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3.6 Segregation of Duties
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4.3 Finance/Accounts Department

Finance/Accounts Department:
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e Programme/Project Costs;

o Staff Costs;

¢ Administrative Costs;

e Monitoring & Documentation;
e Training;

e Travel;

e Equipment;

e Infrastructure;

e Communication/IEC;
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e Monitoring Q_d Documentation;
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7. Budget Revision
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10. 9% fAre= (Bank Reconciliation)
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Bank Reconciliation f[

Bank Statement;

Cash Book/Bank Book;
Outstanding Cheques;
Bank Charges;

Direct Credits;
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11. Cash Management
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13. Petty Cash
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Petty Cash:
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Approved Purchase Requisition;
Quotation/Comparative Statement;
Purchase Order;

Invoice/Bill;

Goods Received Note/Delivery Challan;
Service Completion Certificate;
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16. YA & T gwards
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SARYh dTJHR:

e Invoice;

e Receipt;

e Voucher;

e Approval;

e Purchase Order;

e Agreement;

¢ Attendance Sheet;
¢ Travel Claim;

e Delivery Record;
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. TEATHIILT;
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« TSI HTEH;
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Salary Payment & foTT SITTIHATIIR:

e Appointment/Contract;

e Attendance/Work Record;
e Salary Sheet;

e Statutory Deductions;

e Authorized Approval
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e Supplier Invoice;

e Delivery/Receipt;
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21. Asset Management
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Asset Register T STARIDH AT SIIR:

o Asset Number;

e Asset Description;
e Purchase Date;

e Purchase Value;

e Supplier;

e Location;

e Custodian;

¢ Condition;

e Disposal Details
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e Food Items;

e Medicines;
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e Medical Supplies;
o Y

Stock @1 UTTLT Td faaR 0T &1 Iferd Repis wam Smem|

HHY-HHY UR Physical Stock Verification foar VITET|

23. Donor ¥d CSR Funds T YdYH

Donor/CSR Funds WWWW Project Purpose %mmml
REUGEE

e Grant AgreementﬁQlarWWW;
[of Y
« Approved Budget & 3R Wd HTT;

« Restricted Funds &1 3{IfId SUANT gl BT,

T (3191.) 303303



e Donor Reporting Requirements [ Ulciq $§III;
e HIARID Supporting Documents Q|
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Donor Name;

Date;

Amount;

Mode of Payment;
Purpose/Restriction;
Receipt;

Bank Reference

ol fpaT SITET |
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Cash Book;

Bank Book;
General Ledger;
Journal;

Payment Vouchers;
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Receipt Vouchers;
Purchase Records;
Salary Records;
Asset Register;
Stock Register;
¢ Grant Records;

. 3 3RS g Repls |
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& ST SHTa=RGDhd b SJHR Manual YT Accounting Software STYTRT JuTTe!
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« TUJA® Transaction &1 Rl Epf;

« Transaction Date Gl 8I;
« 3fId Account Head Bpf;
«  Supporting Document 3Uds &;

e Approval FTE’E?[;
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e Labour-related statutory requirements;
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\_rlﬁ ?‘IT‘]\EPT, Foreign Contribution & 1%1? fAYifa Bank Account Td Accounting
AT DT Tl foar Sa |

30. Financial Reporting

e fFafid fa<dta i aR e
TIRTHATIHR RUIE T e 8 Tohd &

e Income & Expenditure;
e Receipts & Payments;
e Balance Sheet;

e Budget vs Actual;

e Project Expenditure;

e Grant Utilization;

e Cash/Bank Position;

. 3 TS NUIE|

Donor/CSR Projects & %I'Q RECAREUIIRG] Reporting Format Td Timeline 1 UTelH
fopa e |

31. Budget vs Actual Monitoring
Finance Department IERIERESE] Budget ﬁ‘g’fﬂT Actual Expenditure I HAT|
gfe far Budget Head ﬁWVariance E?f, A BT BRI ol fhaT SITET |

HEAYU! Variance 1 STFM®BRI Management &1 &l ST 3R STIRIHAT B W
Corrective Action TeTTT SITET |

32. Internal Financial Controls

TS AHTAIH AR HAIRIT Internal Controls ST IA:
. 3fd Approval;

e Segregation of Duties;

e Supporting Documents;
¢ Bank Reconciliation;

e Cash Verification;

e Asset Verification;

e Budget Monitoring;

e Payment Authorization;
e Record Maintenance;

e Periodic Review
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33. Fraud, Financial Misconduct Qa Corruption
e fAfeRad o It ¥ Ufasiid oxar &:

forita drares;

¥ BT GBI,
W%ﬁ;

SiTefl §E1&R;
WSupplier;
3P d YITdH;

Ry
Kickback;

TS P Y DT AfFHTd ST,

Financial Records B STEIHR gXbR |

Q@ ATHA! &l TS B Anti-Bribery and Anti-Corruption Policy ddl <J ﬂ'ﬂl:ﬂﬁﬁf
& TR FUTAT ST |

34. fgdi dTeHG

fa<itg fofg @R ara aafaa &1 farddt +f arafass, SuTfad a1 Uit 819 ard Conflict of
Interestﬁmﬁml

fgdl & cohera ara fad &) Tefdd fufa & Wit T8 a1 Tnfgu, STgT g 8|

Y Tae T TS Bt Conflict of Interest Policy ﬁﬂlﬁﬁjﬂ |

35. Financial Records iﬁﬁ?&l’[
Tt foita RS JRIE 39 S|

Records ﬁ:

3Mfepd ugT;
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RN
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36. GXATAS TXEUT 3afd

fa<iia fpis @t AN BT, Donor Requirements Td TG ®1 Record Retention
IR & TR GRI&T T ST |

