as adopted by the grantee.

4.1
Purchasing strategies from enlisted vendors


There are three classic types of purchasing strategies from the enlisted vendors.

a.
Price List purchase / Sole Sourcing 

The vendor prices are fixed on a published price or index. For example, Bata shoe, prices of lubricant and fuel by the Govt. organizations, Motor Cycles from Atlas Bangladesh etc. In such case, purchases may be done based on the price list or if the vendor is the sole producer/ agent then sole sourcing can be done. But the PROC should finalize the commission/ discounts/ levy if any before confirming the goods. While purchasing under this procedure, documents evidence such as published price list, sole proprietorship or distributorship must be attached.

b.
Competitive Bidding Process 

The majority of purchases are done through this process. To run this process, several enlisted suppliers are necessary. Refer to the Standard Procedure Policy. 

c.
Preferred Vendor
This is a vendor negotiation strategy to develop long-term partnering relationships with a few suppliers who will work with the purchaser to satisfy the end users needs. This implies that purchasers should not always look for short-term attributes, such as prices. Instead, a purchaser will be better off by forming a long-term relationship with a few dedicated suppliers. Long terms suppliers are more likely to understand the broad objectives of the purchaser and the end users. Using a few suppliers can create value by allowing suppliers to economies of scales that yields both lower transactions cost and lower ordering costs. Preferred vendor strategy favors a few suppliers on particular item or service, with just one or two suppliers being the ideal number. As the volume of order increases, the supplier receives the repeat order, which follows the strategy of high volume at low cost.

 By setting up the list of preferred vendor this would decrease the risk of inappropriate or improper procurement and increase the efficiency and effectiveness of the procurement.

Another advantage of the preferred vendor is the potential to reduce the number of suppliers in the supply-chain, thereby reducing the complexity of managing them.

IV.
AUTHORIZATION OF PAYMENT

1.
Payment approval: It is to implement a procedure similar to the following one.

Approval of any payment will require the following steps.

I. The purchase of goods or services must have been duly approved (Purchase request – see Annexure M).

II. The goods or services must have been delivered (delivery notes duly signed for reception).

III. All requests for payment must be supported by the submission of appropriate bills or invoices.

IV. Before making any payment, the grantee shall ensure that the bill or invoice is properly approved by the Project Director and authorized by the Chief executive.

V. All documents that are associated with disbursement/receipts: Invoices, bills, receipts, quotations, contract of procurement (if any) etc. must be attached with vouchers. The accountant should write head of expenses on each invoice, bill etc. and check signatory should review and approve all voucher against disbursements to ensure that the information contained on each, agree with the proper supporting documentation

2.
Mode of Payment : The grantee should make payment to the vendor through Account payee check if it is equal to or more than Tk. 5,000.00 (Taka five thousand) against the above procurements of goods and services. Cash payment should be restricted as much as possible. But for a single bill, cash purchases should not be more than Tk. 5,000.00.  In case of emergency spot purchases/ open market purchases where vendor is not willing to receive the check / pay order, then the Chief Executive has to approve the cash to be paid to the vendor.

V.
CASH CONTROL

The following procedures regarding cash control should follow. Similar procedures are acceptable. However, a lack of procedures or inappropriate procedures might create opportunities for misappropriation of funds.

HANDLING OF CASH:



a.
Responsibility:

There should be at least two (2) individuals involved in the processing of cash. 

i.
Cash Handling: The individual who prepares the transaction voucher, writes Check, and also receives all cash/checks and deposits them via a transaction voucher. 

ii
Recording/Accounting: The individual who enters the transaction into the Cash Book and posts it to the appropriate Ledger. 

iii.
Approval: The individual who approves the vouchers and may also sign the Check (along with other check signatories).

b. Cash deposit and Recording Procedure:
i. All cash receipts are to be deposited daily into the bank. If not possible for any valid reason, they must be deposited into the bank within the following working day.

ii. Vouchers are required to support all cash disbursement and receipts.

iii. Disbursement Vouchers, procurement orders and invoices are to be stamped ‘PAID’.

iv. An employee other than the one who keeps the records should regularly review the records periodically and randomly.


