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STATEMENTS

Statement of Management Commiliee

This Organizational policy and guideling is the results of joint effort in discussion and
development of the Management Committee, staff member and Board of Direciors of
BSDA. BSDA recognizes that increasing the demand of good practice, transparency and
accountability in organizational management in NGO sector from NGO community, donors,
government and other stakeholders requires a clear statement of policies.

BSDA recognize that the best way to improve good governance is to produce the
organizational policies and guideline based on current silualion and good praclice
requirement to ensure organizational policies to meet the standard in Code Ethical
Principle and Minimum Standard for NGOs in Cambodia.

This organizational manual is to be revised and updated every year, if necessary, in order
to keep the manual respend the real situation order BSDA. This manual will play a vital role
in fulfiling the obligation and obvious need of BSDA, as well as donors, and to ensure the
accountability, transparency and effecliveness of organizational operation.

This personnel policy is accapted and in effect from the date of signature

Executive Director of BSDA,
Signed on behalf of the SMT & Staff
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Etatement of Board ol Direclor

Laws or policies are necessary for any organization to guide their practice. It Is worthwhile
only if it can fulfill the cbvious need of the organization. BSDA is growing. It is natural that
gsome things must be changed (o fit its growth, especially its policies. This financial policy
and guideline are the key tools to drive for good operational practices and it has been
developed and updated in order to promote good governance and professionalism within
BSDA.

This manual goes inlo effect from now on and it can be update when it is necessary to do

S0,

Date:O)./May/2024
Chairman of Board of Director

/émi E. .Ja__f

Mr. Kurt Bredenberg
Signed on behalf of the Board
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About BSDA

Buddhism for Sodal Development Action (BSDA) is a local NGO which was established
on the 5th of Januaty 2005 by seven monks founder at Wat Nokor Bachey and registered
with ‘The Ministry of Interior on July 05, 2005. BSDA does not work for any polincal
patty or promotes the religion of its members.

IDENTITY:

BSDA is a community-hased organization founded on the Buddhist principles of
Métta toempower vulnerable people and to promote compassionate engagement in Social
and Economic Development to contibute to the eradication of avoidable suffering,

CORE VALUES:

= Serving the poor: improwving the livelihoods of poor families

=  Unity: Building trust, honesty and respect for each other as a family.

= Democratic Approach: Promoting collectve volce from community members,
stakeholders and all levels of staff and engaging rthem in decision-making
pProcesses.

" Innovation: Providing & unique opportunity for people to develop their problem-
solving through ICT and erincal thinking,

= Integrity and accountability: In the management and use of aid; being
accountable and transparent to communities, donors, and stakeholders.

YISION:
BSDA envisions a society where people are empowered to live independently and
have livelihood securiry.

MISSION:

BSDA’ mission is to empower and enhance the quality of life of vulnerable people,
especially women, children and youth, through educadion, vocardonal training. social
enterprise, good governance, livelihood and innovation programs, in partnership with
others,

STRATEGIC CONCETRATIONS FOR NEXT 5 YEARS (2021-2025):
» Inmegrated & Innovative Programming

Building strong relanonships

Sustainable Livelihoods

Funding Sustainabilicy

Contdnuing to leamn and grow

Building staff capacity
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This mamul has been prepared for the BUDDISM SOCIAL DEVELOPMENT
ACTION (BSDA) ta deseribe the policies and procedure governing the management of
the fnancial resousces of BSDA, The sound financial management of BSDA can be
achieved by following sound, flexible polcies that enhance the BSDA's credibility with
public, existing donor, potental donor.

This manual is primadly intended for BSDA's staff. Every person i organizafon must
follow this manual. In addition to describing genetal financial management pohcies and
procedures, it also deseribes the accounting procedures which should be followed w©
maintain accurate records which will faithfully reflect the fnancial status of the
Organization.

The annexes to this manual include items that are subject to penodic change which do
not change the substance of the general policies and procedures. These should be
wpdated regularly to reflect changes in circumstances.

In addition to the policies included in this manual, BSDA will comply with any further
conditions set by donors and included in grant agreements.

To insure that the BSDA’s policies and procedures remain responsive o external forces
and allow the BSDA to continuously improve the management of its financial affairs
these policies and procedures will be reviewed annually. The BSDA’s SMT will be
responsible for conducting this review and providing recomumendations for changes as
Necessary.

BSDA's financial management policies and procedures must be endorsed by Semor
Management Team and approved by BSDA's Board of Directors. This revised manual
was approved for use by the BSDA’s Board of Directors on.... Any furure
amendments to this manual are subject to the approval of BSDA's Board of Director.
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2.2 FINANCIAL RESPONSIBILITY

2.2.1 Operation Director/Finance Manager

1.

T

Develop and implement policies and procedures to ensure that personnel
and financial information is secure and stored in compliance with current
legislaoon

Ensure that financial and policy and procedure are updated when necessary
and adhered to on a continual basis so thar transparency 15 always maintained
Ensute that BSDA always follows donors’ financial reguladons

Review and introduce new accounting control systems 1o statfs

Develop and maintin timely and accurate financial statements and reports
that are appropriate for the scnior management team or donor  and in
accordance with generally accepred accounting prnciples {GAAP)

Develop and maintain financial accounting systems for cash management,
accounts paveble, accounts receivable, credit control, and petty cash

Contral both income and expenditure; manage cash in hand and bank
Develop, implement, and ensure compliance with internal fnancial and
accountng pohcies and procedures
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9. Prepare all supporting informadon for the annual audit and liaise with the
Board's Audit Committee and the external audnots as necessary

10-Document and maintain complete and accurate supporting, information for
all financial transactions

11-Reconcile bank and accounting system

12-Review monthly resulrs and implement monthly variance reporting with
senior management of finance eam

13-Manage the cash flow and prepare cash flow forecasts in accordance with

oficy

14-5‘}1;3:}-&4: the bookkeeping function including maintenance of the general
ledgrer, accounts payable, accounts receivable and payroll

15-Manage the acquisiton of capital assets and ensure that assers are properly
recorded, amortized, and disposed of as approprate

16-Manage or orientate 10 accounnng staffs

17-Orther task as required.

2.2.2 Finance Officer

1- Be responsible for office cash and keeping it safe.

2. Tssue cash in hand to ream member, based on authorized documents,

3- Keep all record of cash in hand issued with supporting voucher in the book
of cash in hand.

4- Issue advances to team member based on documents which have been
authorized by the correct petson,

5- Keep record of advances into advance control book

6- Enterng transaction into the spreadsheet.

7- Prepare/process the payment

8- File voucher for all money coming in and money going out,

9. Keep record of all fived assets and inventory.

10-Purchase office supplics

2.2.3 Cashier

1- Recelpr grant incomes.
2. Withdrawn credit advice from bank,

3- Prepare “Acknowledgement Receipt” cover credir advice submit to officer
record in to OhmckBools,

4- Prepare moneys pay to staffs or supplicrs as voucher of finance officer.
5- Daily recording of income and expense.

6- Adding and withdrawing money to cash hox.

7- Keep safe key.

8- Withdraw funds from petty cash into bank.

0. Update pass book daily or weekly

10-Keep pass book in safe
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1 1-Withdeaxwn bank statement from bank monthly

17 Review bank transaction in bank statcment with “Pass Book” and “Cash
Book system™.

13-Performs cash court daily or weekly compared with balance system daily
recorded.

14-Performs cash count and organizes surprse cash count by senior
management team, auditors or donors.

15-Prepares the payroll, ransfers cash funds from the man back to the payroll
bank account.

16-Prepare for documents filling in appropriated ways.
17-Other task 45 management required.

1. PRINCIPLES

The key pranciples on which BSDA based on are:

Organization fund
Accountability
Trunsparency
Separation of Duties
Consistency
Simplicity

Flexibility

3.1 Organization Fund

o Organizational funds belong 1o BSDA. They should not be used for pdvate
purpose, including private grant or loan,

e Pund should be carefully used in an effecove way in the best nterest of the
OTEAMZANON.

o Al board and staff member are responsible for the careful and honest uze of funds

» Funds pranted to BSDA for a specific purpose will be used for that purpose.

e BEDA will ensure the cffectveness of managing all grants

a 8 & @ @ @ 9

3.2 Accountahility

Management is financially accountable t© donors and o beneficiaries. Accountability deals
with proper utilization of resources. In the broadest sense, for BSDA, it concerns providing
sufficient evidence to demonstrare in 4 tangible and measurable way thar the resources
provided by donots are used according to expectations,

It iz also the responsibility of BSDA management and statf to ensure that all expenses are
reasonable, necessary, allocable and allowable:
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o Reasonable: The cost of any goods or services procured by BSDA should reflect local
market prices, and the quality and quantity of goods and services procured should be
approptiate to the operating requirements and financial resoutces of the organization.

o Necessary: All goods or services purchased should be clearly needed to achieve the
objectives of the organization,
o Allocable: Fapenses allocated to a particular donor must be clearly allocable to that
funding source, either by prior agreement as reflected ina budget agreement.
» Allowable: Some donors will identfy specific types of expenses which cannot be
charged to their grant.

BSDA ensures thar these considerations are applied t© BSDA’s internal operation.
3.3 Transparency

o All financial documents and reports should be available to Board of Director, all
member of the board and all sraff membets with fnaneial dures,

s Genenlly there is no reason for the Board to withhold any financial report from the
staff members or senior management team.,

3.4 Separation of Duties

e No one covers all financial tasks. Whetever possible, financal tasks are splitted
between two of more people,

o Usually one person will DO the tusk and other pemson will CHECK the task is done
correctly.

3.5 Consistency
Financial policy and system of BSDA must be consistent over time. This promotes efficient

operations and transparency, especially in financial reponing. This does not mean that
systems may not be refined to cope with a chanping organization.

3.6 Simplicity

The financial and administration systems will be easy to understand for evervone, Input forms
and reports need to be easily undesstood by management and non-financial people so they
become 4 tool enabling prompt considered management decisions and, where neecssary,
coTrechive acton.

3.7 Flexibility

The financial and administration systems nced to be able wi be adapted o the diffedng
specific requirements of the various donors and sources of funds,
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[SECTION 4

4.1 Converting Local Currency Expense

BSDA’s accounts are maintained in US Dollars, Transactons in Riel shall be converted inio
L8 Dollar by using a Bank or Market exchange sate. This rate is calowlated by adding all US
dollars converted to Riel and dividing this amount into the sum of all Riel recetved. Any Riel
balances from the previous month should be inchided in this calculaton, This Bank ot
Market exchange rare is then used to convert all Riel expenses until the nexr ume Hiel 15
purchased. The Riel balance ar the end of the month is converted to dellars at the average
rate in effect at the end of the month. A scparate conerol book is mantained to record all
transactions in Riel.

An example of the exchange rate caleulatinns is shown in the following tahle

UsSD Exchange Rate Riel
Balance before exchange
Money 10000 4100 410,000.00
Add: Exchange money S0 4200 210,000.00
Balancc 150 = 620,000,040

# Fxchange rate: (410,000 & -+ 210,000 R=620,000 R}, shall be attached exchange shp from bank or mark.
4.2 Fiscal Year

BSDAs fiscal year is used in calendar year (where January as the first month and December
as the last month) which also corresponds with the Cambodian fiscal year.

4.3 Expense Recognition

BSDIA uses madified cash basis. Most costs are recopnized when the payment is made, except
where the advances are given. In this case, the expense i recognized when the advance is
settled.

