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[bookmark: _Toc122234804]Section-1

[bookmark: _Toc512774937][bookmark: _Toc512777772]FINANCIAL MANAGEMENT–An Overview

Financial management is critical for efficient, effective use of available resources. It is important to maintain high standards of accountability and transparency while spending the grants and donations meant for the targeted communities and the designated purposes. The policies and procedures described in this manual are meant for all offices (Head Office and Sub-Office(s)) of Rupayaan to manage financial resources effectively.

1.1 [bookmark: _Toc122234805][bookmark: _Toc512774554][bookmark: _Toc512774938][bookmark: _Toc512777773]Responsibility

The Rupayaan finance team is responsible for managing and overseeing the financial management including budget, cash flow, accounts, disbursements, advances, petty cash, reporting and record keeping. 

Financial management will be directly under the guidance and supervision of the Director, Rupayaan in accordance with the established policies and guidelines. The finance team on the other hand will ensure that appropriate documentation and the required approvals are in place before payments are processed and disbursed and ensure compliance with established policies and procedures laid out at Rupayaan.

Following staffs/ members will be involved in finance system of Rupayaan as appropriately:-

i. Governing Body
ii. Director
iii. Finance Staff    
iv. Budget Holders 
v. Signatories

Any changes /revision and or modification can be done through a formal internal memo, citing the relevant section, which is duly reviewed by the Head of Finance Unit and approved by the Director, Rupayaan and the Governing Body.

1.2 [bookmark: _Toc122234807][bookmark: _Toc512774555][bookmark: _Toc512774939][bookmark: _Toc512777774]Primary Finance Functions

The primary function of finance includes but are not limited to the following:

a) Systems design, maintenance and implementation: This function is very critical, since it lays down the foundation of the financial policies and accounting system within Rupayaan. The key responsibilities under this include the periodic review/revision of financial policies and procedures, training of staff and review of the accounting system.

b) Planning and Budgeting: Plans and budgets are prepared for a one year cycle and are done in close coordination with all departments.

c)  MIS Generation and Reporting: It is the responsibility of the Finance team to ensure timely and accurate generation of Management Information System (MIS) to be circulated to various stakeholders on a periodic basis. This helps in
ensuring organisational transparency and accountability.

d) Accounting and Bill processing: This is a routine function wherein bills are processed based on predefined policies and guidelines. The next step involved is the accounting of these in the accounting software. This function is the basis on which the accuracy of reports and MIS rests.

e) Statutory and Organisational Compliance: This function involves coordinating statutory and internal audits with a view to ensure compliances to statutory requirements and organisational policies and procedures. 

1.3 [bookmark: _Toc122234808][bookmark: _Toc512774556][bookmark: _Toc512774940][bookmark: _Toc512777775]General

	i) Legal Entity

Rupayaan is a Society Registered under the Societies Registration Act, 1860 that entitles it to receive local funds.

ii) Basis of Accounting

Rupayaan follows an Accrual/Mercantile basis of accounting.

iii) Currency
The accounting is done in Indian Rupees (INRs) in the Systems. However, the reporting currency can be any currency as per the donor requirement.

iv) Taxes

Rupayaan is not yet registered under the Income Tax Act 1961 and is not a tax exempt entity under Section 12 AA of the IT Act. However as per the decision of Governing Body of Rupayaan process for registration under 12AA and 80G has been initiated.

v) Financial Year/ Fiscal Year

The Financial Year is the period from April to March.

__________________
	

Section-2
[bookmark: _Toc512774941][bookmark: _Toc512777776]
PAYMENT PROCEDURE

This policy describes the general guidelines for making payments for goods or services received. Before payment is issued to a vendor, payment must comply with applicable and relevant Rupayaan policies and procedures.

[bookmark: _Toc512777777]2.1 Time schedule of the Payments release:

The finance section shall take five (5) working days to process and clear the payment subject to receipt of complete documentation along with the Payment Request Form.

[bookmark: _Toc512777778]2.2 Modes of Payment:

The following are the two main modes of payment in Rupayaan Offices: 

1. Bank payments
2. Cash payments


[bookmark: _Toc512777779]2.3 Payment through Bank Account:

All payments will be made through banking channels by any of the following modes:

· Account Payee Cheque
· Bank Transfer
· NEFT/RTGS facilities

[bookmark: _Toc512777780]2.4 Bank payments

All Rupayaan offices shall maintain their Bank Accounts in Indian Rupees (INR).