PETTY CASH CONTROL

Petty Cash is used for small expenditures where it is not practical to issue Checks - usually for amounts less than TK. 5,000. Initially, this fund will start with the allocated amount and after the funds are exhausted, the expended amounts are replenished from the bank. Petty cash operation system is stated below.

i. The Petty Cash amount should be TK. 5,000 or less. Depending on the usage of petty cash fund it may be reduced or increased with prior approval from the CE.

ii. The Petty Cash fund must be kept in a lockable metal box during petty cash hours. After the close of the workday, the petty cash box should be kept in a safe/secured place under lock and key. The key should be kept with another responsible person (other than the cashier)..

iii. All payments should be made after authorization from the appropriate person. The Petty Cashier should not authorize the disbursement of petty cash. The Check signatories must sign on the bill/invoice before payment from the petty cash. 

iv. There should be adequate documents (bill/invoice) against every disbursement and a ‘PAID’ seal should be stamped on the bills and invoices during the payment.

v. The recipient must sign on the appropriate documents while receiving any payment.

vi. Cash payment can be made only for small payments. A limit for petty cash payment should not exceed TK. 1000/= for each bill or invoice.

vii. The Petty Cash transaction should be recorded for each payment. Petty cash ledger/book (see a model in Annexure E) should be updated daily and the cash balance should not exceed the approval limit.

viii. The physical cash in hand at the end of the day should be counted and documented. Surprise petty cash audit should be conducted and documented by his supervisors at least once in a month.

VI.
BANK ACCOUNT OPERATION

It is to implement policies and procedures similar to the following ones.

POLICIES: 


1.
Bank Account: it is highly recommended to have a separate interest bearing Bank Account for the grant received from MJ. The general should be that two signatures are necessary to operate the bank account.

2.
Bank signatory: When an authorized signatory is transferred or separated from the organization, the Bank Manager in writing to delete his/her name from the authorized list.


3.
A Check signatory must not prepare Checks and vouchers.


5.
All cancelled Check should be marked “CANCELLED” and preserved in the voucher file along with the supporting voucher.

6.
Payment Procedures:


a. All payments to vendors must be made through Account Payee Check for TK. 5,000 and above. 


b. An acknowledgement must be obtained from the vendor after payment of any bill.

VII.
ADVANCES AND ITS ADJUSTMENT PROCEDURES

It is to implement advances and adjustment procedures, similar to the ones that are proposed below.

A. ADVANCE:

It is another kind of receivables consists of cash advances for operating expenses. This category also includes advances to individuals or organizations that are not intended in the normal operations of the PO.  Because these receivables come from the PO’s operational fund, intended for the delivery of programs and services, these receivable should be collected or may be offset against other activity costs’ fund approved projects. 
Cash Advances:

Staffs attending to assigned projects may be given specific amounts of cash advances which they can spend for the duration of their visit to these projects/areas. These advances are computed based on the PO’s administrative and Financial Policies. Upon their return to the office, they should liquidate their advances by presenting a summary of their actual expenses together with the excess money, or a computation of the amount the PO still owes them. This is not a problem though when advances equal the actual expenses. Moreover, advances covers also for Project delivery, Vendor, Landlord and Miscellaneous cost: Personal and / or staff salary advances are discouraged from the MJF fund. 

The following procedures should be followed to handle advances: -
1. When one or more staff is likely to incur expenses on the grantee’s on behalf for travel, project or miscellaneous costs, the Project Coordinator will complete an Advance Request (example in Annexure G) and have it signed by the Project Coordinator, or the Chief Executive (for amounts above TK 10,000). 

2. Breakdown for requested advance amount should be mentioned properly in the advance request form. 

3. Before going to prepare an advance request, it should make sure that advance amount is being requesting for that amount without which required purpose will not be served. So, don’t request that amount which is possible to make payment through cheque.  