4.4 Income Recognition

Funds received from donors will initially be treated as habilites. Income will be recognized
when to the equal the amount of expenditure for each project. Other income will be
recopnized when it is received.

5.1 Donor/ Project Budget

Budgets will be prepared for each donor project according to the format required by the
donor, and for the dme period set by the donor. The budget will be prepared together by
ptogramme and fnance staff The budget will be reviewed and approved by the ED before
being submitted to the donor.
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5.2 Annual Organizational Budget

BSDA will also prepare an annual budget for its accounting year, This will incorporate the
approved budgets for cach donor budget, plus any other non-donor funded actdvities, This
budpet format is included in accounting forms.

5.3 Budgeting Procedures

1. Each unit of BSDA prepares annual work plan and budget plan. Time frame of these
work plan and budget plan must be consistent with BSDA's fiscal year and time frame
of approved budget by each donor.

Budget kne in the anmual budget plan must be consistent with the approved chatt of
ACCoUnL.

Consalidate these annual work plan and budget plan as a whole orgemzanon.

Finance unit would review budget plan against approved budget by each donor
whether or not there is enough fund. In some cases there 13 any revision, Finance unit
must discuss with other unit to revise budget plan.

Afrer rewision, each unit must re-submit to finance unit to review 1t again.

‘Then, consolidated budget plan and work plan will be reviewed and endorsed by SMT,
SMT presents them to the board for approval.

Tt

&= L

o 88 Tl

5.4 Monthly Budgetary Control.

The monthly budperary control report is provided in accounting forms and is included 1n ths
Financial Peliey and Procedure of BSDA, This report is produced by Finance unit on
monthly basis, This report enables management to monitor the progress and make decision
on Frngrarn implementation and related issue. Analysis of vanations to the budget should
include the identificaion of reasons for deviations, implications of vatiations and fuwre
solution,

For compatison with the budget, the budget line is required and should be prepared
beforehand. The procedures shall be as follows:

1. Preparc annual organizational budget and then submitted to ED for endorsement
and to BOD for approval.

2. Post annual organizational budger into budget monitorng template

3. In the reporting period, extract expense from system and then post those expenses
(both YTD expense and reporting period expense) into the budget monitoring
template.

4. One report s produced for each project should be sent out to the relevant
recipients within seven working days of the new month,

5. Actual income and expenditure is compared with the budgered amount for each line
of the budper.

6. The wvarance repott is teviewed by the linance Manager, Deputy Director,
HR/Admin Manager and Program Coordinators in a meeting three working days
after the recipients have received the report, with large adverse and favorable
varances highlighted and an explanation given,

7. Variances can be categorized as either permanent or temporary and may be due to:

al Volume changes
b} Prce changes
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¢) Timing changes
d) Planning changes
8. For temporary varances a necessary course of action is decided upon in order o
correct the varance and ensure that the budger is followed,
0, For permanent varances it may be necessary to contact the relevant donors in order
to discuss the causes and therefore avoid any potental conflict,
10, Now it is time that requires responsible staff to esplain the reason of deviation,
inplications of vatdation, and fumre solution.

6.1 Computerized Accounting System

BSDA mainains all its orpanizationa accounting records in a computetived accounting
package — QuickBooks which has been customized to meet the specific needs of BSIDA,
including report requirement to its donors. This program provides reliable tmely financial
information for the opemtions of the organization using simple input and report window.

Cash Flow
v

Voucher

v

QunckBooks Enterprise
Solunons 14.0

Tnternal / Donot
Managemen Report
Report
- BOD Donor
- Management Team
- (Other Relevant Person
6.2 Computer Maintenance

6.2.1 Password Security

Aceess to all computess at ALL LOCATIONS is w be protected by using a password,
This testricrs access to the only person(s) entitled to see and use the information, It
also prevents the possibility of accidental loss of data,

6.2.2 Virus Protection

Reliable Virus Protection progrmams should be installed and REGULARLY
UPDATED on every computer used in the program.
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6.2.3 Emergency Precaution

Flectrical systems supporting T equipment should have an approprdate Uninterrupted
Power Supply (UPS) system in place complere with backup batterics.

#.3 Documentation of Transactions

Vouchers are used to record all financial transactions of the organization. BSDA uses six
rypes of vouchets to inpur these inw the accounring system:

1. Income Vouchers

. Transfer Voucher

2

3. Payment Vouchers
4, Advance Voucher
5

. Advance Secdement Voucher
6. Journal Entry Vouchers

Each type of voucher is numbered sequentially —Supporting documentation for each
transaction must be attached o the voucher. Once a voucher is approved, the transaction is
recorded in the accounting system, Vouchets are stored in numerical order.

6.3.1 Income Vouchers

This voucher is used to tecord all cash receipt — including disbursement from donor,
donations and fund received ia repayment of advances.

6.3.2 Transfer Vouchers

This voucher is used to recond all cash transfer - bank to cash on hand, cash on hand
to bank, other account, staff and suppliers,

6.3.3 Advance YVouchers

This voucher is used to record all cash advance who staff request for project
implemented. The Advance must be approved by the authorized person.

6.3.3 Advance Settlement Vouchers

This voucher is used to record all cash advance serded who staff request for project
implemented.

6.3.4 Pavment Vouchers

This voucher is used to record all payments and supporting documents must always be
attached.
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6.3.5 Journal Entry Youchers

General [ournal Voucher is used to record transactions where there is no acmoal receipt
or disbursement of funds. Tt is commonly used to record necessary adjustments,
corrections, teclassification, amortizations, prepayments, setdement of cash advances
and inter-office account transacnons.

This is prepared in single copy, and should be supported by appropriate documents,

6.4 Chart of Account

BSDA has adopted the standard chart of account used as a whole organization. This chart of
account must be approved by Exccutve Director,

Chart of account is sedes of account code used to show the orgamzational transacrion.
BSDA's current chart of account is included in accounting form.

6.5 Supporting Documents

Attachments (supporting documents) to payment voucher, Receipt Voucher or Journal Entry
Voucher are a vital accounting control requirernent and designated staff handling finance
related activites must ac all dmes ensure that supporting documents are stamp “PAID™ with
rhe Ingo of BSDA.

The loss and/or misplacements of such vahuable documents can cause great financial damage
ter the office concerned. Supervisor must ensure that adequare safeguarding measures are
implemented o avoid loss and/or misplacement of supporting documents,

FO should check the required supporting documents during and after voucher approval. A
random check should be made when closing the month end before submitting the final report
and filing the vouchess.

BSDA maintins a system of financial conmol w safeguard resources, minumiee rizks, to help
to ensute the reliability of fnancial records and reports and ensure compliance with
internal procedures and donor regulations,

Internal control system is included:

7.1 8egregation of Duties

e Duties shall be segregared such that no single individual or a single group of
individuals has complete control over a sequence of related transactions. (For
example, the person who authorizes a purchase tequisiton should not also be the
ane who buys goods and should not be the one who confirms receipt of the goods
ot service or the person who suthorizes payment should not be the one who keeps
cash).
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Inapproprate segregation of duties increases the probability of fraud, carclessness,
and unreliable record keeping. Proper segregation of dufies permirs the wotk of one
person to act 25 a check on work performed by another person.
Major duty segregatons should be differentiated 1o

o Aurthonze ransactons;

o Execute the tansacton;

o Record the mansaction;

o Have custody of the assets or cash involved in the transaction;
The functions of the following in relaton t goods and services shall be
appropriately sepregated as:

o Ordering

o Receiving

o Accounting for

o Paying for
Persans reconciling the Bank Account are different w the persons making or
APPrOVINGE PAVINEnNLs.

7.2 Performing reconciliation

BSDA prepare teconciliadon of some balance sheet account such as bank
reconciliation, cash on hand reconciliaton and fund reconciliations.
7.3 Clearly Defined Policies and Procedures

7.5

Financial Policies and Pmoeedures Manual prepared and  regularly updated.
Appropriate documentation of procedures exists for all organizaton systems and
functions such that the organization could continue to operate if key employees leave,
Organizational Chart

A curgent organizational chart 1s maintaned and followed,

Separation of accountability from custodianship

An employee should not have the opportunity m convert assets (0 personal use and
cover up the conversion by falsifying the relared records.

7.8 Sufficient records

Sufficient records, prompt recording and timely reports are important not only
in accounting for the orpanizatdonal resources but also in providing accurate and
reliable informarion for management 1o manage activities or (o detect irregularities.

Accounting Records are neat, current and in proper order;

Forms and Supporting Documentation shall provide for 2 system of
gurhorizations before a wansaction can be completed,

Comparisons of Actual Resulis o Plans and Budgers shall regulardy monitor
iransactions and detect ahnormal items;

7.9 Physical control over fixed assel and cash

Regular controls (recording, checking, inspection, verficadon) and proper
security should be instituted to protect the instimation's physical property from theft,
fire and other types of losses.

Means of protection include swnng property in secure areas, maintenance of
demailed property recotds including controls over issuance, fixed asset and inventory
counts and insutance, Appropoate action should be taken promptly regarding any
differences.

Access to assets is permitted only in accordance with management’s
authorzaton.
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. For the purpose of identification, all fixed assets have w tag with specific assels
code and numbers which ate related to location of fixed asset and inventory and
sources of fund.....

. Maintaining a fixed asset register and inventory.
7.10 Assignment of Authority and Responsibility
. The requirements of inegrity and prudence dictate the need for an appropriate

division of responsibility whereby the work of one employee independently checles
the wotk of another,

. Responsibility for the custodianship of cash, inventories, fixed asscis &
inventory and other assets is delegated. By means of accounting and othet controls,
independent check shall be imposed on those who have custodial responsibilities.

. Fach higher level of the organization shall be responsible for monitonng or
evaluating the activities of its subordinates.

® ‘There shall be a hierarchy of Approvals for Payments and Procurement and clear
lines of Repordng and setting limits on spending that may be authorized by
individual budget holder.

. Approval signatory must be a different person o the preparer,

. Employees take regular vacations and other employees then prepare their work:

7.11 System securiry

Set up password for the aceounting software 1w ensure the security of data.

7.12 Recruiting competent staff
Staff sclected by organization should have approprdate levels of knowledpe,
experience and good personal ethics, encouraging them 1o develop their skills and
reliable and honesr.

7.13  Audit trail
BSDA ensore there is a clear audit wail, so that all mansaction: can be traced
through the system.
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SECTION §

AREA OF AUTHORITY LIMITS APPLIED DESIGNATED PERSONE
Legal documents (Where not = Final approval: EI
cover below) |

) @ Final approval: ED
Eﬂ]plﬂ}fmﬂﬂt Contract All staff % Final :-LPPI[J'I.F:!]: Board (for EDY's

cmployment contract) !

Staff hire - = Final approval: ED
Change ]I Description | All sraff ¥ Final approval: ED
New position in BSDA All ]..E-J:-'El @ Final approval: ED

T All seaff @ Final approval: ED
Employment Termination
Position Promotion All staff = Final approval; ED
Lease of a-:pace, {Selecring the | All office space @ Final approval: cotmmitiee
OWEL) - e |
Sign the leasing contract of | All office space & Signed by ED
office space I
Open Bank account @ Approvak ED
Close Bank Account @ Approval: ED

: @ ED

| Signing Cheques — or = DD
"lffithdmwal or Trnsfernng = SFRM
-, = SES
All donor = Final approval: ED

(Cash Request from Donor

# Safe’s key authotieed to: Cashier

Keeping the Safe’s Key and ¥ Safe’s combination authonzed
Combination . to: Benior Admin/HR Manager
* 0 -=1,000 USD = Final approval: PC/PM/SSH
«>1)01-= 5000 USD | & Final approval : SPM
Expenditure/advance = >5,001-= 10,000 USD | & Final approval DD/HR
* >10,001- 25000 USD | o Fingl approval: ED
" 225001 LsD % Final approval: Chairman of Board
; # Preparced by : FO
Internal Financial = Reviens adb‘[fy: EM
Report/Donor Report 7 Tinal apprn;' od: ED
Tume Sheet/Weekly Report @ Prepate by: each staff
or Work Plan '@ Final approval: Supetvisor
Note:

Mo employee has the authorty to approve his/her own expense/claims.