UE’C_Q'CI;UT Grant Td Project Records @1 Audit IT Donor Review & [oTT 3TaRISH e
b YRI&IT 4T SITa |

37. Audit
1 370 faitd faaR ol &1 STaRISH AR Statutory Audit HRATE|

GTETW Donor/Grant Agreement H Audit @ AHAl E?f, EI%T T&fdd Donor
Requirement 1 TTaT fobam SITE |

Audit & GIRTF 3{TTLIF Financial Records TUd Supporting Documents SUTsY HRIT

ST |
38. Audit Findings Td Corrective Action

Audit fftr%ﬁ's‘ﬁﬁﬂ?: Hﬁﬂﬁﬂﬂmemg\Tﬁﬁ%, ar Management R CARRIER]
Review BT |
SR h dJIR:

e Corrective Action;

e Internal Control §HYIY;
e Recovery;

e Additional Approval;

o Staff Training;

e Disciplinary Action

&I A DA G|
Audit Findings & 3{IUTA 1 fATRT &1 ST

39. Financial Review by Management

Management FMOfFd &0 I W7o+ &1 fa<iia fRUfd & gien s

THIET T TaRIDHdl 3TR:

e |ncome;
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Expenditure;

Bank Balance;

Cash Position;

Budget Variance;
Outstanding Advances;

e Payables;

e Grant Utilization;

e Project Financial Performance

RIS
40. Procurement Qﬁ' Finance & S TH-GY

Procurement qa Finance Department sﬂwﬁwmwgﬁ@aﬁﬁ%
. @'\ﬂa @Wfﬁ,

. BudgetWEﬁ,

«  Supplier 1 3 TG §ATBI;
. WWE’&‘@

¢ Invoice ﬂﬁfﬁ,

o YTaHE 3fId U Wied gl

Procurement Policy 3R Financial Management Policy DI Y- cll] forar Sram |

41. Emergency Financial Transactions

3MUTaeTe fRUfd H depTal fa<iiy o forar o g @ afe 2 2.

o SHT/GRET YU BT;
. ﬁﬁﬂmﬁquﬁﬁa,
. IR fofercar Jar Sifdd 8

. He@yUl YUK DI JTHAH 8
. uﬁﬁwﬁm@nﬁrﬁfﬁumal

Q@[ Aamal § I Documentation qa Post-Facto Approval guTity Ut fosan
SITET |

42. Personal Use of Organizational Funds

BT & Y, Bank Account, Cash, Credit Facility, Assets Ul 3 Financial Resources

D1 AT ST Ul g |

fohall HHART AT UGIABRT GRT WS & 4 BT SFRIHd AfaiTd SUART THR
fa<itg sif=afirdar g S|
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43. Loans Qa Personal Advances

169 & Funds & HHAMA! AT YGIHYBING] Bl AN Loan &1 ATHI:
Ui B, SE AP b HIA, 137 & a9 a1 IRA Feprg gRT faviy =0 ¥
AT A TR BT

Official Advances P ad TTSATED BT o foIU faT ST |

44. Related Party Transactions

Ife Tire- fhat T <afad, T=RAT AT Vendor & ITY o<y A9-877 Rl § forIapT
TS P USTIBRY/HHIR! T Ty 8, aF T8 Yy BT Id Disclosure BT ST

@Transactionsﬁﬁm&[,m@?ﬁﬁwwmwaﬁql
e TR Bl, Haifdd safad ok Ufcham ¥ e e |
45, ot R vd fraifén saaw

ﬁé 1t mﬁ){, Volunteer, Vendor Ul Stakeholder foxitg sifFafiraar ot I?CHé D
IJHhdigl

g A Fafafad Wit g 9ed 8

Fraud;

Financial Misuse;
Bribery;

Unauthorized Payment;
Fake Bills;

Procurement Irregularity;
Conflict of Interest;

3= fa<ita sifafirdadnl

e Rierdeal & Iy IRId Mu-iaar Td Ryfaay (Non-Retaliation) &I
HIGR BT |

46. Whistleblower Protection

S afad Tegra # foxita aRaneSt, YsreR a1 1R sifFafiadar &1 Ui sRar g,
ISP [aog Ufa=ny a1 Iadis— WieR e} fbar S|

RIprdasdl @1 UgdaH ®I S8l YU g, TG @1 S, A U9 Sid ol
S{TIRGh TSl & S|
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47. fa=hra sifrafiradt R Rars

ﬁﬁugﬁ%ﬁg@@ﬁw@m@ﬁﬁﬁﬁw%m%ﬁm
Haodl &:

ERICRIF

MR BT TG,

fair SfIBR aT0Y o,
SIRIATHS HRATS;
Employment/Engagement JHIL T,
Supplier Contract HHILT hl;

DI HRATS;

Hefdrd Authority B U HAT|

48. Policy Review ¥d Amendment

29 Financial Management Policy & THI-GHY TR THIE( P ST |

faRy =u & weien fafeRad gRiRufaal & @ et
ey P  afead

e Donor/CSR Requirements H Clliaf“:i;
. . . o\ C
o  TEATHS AT H URGd:

fo<itg Sifaw o gfvad;
Audit Findings;
TS B Operational Requirements # gfad|

=9 A Teie ) Ti Frema / srdeiolt afify gr sEfa Rear s

49. e

g Financial Management PoIicylﬁmWWﬁﬁmmﬁmm (DVMS)
Td Sabka Ghar Ashram & XTRN f@ma / Srd@ivolt afafa gr1 e wd
3fgHIE o UYTd WS- H AN 1 15 8 |

Gli[liﬁﬁ‘d &IRT: Director with the concurrence of all Board Members.

Ue: fei:
Director 01.12.2016
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