2.5 [bookmark: _Toc512777781]Financial Controls in the Bank Payments Process:


[bookmark: _Toc512774557][bookmark: _Toc512774942][bookmark: _Toc512777782]The following two main steps would be followed while processing and clearing a payment received in the finance section:

I. Review/Processing of Payment 
II. Checking of Payment 





I. Review/processing of Payments 

Upon receipt of Payment Request Form and supporting documents; the Finance Section shall review/process the payment. This shall include compliance checks as per the applicable rules, procedures, forms and formats required to process the payment under review. 

Any lack of supporting documents or incomplete documentation shall be immediately returned to the staff for completion. 

The Finance representative shall sign in the relevant space on the Payment Request form after assuring all respective polices has been followed and documentations are complete. Then the same will be forwarded to the Director for approval.

The following forms/formats are normally required to be attached with the Payment Request Form on a case to case basis:

a) Supplies/Service Request Form (SRF)
b) Quotation/s/Tender copy
c) Comparative Statement signed and finalised by the Purchase Committee; if applicable
d) Local Purchase Order (LPO)/ Signed Contract copy
e) Supplies/Services Received Note (SRN)
f) Invoice from the supplier on the letterhead with complete address
g) Duly filled and signed Payment Request Form (PRF)
h) Note for the record/approval memo in case of any unavoidable deviation from the policies and procedures.

II. Checking of Payments 

The Finance representative shall forward all the prepared cheques/bank transfers and documentation to the Director. These cheques and attached documentation will be further reviewed before sending these for final approval and sign-off. If documentation/supporting evidence is found to be incomplete the payment will be immediately returned to the relevant section for completion of documentation to enable the payment to be processed and completed. 

Once the cheques for in-hand payments are prepared and cleared by the Finance section, the payment documents along with the cheque book/bank transfer letters shall be sent to designated signatories for their signatures on the cheques/bank transfer letters.
 
[bookmark: _Toc512777783]
2.6 Release of Payments 

Once the cheques/bank transfer letters are signed, these shall be received back by the Finance representative. These signed cheques/bank transfer letters would be photocopied and attached to the payment documents. The original cheque/s shall be delivered to the payees through courier or by hand delivery. In case of courier a cover letter shall be attached to each payee cheque/s. The cover letter shall include mailing address, cheque and payment invoice details. In the case of local suppliers/services providers they shall be informed by telephone to collect their cheque. Proper signature/receipts shall be obtained from the authorised receiver of the cheque at the time of handover of the cheque/payment.

[bookmark: _Toc512774558][bookmark: _Toc512774943][bookmark: _Toc512777784]2.7 Payments types by nature of transactions:

The following are the main types of transactions which have their specific supporting documentation requirements for release of payments:
 
a. Payment of fixed assets/supplies
b. Payment of services to consultants
c. Payment of services to contractors
d. Payment of Running Supplies
e. Payment for staff travel/training 
f. Payment of hotels for trainings/workshops/seminars 
g. Payment of participants/candidates for workshops/seminars/interviews 

a. Payment of fixed assets/supplies

The following is a list of supporting documents required along with the invoice for release of payment of fixed assets/supplies: 

i. Duly completed supplies/services request form
ii. A copy of Ad given in newspaper etc if required
iii. Duly completed quotation/s send through courier or fax/ tender Ad as applicable.
iv. Comparative statement. The statement should be signed by one technical person for e.g. The IT incharge in case of IT equipment.
v. Local purchase order duly signed by the supplier/ signed Contract copy
vi. Supplies/services received note with quality check and assets tag numbers for fixed assets
vii. Invoice from the supplier on the letterhead with complete address
viii. Duly completed payment request form along with supporting documents

b. Payment of Services to Consultants

The following is a list of supporting documents required along with the invoice for payment to Consultants: 

i. Duly approved Supplies/Service Request Form for the required consultancy services including the name of the project staff
ii. At least three CVs or proposals for the required consultancy services
iii. Comparative Statement of the selected consultant finalised by the Consultant Review Committee. 
iv. A copy of the signed contract with contract reference No. and date of signing of the contract
v. The Completion Certificate/Payment release certificate by the consultant supervisor as per contractual Terms of Reference
vi. A copy of the deliverable required as per the contractual Terms of Reference
vii. Duly signed invoice from the consultant for a payment claim
viii. Duly filled and signed Payment Request Form along with supporting documents

c. Payment of Services to Contractor/Construction Works

The following is a list of supporting documents required along with the invoice for contractor/construction works payment: 

i. Duly approved Supplies/Service Request Form including the name of the project supervisor staff or the contractual/construction work required with usage and occupancy details. A detailed Bill of Quantity (BOQ) shall also be prepared and submitted by the project supervisor before advertisement. 
ii. Duly completed quotation/s send through courier/ fax/ Tender Ad as applicable. 
iii. Comparative Statement signed and finalised by the Purchase Committee. The Purchase Committee shall include one technical person such as Construction Engineer. 
iv. A duly signed contract copy giving full detail of required work and details of  payment schedules
v. A certificate for quantity and quality of work done to be signed by the certifying staff and verified by the Manager Construction/Project Supervisor for the release of payment. 
vi. A note from Construction Manager/Project Supervisor for any retention/penalty imposed on the Contractor for non-compliance to the Terms and Conditions of the contract 
vii. A copy of the deliverable/completion certificate completed by the Construction Manager upon completion of all contractual work.