Deputy Director approval on operaton cost with review or check by Finance Manager
and Senior Admin/HR Manager approval on program cost with review or check by Deputy
Director. (on Cheques or withdtawal or Transferring only).
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SECTIONY _ BANKAND CASH MANA

9.1

Cash Managemeni in Bank

9.1.1

9.1.2

213

914

Banking

ED of BSDA is responsible to establish the Bank Account for grant.
Currency of Bank Account and Type of Bank Account:

Type of bank account opened by BSDA for grant manapgement iz 1.5 Diollar
hased account and Riel based account. Bank account can be a current account or
saving account whete this is a donor condition, This bank account must be in
the name of organization. For the control purpose, BSDA must open the
separate bank account for each donor project.

Bank Controls

To ensure cash in bank controlled in effective manner, BSDA has to follow the
policy as follow:

¥ Open bank account with reliable bank,

v Opening bank account by each donot.

Opening bank account in USD — For receiving the fund from donor.
Bank account tmust be opened as Saving Account and/Current account
basing on the real need.

Barlk account must be opencd under the name of opuoizaton.

Thete are at least two signanires to withdrawal eash from bank.

Keep recording transactions into cashbook while money in and out
Passbock or cheques must be kept in the safe after working time.

First three days of the following month, F(O) must request for bank
statement from bank (both saving account and current account).
Cashhook must be closed on monthly basis,

Prepare bank reconciliation on monthly bass.

RRRAA A

SNRN

Cheque / withdrawal /Transferring/ Passbook

Cheque Books should be kept in a safe place. The mantenance of the
cheque /withdrawal /wansferring passbook functions s responsible by the
Cashier.

If a cheque needs to be cancelled it must be stamped “Cancelled” across the
signarures and the amount. It must be attached to its voucher or kept on fle
with the Cheque Book Journal No chegues/withdrawal slip can be drawn
payable to cash or pressigned. Perty Cash cheques should be made payable to the
mame of the Cashier.
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91.5 Bank Signatories

There are 4 signatories for each bank account: Executive Director (ELY), Depury
Director (DD), Senior Admin/Human Manager (SHRM), and School Manager
(88). Two signatories arc required to sign transferting or cheques or withdrawal
slip to withdraw cash,
O}fficial letter is used when it is chanped above,

9.2 Cashbook

9.2.1 Maintain of the Cashbook:

a. To effectively monitor the daily bank balances of all bank accounts and
withdrawals a cashbook must be used and updated by FO, This is effective
for cash management and gives informaton on the amount of funds credited
by the bank to the respective accounts and amount of all disbursements that
have been paid/issued and the related balance. This should be updated by
FO on a daily basis using an Excel spreadsheet or to the computerized
accounting software (QuickBooks).

b, Dishureements shall be recorded in the Cashbook as of the date they are
made, that is, when the cheque or withdmwal slip is issued or the bank
transfer is requested.

c. Enter Receipt to the cashbook using the “Receipt” section.

9.2.2 Bank reconciliation

v Bank statement should be available to be collected monthly by FO within the
first three days of following month.

v Take closing bank statement balance for particular dare and comparing it 1o
the closing bank book balance for the same date.

v Reconciliadon is prepared by FO every month, to reconcile the cashbook
against the bank statement. Each reconciliadon must be checked, reviewed
and approved by authotized seaff.

v A copy of the Bank Reconciliation and the supporting documents must be
setained (filed) for management control and audit purposes,

All the transactions shown on the bank starement must be checked off 1o the cash
receipts and payment records. Immediate attention should be given to out of balance
accounts, old and unreconciled item. Some of reconciling items are as following:

v Outstanding Cheques - cheques recorded in the books but not yer
presented to the bank for payment

v Deposit in transit - collecions already recorded in the books but not yet
credited by the bank.,

v Bank Service Charges or Fees - already debited by rthe bank but not yet
recorded in the books.

v Errots - determine the nature of the error and recufy.

Quick Books Bank Reconciliation

Compare the deposits listed in the bank statement against entries in the Cashbook. Put
a check matk in the bank staternent to indicate its confirmation. IF there are deposits
thar are not credited in the bank due to local clearing, add back o bank statement. If
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there is interest credited or there are bank charges debited by the bank prepare the
NECCSSATY entries:

D Cash in bank KRAX
Cr Inrerest Income AHAX
Dr. Bank charges XKXK
Cr. Cash in bank LXK

Compare each cheque issued against debit listng in the sitement by putting a check
mark to indicate its confismation. IF there are cheques that are not found in the listing,
they are Oumstanding {or Unpresented) cheques for the current month which are less
the balance per statement. For the errars that appear determine the nature of the error
and effect any changes.

0.3 Book of Cash on Hand

9.3.1 Control of Cash on Hand /Petry cash

Physical cash on hand must be keptin the safe or vault

Separate physical cash by each donor

Personal money must not be mixed with the fund of cash in hand.

At the end of month, prepare reconciliation of cash on hand.

Cashbook has to be separated by each donot.

Cash on Hand accounts are maintained on an impress basis;

Only minimal or necessary amounts of cash on hand are kept,

Responsibility for cash on hand account is vested in only one person.

Cash on hand is not to be used to pay personal expense.

Cash on hand custodian should be a fulltime emplovee who has no
responsibilies associated with accountng, accounts venfication or issuing
cheques.

Cashiers/FO) are prohibited from cashing personal cheques and making
unauthorized advances;

Cash on Hand accounts are reconciled monthly by the cashier/FCO along
with a person other than the custodian.

Surprise counts of petty cash are made periodically by 2 person other than
the custodian.
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9.3.2 Maintenance of the Monthly Book of Cash on Hand:

The mainrenance of the book of cash on hand is fairdy simple is that this book 1s
intended for the postdng of weceipt and payments made from cash available for the
payment of amount not exceeding 300 USD or the equivalent in Riel per payment. To
effectively monitor cash posidon, the Book should be updated daily by the Cashier.

1- Enter Receipt to book of cash on hand under the "Receipt” column.

7 Enter all Expenses / Payment Voucher amounts to the Book of cash on hand
column “Payments™.

3- For each entry in the book of cash on hand, compute the mnning cash balance
which should be indicated nader “cash balance™ column.

4- Sce the procedure of cash on hand reconciliation.

5- In the event that the Cashier/FO goes on leave, a hand-over of funds is usually
necessary. Fund accountability is determined by using Cashbook updated to the last
transaction at the time of hand-over and Cash reconciliation is prepared,

G- Insert book of cash on hand

0.3.3 Limit of Cash in Hand

[BSDA’s safe in USD Dollar (100 USD for each donor

| BSDA’s safe in Riel 4,00,000 Riel for each donor

Note: If the payment is requised that is greater than 200 USD ot the equivalent in Riel
per payment, then that payment must be procced by cheque or  withdrawal or
trans ferting slip for saving account,

9.3.4. Monthly closing of the Book of Cash On Hand (BCOH)

BCOH is recommended, however, the cash on hand can be replenished more
frequenty, as the need may adse during a particular month. Doing so shall require the
closing of the book of cash on hand by belancing i and preparing the payment
voucher to which all cash on hand supporting documents are attiched together with
the reconciled book of cash on hand. A cheque or withdrawal or transferring slip
should be issued in the amount of the scral expenditures to bring back the cash on
hand 1o irs original operatng fevel.

0.3.5. Safe or Vault

For the proper safeguarding of cash on hand, all cash on hand must be kept in the safe.
The cashier holds the key to the safe and the Senior HR/Admin Manager (HR/ALY
holds the safe combination. The keys to lockable box or vault must be kept in a secure
place mn the office.

9.3.6 Statement of Cash on Hand reconciliation

Cash count should be performed by FO/cashier on a weekly basis and FO on regular
basis 1o reconcile the actual cash held against balance in book of cash on Hand. This i
made by cashier and is checked by FM. This is supported by cash count sheer.  Aay
discrepancies between the cash balance counted and balance per book of cash on hand
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should be investgated immediately and has to report o line of management on the form
where indicated.

Cash count sheet must be prepared showing the acrual date, time of count. On monthly
basis, cash count sheet is sipned off by FID who has counted the cash and properdy
acknowledged by cashier. Then, this Cash Reconcihaton Statement has to be approved by
ED.

e A WEEKLY cash count and reconciliation should be carried our by the
custodian,/TO to reconcle with cash boal.

e A SURPRISE check should be made at least one other than time during the
month.

9.3.7 Surprise Cash Counts

Surprized cash count is performed at least one time per moath. This i3 made by authonzed
staff who does not get involved in the custody of cash on hand. Authorized swaff is not
allowed to inform the cashier,/F0) in advance about the surpnsed cash count.

1- Authorized persen/FO cash count by themselves.

2- After that, he/she record all cash counted into cash count sheet.

3- The cash count sheet 15 signed off by authorized person who count the cash and
propetly acknowledge by cashier.

4- Reconcile balance in cash count sheet against balance in the book of cash on
hand

5- Before propating reconciliation sheet, authodzed person/FO must check
vouchet by voucher in cashbook © make sure that transactons in the book are
accurare and there is supporting documents enough for payment and/ receipt.

G- Finally, authorized person/FO prepare reconciliation sheet for approval

9.3.8 Replenishment of Cash on Hand

Impressed Fund Method must be used in the replenushment of fund. When cash on
hand is low level of equivalent to 20% of the limit amount 8 allowed for

replenishment.

The Custodian must reconcile the fund herween the book balance and the physical
cash balance and submitted documents for authorzaton.

The amount of replesshment should be the amount of total expenditure occurred for
the penod to return to odginal level of cash on hand. Tt iz replenished by
cheque/withdrawal slip payable o the custodian. The Custodian should cash the
cheque immediately at the bank, and place the cash back in the petty cash fund.

Procedural Step in Opening fund of Cash on hand

1- The Cashier prepares a Request for opening a petty cash fund using the Request
form. FIO of Anance unit checks the request and makes the appropnate the
recommendation on the request. The form for replenishment of cash on hand is
included in accounting form.
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2- The request should be approved by the Hxecutive Director,

3-

The approved request will be forwarded to the FO for cheque or withdrawal or
rransferring slip preparation. After approval of disbursement voucher the cheque
shall be cashed by the Cashier through rhe bank.

- The receipt of fund shall be automarically posted in the “Receipt” columm of

Book of Cash on Hand,

- The entry in the Genenl Ledger to record the establishment of petty cash fund

i)
Dir. Petty cash and =~ xxxx

Cr. Cash in Bank XEXYL

9.3.9. The Claim of Cash on Hand/Pety Cash

o All expenditures should have the approval of the budger holder responsible for

the budpet,

e Payment Voucher (PV) with appropriate supporting document must be used for

every payment from cash on hand fund and for reference to record into a Book
of Cash on Hand.

