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1.            Accounting procedure.

	




Accounts arrangement
a. Quarterly/ half yearly/yearly accounts statement to be submitted to the funding agency as per their prescribed format.
b. Requisition for next quarter/ half year for implementing of the programme.

c. At the end of financial year audited statements of accounts should be submitted to the funding agency. 

2. Method of accounting :-
The method of accounting will be in cash basis. All transactions are computerized at daily basis and the cash book will be tallied with statement and cash in hand.

3. Bank account :-

As per the bylaws of Sarvangin Vikas Samiti (SVS) the account will be operated jointly by any two signatories out of the chairman, Secretary & Treasure. 

Books of accounts

I. Day book

II. Cash book
III. Ledger

IV. Journal book

V. Stock register

VI. Asset register

VII. Voucher file

VIII. Salary register

IX. Advance register 

4. Fixed Assets: - 
Fixed assets are stated at Cost including purchase value, installation & incidental expenses.
5. Asset fund: - 
Fixed assets are acquired by the organization out of grants and donations received from the funding agencies & the own sources these assets are capitalized by debiting the equivalent value as asset fund. The system ensures that requisition cost of asset are charged and deducted from the respective project funds and simultaneously shown in the fixed asset and asset fund account in the balance sheet.

6. Depreciation policy :-

Accounting for depreciation under IAS-16

	Sl No
	Particulars
	Indian GAAP

	1
	Depreciation
	Allocation of depreciation amount of depreciable assets over it useful life.

Land is not a depreciable asset.

	2
	Residual value
	The estimated amount that an entity would currently obtain from disposal of the asset, after deducting the estimated cost of residual value should not include estimated inflation. 

	3
	Use full life
	Use full life in the period for which the entity intends to use the asset.

	4
	Method of depreciation
	The GAAP does not prescribe any specific method fo depreciation. The method should be based on the pattern of law of economics benefits from the asset.

	5
	Commencement of depreciation
	An entity should charge depreciation from the date the asset in really for use. Med by executive committee yearly/ monthly provision of Bihar financial act 2005 (add in 2005)

	6
	Cessation of depreciation 
	An entity should stop charging depreciation whom the asset in derecognized.


7. Fund and donations :-
1- All grants and donation received in foreign currency will be received at the rate of exchange prevailing on the date of transaction

2- All voluntary donations and gifts to organization are accounted for on actual and acknowledged by the receipt.  
8. Voucher & evidence :-
Each single transaction is recorded in prescribed format called voucher and each voucher must be supported with proper documentary proof of expenses. Similarly, all expenses will  duly sanctioned and passed by authorized persons or by the   member of executive committee.

a. Voucher should match with the serial number.
b. Voucher will kept in serial wise during filling.  

9. Programme advance :-
a. The advances will be paid to staffs or executive members for any expenses like purchase, meeting/workshop or any other programme expenditure after approval of duly field requisition in advance as per format. The maximum Advance will be made with a limit of Rs.-5000/- only. In a case of emergency, it will be more than the limit with a approval of competent authority as per need. 
b. It should be entered in programme advance ledger.

c. Cash transition is not allowed for the payment of more the Rupees five thousand.
d. Closing cash balance will be less than Rupees five thousand.

e. Once the programme is completed, the bill and voucher dully furnished on the name of SVS & should be submitted by the person within 15 days of the programme completion. The time limit can be extended on valid reasons after approval of the Secretary. The next advance will be mad only after the settlement of previous advances.
f. Any other advance like salary or travel can also be made after the approval of advance requisition on prescribed format of the office.
g. Travel advances should be settled as actual within the 48 hours from the date of completion of the journey. The advances against salary should be adjustable from the salary due from the month.

10. Pety cash book: - 
Pety cash book should be maintained for the purpose of day to day expense.
11. Purchase and sale fixed assets :-

a. The secretary is authorized by the executive committee of SVS for the purchase of the assets for less than fifteen thousand. 
b. In case of more than the above limit, a purchase committee has been constituted for the management of any purchase. The representatives from support agencies may also be the member of the committee as per the project norms.
c. The office furnishes the list of required particulars for the approval of the purchase by the competent authority. Then the letter is to be send the supplier/ Agencies to submit the quotation for Entire items.  A register is maintained for the purchase committee meeting before purchase of any assets. The meeting is being called after receiving the quotations, received from different companies/agencies. The purchase is being made on the decision taken on the meeting and it should be signed by all the purchase committee members. The agency selected on the basis of quality product, cost of the material and the terms & condition prescribed by the organization.
d. Assets purchase during the course of implementation of project by the SVS such as computers, vehicle and other equipment payment with a useful life of more than a year and provided for in the sanction and project budget will remain under the respective project assets resister as the property of the project/ donor and will not be disposed of except as per the directions of donor. The cost of assets will be included in the project cost and reported. 
e. However in case of no written agreement of policies by the donor OF SVS would consider such assets under asset policies of SVS and would be administered accordingly.
f. When fixed assets are purchased out of FCRA funds these should be shown in the FCRA balance sheet. The funds spent on this can be shown as utilized in the FC-7

g. SVS would maintain the details of the assets procured under the project in a fixed asset registries with the following details prescribed format attached.