4. The Accountant or the designate should review the Advance Request to determine if all previous advances have been adjusted / settled.

5. Following this review, the Accountant or designate will prepare a Debit Voucher (Cash Disbursement Voucher – example in Annexure D) with the Advance Request as supporting documentation for the recommended amount. 

6. If the advance is for one employee designated by the Project Coordinator, the Debit Voucher and Cheque should be made with the individual employee as payee. However, if more than one employee requires advances on the same day, a Debit Voucher and cheque are to be prepared for the total value of the Advance Request in the name of the Petty Cashier or the person who handles the other Cash. 

7. The person preparing the request, which is reviewed by the Accountant, signs the completed Debit Voucher (Cash Disbursement Voucher). The Debit Voucher and a cheque with the employee or Petty Cashier as payee are presented to the authorized signatories.

8. If the Cheque is made payable to the Petty Cashier or the person who handles the other Cash, they will en-cash the Cheque at the bank. The Petty Cashier or concerned person of project then disburse the advance to each employee listed on the Advance Request and, after receipt of the advance, employee must sign against his/her name as recipient/acknowledge. 

B.
ADVANCE ADJUSTMENT:

1. Upon completion of official travel or expenditures related to an advance given for project/miscellaneous, a Travel Expense Report / Project Expenses Report / Miscellaneous Expense Report MUST be prepared by the employee that summarizes the allowable expenses incurred.

2. In order to adjust the advances that have been given an employee in a timely manner, the Expenses Report (ER) and adjustment should be completed within 6 (six) working days after the return from travel or completion of works.  

3. The completed Expenses Report (ER) has to be reviewed by the Project Coordinator or designate with regard to the field visit schedule, duty record and/or activities that were completed. Following their review, the Accountant will verify the Expenses Report with supporting documents to determine the arithmetical accuracy and proper distribution of expenses to appropriate account head. Following the verification, the Executive Director or his/her designated person will authorize/ approve the ER.

4. Unspent amount which have been refunded by the advance holder with other supporting documents to the accounts department MUST be deposited into the bank account immediately receipt of the cash within banking hour of the day or the next banking day with mentioning reason.
5. Minimum 80% of total amount should be expended against the advance. For exceptional cases, a ‘note for record’ should be mentioned as justification.
Here follow a few examples:

ADVANCE:


Mr. X received an advance for BDT 10,000 for project expenses from his office through a check bearing # 001121 dated June 10, 200X. A Debit Voucher (Cash Disbursement Voucher) is required for this transaction:


Description
Head
Amount


Advances to Mr. X A/C
HD- 4
10,000


Bank A/C
HD- 2
(10,000)




(To record advances to Mr. X for project expenses)

ADJUSTMENT:


Example-1:

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 - 1
   500                   
Advances to Mr. X A/C
HD - 4    
(10,000)

              (To record expenses incurred by Mr. X and receipt of excess cash upon liquidation)

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


Description
Head
Amount

 
Bank A/C
HD-2
500


Cash A/C
HD-1
(500)


(To record the deposit of cash into the project Bank A/C)
Alternatively only one voucher (Credit Voucher) may be prepared for the above (Example – 1) adjustment:   


Description
Head
Amount

Expenses A/C
HD -
9,500


Bank A/C
HD - 2
   500                   
Advances to Mr. X A/C
HD - 4      
(10,000)            


(To record expenses incurred by Mr. X and excess amount receipt from him deposited into the project Bank A/C)


Example-2:

Mr. X has submitted his bills/invoices for BDT 11,000 against his advance and balance has been paid through a check # 001129 dated June 20, 200X. A Debit Voucher is required for this adjustment. 


Description
Head
Amount


Expenses A/C
HD-
 11,000


Bank A/C
HD- 2
(1,000)                   
Advances to Mr. X A/C
HD- 4         
(10,000)


(To record expenses incurred by Mr. X and amount paid to him for the amount expended              for the project by him)

Example-3:

Mr. X has submitted his bills/invoices for BDT 10,000 against his advance. A Journal Voucher is required for this adjustment. 