® The payee must sign for the receipt of the payment and the Custodian must sign

that the payment has been made.

All receipts and/or vouchers that are submirted for reimbursement should be
annotated “paid” in a manner that will prevent their reuse.

9.3.10 Financial Loss

The cash custodian’s supervisor shall commit following action to the case of fnancial loss:

]

o
]
Cx
o

Prepare a narrative report and submit it to hne of management deseribing the

confinmed or suspected financial loss;

Diiscusses the financial loss with the supcrvisor;

Follow up and add comments to the report

Finsure the confidennality, especially in “suspected™ mater of financial loss;
Response to the direction of the line of management;

| SECTION 10 EXPENSE AND PAYMENTS

10.1 Expenditure Processing

Fund will be disburse in 4 ways

1. Cheque drawn on the bank
2 Money transfer

3. (Cash on hand/Peoy Cash
4. Withdrawal shp from bank
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10.1.1 Payment Policy

v

SR

L

v
v

The responsibility for disbusement procedures is clearly documented and assigned
to specific personnel;

Dishursement vouchers shall be in order number;

Name of the payee and faimess of price are checked before payment;

Contols are established to assure that all payments are made on a dmely basis and
in accordance with all purchase orders and contracts;

Voucher systern should be used in the unlizadon of fund, where all paymenrs of
expenditures must be documented properly by appropriate controlled vouchers,
propetly signed and approved by the authonzed signatory before the actual
dishursements cccurs, This ensures proper and regular review of all disbursement,
All payment should be made by cheque, money transfer or withdrawal sbip and cash
transacticn should be minimized, except for cash on hand expendirure.

Blank cheques are to be kept in locked storage under the control of a designated,
responsible emplovee, Access to blank cheques i3 limited to thiz employee and a
designated alternate.

All eligible expendirures shall be utilized based on the approved budget allocation,
Payment Vouchers are to be signed by the person who receives the cheque or cash,
Expenditures are controlled through formally established expense authorization and
approval lmits.

Before making the payment to supplier for purchasing of goods or office supplies
ot services, the financial person must verify on the receiving of poods or
complerion of services.

Fxpendirures must be complied with donor rule and NGO’ policies.

For purpose of internal control, the Accountant is not allowed o approve the
payments because they have access in the funds and recording of the funds,

10.1.2 Permitted expenses

v

Permitted expenses are defined as following the policy of BSDA, the contract made
with the funding donor, the above mennoned financial policy and procurement
policy.

10.1.3 Un-Authorized expenses

% KK

e R

Expenses not covered by the project budget and implementation planming,

Bribes of any kind

Personal expenses not related to work,

Money used to purchase any kinds of drugs and alcohol or 1o pursue gambling or
prosttution.

Money used to pay fines or finance/settle illegal activites,

Money used to buy all kinds of weaponsy,

All ather improper payments, as defined in BSDA policies and donor policies such
as USAID,
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10.2 Account Verification
10.2.1 Contracts

Otiginal copies of all conmacts are to be with Admin and Finance unit. Disbursements
will be checked agpinst the purchase order, conttact and work progress before

payment
10.2.2 Yerification
Werificatdon process must ensure that:

v There is proper authority for expense;

¥ The price charged is in sccordance with the contract or, if not specified in a
contract thar it is a reasonable price;

v Quantity ordered and delivered and quotation are checked against the delvery
receipt and invoice;

v" An authorized employee has signed to acknowledge receipt of the goods or services
rendered;

v Applicable discounts have been deducted and computation of the amount payable
15 cofrect;

v Compliance has been made with all donor rule and regulanon and other directves
that supersede this manual;

¥ I an advance or progress payment i= being made, the requirernent should be
provided for in the related contractor agreement;

¥ Complete and relevant documents supporting the payment (e.g. contract, purchase,
IVOICE. ...} are attached; and

¥ The financial coding s completed and correct and the correct category, activity
code and project component, donor code, account code has been allocated
cotrectly.

10.2.3 Supplier Accounts

Supplier trade accounts for goods and services should be paid, as far as possible, within
30 days and must be paid only on invelce [quotadons cannot be used as invoices) and
acceptance of goods and services.

A supplier must be notified in writing within 15 working days if there is a problem with
the goods or services, or a problem with the invoice. The 30-day payment pericd
begins upon the receipt of the replacement goods or services, or the revised invoice.

If only some items on a multiple item invoice are in question, the portion of the
invoice that is not in disputc may be paid within the onginal 30-day period based on a
request from the supplier expliining the reason ftor the delay.

10.2.4 Payment Term

Each payment shall be paid within rwo weeks after its voucher is duly signed by an
Authorized Officer.
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If agreed or specified, the latest due date for the payment of a supplier accounr is 30
calendar days from the date of the poods or services are received in acceptable

condinon.

Payments or reimbursements cannot be made longer than 2 months after the
obligations have been fulfilled and the precise reason shall be provided in this case.

10.2.5 Payee

Payments must be made by cheque made payable to the shop, company or business
name.

Where the supplier finds it impossible to collect theit payment an Authorization Letter
must be presented and atrached 1w the payment. This Authorizadon Lerer must be
approved by the authonzed officer.

10.3 Bank Account Payment

10.3.1 Disbursement through Local Bank Accounts

Payment Voucher should be used to authorize payment of expenditures.
Expenditure is recorded in the Payment Voucher and the comresponding
cheque/withdeawsl shp should be attached, This voucher 35 presented 1o the
signatory for the purpose of authorizaton the expendirure, and then the signatory
affix his nature on the voucher and cheque/withdrawal slp.

Payment voucher should be in order number 1o control its use; any break in the
number may mean a discrepancy.

Paymenrt voucher should be approved by authonzed persons using approval limats.
To avoid duplication of payment, all paid vouchers together with the supporting
documents must be propetdy smmped “PAID™ when check is signed.

Chegues are pre-numbered.

Cheques are filed out before being presented for signature.

Someone maintains physical control of cheques other than persons who sign
cheques.

Spoeiled or voided cheques are rewdned and the gegnature blocks on the cheques are
removed.

At least two sipnanares are required are reguired on all cheques.

Original bills or vouchers and other supporting documents are presented with
cheques for signatare.

Someone approves bill for payment other than the persons who sign cheques,

10.3.2 Cheque/Withdrawal 5lip Payments

Guidelines for the preparation of cheques/withdrawal slip

* ‘The cheque/withdrawal slip should be prepared for the exacr amount of the
required payment.

* Blank chgue/withdrawal slip should be in the custody of the responsible
financial officer until needed.
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* The amount should appear in word as well in number.
* Voided cheques should be clearly marked as cancelled

Procedures to PICPALC PEL}"I'.I'.I.tI'![ voucher

1. The payment voucher shall be prepared by Finance Assistant/Accounting
Assistant on the basis of appropriate documents.

2. Payment voucher will be presented to finance ofticer/ managet for review of
authenticity and reliability of documents.

3. Payment voucher and attached chques/withdrawal slip will be approved and
signed by authorized persons on the basis of approval limirs. (see the secton §)

4. After processing of the cheque together with the pavment voucher by executive
director, ask for payee o draw their payments.

5. Release of the cheque/withdrawal slip is responsibility of Finance assistant. In
releasing the cheque/withdrawal slip, should be signed off o confirm the
amount received by collector and FA should ask for receipt for the payment
made by the program.

6. Record that payment into the cashbook and Caickboaok.

10.3.3 Filing Procedure

Payment voucher should be filed together with the supporting documents and should
be fled in the payment voncher fle Fa}rmenr voticher should be fle in it aumerical
sequennal order and by month.

10.3.4 Money Transfer

Payment by money transfer i used for payment to supplies, contractor, and advance
for branch that has bank account, Signarure of supplier/contactor is required 1o sign
in the form as acknowledgement of the payment from the program.

This kind of payment shall also be supported by Payment voucher zsipned off and
approved by authorized person and other supporting documents shall also be atached.
Procedures will be the same as in Chegue/withdrawal slip payment.

10.4 Payment through Cash on hand /Petty Cash
10.4.1 Cash on hand/Petty cash Limits

Cash on hand/Perty cash is to be used for disbursement Jover than 200U5D per
payment. Cash on hand/Petty cash control shall be accordance with section 9.3 above,

10.4.2 Utilization of Cash on hand/Petty Cash

Cash on hand,/Petty Cash will be unlized on the basis of approprate documents and
conrrolled vouchers, procedures shall be as follow:
The staff will use the Request for Cash on hand/ Pety cash for claim of cash on
hand /petty cash or Request for advance if we prepare advance for staff through
cash on hand /petty cash (see the advance procedure in section below)
2. The form must filled propetly with all the information asked in the form,
3, This form shall be checked by FO and approved by authonzed person
4, When approved, Cashier/FO cash on hand custodian, shall attach a payment
voucher
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5. Payment voucher should be check by FO/TD and approved by exccutive
director.

6. The fund will be release 1o the saff or claimant on the basis of the approved
voucher,

!. Acknowledpement of payment from the cash on hand fund/petty cash fund is
by affixing signatures in the “received by column.

8. Paid expenses will be pested into cashbook and accounting system accordingly.

9. The cashier/TO shall keep the voucher for file.

10.4.3 Filing Procedures

Beguest for Cash on hand/perty cash should be filed together with the payment
voucher and its supporting document in its numerical sequential order and by month,

10.5 Completion of Payment YVouchers

A-  Payment voucher Number {(Serdal number of the payment voucher)
B-  Amount of payment and Currency
C-  Exchange rate to convert local currency into US Daollar
D- A description of what the payment 15 for
E-  Who payment is made to
F- Donor and budget line/ Account code
i-  The payment method (Cheque, withdzawal slip or cash)
H-  Sipnature of Prepanng, reviewing, cerifying and approving
I- Supporting documentation requitements are that Payment Voucher must be
supported by appropriate and complete documentation: orginal invoice, payves’s
receipt and other relevant documenration supporting the transacnon.
|- Dsbursement to vendors must be supported by the orginal invoice or receipt
and must include verification that the poods have been received.

This section refers to funds paid in advance for anticipated expenditures necessary for the
operation of the organization including field tip, workshop or other program activities or for
procurement, These ate weated as Cash Advance. Receipts and proof of expenses must be
submitted before or within the nme frame. Any excess is refunded or any shortfall is paid
(scttlement or hguidaton). Next advances will not be made if the previous one 15 not yer
liguidated and if the requestor does not serde within the deadline due to an emergency or
unforeseen failure the requestor has to explain the reasonable failure or fair reason by writing
an official letter, which needs to be approved or verified by the Finance Director and
Executive Director. Any new cash advance required will be attached to the letter and
submirred to the Finance Director, Moreover, if long outstanding in ¢xcess of 30 days, the
advance can be recovered from the salanes of recipients at the next payroll excess of 30 days,

the advance can be recovered from the salaries of recipients at the next payroll,
11.1 Advance Policy

1. Cash advances are only allowed for official project wansactions, not for the personal
use,

2. Cash advance must be authorized by Management based on the expense aurhorization
and approval limits,
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3. No cash advance should be approved for any staff who has previously unliquidated or

unsettled cash advances.
4. Cash advances should be settled or liquidated at once, orin the following ome frame:

Faside s Do ! davs of working day

Ul i D i 1 month of working day

5. Any vinlanon on this aspect shall be subject for disciplinary actions under the sanctions
by not providing cash advance any more or request for refunding of the previous
advanced amoun.