d. Payment of Running Supplies

The following is a list of supporting documents required along with the invoice for running supplies payment: 

i. Duly completed Supplies/Service Request Form
ii. Payment up to INR 5,000/- payment can be made through cash. For this purpose the finance section make payments and settle working advances on a weekly basis. A working advance can also be obtained by support services staff to carry out purchase for supplies of an urgent nature. For regular supplies such as stationery, cleaning items, basic stock items a  short term contractor’s contract shall be signed and payments shall be made through cross cheque for supplies that amount to more than Rs 5,000/-. 
iii. For short term contracts of a regular nature for running supplies at least three (3) quotes shall be obtained from the market for the Comparative Statement
iv. The Comparative Statement shall be signed and finalised by the Purchase Committee. The Purchase Committee shall include one technical person such as IT person for IT equipment. Items with a value if less than Rs 15,000/- may be purchased through a single quotation. 
v. A copy of the Local Purchase Order duly received by the supplier or Signed Contract copy shall be attached for an amount of more than Rs15,000/-
vi. Supplies/Services Received Note by the assigned staff
vii. Invoice from the supplier on the letterhead with complete address
viii. Duly completed Payment Request Form along with all the supporting documents

e. Payment for Staff Travel/Training

The following is a list of supporting documents required along with the invoice for staff travel/training payment:

i. Request to the selected institution for the proposed training and confirmation from the institution of availability and acceptance of the candidate
ii. Invoice from the payee institution with complete bank account details, bank address / Swift code  and other relevant payment information
iii.  Duly completed and approved Payment Request Form for the payment. A copy of the complete payment record shall be maintained by Finance section upon making the payment.
iv. International training payments shall be made through bank transfer whereas, in-country trainings will be paid through bank transfer/crossed cheques to the payee institutions. 





f. Payment of Hotels for trainings/workshops/seminars 

The following is a list of supporting documents required along with the invoice for payment of hotels for trainings/workshops/seminars: 

i. Duly completed Supplies/Service Request Form 
ii. Duly completed Quotation/s as applicable, sent through courier or fax
iii. Comparative Statement. The review shall be done by one supervising staff for the event.
iv. Order confirmation letter from the organisation/hotel as per the detailed requirements. In exceptional cases advance payment could be made.
v. Invoice from the hotel/supplier on official letterhead with complete address and Rupayaan verifying staff signature 
vi. A copy of workshop/seminar agenda, objectives, a sample invitation letter for participants and facilitators if applicable, signed attendance sheet of the participants in support of the payment
vii. Duly completed Payment Request Form along with all the supporting documents 

g. Payment of participants/candidates for workshops/seminars/interviews 

The following is a list of supporting documents required along with the invoice for payment of participants, candidates for training/workshops/seminars/interviews.

i. A signed invoice to claim reimbursement of the amount by the participant or his/her organisation
ii. The detailed letter explaining the terms of repayment of travel/accommodation shall be sent by the programme supervising staff to all the participants/ organisations/facilitators. This shall include: the mechanism for accommodation expenses, Per Diem if any, air ticket/road travel expenses reimbursement and must include the responsibility of the traveler to submit in support of the claim the air tickets stub, agents invoice, boarding passes.
iii. Attendance sheet of the participant or registration form copy 
iv. Copies of supporting hotel bills, air tickets, original boarding passes, taxi receipts
v. Duly filled and signed Payment Request Form along with all the supporting documentations.

[bookmark: _Toc512777785]2.8 Cash payments

The finance section disburses cash payments on a regular basis. Any payment beyond Rs. 5,000/- will not be made by cash.

Each office shall establish their cycle for making cash expense which may be for; reimbursement of travel expenses to staff, payment of Per Diems, and reimbursement of medical OPD bills as per annual limit, issuance of new floats and settlement of previously issued floats. 

A float of INR 2,000/- will be issued to the support staff to meet office running expenses. The advance must be settled with the finance section as soon as INR 2,000/- expense is incurred.

While making payments through cash all the requisite procedures shall be applicable as described in the bank payments process and must be complied with. For utilities/communication bills, medical reimbursement, travel expenses reimbursement this shall include original bill/invoice, approval from the relevant Line Manager and budget holder.