Description 
Head
Amount

 
Expenses A/C
HD-
10,000


Advances to Mr. X A/C
HD- 4          
(10,000)

                                     (To record the expenses incurred by Mr. X for the project)


Example-4:

Mr. X has refunded the whole amount of money against his advance of Tk.10000.00 due to cancellation of the program for valid reason
.  A Credit Voucher is required for this adjustment. 


Description 
Head
Amount

 
Bank A/C
HD- 2
10,000


Advances to Mr. X A/C
HD- 4          
(10,000)

                             (To record the refunded amount of money due to cancellation of the program)

VIII.
INVENTORY MANAGEMENT

It is recommended to implement and maintain a standard inventory management system.

‘Inventory’ means all tangible items owned, such as office supplies/stationery, vehicle spare parts, project material/equipment, fuel, vehicle, furniture, fixture and equipment, etc. 

The term 'Inventory Management' is the process of managing the proper record keeping of tangible assets including receipt, issuance, balancing, accounting, ensuring adequate supporting documentation, controlling, monitoring and proper safeguarding.

WAREHOUSED INVENTORY:  Should be considered as warehoused Inventory office supplies and stationery, as well as project materials and equipment. They are usually procured as per the requirement of the project and directly charged as expenses.

NON-WAREHOUSED INVENTORY:  The following things/items are generally considered as non-warehoused Inventory (usually for items which value exceeds TK. 2,000);

A.
Furniture, Fixture and Equipment: 
Furniture, fixture and equipment (FF&E) includes table, Chair, Calculator, Computer, Printer, Photocopier, Generator, Sofa sets, Fire Extinguisher, File cabinet, Fan, etc. 

B.
Vehicles:
Vehicle includes Motorcycles, Four Wheel, Bi-cycle Trolley, Engine boat, etc. 


BOOKS and DOCUMENTS: 

The grantees should maintain the following documents, which  should be prepared for the warehoused and non-warehoused Inventory.


A.
Forms:

i. Delivery note:

The grantee should prepare the Delivery note (example in Annexure K) during the delivery of materials and equipment and should maintain file for the same. 

ii. Store Requisition Form (SRF):

The grantee should issue the store items to the staff for project purpose through Store Requisition Form (example in Annexure J) and should maintain file for the same.

iii. Assets Identification Number:     

The grantee should affix an identification Plate to each FF&E item and maintain the Asset Register (example in Annexure M1) for items with purchase price TK. 2,000, or above and a useful life of more than 1 year. The Identification Plate should mention "ownership of ", with the name and address of the owner, as well as an Identification Number.

iv. Write off Form of FF&E
         

A write-off form (example in Annexure O) should be filled up by the grantee if any FF&E item is lost, damaged or sold. The CE should approve the writing off of any Asset.   

B. Registers:

The following registers must be maintained:


Asset Register
All FF&E items as well as vehicles should be recorded in the Asset Register (example in Annexure M1).


Stock Register
Similarly, all items part of the "Warehoused Inventory" should be recorded in the Stock Register.

C. Reports:

The following reports should be prepared and updated on a quarterly basis:

i. Materials and Equipment Report (M&E).

ii. Furniture, Fixture and Equipment Report (FF&E)

iii. Disposal Report for lost or damaged items

MANAGEMENT OF INVENTORY:

i. Store Space


The store should be placed in a safe space and it should be kept in a place under lock and key.


ii.
Store authorization process: 

The Project Coordinator or any designate should authorize the Store Requisition Form (SRF). 


iii.
Responsibilities: 
Responsibilities for and access to the Store must be clearly identified.


iv.
Receiving/recording procedures:
a. Inventory receipts must be recorded into the Stock Register immediately after the receipt. If any item is received after office hours, it is to be recorded within the following working day.

b. There should be documented bill or invoice against every receipt. 

c. Store in-charge will receive all the store items from the suppliers after checking the quality and duly signed by the concerned authority.