6. Cash advances to staff carrying out project work in the sub-offices have to be sertled

within 3 weeks,

Cash advance o staff for pasoline have to be settled wathin one month.

Settlement claims must also have supporting official proof of purchase documents

atrm;hnd[l'br ::ﬂmp]:: clear cvidennal expr:rt-r_i document — including address, :-‘.hl.‘;p,

telephone number, name of receiver, purchase date and signatare).

9. Settlement of cash advance by the use of iguwdation form or voucher advance settle.

g~

11.2 Advance Procedure

e The staff member completes the advance section of advance request form, piving full
details of the purpose of the advance, the amount, the date required, and the donor,
budget line/ Ace. code and ending date of activity.

e This request is then approved by anthonzed person, before being passed o Finance.

o Finance staff will prepare payment voucher, process the payment, issue the cash to
staff member.

Recording cash advanced into sccountng system based on payvment voucher

Staff needs to complete the settlement section of the advance request and settlement
form 10 cleat an advance, or to reclaim any allowable expenses where they have not
received an advance, and artach all suppornng documenis.

® Where there are any travel costs, then a travel expense form must also be completed
and attached as a supporting document, Expenses claimed for travel, accommadation,
DSA, must follow the approved rates as shown in the otganizaton manual and must
not exceed any donor limits (See in personal policy).

e The advance setlement form is prepated by the staff member and approved by PC ot
ED (depending on the value, using the authosiry limirs in section ).

¢ Where the expense 1s equal to the advance received, Fimance staff must prepare Journal
Entry Voucher to record advance liquidadon.

* ‘Where the expense is Jess than the advance received, the balance must be returned
finance, who will is5ue 2 rECEIpt.

s Where the expense 1s greater than the advance received, then an additional payment
will be made to the staff member if the extra costs are approved, Where the extra cost
is greater than 10% of the onginal advance, the sratf member must provide a wnitten
explanation.
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11.3 Advance Book/Register

The putpose of Advance Register/Book is to esrablish effective control and monitoring of all
cash advance, This book/register must be closed on monthly basis to check the overdue

advances,

11.4 Recovery of Advance

FM should review the advance control book/register on monthly basis, Long outstanding
advances need to be followed-up immediately and if necessary recovered by payroll
deducnon.

If an employee is finishing work with organization, FM must check if an employee is finishing
wotk the Administration Section must check with the salary,

11.4 Salary Advance Policy

To be consistent and compliant with donor rule in providing salary advance

to staff member, BSDA’s staff must follow policy as follow:

e BSDA provide salary advance o sraff if it is allowed by donor.

o Salary advance is provided to saff for emergency purpose.

e BSDA provides only 30% of wral current salary.

® When salaty is paid, staff who receive salary advance must immediarely settle salary
advance.

o Documents must be adequitely documented while providing advance to staff or
settling the advance with seaff,

11.5 Salary Advance Procedure

1. Staft members wtite 2 request letter for salary advance to thelr line of manapement.

2. This request is then submitted to their direct supervisor for comments and Executive
Diirector for final approval.

3. Staff members must complete the advance section of advance request form by
attaching the request lerter for salary advance.

4. This advance request must be approved by authorzed person before being passing to
finance unir.

5. Finance staff will prepare paymenr voucher, process the payment, 1ssue the cash o
staff member.

6. Staff member needs o complete the setdement section of the advance request and
settlement form to repay mmmediately,

7. This setilement request must be prepare by staff member and approved by supervisor
or ED (sce the authodry imic in secuon 8).

8. Finance stafl prepares Receipt Voucher to settle this salary advance by atiaching

.t:uppurﬂng doooments.
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Assct Purchascs

The purchase of assets must follow the Procurement Policy whese applicable, Le. where assets
exceed the minimum rthreshold for obraning quotatons. For asset items that fall below the
Procurement Quotations threshold, the standard advance and expense vouchers can be used
that are proved by the appropoate designated Manager.

Fixed Assets are assets that intended to use in the project activities. These agsets are set o
have a wseful ife of more than one year. To ensute consistency in recording, assets which
purchase cost is more than 200 USD must be reconded as fixed asset. Certain other items with
a lower purchase cost, such as office furniture, are also considered as fixed assets.

12.1 Fixed Asset and Inventory Group

Assets are grouped according to their nature and using the 3 charactenstcs (eg. FIL = For
Equipment, FF = For Furniture, FV= For vehicle .......)

12.2 Acquisition cost

The acquisition costs includes, nor only the cost price or the value of assets contdbuted “in-
kind™ bur also includes freight, in-transit insurance, swrage, assembly, special foundadons and
testing to ready the asset. These costs should all be part of the capitalized asset and absorbed
into the asset purchase price.

12.3 Register of Fixed Asset and Inventory

The fixed asset register must be maintained by every each donor in order to establish level of
control on the movement and disposal. The register must be updated on a monthly basis with

all fixed assets additions and disposal, This is extracted from the cashbook. Ir iz prepare by
HR/ Admin director in excel spreadsheet. Formar is included in the Annex.

12.4 Fixed Asset Stickers/Tagging System

Each capiralized asset such as Equipment, furninuce and project vehicle should be assigned an
idenrification o establish ownership and accountabilities. This is useful in identifving which
acquired by BSIDA. The fixed asset and invenrory stickers indicate the following:

a) NGO's name

b} Location

¢) Assels number

d) Furniture/Equipment or vehicle name

¢) Seral Number

f} Date purchased

) Donor

12.5 Physical Count of Fixed Assets

Physical count must be conducted periodically in order to determine the actual existence,
condinons/ damapges or loss. This shall be conducted ar quarterly basis and approved by
executive director, Surprise count shall be performed depending on the circumstances.
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Focal person from finance staff or adminisrrative staff will artend the physical count and they
must sign on the physical count list as evidence of counring,

The fixed asset and inventory register is printed out and the physical count is marked off
against the register list. Any missing, damage fixed asset or inventory shall be identified and
reported to the management.

Reconciliation is prepared and 2 record of the count is retained to be made available to the
auditors for checking,

12.6 Reconciliation

Reconciliaton shall be performed between the actual quantities counted and the quantities
shown in the Fixed Agssets and Inventory Repister. Any differences apsing from the
reconciliation shall be investgared and be repored to the hne of management.

Ledger Account must be perodically checked against the Fixed Assets Register at least in
CVETY SCMEster,

The person who has conducted the physical counr must sign on the physical count list as
evidence of counting. After the counting they must prepare Fixed Asset and Inventory
Physical Count Summary which should consist of the following information:

¥ Date of count
v" Fixed and Inventory Name
v" Fized Asset and inventory Code
v Location
v" Quantity
v" Direct user

v" Remarks for any unusual items or condinon of the asset
Any missing, damaged or obsolete assets shall be identified and must be reported to the
management immediately. Only with management approval, accounting records and the assel
register should be amended,

12.7 Inventory

Inventory iterns are defined as iems with a purchase cost berween $10 and 5200 and 32
lifetime of greater than one year. BSDA must maiarain a register of inventmry items.

12.8 Project Vehicle

Vehicle loghook must be used for all project vehicles. The logbook must be updared very
ravel. They must be used for project purposes and must be check and signed by aurhorized
petsomn.

The program should provide vehicle insurance for all vehicles used in the implementatdon of
the program. This insurance should cover the vehicles from being lost and damaged.
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12.9 Depreciation

At this srage the orpanizadon does not use Accrual Based Accounting so Depreciation is not

calculated.

12.10 Asset Disposals
Asset disposal may gencrally take 3 forms:

== Sale of Assers
= Garbage Disposal of Asser
= Donations/ Transfer of Assets,

Appendix 23 provides the format for any form of Asser Disposal

If the asset was purchased with donor funding, and is no longer to be used for the oripginal
purpose;/project intended, or to be sold or discarded of, donor repuladons and contracts
may stipulate pre-authorizaton in which case permission must be sought from that donor,
before any such disposal.

Sale of assets
Assets may be sold when they are no longer needed, but sdll have some residual value, to
allow recuperation of some of the cost price.

For the purposes of deciding on 4 minimum sales price for assets; the HR/Admin
Mangger must consider the depreciation of the asset as well as the fair market value (how
much 2 buyer would be willing to pay for the iwem in a fair market).

There should be no warranty offered on assets sold or donated, and the assers are sold on
an “as is, where 18" basis and the buyer 15 responsible for removing the asset at their own
risk.

If an asset is 10 be sold, at least 2 compentive bids should be obtuned, particularly where
B5DA staff are given poonty to make bids, Thas 15 to ensure a fair market prce % being
offered. When the asset 1z made available ro sale, the minimum asking price musr be
communicated. The asser should be sold to the highest bidder,

Income made from selling an asset should be fully documented, by way of the Income
Youcher and official recept.

All assct sales disposals must be pre-approved by Execunve Director, and comply wath
donor regulations if applicable.

Garbage disposal of assets

Where assets are broken, no longer needed, are obsolete, and have no residual value, they
may be discarded appropdately. All parbage asset disposals must be pre-approved by
Program Director, and comply with donor regulations if applicable.
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Donation/ Transfer of assets

Assets may be transferred from one location to another or from one pogram/project to
another. If the transfer is from one BSDA project to another the item must be added (o
the asset/inventory register of the project that receives it. This form needs 1o be signed by
recetver and transferor, as well a5 Executive Director for approval,

13.1 DSA for BSDA

To consistently charge to the project, BSDA must set out standard rate as follow personal

poliey (Artcle_11 Daily Subsistence Allowance)

Mote:

DSA rate covers for meal , transportation and accommodation, BSDA will nor require
accommodation or meal receipt/invoice for the attachment DSA is only for shareholders and

local authorities. Pleage see DSA’s guideline.

13.2 Incentive and Allowance

Ta consistently apply incentive and allowance rate as whole organizaton, BSDA must follow

thie rate in table below:

Cash Allowance for communication and Incentive”"

Rate per month {Uﬁﬂj_

&Drver/ Assistant/ PO/ Cledk/TT & Admin  /Procurement

Incenawve for C5V's incentive, OV, Intern and Volunteer. 20-100 USD

Phaone Card for DID/ED, Office Desk 25-50 USD

Phone Card for PLY,OD), Sentor Technical Advisor 20-40 USD ]
Phone Card for SHRMFM PM PC/ Staff Management 10-30 USD

Phone Card for  Field  staff/Cleanes /Security 5.20 USD

=* Note: Payment for phone cards are based on Donors as well as.

The Generally accepted accounting requirements for the hand-over of financial matters by the
designated officer to other desipnated officer due o foreseen prolonged absences, either on

anrmal ar sick leave, or due to termination of Empiu}menr, are:

e A written hand-over note listing the contents of the office safe, i.e., blank cheques

books and lose cheques....

e A book of cash in hand reconciliation, tpether with supporting document
justifying the expense paid by cash in hand and cash count sheer w these financial
policy and procedure sipned by both person acting as receiver and provider.
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SECIION 15 PAYROLL

15.1 Payroll

The payroll ie caleulated by Admin/HR unir using the staff contract and other information
such as nme sheet and then approved by Executve Director and structure level.

Original staff or consultant contracts ame forwarded to finance unit, copy retained at
admimistration umt

As far as possible confidentality of salary informadon must be maintained at all fimes,

Salaties are calculated on the 25th of the month payable to the end of the month, calculated
on & 22 dav per month basis,

15.2 Payroll Policy

= Responsibilites for supervision and time keeping, personnel, payroll processing
and disbursement should be assigned to prowvide segreganon of dutes.