Floats/advances can be issued to the staff for travel upon receipt of approved copy of the Travel Authorisation form at least three (3) days prior to travel. Travel floats must be settled with all supporting documents, including back-to-office report/Notes for the File within two (2) weeks of return to the office. 







________________________














[bookmark: _Toc512774559][bookmark: _Toc512774944][bookmark: _Toc512777786]Section-3

[bookmark: _Toc512774560][bookmark: _Toc512774945][bookmark: _Toc512777787]PURCHASING (PROCUREMENT & TENDRING)

It is important that resources have the best value for money possible. To ensure this there should be clearly defined controls over purchases. The chapter deals with the description of the terms, forms and formats used in the procurement cycle and requirements for processing various types of payments.

[bookmark: _Toc512777788]3.1 Supplies/Services Request Form (SRF):

The Supplies/Services Request form is an internal form raised by the concerned staff whenever supplies/services are required. This form includes detail of project/department requesting the supplies/services by the relevant budget holder, budget holder approval, date and signature of the person receiving the request in the admin section, date and action taken, consignee address (in case delivery is not required to the office), method of payment, priority, item No., quantity, value, description/specifications maximum value in Indian Rupees (estimated) and any comments if needed.

[bookmark: _Toc512777789]3.2 Budget Holder (BH):

	
A budget holder (BH) is a member of staff who is the delegated authority to determine the level of services to be provided, approve and sign off expenses from his/her relevant budget head according to the approved Scheme of Delegation (SoD).

[bookmark: _Toc512777790]3.3 Letter of Invitation/Request for Quotations (LOI/RFQ):

The Letter of Invitation is a formal request written in favour of the supplies/services provider for providing a quote for supplies/services. This letter includes the description/specification and quantity of the supplies/services requested. This letter could be sent through courier/fax/email/by hand.

[bookmark: _Toc512777791]3.4 Procurement Committee (PC):


The Procurement Committee is established in order to provide a competent, independent review of procurement. The Procurement Committee is a representative body responsible for the selection of supplies/services provider and satisfactory receipt of the supplies/services. The Procurement Committee shall monitor the procurement process after receiving Supplies request Form which is mainly comprise of following steps.
· Finalise supplies/services providers for sending Letter of Invitations, 
· Opening of sealed quotes/bids received, 
· Selection of the supplies/services provider in accordance with the specifications and representation of best value for money 
· To ensure the timely and satisfactory delivery of supplies/services

The Procurement Committee will comprise of a minimum of three members and will be appointed by the Director. The following is the composition of the committee.
1) Supply/Services Requester or his/her nominee
2) Finance and Admin Head or his/her nominee
3) One representative either from programme


[bookmark: _Toc512777792]3.5 Comparative Statement/Bid Analysis (CS):


A comparative statement is an internal document prepared and duly signed by the reviwer/Procurement Committee. The comparative statement shall include the rates offered by the supplies/services providers, information regarding successful bidder, reviewer’s/Procurement committee’s comments and signature for final decisions, basis of final decision and any other detail. Quotations should be evaluated and the one offering the best value of money, selected. If this is not the lowest one then the fact and the reasons why the lowest quotation was not chosen should be recorded on the comparative statement.

[bookmark: _Toc512777793]3.6 Local Purchase Order (LPO):


A Local Purchase Order is an internal document used to issue the formal order for supplies to be provided by the selected supplies provider. This form has a printed PO No. and office address and may include the name of the supplies provider, date of issue of LPO, description, unit, quantity, unit value, total value, terms and conditions including name of office contact person, payment terms, mode of payment and any other conditions, supplies request No., signature of the person who raised the order and the person who authorised the LPO.

[bookmark: _Toc512777794]3.7 Services Received Note (SRN):


Supplies/services received note is an internal document used to record the receipt of supplies/services by the office. This note has a printed serial No., date of receipt, detail of the project/department that received the supplies/services, verification of quality and quantity by the budget holder or requester, detail of the supplies/services provider, name and date of person receiving the supplies/services, item No., quantity/units, description/specification of each item, value in Indian Rupees and an assigned asset tag.

[bookmark: _Toc512777795]3.8 Payment Request Form (PRF)


The Payment Request Form is an internal document used to process the payment. The Payment Request Form provides the necessary information for processing, adding data in accounting system and releasing of payments. This form includes the name of supplies/ services provider to whom payment will be made, the description of the payment, gross payment amount, tax deduction amount (if applicable), net payment, budget holder approval, mode of payment, signature of the person preparing the form, reviewed by the Finance staff, signature of the cheque receiving person and date (if payment received by hand). 