v.       
Issuance procedures:
a. Store items should be issued to the Staff or designated person against individual SRF.

b. There should be documented SRF, delivery note or Waybill against every issuance or disbursement. 

c. There should be a recipient signature by the receiver at the time of receiving inventory items from the store.


vii.
Physical Inventory: 
The balance of physical inventory at the end of each month must be agreeing with the Stock Register. A committee or team must conduct physical counting of inventory to reconcile with the stock register at least once a year.


viii.
Documentation:

The organization is to keep sufficient and detailed records of both incoming and outgoing inventory.


ix.
 Store Management:
For ensuring better internal control system, responsibilities should be decentralized to at least two persons to maintain the inventory in the store in the following area: 


a.
Handling/Recording

b.
Purchasing/Accounting

c.
Approval

IX.
SERIES AND CHART OF ACCOUNTS

All grantees should use a standard series and chart of accounts. If the grantee does not have any structured chart of accounts then they may follow the Annexure T for each accounting transaction to maintain and prepare the financial books and reports on a regular basis against individual bank account. A sample of series and chart of accounts are given below:

ACCOUNTS SERIES ARE IN RELATION TO THE FOLLOWING MAJOR HEADS:

SL#
MAJOR HEADS

SERIES OF ACCOUNTS

A.
ASSETS 

 
1 to 19

B.
LIABILITIES


20 to 29

C.
INCOME


30 to 39

D.
EXPENSES


40 to 99

X.
BOOKS and DOCUMENTS/REPORTS 

Grantees are required to prepare, maintain and retain the following books and documents related to each transaction of the projects funded by MJ and submit any or all of them as required by MJ. These documents must be preserved as per MJ Funded project requirement for future auditing purposes.

A.
BOOKS:

i. Cash Book

ii. General ledger/Subsidiary ledger

iii. Stock Register

iv. Register for FF&E item by project 

v. Individual Inventory Register (may be optional)

vi. Procurement Register 

vii. Advance Register

viii. Check Issue & Received Register

B.
DOCUMENTS/REPORTS:

i.
Vouchers

ii.
Bank Documentation

iii.
Trial Balance


iv.
Expenditure Statement 


v.
Material & Equipment Report (Monthly/Quarterly/Annually) as per project requirement.

v. Furniture, Fixture & Equipment Report

vi. Call Forward  

For micro and small projects, a simplified accounting system may be accepted in the case of small organizations. However, the use of the simplified accounting system requires the prior approval of MJ. The simplified accounting system  is explained under C.

A.
BOOKS:

i. Cash Book: The grantee should maintain a Cash Book only for Cash & Bank transaction under individual Bank Account as per Annexure D.

ii. General ledger/Subsidiary ledger: The grantee is required to maintain General Ledger/subsidiary ledger for all types of financial transaction as per Annexure F. 

Types of Ledger:  

a. General Ledger - a main record of all accounting transaction which comes from the book of original entry.

b. Subsidiary Ledger - a supporting record of the general ledger. The total of all subsidiary ledgers for an account should equal the account total in the general ledger. The subsidiary ledger usually contains more detail than the general ledger. The requirement of a Subsidiary Ledger is limited to the projects financed by MJ.

iii. Stock Register: The grantee is required to maintain a stock register (Annexure I) for consumable item purchased. 

iv. Register for FF&E item by project: The grantee is required to maintain a register for assets (equipment/vehicles and non-consumable items) for a value of TK. 1,000 and above and a useful life of more than one year. The grantee is suggested to affix identification number for all the assets by project.

v. Individual Inventory Register: The grantee may maintain an Individual Inventory Register for assets item under staff custody as per Annexure L.

vi. Procurement Register: The grantee is required to maintain a procurement register for TK. 5000 or above against the quotation or Contract of Purchase/Purchase Order.

vii. The grantee is required to maintain Advance Register to account for all kind of advances 

viii. The grantee should maintain Check issue & receive register for tracking the all Bank Transactions.