h. Yearly physical verification of assets would be carried our by the administration and a report would be generated for approval by the secretary

i. Sale of assets would be required by the purchase committee having following reasons:-

i. The assets become out dated and has lost its efficiency because of technology change maintenance cost of the asset become high and frequent repairing required.

ii. Assets by came out of use because of the relevancy as the asset become reduced.

j. However SVS would verify the donor’s terms if any abide by the same or obtain specific approved for any such sale of assets.

12. Accounting of sale proceeds :-
a. When any of the assets are sold which is under FC asset register, the sale proceed would be crediteding F.C account and should reflection in FC-7 Report.

b. Is the asset for example was inured partially out of FCRA and partly out of Indian funding the profit should be proportionely account in FCRA and Indian funds and reported accordingly.

c. Unless donors has any specific terms given for assets purchased under certain project, the sale proceed of asset would be credited under the same line item as revolving fund for the repurchase of new asset for example if vehicle assets is sold the amount would be credited to vehicle purchase and maintenance fund OF SVS for repurchase of vehicle. 

13. Purchase and sale of investment :-

a. All purchase of investment and sale of investment would  be approved by executive committee except of those which are temporary in nature I.E sweep account short term Deposit as part of financial management procedures. 

b. Unrestricted/ untied funds corpus funds seed, capitals etc I if any would be investment secured deposits based on the advices of expert time to time sale and purchase of such investment and would require approval to executive committee.

c. SVS would maintain a sale and purchase investment register and have internal audit of the same on half yearly basics.

d. Any of fund give by donors in used for investment and if in terms of reference / MOU or in proposed if it is not mentioned, SVS would obtain prior permission from respective donor for such investment. 

e. Any revenue/ interest generated from such investment would only be used for the interest of organization mission/ objectives only.
14. Receipts :-
a. Receipts “means” admission in cash or kind for the sake of the organization. 

b. Receipts in any currency in from of grant, donation & subscription, member fee, reward, loan etc only from legal sources and only under legal status as a registered organization under societies registration act XXI, 1860.

c. Receipts to be solely used for the sustaining the organization at activities in the best interest of its vision, mission and objectives. 

d. All receipts of funds from funding agencies should be acknowledged in prescribe form. A copy of which will retained by the project partners for all receipts in money or in money’s worth including cheque drafts/ ECS payment through NEFT/RTGS etc a receipt should be issued. 
e. All receipts would be inters in cash book and the liquid money would be deposited in the bank. 

f. All receipts have to be duly acknowledged declared accounted and audited as per the organization defined system practices.

15. Payments :-
a. All payment to outside parties should preferable be made by cheque cash payment should be avoided particularly in cash of payment made amounting more than five thousand rupees.

b. All payments should be made through internal payment processing and sanction and authorization.

c. All approved expansion pertaining to project will be booked to the activity as indicated in the project budget.

d. Payments exceeding Rs.-5000/- should be made by “ crossed cheque “ only, how ever in case of remote  are and unavailability of bank accounts the required payment could be made under recommendation of staff and approval of secretary.

e. Payment of advance will not be booked to the project until appropriate bills and vouchers are produced and settled by accounts. After processing and approval of bills for actual expenses the advances will be adjusted and expense booked to the project.
f. Payment of salary, fuel for vehicle and generator would be made as prescribe format. After approval of competent authority as per the process of the office.
16. Financial report :-
a. Accounting is the basic tool to keep track on the utilization of fund SVS would prepare and maintain financial report to give actual position of income & expenditure compared to project budget.
b. Monthly indent as per the format annexed would be prepare on individual project financial report is to be submitted to secretary and managers every month by the respective accountant verified by chief accountant with signatures.

c. Funding agencies would be provided with financial reports as per their requirement in prescribed format and frequency agreed upon.
d. Accounts department would prepare following reports as per the schedules as monthly, quarterly, half yearly & yearly of each project. A common monthly reporting format will be followed as given in annexure but specific format may also followed as per the demand of the funding agency. Each financial report is to be accompanied by a progress report describing the implementation of the project.
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