[bookmark: _Toc512777796]3.9 The Procurement Process

The procurement process can be segregated into the following two stages with respect to payments. 
a) Before receiving supplies/services
b) After receiving supplies/services

a) Before receiving supplies/services


A duly completed Supplies/Services Request Form is submitted to the admin section. The supplies/services are ordered through a quotation/tender process depending upon the nature/value of the required supplies/services. Quotations should be supported by the envelopes in which the quotation was received and must be signed by the Procurement Committee to ensure that the sealed quotations are received.

b) After receiving supplies/services


A supplies/services received note is prepared once the supplies/services have been received and verified by the receiving officer. Thereafter the invoice from the supplies/services provider along with all supporting documents will be processed by the admin section.

3.9 (1) If the payment is less than INR 15,000

a. Duly completed supplies/services request form
b. Effort should be made to obtain atleast 3 quotations. However, one or two quotations from the supplier/services provider would suffice.
c. Copy of the Local Purchase Order or duly signed contract copy (not mandatory)
d. Copy of the Supply Received Note
e. Original invoice submitted by the supplier/services provider
f. Completed Payment Request Form along with all supporting documentation                                 attached 
g. Payment Request form shall be forwarded to the finance section 
h. Finance section shall review the payment on the designated two working days and if any supporting documentation is missing the payment request will be returned to the submitting authority for completion.
i. The finance section shall process and clear the payment within five (5) working days after the complete documentation is received as per the weekly payment cycle. 

3.9 (2) If the payment is more than INR 15,000 - INR 100,000.

a. Duly completed supplies/services request form
b. At least three quotations 
c. Comparative statement duly signed by the reviewer
d. Copy of the Local Purchase Order (LPO)/ duly signed contract copy (whichever is  applicable))
e. Copy of the Supply Received Note
f. Original invoice from the supplier/services provider 
g. Completed Payment Request Form along with supporting documentation attached shall be forwarded to finance for bank payments.
h. Finance section shall review the payment on the designated two days and if any documentation is missing the payment request will be returned to the submitting authority for completion.
i. The finance section shall process and clear the payment within five (5) working days after the complete documentation is received as the per weekly payment cycle.


3.9 (3) If the payment is between INR 100,000- INR 5,00,000

a. Duly completed supplies/services request form
b. Copy of 3 quotations 
c. Comparative Statement signed by the Procurement Committee 
d. Duly signed contract copy 
e. Copy of the Supply Received Note 
f. Original invoice from the supplier/services provider 
g. Completed Payment Request Form along with supporting documentation attached 
h. Payment Request form shall be forwarded to the finance section. 
i. Finance section shall review the payment on the designated two days and if any documentation is missing the payment request will be returned to the submitting authority for completion.
j. The finance section shall process and clear the payment within five (5) working days after the complete documentation is received as the per weekly payment cycle.

3.9 (3) If the payment is more than INR 5, 00,000

a. Duly completed supplies/services request form
b. Request for quotations /Tender Notices/ Tender Documents advertised in the newspapers
c. Copies of all the bids/quotations received and signed by the Procurement Committee members.
d. Bid Analysis Report/Comparative Statement signed by the Procurement Committee 
e. Duly signed contract copy 
f. Copy of the Supply Received Note 
g. Original invoice from the supplier/services provider 
h. Completed Payment Request Form along with supporting documentation attached 
i. Payment Request form shall be forwarded to the finance section. 
j. Finance section shall review the payment on the designated two days and if any documentation is missing the payment request will be returned to the submitting authority for completion.
k. The finance section shall process and clear the payment within five (5) working days after the complete documentation is received as the per weekly payment cycle

[bookmark: _Toc512777797]3.10 Emergency Purchases

In an emergency situation, formal competitive requirements may be waived to purchase a good or service after getting written approval in advance from the Governing Board. In the written approval, it will also be explained what Emergency procurement procedures should be followed. Emergency purchases are those required to protect life and/or property, or to prevent substantial economic loss or the interruption of a vital service. Emergency procedures may be utilized only to purchase that quantity of a good or service which is necessary to cover the emergency. Subsequent requirements shall be obtained using normal purchasing procedures.

[bookmark: _Toc512777798]3.11 Sole Source Purchases

Sole Source means the item desired is available from only one vendor. Sole Source procurements are justified when only one firm can satisfy the organization requirements. The support service section must provide written justification when requisitioning a Sole Source purchase. 
____________

Section-4

[bookmark: _Toc512774946][bookmark: _Toc512777799]FLOATS AND ADVANCE MANAGEMENT
[bookmark: _Toc512777800]
4.1 Float

A float is defined as a temporary cash payment given to a member of staff to allow them to buy supplies or services for their office or project. It is also referred to as an advance.
	
