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INTRODUCTION  

 ABOUT DJMV 

Divya Jyoti Mahila Vikash (DJMV) is a non profit organization working towards women 

empowerment, education and livelihood promotion. DJMV aspires to improve the living 

conditions of the poor and marginalized by adopting strategies through community initiative, 

participation and sensitization. Founded in 2000, the organisation has worked among 

backward communities in the interior unreached pockets of coastal Odisha, identified as one 

of the most under developed states in India. Women self help groups have been taken as the 

base for all interventions and livelihood activities enabling them to contribute towards 

mainstream development process. 

LEGAL STATUS :  

-  DJMV is registered under Societies Registration Act XXI of 1860 vide number GJM No: 

6260-21 of 2001-2002 on 9.05.2001.  

-  DJMV is registered under Foreign Contribution Regulation Act FCRA 1976 vide 

Registration Number 104910154 / 2009 dated 21/07/2009.  

- Registered under section 12AA(2) of Income Tax Act 1961 vide registration number 

17/2009-10 dated : 16.06.2009 and permanent account number AAAAD5702F  

VISION:We at DJMV envision a society where women have the guaranteed opportunities of 

development that enables them exercise their right to education, health, livelihood and social security. 

  

MISSION:DJMV is dedicated for uplifting the status of women especially those from the marginalized 

section of the society through various development initiatives. 

 

OBJECTIVES: 

• To promote community based organizations at grassroots level for sustainable development in rural 

and coastal areas.  

• To provide livelihood promotion and social inclusion services to the poor and low income clients in 

rural and semi urban areas with innovative solutions.  

• To promote value based education among children, women and youth for holistic development.  

• To provide capacity building to various stakeholders and undertake evidence based research on 

various development themes.  

•  To work on various issues like HIV/AIDS prevention, Environment and Climate change.   

• To network with Government, NGOs, and CBOs for advocacy and policy level changes.  
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Section 1 

POLICIES AND SYSTEMS  

Introduction  

 

Finance defined as “art & science of managing money”. Financial Management is the 
part of management considered in deciding the volume of funds required, obtaining the 

funds and using the funds efficiently to achieve the objectives. Financial management 

entails planning, organising, controlling and monitoring the financial resources of an 

organisation to achieve objectives.  

 

Financial Management is the lifeblood of DJMV organisation. Everyone working in 

DJMV achieve the organisational objectives has playing a key role in ensuring effective 

and proper use of financial resources for well being of poor. The transparency and 

good practice in financial management helps organisation to make effective and efficient 

use of resources to achieve objectives and fulfil commitments to stakeholders and 

prepare themselves for long-term financial sustainability. 

 

                                                                                                              

1.1 Purpose of the manual 

 

Receiving funds and accounting for it is a key and critical function to be undertaken by 

any organization. The organization can have its own sources, its own corpus funds and 

receives funds from various sources earmarked for specified type of work such as 

welfare of the children, vocational training, relief & rehabilitation and construction. 

There are resources raised locally. 

 

The accounting for money received and reflecting the same in the designated accounts 

is one element addressed by this manual. The resources received are expended for 

different purposes and the same needs to be verified for appropriateness and captured 

suitably after verification of the same having been duly authorized and budgeted for. 

 

The purpose of this manual is to describe the systems for maintenance of accounts and 

the processes to be followed for different types of financial transactions that take place 

within the organization. 

 
This manual is meant to be   a   guide   to help organization set and maintain high 

standards of accountability.  This will result in an enhancement of their credibility and 

allow the work to be more fruitful and effective. 

 

1.2 Intended Users of the Manual 

 

DJMV receive funding from various sources for implementation of the program at the 

Unit levels and the projects/Training centres are implemented through selected areas. 

In order to accurately record the funds received, post them into the different account 
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heads is one of the main tasks. The funds are allocated to different donor for carrying 

out works and we have to draw money under different heads according to an 

approved budget and account for the same. The accounting personnel at different 

levels of the organization and the accounting persons in the units are the main 

intended users.   

 

The users are management personnel of the organization, the finance and accounting 

personnel within the organization and the external and internal auditors of the 

organization. 

 

1.3 Document Explanatory map 

 

This document has been developed to facilitate the DJMV to handle the finance and 

accounts function for the internal management and different programs being 

implemented by DJMV. The guidelines provided are generic and need to be 
appropriately used for specific projects. 

 

 

1.4 OBJECTIVES 

The objectives of this manual are: 

 

• To serve as a guide for financial management 

• To document the accounting and reporting system 

• To DJMV assist the Finance Department with the financial Policies and 

procedures 

• To help to Board to take financial decisions for smooth sail of DJMV projects 

 

This manual is only meant to serve as a guideline and provide the purpose and 
principles but needs to be modified to suit the situation and the specific context. 

 

1.5 SCOPE AND ORGANISATION 

- This manual outlines the steps in the cycle from receipts of funds to 

utilizing them for the intended purpose and accounting for the same. 

- It serves as a guideline for recording all financial transactions. 

- It describes the process to be adopted for approvals and generating the 

basic accounting documents. 

- The process of compilation of the different accounting statements 

- The process required for budgeting and the heads under which budgets 

need to be prepared. 
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Section 2 

 
ACCOUNTING POLIC 

2.1 Financial Policy 

 Introduction 

a. Financial policy is a tool as well as a measure for the standards of 

 accountability of DJMV. 

b.. Good financial policy enables the fulfilment of the vision of DJMV. The 

nobler the vision the higher the standards of accountability should be.  