B.
DOCUMENTS/REPORTS:



i.
VOUCHER:

Definition of Voucher

Voucher is a form used in an internal control system to document information about and authorization of accounting transactions. So, Vouchers are supporting documentation for the organizations Journals.

An important aspect of proper documentation of voucher is cross-referencing of final books of an organization.

Types of Voucher:




a.
Credit Voucher 




b.
Debit voucher 




c. 
Journal Voucher 




a.
Credit Voucher (Annexure A), is prepared for each deposit into the grantee fund bank account. All receipt, such as, cash, checks/ demand draft, bank transfers, interests, and other deposits  should be recorded on a Credit Voucher (CV).




b.
Debit Voucher (Annexure B), is prepared for each check that is written for the payment of goods or services received by the grantee. All cash disbursement from a grantee bank account, including disbursements that are the result of checks, withdrawals, transfers and bank charges should be recorded with the accounting entry authorized on a Debit Voucher (DV).

c. Journal Voucher (Annexure C), is a voucher that is prepared in order to record non-cash entry.

1. Accounting entry made at the end of an accounting period to bring accounts up to date on an accrual basis of accounting.

2. Rectifying a previous entry.

ii.
BANK DOCUMENTATION:

Bank documentation requires preparation/collection of the following three reports:

1. Bank Statement/Pass Book in case of Savings A/C



2.
Bank Reconciliation Report



3.
Cash Recap by Bank Account


1.
Bank Statement:

A Bank Statement is a chronological record of the financial transactions that have occurred in bank account for a specific period of time. Therefore, a bank statement should be collected from the financial transactions performed by the bank.

2.
Bank Reconciliation Report:

A comparison of the cash balance as reported by the bank, and the balance noted on the organization books, for a given period, is called a Bank Reconciliation Report. One Bank Reconciliation Report should be prepared for every bank account, every month. (Annexure P)
Purpose:

The purpose is to find errors or irregularities/differences items between Bank statements and grantee's records.

Reason for differences:




a.
Debit on the grantee records without corresponding credits on the bank statement, e.g., deposit in transit.




b.
Credit on the grantee records without corresponding debits on the bank statement, e.g., Outstanding Checks.




c.
Credit on the bank statement without corresponding debits on the grantee records, e.g., deposit in the bank not known to the grantee.

d. Debits on the bank statement without corresponding credits on the grantee records, e.g., interest charges, service charges, NSF (not sufficient fund) returned Checks.

e. If grantee /Bank makes any mistake in their Books of accounts.

3.
Cash Recap by Bank Account:

The Cash Recap by Bank Account is a summarization of the Bank Account financial activity for the current financial month. One Cash Recap should be prepared for every bank account, every month. (Annexure Q)



iii.
TRIAL BALANCE:

At the end of the monthly accounting period for an organization a Trial Balance (Annexure R) is prepared which compares the total of all debit balances with the total of all credit balances for various expenses, liability and asset accounts. As every transaction results in an equal amount of debits and credits in the subsidiary ledger, in total of debit entries in the subsidiary ledger must equal the total of all credit entries. Also the sum of all credits must equal the sum of all debits on the Trial Balance. Therefore, Trial Balance is the list of all ledger balances in a particular date, which shows total of debit balances equal to total of credit balances.



iv.
Expenditure Statement:

The expenditure statement (Annexure S) is a management tool devised to facilitate monitoring of account wise expenditures against individual budgeted account wise expenditures. It will enable to achieve a better financial management of the grants or funds.

The grantees are required to submit the expenditure report every quarter as per the basic agreement. The expenditure report should be forwarded to as stated in the Agreement.



v.
Project Material & Equipment Report: The grantee should prepare and include the said report in the annual report.

vii. Furniture, Fixture & Office Equipment Report: The grantee should prepare F,F&E report using identification numbers and include the said report to MJ (Annexure N) on a quarterly basis. 

viii. Call Forward: The grantee should prepare and include the said report to MJ (Annexure T) on a quarterly basis.  
C.
SIMPLIFIED ACCOUNTING SYSTEM

The simplified accounting system (SAS) will only be accepted for small organizations implementing micro and small projects (less than TK. 36,00,000). The use of the simplified accounting system requires the prior approval of MJ. 