It is the policy of Rupayaan to closely regulate the use of floats and advances. Advances are to be used only for program purposes and are to be liquidated within five working days after completing the task for which purpose the same was issued and other working advance must be settled at least once in 22 working days. 

Guidelines: 
a) Floats should be kept to a minimum;
b) The level of float should be justified by the person requesting the same
c) All floats must be documented when issued;
d) Responsibility for a float is with the person to whom the float is issued;
e) All Floats must be approved by the supervisor and authorised by the budget holder; 
f) Partial liquidation is not allowed. The entire float/ advance must be liquidated once using an expense form with attached receipts. If the float/advance for travel expenses is not liquidated on time and there is no justification for it, it will be deducted from salary;
g) After the deduction is made, staff can only claim the reimbursement for the receipt when the float/advance is liquidated;
h) Personal advances are prohibited;
i) No float should be issued when a previous float is outstanding;
j) No float should be outstanding for more than 2 weeks.

[bookmark: _Toc512777801][bookmark: _GoBack]4.2 Applying for a float/Advance

a) Staff must complete float request three days in advance with supervisor’s and budget holder’s approval and authorisation. 
b) The amount required and the purpose (project/activity) of the cash advance must be stated clearly in the Advance Request. Breakdown of lump sum for specific activities should be attached. 

[bookmark: _Toc512777802]4.3 Issuance of Floats/Advances

a) An amount greater than INR.5, 000 will be advance through banking channels wherever possible.
b) The Finance staff records this advance in a Float/advance book.
c) The requesting staff receives the advance by signing the "RECEIVED BY:" space on the advance request and float book pre-numbered leaf assigned to that float after the authorisation on the leaf
d) The Finance staff must follow-up system for each cash advances outstanding.

[bookmark: _Toc512777803]4.4 Settlement of Floats/ Advances:

For Settlement of floats/advanced, all the expenditure must be reported on Expense Report Form attached with receipts. Each receipt shall be numbered sequentially and cross-checked on the Expense report form. For further action all the respective payment procedure has to be followed. (For further details refer Payment Procedure of Finance Manual) 






_____________















[bookmark: _Toc122234810]




[bookmark: _Toc512774561][bookmark: _Toc512774947][bookmark: _Toc512777804]Section-5

[bookmark: _Toc512774562][bookmark: _Toc512774948][bookmark: _Toc512777805]
BANK MANAGEMENT

[bookmark: _Toc512774563][bookmark: _Toc512774949][bookmark: _Toc512777806]5.1 Bank Management

As a policy, the management and coordination with the bank rests with the Finance Section with the exception of signatories. Bank accounts management is carried out only by the senior designated staff of Finance Section duly authorised by the Director. All banking transactions are treated as confidential and are limited for official use.
[bookmark: _Toc122234812][bookmark: _Toc512774564][bookmark: _Toc512774950][bookmark: _Toc512777807]
Guidelines

The following guidelines shall be adhered to in the management of bank operations:

a. Rupayaan maintains a separate bank account for managing its locally generated funds.
b. All local payments are made in the local currency, as per the local law.
c. All the accounts are operated with the dual signatories duly authorised by the Governing Board. For each bank transaction there must be any two signatures of authorised signatories. Head of Finance is responsible to communicate and update to respective banks for any revision in signatories limit through Governing Board approved signed resolution. 
d. Whenever staff leave a position that is listed as a bank account signatories, the Head of Finance will follow the same procedure as explained above for limit revision for deleting the person as a signatory and communicate the bank through letter, attached with respective approved, signed Governing Board resolution.

[bookmark: _Toc122234813][bookmark: _Toc512774565][bookmark: _Toc512774951][bookmark: _Toc512777808]5.2 Operations

i. Cheque Book
The cheque books are kept by designated staff of the Finance Section and secured under lock and key. An inventory will be maintained of all the used, unused and cancelled cheque books.     

ii. Cheque Writing
Cheque/s are only disbursed and signed once the Head of Finance and budget holders (as per his/her assigned limit) have deemed that expenses are allowable and proper documentation is collected. Cheque/s should never be pre-signed without payees name and the amount to be paid. Bank should be clearly advised that no bank transaction should be processed without the signature of two authorised signatories as per limit. 

iii. Bank Statements
Each month, a designated staff member of the Finance Section will obtain bank account statements.  

iv. Transfer of Staff Salaries
Staff salaries shall be paid via bank transfer through a formal written advice to the bank duly signed by the authorised signatories. 

v. Bank Reconciliation:
Reconciliation must be performed on monthly basis with in first week of the next month for all the bank accounts. 