= Proper records of attendance /time sheet, leave, overtime and performance must

be kept:

Salaries must be paid from the appropriate funding sources;

Salaries shall be paid through bank tmansfer to the individual bank account.

Detailed records of hours worked are maintained and approved, as appropriate,

Payroll charges, including fringe benefits, are reviewed before disbursement and

should be recorded accurately and prompaly.

» Written procedures are required for authorizaton, recording, and controlling
sick leave, vacations, holidays, overtime and compensatory time.

* Payroll records should be adequately safepuarded.

15.3 Payroll Procedures
15.3.1 Time Sheet

Dhaily time record must be a basis for the payroll compuration, under dme. absences, leave are
necessary information for payroll computation and is the responsibility of the Administration
Secdon.

15.3.2 Employment Contract

Employment contracts for staff and consulrants are the responsibality of the Administranon
Section which provides the finance unir wirh a complere orginal copy of cach employment
contract. These contracts are the basis for payment of services rendered for the Program.
Appointments, Salary increments and adjustments, Termination and Resipnation must be
formally decomented in writing. Finance Unit must be adwised for the payroll computatgon,
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15.3.3 Payroll List/Payroll Register

The Payroll List/Register shows the details of the employees” payroll computation, showing
gross salary (including basic salary plus bonus and other allowance) and net salaty (alter tax
and any other deductions), and salary allocations across donor projects for all staff. Payioll
List/Register must be ptepared by the authorized person who must preserve the
confidenuality.

In the preparanon employee details must be compared with the employment contracts.
Paytoll Register should be submitted ro FM for thorough verification and proper check,

Payroll Register shall be presented to the Executive Diarector for approval before payment is
made.

The Payroll soft copy file in compurer should be protected with password to prevent
unauthorized access.

15.3.4 Pay Slips

The Pay Ships should be given to each employee showing each pay petiod's basic pay,
overtime, allowances, taxes, NSSF other deductions and net pay if donor require . In this case,
BSDA will not be given to cach employee if Donors do not requires and With this, BSD.A
already detatl inn Bank transferving Slip as well as.

15.3.5 Payment Procedure

To minimize cash transactions, for safety and ease of preparation the Program shall use the
Bank Payroll Facility. The procedures are as follows:

1. BSDA will apply for bank payroll facility from the bank (formal negotation and
request).

2, Ifq::::pri}w::d applications forms for opening a bank account are dismbuted o the
emmplovees. The bank 1ssues 4 passbook for each employes and advises the name
and account number.

3. Time sheet/personal activity record is used for payroll calculanon.

4. Based on Time Sheet/PAR, Payroll list 15 prepared by filing all inform required

5. This payroll list is prepared and reviewed by finance unit end approved by EDD,

6. Salary pay slips are prepated for each individual staff member, that agree to the
payroll list

7. HE/Admin Unit prepares letter to bank to request bank fot transfer salary payment
to each gtaff’s payroll account.

8. This request must be sipned off by authorized person,

9. Salary payments are made to each staff

10. Each staff signs a copy of the pay slip to confirm the amount they have received if
donor required.
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15.3.6 TAX
BSDA pays rwo types of rax, submitted by the 15th day of the following month:
# Balary and fringe benefits
@ Applicable ro residents and non-residents
% Variable tax rate i applied 1o salary and a fixed 20 "% rate applied to fringe benefirs

= Withholding tax
= The withholding tax are royalties and interest from minerals, income received from
any fented properties, interest received from fixed term deposit account, and
interest received from non—fixed term savings account according ro the law of tax
of Kingdom of Cambodsa,

* BSDA may enter in to a sub-grant agreement with its chapter orgamizanon — BSIIA
Implemenang Partner (IP)

* Demnils of the agreement will include purpose of the agreement, the implementing
penod, amount and repaviment terms

» BSDA (IP) is responsible for preparing its own funding proposals and project budgers
but will submit 1o BSDA Kampong Cham for sanity check and approval

*  Sub-grant maybe provided on either an “advance basis’ or “full grant’ depending on
agreement

= BSDA IP will submit periodical finance and activity reports for monitonng purposes

SECTION 17 FINANCIAL REPORTS

17.1 Overview of Reporting

The approved Chatt of Accounts is eswmblished and mamnrained t provide fOnancial
statements accotding to Generally Accepted Accounning Practice.

17.2 Reporting Principle

Full Accountability for all donors.

Compliance with agreement and other rule regulaton.

Adeguate Disclosure of all material information

Fair and clear presentation of all material aspecrs of financial performance of status.
Clear presentation of accounting policies in presentation.

Fotmat response to donor and other stake holders,

L5 N = - B & & R

17.3 Reporting Timeframe
Finance Unit is committed 1o produce:

o Monthly financial report and management teport within 15 days of the end of the
month.

o Annual financial report and management report o Executive Director for check
approve within 35 days of the end of the Ascal year.

Page 43 of 57



o Report o donor and/stake holders within the deadline requested by donor and/stake
holders.

o Project Audired reports together with mansgement letter to be submitted to donor not
fater than 10 days afrer auditor issues final audir report

o Annual audited report together with manapgement letter to be submitred to donor and
relevant stakeholder not Iater than 15 days after auditor 1ssues final report.

17.4 Type of Report

The two types of report ate required to be produced by finance unit to support effective
monitoring of the Program’s financial position and progress and to support the sound
mianagement decision making, These are:

& Donor Report

o Internal Report

o Board Report

17.4.1 Donor Report

Financial reports are prepared and submitted to donors using the format required by
the donor, and o meet the deadline ser by each donor. The reports must be based on
actual costs, as shown in the accounting records and vouchers,

The reports are:
® Prepated by: Finance Unit
o Approved by: Executive/Deputy Director

17.4.2 Internal Report

Financial reports showing total organizational performance are prepared and presented
to the management team at on monthly basis. The reports show the perfommance
against budget of cach donor budpet, and a consclidated performance against the
annual organizatonal budget,

The reports are discussed with the management teamn to understand variances and ro
agree any follow up actions

17.4.3 Monthly Financial Report for BSDA

a3 Budpet Monitoring report (it is one tool for management to make decision and
take any action)

b) Receipt and Payment Statement

¢} Income statement

d) Balance Sheet

¢) Srarement of Cash flow forecasting

To ensure the accuracy of report, Finance Unit is required to prepare reconciliation of
balance sheet account as follow:

1) Bank reconciliadon
b) Reconciliation of Cash in hand
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€) Satement of Fund Reconciliation
17.4.4 Procedures to Prepare Internal Report

1. Finalized trial balance and close all books of accounts

2. From TB Finance Unit starts to prepare reconciliadon of balance sheer accounts
(using excel spreadshect).

Start to made adjustment if any during the reconciliaton.

Prepate income starement {frotn Accounung system)

After Income statemenrt fully completed, start to prepare balance sheet by each
donor (from System) and summary of balance sheet (Spreadsheer)

Prepare Budget Monitorng report (sec the procedure in section)

Prepare receipts and payments Statement (Spreadsheet)

After finishing statement of receipts and payments, start to prepate statement of
cash flow forecasting,

b

tn

B B

17.4.5 Board Report

Summary financial teport is prepared and presented to the Board at least 2 dmes pet
vear, The reports will give an overview of the performance against budget for each
donor project, and explain some of the main financial issues for BSDA.

18.1 Records Management

Itis the responsibility of the Program management team o ensure that there is proper record
management and security of information for Programs. The Program management is
responsible for ensuring that all personne] in the Program are aware of, and comply with the
responsible for ensuring thar all personnel in the Program are aware of, and comply with the
record management policies and procedures.

18.1.1 Program File

A Program File is required 1o be mamntained by the Program management in a safe and
sccure location. This is a permanent file and the Program/Deputy Director is
responsible program file.

18.2 Document Retention

All financial records will be subject to perodic internal audit, awdit from donor a3 well as
external independent audit. In this case, all accounting documents must be kept at least ten
years beyond the date of final completion of the grant, or longer where required by rule of
any donor project.
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18.3 Protecrion of Financial Records and Documenits

Original financial documents and records must not be disposed of prior to the period referred
to in section 6.5 above, Measures to safepuard and protect BSDA financial records include
the tollowing:
e When the offices are closed, cheque books, passbook, all payment, cash on cash and
office accounting forms must be safeguarded.
o Al supporting document must be kept under lock to ensure that no one rampers with
such official orginal supporting documents,
o The all files must be backed up into CDs, external hard disk or flash drive every weekly
and monthly and it must be place in the safe place
* A whole year backup must be done at the cose of the year and sent 10 head of finance
umt for storape.

18.4 Computer Financial Data
Cotrect filing of Finaneial Data is essential for easy rerrieval and for ataining transparency.
Fach Unit must maintain a proper <Directory (Folder)> in the computer so that the
information can be opened quickly for Internal or External Awdits or routine

inspection/query by authorized pemson.

A whole year backup must be done at the close of the year and sent to head of finance unit
tor storape.

The financial datz must be managed in a uniform Ale management system throughout
ofpanization.

"SECTION T

There are two types of audit that may he conducted — a donor audit and an organizational
audit.

19.1 Donor andit

In this case, the guditor is usvally selected and contracted by the donos. 1f BSDA 15 required
to engage the auditor, then donor procedures will be sericty followed.

The audit may cover organizationdl policies and procedures, internal controls, Anancial
transactions relating to the donot projece, as well as programme implementation and donor
compliance.

Staff in all departments should be informed in advance of the date and pumpose of the audi,
and should give full cooperation to the auditors,

Finance staff should prepare for the audit, and make sure that all relevant documents,
vouchers and supporting documents are complete, are available, and are filed in the correct
order.
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Where there ate any andir findings and recommmendanons, then the Senior Management team
should ensure that follow up actions are implemented.

19.2 Organizational audit

Where funding is available, BSDA may engage an audit firm o conduct an audit of the
complete organizanon.
The auditors would be expected to

» prepare annual financial starements, based on BSDMA financial information

¢ review internal controls and procedures, and test 2 sarnple set of transactions

& wntc 4 management letter to explain any weaknesses they have found and give
recommendations

The Semor Management Teamn would need ro:
s Write a manapement response to the audit recommendatons, and ensure that any
actions are implement.

The BSDA benefit cost was created 1o provide social insurance for BSDA staff in recognition
of the lack of publicly provided safety nets in Cambodia, The benefit cost is funded through
a 10% Surcharge (5% for medical and other costs and 5% for a severance fund) added to the
staff salary cost for each project. The 10% wall be calculated on the emplayee’s gross salary
that they teceive every month. Surcharpes added for administrative and support staffs are pro-
rated in line with the percentage salary allocation defined in the budget plan agreed for each
Tojecl.

g_h:ﬂ;ﬂngc cost Benefit fund is used to provide social msurance to BSDA employees in the
following simarions:

s Work injury, disability benefit or death in service benefit (processed through NSSE)

o Insurance and Legal fees
Sick pay
Matemnity pay
Severance or Redundancy pay

The Severance/Redundancy Fund, 5% of the TFnnge Cost, will be pliced in a
Severance/ Redundancy Fund Account When the employee has completed their employment
at BSDA, the Finance Officer will pay what is owed to the employee. This payment will be
equal to the amount that has been paid into this account on behalf of the employee since the
start of this process.