For each line of the approved budget of the project, the PO will prepare a document as in annexure U. It will indicate the reference of the budget line (e.g. 10.4) and its designation (e.g. cost of travel). The budget will also be mentioned under "Amount – initial budget"). Each expense must be justified by a supportive document (internal or external documents like invoices, salary calculation documents etc.). All these documents will be referenced sequentially without gaps (1, 2, 3, 4 etc ..).

Each expense will be recorded in the appropriate document according to the budget line. It will be mentioned: the reference number of the supportive document, the date, a brief description (e.g. the name of the supplier, or a brief description of the goods purchased), and the amount.

Under "cumulative by quarter", the total of the expenses for the quarter only must be calculated. This amount starts again at 0 at the beginning of each quarter. Under "cumulative total", the total of the expenses from the beginning of the project must be calculated.

Under "cash payment" or "bank payment", the date of payment should be mentioned. 

These documents will facilitate the preparation of the Annexure S, which is the document that you must send on a quarterly basis. You will simply need to report the amounts "cumulative by quarter" in the Annexure S.

Even if you are using the Simplified Accounting System, it is still to use the following books or reports (see above for details):

Cash Book

Stock Register

Register for FF&E item by project 

Individual Inventory Register (may be optional)

Procurement Register 

Advance Register

Check Issue & Received Register

Bank Statement

Expenditure Statement

XI.
PERSONNEL MANAGEMENT

It is that the NGO has a standard personnel policy and procedures for the following issues:

1. Guidelines for Recruitment of staff includes:

a. Formation of Recruitment committee

b. Setup the Benchmark for the Respective position, including description of responsibilities

c. Job Advertisement (Newspaper, Notice board)

d. Scrutiny of the application.

e. Examination – Written & Viva

f. Recommendation/Approval by the board members

g. Offer Letter for primary/discussion

2. Job description

3. Staff salary & benefits: 

4. Honorarium for Executive Director.

5. Leave Policy 
6. Transfer benefits/promotion/demotion

7. Award

8. Staff Development

9. Performance Appraisal

10. Disciplinary Action

11. Separation

XII.
AUDIT

i.
Manusher Jonno Audit:

The MJ Secretariat staff and staff of the organizations mentioned in the Agreement (clause A-18), or any other person/ auditor/ organization appointed by them, may conduct audit any time whenever felt necessary. The Auditor can check all the financial and program related records and activities. If one grantee works with two or more projects the Auditor should check the Financial and program records and activities of all projects during the visit. 

MJ Staff should have access review and go through all the related documents and Reports of the grantee once in a year or as and when required. 

ii.
External Audit:

The grantee must conduct external Audit as per requirement of the project/GOB. The External Audit Firm should oversee or cover the all Books of Accounts, financial reports, related documents and other reports as per the Agreement. 

[image: image2.png]









�   To facilitate the understanding, we will call "Chief Executive" the person who can give a final approval about any decision, "Project Coordinator" the person in charge of the implementation of a project, and "Accountant" the person in charge of financial control.


�   The PO will develop (if not already has)a standard financial policy which includes a procurement policy and system within two quarters  of the date of the agreement. (Ref . clause no. 6.3 of MOU signed between PNGO and MJF).


�   Plese see the suggested PR format at ‘Annexure-H’


�   Procurement of any capital items (Computer, Vehicles,Motor cycle, other office equipment etc.) shall be made after getting a written approval from MJF for above Tk.10000.00 (Ref. clause # 6.1 of MOU signed between PNGO & MJF).


�    please see the suggested RFQ format in annexure – X


�     The word ‘Sole Sourcing’ means awarding of a contract for a goods or services to only one supplier. While purchasing under this model, documents evidence such as sole proprietorship, distributorship, patent or copy writes should be attached.   	





�     Valid reason should be properly mentioned in the sheet of ‘Note for Record’
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