__________________
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[bookmark: _Toc512774566][bookmark: _Toc512774952][bookmark: _Toc512777809]Section-6

[bookmark: _Toc512774567][bookmark: _Toc512774953][bookmark: _Toc512777810]PETTY CASH MANAGEMENT
[bookmark: _Toc512774568][bookmark: _Toc512774954][bookmark: _Toc512777811]
6.1 Petty Cash Management

Petty cash is for day-to-day office expenses not to exceed INR 5,000.00 per transaction. All petty cash shall be secured in safe vault.

[bookmark: _Toc122234822][bookmark: _Toc512774569][bookmark: _Toc512774955][bookmark: _Toc512777812]6.2 Authorization of Petty Cash Disbursements

A designated Finance staff shall manage the petty cash account. S/he is authorized to issue disbursements less than INR.5, 000.00 after ensuring that all required authorization and documentation are attached with Payment Request form. 
[bookmark: _Toc512774570][bookmark: _Toc512774956][bookmark: _Toc512777813][bookmark: _Toc122234823]
Guidelines:  
a) The Finance staff will maintain receipts of all transactions those are made from petty cash and record them in excel base Cash Book/manual cash register.
b) Cash disbursement timelines will be decided and communicated to all staff.
c) The Finance staff will replenish the petty cash account as needed. For replenishment of petty cash Finance staff has to process the request and has to attach the cash in hand detail, the projected expenditure detail for which the petty cash is required in support of the petty cash cheque for approval and authorization. 
d) The petty cash fund must be reconcilable at all times. 
e) The Finance staff must have the actual cash or a signed receipt for any cash not on hand. 
f) Personal cheques should not be cashed for any reason.
g) Whenever there is a change of Finance staff, s/he or his or her designee should open the petty cash fund safe and witness the verification of the petty cash fund by the new finance person responsible for the cash. This should be recorded on the PETTY CASH RECONCILIATION form, and should be signed and dated by the Finance staff and the new finance person responsible to manage petty cash either for shorter period or until further notice.
h) Original receipts for petty cash transactions. Each receipt shall be numbered sequentially and cross-checked on the Payment Request Form against payment.
i) The cash and cash book should be locked when unattended during working hours. The combination to the safe containing a petty cash fund should be limited to the two persons, designated Finance staff and Head of Finance.
j) Access to locked areas used to store money should be limited to a minimal number of people.
k) [bookmark: IM1]All cash items received must be recorded immediately and excess cash as per the defined petty cash limit must be deposited in the bank same day. All terms and condition of respective government Law of India will be applied.
[bookmark: _Toc512777814]
6.3 Insurance of Petty Cash

Petty cash limit must be insured to cover the following

a. Cash in Safe
b. Cash in transit 
c. Fidelity Guarantee for staff handling cash

[bookmark: _Toc122234825][bookmark: _Toc512774571][bookmark: _Toc512774957][bookmark: _Toc512777815]6.4 Spot Check

Any senior member of Ruayaan will carry out unannounced spot checks of the petty cash account to ensure proper management of the petty cash account. This shall include checks on receipts/documentation collected and organized, routine and proper entries in the petty cash book.





_______________
















Section-7
[bookmark: _Toc512774958][bookmark: _Toc512777816]
BUDGETING, FINANCIAL PLANNING AND MONITORING

It is most important that everyone involved in creating and approving budget, understand assumptions that were made. In Rupayaan, Governing Body, Director, Budget holders are mainly responsible for planning, preparing, approving and monitoring the budget in coordination and support of financial staff.
[bookmark: _Toc512777817]
7.1 Budgeting Process and Schedule:

Rupayaan budgeting process for next cycle must start at least 3 months before the end of current fiscal year to ensure the budget is approved by the Governing Board before the start of New Year. 
[bookmark: _Toc512777818]
7.2 Budget Monitoring and Revision

A. Information:

Budget holders must analyse, evaluate and monitor their respective budget on a continuous basis, at a minimum on a monthly cycle. The Finance Section shall provide adequate management information at a summary level to enable budget holders to carry out their task. Budget holders have the responsibility to ensure that they receive any additional detailed information necessary for the close monitoring of income and expenditure.

Budget holders must investigate, record the reason, and act upon any irregularities noted in the budget monitoring process. 






______________







Section-8
[bookmark: _Toc512774959][bookmark: _Toc512777819]
CAPITAL ASSETS AND DEPRECIATION

In order to comply with relevant Accounting Standards, Rupayaan records certain purchases of tangible property as capital asset and except in the case of land, depreciates the total cost of these assets over their estimated useful lives. 
[bookmark: _Toc512777820]
8.1 Definition of Capital assets

Rupayaan defines the capital asset as tangible property that meets all the following requirements.