'SECTION 21 OVERHEAD COST ALLOCATION

21.1 General Policy

BSDA strives to self-fund a proporion of general running costs uthzing profits from their
social enterprise and cash donations eollected locally bur a funding pap still exists. To assist
with meeting the insdtutdonal and administrative overheads of running the BSDA
otganization a 13% overhead charge is added to project and program budget lines.
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On-going costs not directly associated with project implementadon inclade, but are not
exclugive to the following:
o Snaff development and teaining
s Retention of key project staff berween programs of work
Program and proposal development
Procurement Management and Administration costs
Costs assnciated with Board meetings, recruitment of board members and Executive
Directors
21.2 Specific Exclusions
® Budget lines for direct payments to beneficiaries, for example scholarships for sradents
and care parcels for HIV sufferers do not have the 13% allowance added.

221 General Policy on Cost Share Reporting

Cost Share Reporting refers to the process by which BSDA identifies and wvalidates the
allocaton of resources to supplement funds from another donor for a given project. Some
donots encourage cost share to leverage the resources thar can be allocated to 2 specific
project. Requiring a contribution to supplement a project’s budget 15 also seen a5 a way w
increase ownership and interest in a project by local implementers.

Cost Share Reporting is not required for all projects but may be required by certain donors,
particularly bilateral ones. Cost Share Reporong, therefore, need only bhe undertaken if it is
tequired in a project contract.

22,2 Specific Guidelines for Identifying Cost Share Contributions.

The following guidelines should he ohserved in wdentifving cost share contibutions tor
projects requiring a contribution from BSDA.

1. Cost Share Sources; Cost Share contributions do not need o be from BSDA’s own
internal resources alone and tmay include funding from other donors that are co-
funding or contributing in some way (sometimes indirectly) to the same project
Support from local government to a project (e.g., use of training rooms or buildings for
office space) ot partner organizatons may also be counted as a form of cost share

contribution.
2. One-time Uses of Cost Share: A contmbuton from a particular

source can only be allocated 10 one project at a tme. If a cost share conmibution from
a particular source is reported to a donot, the same contobution from that soutce may
not also be reported to a different donor,

3. Cost Share Contributions from Departments of the Same Donor or Govemment
Agency: In the case of government agencies, UN bodies, mulnlateral agencies or any
other latge donors, a cost share contribution from one deparmment cannot be used w©
fulfill a cost shate requirement from a different department of the same government.
For example, funding from the Us Department of Labor for a specific project may not
be used to sarisfy a cosr share requirement from the US Agency for Internanonal
Development (USAID) because both agencies denve their funds from the same
senarce, Le., the US Government.

4. Forms of Cost Share: Cost Share may ke the form of cash and/or in-kind resources
such as personnel, volunteered time, exsting vehicles and equipment allocated to a
project, food (e school breakfast program), physical facilives, and other forms.
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A Mnnf:tizi;]g In-kind Cost Share; In-kind rescurces rthat are used for cost sghare

contribution must be monetized using a process that ensures the fair marker value of
the resource.

6. Location of the Allpcated Resource; The resource identified as cost share must be
allocared to the same geographical targer ares thar the recipicnt project is working in.
For example, if a School Breakfast Program i being implemented in a location outside
of a recipient project’s targer area, those resources cannot be included in the cost share
contmbution

22.3 Reporting Guidelines for Cost Share

1. Frequency of Cost Share Reporting:
® Cost Share Reporting should be reported as per the donor’s requirements but at
least once a ycar and prefembly quarterly.
2. re O .
® Cost share contributions must be repored in a monetized form,

Recording cost share contibutions should use the same budper format that was
submitted and approved by the denor

e (Cost Share reporing summarizes the towl cost share contribution promised for
each budget line and a quarterly statement of the monetary amounnr for that hne, as
well as the source of the conrribution,

e The Cost Share Report should specify the penod for which the cost share
contdbution is being reponted.

e (Cpst Share contrbutions need not occur for each line promised in the budget
However, the total amount of reported cost share should equal or exceed the
amount promised. A shorfall in reported cost share contdbution may require a
written explanation to the donor.

e ‘The report should be reviewed/signed by the Finance Manager and approved by
the Executive Director or Vice Director.

3. ¥Validating Cost Share Contribution
Cost Share Report claims in an official report need to be validated. A standardized
Cost Share Receipt has been developed to help projects to validate reported cost
share contnbutions. This form is provided in Annex 3 (see Form 3A). The receipi
form indicares the following information:

Project name

Contract number of the project indicated above

Cost share perdod claimed

Source of funds

Contract derails [if any) of agents providing cost Share

Supporting decumentation provided

Total cost share provided

Agent prm'idhg support (if applicable}

Short description of support provided

MO0 R M e R e

One reeript needs o be completed for each cost share Line item stared in the spreadsheet
report form. The budget line to which the receiprt refers should be indicated in the upper right
hand eorner of the receipt. Fach receipt needs to be reviewed /signed by the Finance Director
and approved by the Fxecutive Director or Vice Director.,
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1. RATIONALE
T ensure the most effective vse of BEDA resources in the process of acquiring poods
and services.

2. SCOPE
These puidelines are applicable foz all procurement of goods, services and construction
works for all programmed of Buddhism for Social Development Action.

3. GENERAL PROVISIONS

A BSDA makes every effort to purchase quabty gnods and services at competitive prices.
Purchases should be made only with responsible vendors who can perforn successfully.
Vendor integrity, past performance, financial and rechnical resources and access to other
necessary resources should all be considered in selecting vendors,

b. All procurement is carried out in 4 transparent manner. This means, at a minimum,
solicdtaton documents include sufficient informadon for respensible bidders to sespond, all
responsible sources are given the opportanity to bid, exceptions to full and competitive
bidding ate reasomable and well justified and that each procurement is completely and
accurately documented.

& There is no frand or collusion in the procutement process. Employees do not accept
pifts, commissions or bribes from vendoss,

d. Mo emplovee, officer or agent of BSDA will participate in the solicitation, selecton,
award or administration of a contract or other purchase if a real or apparent conflict of
interest is involved. A conflict of interest exists if the employee, officer or agent or any
member of his or her immediate family, or an organization which employs or 1s about to
employ any of them, has a financial or other interest in the firm selected.

&, Emplovees, officers and agents may not solicit or accept gfts, commizssions ot any item
or service of monetary value over 10 USD from vendots or contractors, 1f a vendor offers a
commission as standard or any special incentive to purchase poods or services, that
commission is to be treated as & credit to BSDA. Violaton of these standards of conduct is
grounds for disciplinary action, including termination of employment,

f. All purchases of poods by BSDA will follow any provisions, prohibitions ot restrictions
as described in Donor policies.

4. APPLICABILITY
These policies and procedures apply to all solicitations and contracts to purchase poods or
services from a supplier, distributor, vendor, consultant, contractar, lessor, subcontractor or
other person or organization valued over 501 UUSD that will become or generate inventories
or assets of BSDA.
[ncluding, but not exclusive to:

= {Computer equipment

*  (Construction materals
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*  Contract laborers

*  Program implantaion equipment
«  Motor vehicles

= Office furniwire and cquipment

*  Rental space

*  Tramming and educational services
=  Financial Audit Services

The policy does not apply to hiring, grants, or other awards of financial assistance (o persons
Of OrganiZations.

5.  RESPONSIBILITIES IN PROCUREMENT
v Owerall monitoring of procurement is the responsibility of the Human Resource and
Admimstration Director.
* It 15 the responsibility of BSDA staff to decide what they need and request support
from Human Resources and Administraton Department in contacting vendors and suppliers
for quotations.
" All staff involved in procurement are individually and jointly responsible to ensure the
integrity of the solicitation process; to ensute there is no collusion or corruption in awarding
business, declaze any conflict of interest; and to select vendors who offer the best price for an
appropriate level of quality.
4.1 BSDA Management Team Procurement Responsibilities
. The BSDA Management Team will hold procurement meetings to oversee supplier
selection and purchase for all items or groups of items estamated o cost more than 501 USD.
- The BSDA’s Senior Management Team who 1s a4 procurement committee must attend
all procurement meetings. Three member of senior management team s available for
procurement committee meeting withour appointment letter. At each meetng the Project
Coordinator or other Requestor and the individual who prepared the quotation summary
documents must also attend. This group will form the procurement committee for cach
purchase.
Procurement comrnittee meeting without seniot manapement {cam procuiement commitfec
has to need the appointment letter by Execurive Director of BSDA.

Supplier select by procurement committee will be ordered for next 6 months if BSDA
need equipment or material more without procurement procedure again,

6. PROCUREMENT APPROVAL

. The BSDA Mansgement Team plus Project coordinator/requestor and person
responsible for prepating the quotations will act as the procurement commirtee and review
the suppliers to decide which offers the best combinanon of price and quality.

o All members need 1o be come to a unanimous agreement on which supplier to choose.
When thege 15 disagreement, more information will be collected ot a re-quote requested, until
all members of the procurement team agree on the supplier of choice.

- The following positions are authorized to approve expenditures for ther assigned
project or ume
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Position Defined Limit for Approval
Project Coordinators /Project MangersiHR | Up to and including $600
Program /Operation Directors 1 Up to and including $5.000 |
Executive Director Lp to and including $20.00)
Board Director (additional approval) | More than 520,001 N
Procurement Committee Oversees all procurement processes for purchases
in excess of $501,
7. TYPES OF PROCUREMENT

There are four types of procurement used n BSDA:

= (ash & Receipt

» Single Cuotation

» Simple quotations

= Open Tender
Cash & Receipt 50-200 —
Single Ouomton | §201-500
Siumple quotatons [Min. 3) | $301-10,000

| Open Tender S10,001+

Quotestender processes

-Mo gquotations (global procedure threshold <200 175D)

For low value items that can be bought with perty cash eg. batteties, light bulbs ete, it is not
necessary o use a Procurement Request or Purchase Order; petty cash can be requested from
the Finance department, using a Petty Cash Voucher, The goods can then be bought from the
supplier, and subsequently the receipt and any remaining funds returned to the Finance
Deparmment at which point the Petty Cash Voucher is updated and signed off.

-Single Quotation (global procedure threshold 201 - 500 LISEY)

From itz Supplier Database or kﬂﬂwlcdgc of the market, the Procurement team can
find suitable supplicrs to request 4 quotaton from. A quote is required back from ar
least one supplier,

Quotes can be taken from a company catalogue, e-mailed from a company e-mail
addzess, written on paper with the supplier’s letterhead, or marked with the supplier’s
official stamp.

-Simple quotatons (global procedure threshald 501 — 10,000 LISD)

Again the Supplier Darabase can be used to find suppliers w bid; it is suggested 10 send
a Request tor Quotation form to several suppliers, as quotations from at least 3
separate suppliers must be received back,
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* (Juotes can be taken from a2 company camlogue, e-mailed from & company e-mail
address, written on paper with the suppher’s letterhead, or marked with the supplier’s
ufficial stamp.

= Sufficient ime should be allowed for suppliers 10 complete the process.

-Open Tender (global procedure threshold 10,001+ USD}
A good tender process can take up to three months to mun, therefore it should be well
planned and managed. Fach tender should alse be designed to specifically mect the
requirernents of the supply in question.

8. PROCUREMENT PROCESS FLOW

B3DaA Swff, K ar T Dperstion Unit makes Cperation Unit
PO submits Pa | of wglznﬁgtﬁ HHT:"T"”[“’Wﬂ an aTganizes a
the complessd ™ suppliers W completes part 2 of the p| Procurement
Procurement form to Frocurement Form, weeting
Ciperation Linit
F

-
Procurement
Manzgement Team Na Oyperathon Unic
Commitiee mests ard el o pathers extra
remches Lnanimoes information or re-
decizion, oF raquests fuaties,
for mere information.