· Total cost, including registration, tax, shipping, duty and installation etc. of INR 5000.00 or more and
· Legal title of the assets is in the name of Rupayaan
· Asset has a useful life for more than one year
[bookmark: _Toc512777821]
8.2 Capital Asset Accounting guide lines:

Rupayaan will get assets from different resources and the accounting treatment depends on the kind of funds and respective donor agreement. Following are the capital assets categories and guidelines for accounting treatment.
[bookmark: _Toc512777822]
8.2.1 Asset acquired from donor Funds:

a) If capital asset is purchased from grant funds and it is clear by the agreement that asset will be the property of Rupayaan even after the ending of the grant then the respective capital will be treated as property of Ruayaan and recorded and depreciated according to the Companies Act.

b) If it is not clear in the agreement that asset from the respective grant will be the property of the Ruayaan then will be expensed out even title of asset is in name of Rupayaan. If donors agree to hand over that assets to Rupayaan at the close of grant then the asset will be accounted for on book value (Total Cost less depreciation for the previous period). After becoming the property of Rupayaan depreciation will be charged according to the Companies Act.


[bookmark: _Toc512777823]


8.2.2 Capital Assets received as donation or Gift in Kind:

If capital assets are received as donation or gift in kind and title will also be transferred in name of Rupayaan, then Rupayaan will ensure to get the valuation certificate of the asset from respective donors or from an independent valuer. On the basis of certificate value, asset will be accounted for in the books of accounts and depreciated as per applicable rates
[bookmark: _Toc512777824]
8.3 Depreciation:

Depreciation will be calculated and charged annually as per the Rates of Depreciation under Companies Act, Schedule XIV section 250-350 as per Written down Value method.

	Type of Asset
	Method (Written Down Value)


	Building
	5%

	Vehicles
	25.89%

	Generators
	13.91%

	Computer
	20%

	Equipments
	20%






_____________________














Section-9
[bookmark: _Toc512774960][bookmark: _Toc512777825]
ASSET AND STOCK MANAGEMENT 
[bookmark: _Toc512777826]
9.1 Asset & Stock Management 

This section describes the general guidelines and role of finance section for reconciling Rupayaan’s equipment inventory. Rupayaan admin staff is mainly responsible for maintaining an accurate record of all inventor able equipments according to asset management policy which are the property of Rupayaan. However, it is also the responsibility of the Finance team to review all invoices for purchases of equipments to ensure that the equipment is recorded in the respective inventory records and the asset coding is correct. Finance Section also responsible for reconciling asset and inventory records and physically checked randomly on biannual basis.

Guidelines:
 
a) Randomly check the assets tagging on asset with the inventory report;
b) Randomly check the location of the assets or equipments with the inventory report and make sure asset movement forms are updated and properly recorded;
c) Review the whole process and documentation of handing and taking over of asset specially laptops, desk tops;
d) Check the specification and quality of some asset with the invoices and inventory report;
e) Thoroughly check that adequate, updated insurance cover is in place for all assets and inventory;
f) Make sure Certificate of Disposal document must be used for the purposes of disposal of any damaged/used/exhausted materials, supplies, equipment, vehicle spare parts; 
g) In addition to the above, each donor’s specific instructions and requirements must be followed during any disposal of Rupayaan’s property, assets and equipment if those were purchased from donor’s funds;
h) Make sure proper updated tracking record is available of disposed items. If items were auctioned then review the process of auction, how income was received, recorded and reported and is the amount received has the best value of money for that disposal;
i) Review the security and quality controls and if required suggest respective authority to take extra measures for asset securities.

[bookmark: _Toc512777827]9.2 Stores and Consumables Items Stock records review:

Consumable items stock must be reconciled periodically. Finance staff will ensure that before acquiring and delivering any consumable item relevant procedures must be followed. Proper authorization and documentation must be available for all the released of consumable items. Following information should be reviewed and reconciled:

a) Opening balance of stock register
b) Dates receipts
c) Number unit received in stock register
d) Number of units received must also be matched with accounting records randomly
e) Number of units withdrawn, respective documentation and authorization
f) Ending balances of stock
g) Physically Stock taking and reconciliation with stock register
h) Difference should be investigated. If the stock was stolen or damaged need to be investigated and reported to relevant staff.
i) New controls and measure should be introduced according to the current situation for any further future loss.

Finance staff will also ensure the cost effectiveness and efficiency of each inventory item with respect to the materiality level. Finance section shall also suggest to revise the policy and inventory controls to keep them updated and in line with the changed donor environment and compliance by the time if needed. 

[bookmark: _Toc512777828]9.3. Review of the Manual: 

Finance manual will be reviewed and reassessed every three years based on the requirements of Rupayaan and changing policy environment. The amendment and changes will be approved by the governing board of Rupayaan to be incorporated. 



___________________
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