¥

t‘iﬁg::"“ﬁ = Requesmr {or Operation) Finance appraves {he Orperacion Unit ar
; formally submits Advarce Request Advanes Reguest and Reguestar buys
sign-off appraval of » Form fo Firance with —®| writes chegue or #| o or senvices.
the supplicr attiched procurement Withdrawal _
appraval.

Requesting irems berween $501 and 310,000

Step 1: When 2 staff member needs an item or 4 group of items that in total are estimared o
cost 501 USD or mote, s/he fills out part 1 of the Procurement Form gives it to Operation
Department and artaches any extra information for Operadon Unit if required (for example
technical specifications or specific donor quotation fonms)

Step 2: Operation unit obtins ar least three formal written quotes, if possible, and
summarzes the information on part 2 of the Procurement Form, attaching extra information
if required, If there are only one or two vendors for a particular item, this should be clearly
stated on the Summary Evaluaton, The fact that there are not three avadlable vendors does
not mean that the Summary Evaluation does not need to be completed.

Step 3: Operation Umit distributes the Procurement Form and supporting information 1w the
Procurement Managementr Commitee. It all parties agree and there is no discussion or
questions approval can be given on e-mail. TF approwal is given on e-mail Operation Unit
must collect signatures from all the approvers before the purchase is made. T there is a
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complex requirement with different offers from Operation Unit muse call a meeting of the
Procurement Management Comumittee,

Step 4: The Procurement Management Committee discusses the supplier options unul all
agree on the supplicr. If morc informadon or a re-quote 15 required the meenng is closed and
Operation Unit are respongible for getting the new information.

Step 5 When the Procurement Management Commirtee make a final decision parr 3 of the
Procurement Form is updared, recording the supplier, pnce and date of decision. In cases
where the committee decides not 10 choose the lowest price, nomally for quality reasons, an
explanation should be given in the decision box on the Procurement Form. All members of
the Procurement Management Committee plus the requestor and any other interested party
must sign 2 copies of the completed Procurement Form in the approval section n part 3.
Srep 6: Operation Unit files 1 copy of the completed Procurement Form, and gives the other
copy to the person who will make the purchase.

Step 70 The person who will make the purchase (the requestor or Operation Unit) subimits the
Advanced Request Form 1o the Finance Department with the copy of the Procurement Form
attached. The completed Procurement Form must be attached to the Advance Request
Form. Finance may not approve the Advance Request Form if the Procurement Form 1s not
correctly and fully completed.

Step 8: Finance approves the Advance Request Form and the staff member makes the
purchase for BSDA.

Regquesung iems over 510,000

The process is the same as above, except that an Officer of the Board (Chair, Deputy Chair or
Treasurer) also must be included in the Procurement Management Committee in steps 3, 4
and 5 and give approval,

. CONTENTS OF QUOTES

The guote 15 a binding statement of what the vendor will prowvide, including price and
specificarions. The formal quote can also include informannn abour warmanty, servicing,
delivery or other considerations. The quotes should be for the exact same artcle or brand. Tf
there are several similar products under consideraton for purchase, then there need w be
three price quotes for each model, Delivery costs ate to be ncluded in the toral price for
IJ'LI.!.'F!'DEEI'."'S L‘lf cost CUIHPE.‘L']..‘."U:I].

To be valid in an audit, 2 formal quotation must always be addressed specifically o BSDA
and must include the following information:

. Mame and address of vendor

. MName of contact person

* sipnature of the vendor's representative
. Date of issue

. Length of dme for which the bid is valid
. Official company stamp

A standard prir:e list o cam]r:rguﬁ can serve az a formal hid nn]}' if it inclodes the informaton
listed above. If rhe quote is received via e-mail it does not need to be signed or stamped but
must meet all of the other requirements.

10. DOCUMENTATION

4 All procurement activides must be fully and accurarely documented. The Senior
HR/Admin Manager must document any abnormalides or changes from the policy or
procedure in a purchase with a comment on the Procurement Form that iz signed by the
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Executive Director or his/her acting representative. Full supporting documentation must be
attached that will answer any question that an auditor or external examinier may have, without
them needing to ask the Administrative or Finance sraff,

b. In the cvent that a form is void, it must be clearly marked "VOID" in bold letters
actoss the middle of the form. All voided documents must be kept on file.

o) Docomentation to be maintained on file for a minimum of five years includes:

o Original Procurement Forms

. Copy of requests for bids if published

. Original bids/quotations and Summary Evaluation (if more than 10,000 LISD)
. Copy of the Advance Request Forms

¥ Copy of the Purchase Order Forms

. Orriginal receipt and/ or invoice
. Copy of work compledon report (if contmacted services or constructon or majpor
repairs)

. Original packing/shipping recelpt if goods have been delivered from abroad.
The Seninr HR/ Admin Manager will keep the original warranties and service agreements on
file 1 the Administraove Department

d. Procurement Form and Purchase Order Formars
Annexes

1. Procurement Request Form

2. Purchase Order

DEFINITIONS

Advance Request: A form completed by BSIDA sraff to request cash or checks to puschase all
goods or services, once budgetary approval has been given,

Asser: Any possession or claim on others which is of value to BSDA.

Asset register; A list of all fixed assets of BSDA piving derals of wvalue, sedal numnber,
loeation, purchase date etc.

Audir: The annual check on the accounts by an independent person (the auditor).

Contract: This is the process of approval over transactions, normally the decision to purchase
or commit to expenditure. Authorization by a budget holder is a way of confirming that
spending is in line with budget and is appropriate.

Bank reconciliation: The process of agreeing the entries and balance in the bank book to the
barnk statement entries and balance at a partcular dare. Acts as a check on the completeness
and accuracy of the bank book eatries.

Budger: An amount of money that BSDA plans 1o raise and spend for a ser purpose over a
given pedod of tme.

Chart of accounts: A list of all the sccount codes and cost center codes thar are used in
B5DA's accounting system.

Contract: A written agreement, generally enforceable by law, which describes the poods or
services to he pmvided, mnder what conditions, and at what prtce_ Conrracts are required for
all labor or services valued at more than 300 USD and for commodines valued at 500 USD
that are not received through a straight transaction in which the goods are recerved and paid
for in full at one time. For instance, 4 contract would be issued when a supplier requires an
advance payment and/or when the goods and services are delivered incrementally over a
period of time. Contracts are also required for rental property and equipment.
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Cost Centre: A system used in accounting 1o distinguish berween different activides or
projects to define where costs are incurred or income ‘earned’. Cost Centre are closely linked
to the idea of budget holders,
Current assets; Cash and other shore-term assers in the process of being turned into cash, e.g.
debmors. They can, in theory, be murned into cash in one vear,
Current liabilifies: Shor-rerm sources of ‘*finance’ (eg from suppliers, bank overdraft)
awaltng pavment in the next 12 months.
Diirect cost: A cost that can be specifically allocated to an activity, department or project.
Exception report: A short narrative report thar highbphrs sipnificant variances and/or areas
for concern to accompany the management accounts,

Fixed Assets: Items (such as equipment, vehicles, and buildings) that are owned by BSDA
which rerain a sigrificant part of their monetary value for more than one vear. Also known as
tangible assets.

Impress: A wpe of cash float, set at an agreed level, which is replenished by the exact amount
spent since 1t was last reimbursed, to bring it back to 1ts original level,

Indirect costt A cost which cannor be specifically allocated to an activity, department or
project but which is more general in namure. Also referred to as overhead.

Involce: A dated request for payvment, mcluding details of purchases, from the supplier o the
huver.
Journal entry: An entry in the accounts which covers a non-monetary transaction, eg. for
recording a donaton 1n kind or an adjustment for correcting a posting error.

Liabilines: Amounts owed by the organization to orhers, including grants received in advance,
Inans, aceruals and oustanding invoices.

Procutement Acquisition, purchasing.

Procurement Formy A form issued by BSDA to record all information about the bid or
quotation process and seleet a vendor or conwactor, The Procurement Borm is the formal
authomzation by the Procurement Management Commitree to buy from a pardcular vendor,
within specified parameters. Procurement Forms ave required for all purchases over 501 USD.
The form must be completed and approved before making expenditures for poods or
SEIVICES.

Cuotation or Bid: This is a suppliet’s statement of the current price s/he is charging or the
amount s,/ he would be willing to charge for 4 particular item or service, The tenms are often
used interchangeably, although the term bid is more generally used when o supplier would be
providing complex services such as construction, or more expensive goods that would requite
warranties. The bid would describe exact specificadons of the goods and/or services to be
provided, standards of work, setvice puaraniees or product warrantics, and 2 tmeframe for
producr delivery ot project completion. In contrast, a quotation may be a simple price lst of
specific products, verified by the supplier and indicating the petiod for which the prices
would be honored.

Receipt Written evidence that a supplier for has received payment specified irems.
Reconcilianon: Checking mechamsm that venfies the integnty of different parts of an
accounting syetemn, especially balancing the bank book to the bank statement.
Restricred funds: Income funds which have conditons arrached as o how they are 10 be used
and wsually with a requirement to report back to the donor.
Specifications: The detailed and precise description of the item requested,
Unrestricted funds: Funds held for the general purpose of the organization for spending
within the stated objectoves.
Variance: The difference between the budget and the acoual amount of income and
expenditure.
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Wartanty: A writien guarantee from the supplier to the purchascr, specifying that repairs will
be made or defective patts replaced free of charge for a stated period of dme, ofren under
certain conditions,

All official documents keep at least 10 years,

All provisions contrary 1o this palicy shall be abrogated.

SECTION 24 FORMS

Annex# | Deseription ' Section in Manual

Budgeting and Budgetary Control _

1 | “Annual Budget 5.2 Organizational Annual Budgel

2 Budgatar.g-f“é;:mtml - 5.3 Monthly Budgetary Control

Vouchers

3 Payment Voucher 6.2 Documentation of Transactions

4 Receipt "."-:-um.s;“ 6.2 Documentation of Transactions |
5 Journal Entry Voucher 6.2 Documentstion of Transactions
Supporting Documents and Chart of Accounts

& Chart of Account §.3. Chart of Accounts

= Minimum Requirement of Supporting 64 Supporting Diocumtita

Documenls J

Cash and Bank

8 Cashbook 9.2 Cashboak

9 Bank Reconciliation Form 8.3 Bank Statement

10 Book af_l:asn on hand | 9.4 Book of Gash on hand

11 Formm of Gash on hand reconciliation | 9.4 Book of Cash on hand
E - Form of Cash on hand replenishment 9.4 Book of Cash on hand

13 Cash Count Sheet | 9.4 Book of Cash on hand

Advance and Expense

13 Advence request and settlement form 11.1 Advance policy

14 Travel Clgin: 11.2 Advance F-.‘rnc.gu:lure

15 Advance Book/Registar | 11.3 Advance Book Register

Inventory and Asset Management

16 Fixed Asset Register - | 12.1 Register of Fixed Asset

17 Inventory Register 12.4 Inventory _

Salary

18 Timesheat or weekly report or work plan | 15.1 Procedure to prepare staff's salary
19 Payroll List o 15.1 Procedure to prepare staff's salary
20 Pay Slip (Regarding to Denar need) | 15.1 Procedure to prepare staff's salary
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