Transparency and high standards of accountability can be infused in DJMV 

only if there is a sound financial policy. 

c. The financial policy of DJMV is its guiding light and if it is to be 

implementing and correctly translated into reality, proper systems and 

procedures have to be evolved and practised.  This is the very core of a 

financial system. 

d. DJMV should have a healthy economic policy and for that purpose there 
should exist a good set of financial policies. 

 

Arising out of the policy that DJMV NGO will follow a Mercantile System of 

Accounting 

 

2.2 Areas Covered by the policy 

A Professional set of financial policies must ensure the following:- 

a. A creative, honest and sound management of resources entrusted to 

DJMV. 

b. Optimum utilisation of the above resources for the objectives of DJMV. 

c. Creative investments of the funds of DJMV. 

d. High accountability standards. 

e. A professional systems of reporting, monitoring and evaluation. 

 

Training of Finance Staff 

The finance staff should not only have education and experience but also be provided 

with refresher and orientation courses and workshops on a continuing basis since 

there is a need for constant training and continuing education in finances. 

This measure will improve the quality of the accounting standards and therefore will 

promote better financial management in DJMV. 

 

 



P a g e  | 7                                                                                                                      DJMV Finance Manual  

External Review 

There should be an external expert familiar with the finances of DJMV who will review 

the finances and financial policies and systems of DJMV to see whether they are 

adequately adhered to.  The expert should alert DJMV in regard to any lapses, 

delinquencies and deficiencies in standards and policies. 

Procedures and Systems 

Procedures and systems are like the nuts and bolts of machinery which ensure its 

smooth running.  A good system will make sure there is a clear and automatic 

functioning of DJMV preventing domination or manipulation by any one person or 

group of persons for their own personal benefits. 

 The following are some of the common and generally accepted systems and 

procedures for DJMV:- 

 a. Internal Control 

 b. Professional Accounting Systems 

 c. Reporting and Monitoring Systems 

 d. Handing Over System. 

Internal Controls 

Internal controls are like checks and balances which help to keep the system in is place 

to avoid frauds and misappropriation or deviations from accepted policies and 

procedures. Periodic review of internal controls is required to maintain the vitality of 

the system 

The following internal controls are recommended  

A. Cash Transaction 

i. Segregation of cash payments into petty cash and larger payments 

 Both for accounting and control purposes it is wise to segregate payments into 

petty cash payments and larger payments.  In the imprest system there is an inbuilt 

limit but even otherwise it is advisable to fix limits for petty cash payments. DJMV 

has fixed a amount for Rs. 50,000/- (Rupees Fifty Thousand only) 

 While petty cash can be entrusted to one person, large payments should go through 

the Chief Executive Officer. 

ii. Cheque payments versus cash payments 

 As far as possible make all payments for expenses will be made through cheque 

except for petty cash transactions.  In any case it is advisable to make all payments 

exceeding Rs. 5,000/- by crossed 'A/c payee' cheque or demand draft. 

 

 

 



P a g e  | 8                                                                                                                      DJMV Finance Manual  

iii. Physical verification of cash 

Management should have an inbuilt system for higher authority to verify the Actual 

cash on hand with the balance shown in the book at least once in a month and also 

on surprise visits, but definitely at the end of the financial year.  

 iv.   Cash Receipts. 

The management should ensure that the cash received by the organisation is promptly 

deposited in the bank next day. It should be acknowledged through renumbered 

receipts which are properly  recorded in the cash book. 

B. Bank Transactions 

a. to have a few bank accounts as possible except where separate bank 

accounts are required by funding agencies or by law e.g. Foreign 

Contribution (Regulation) Act. 

b. There should be good system of preparation of Bank Reconciliation 

Statements and of monitoring the same (Refer Chapter 3.25) 

c. Issuing bearer cheques and post dated cheques should be avoided as far 
as possible. 

d. Cheques for payment should be issued only when there is an adequate 

balance in the account since dishonouring of a cheque will attract criminal 

liability. 

e. All cancelled cheques should be preserved for identification and control 

purposes. 

f. The cheque book should always be in the safe custody of a designated 

authority who is accountable. 

g. Cheques and drafts received by DJMV must be acknowledged through 

pre-numbered receipts which are promptly deposited and properly 

recorded and the various functions of receiving, processing and recording 

should be clearly segregated. 

C. Fixed Asset and Inventory Control 

 While an inventory, (normally known as a Stock Register), records assets which 

are generally consumable or saleable, a Fixed Assets Register records more 

permanent assets which provide long term benefits to DJMV.  Hence both are 

valuable since they represent a substantial portion of the net worth of DJMV.  

Both types of assets have therefore to be controlled and managed efficiently and 

also used effectively. 

D. Investment Control 

 Other than fixed assets and stock, investments represent a substantial net 

worth of DJMV.  These investments also often provide the income for meeting 

the operative and sometimes capital expenses of DJMV.  Hence it is vital, and 

therefore investments must be managed and controlled efficiently and 

effectively. 
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E. Loans 

 It is a practice in DJMV to provide loans to staff.  If no control is exercised or a 

policy framed, it will become a critical problem. 

 The following are some measures to exercise control on loans  :- 

a. Frame a good policy for granting loans. 

b. Establish an effective procedure and a system for granting and recovering loans. 

c. Fix limits and do not exceed the same. 

d. Do not give a fresh loan until the earlier loan is cleared. 

e. Establish a practice of obtaining confirmation of outstanding balance at least at 

the end of each financial year. 

f. Write out a repayment and deduction schedule from the salary towards the 

principal and interest. 

g. Fix the rate of interest on loans. 

h   Loans and advances of Rs.20000.00 and more on the aggregate shall                  be 

paid on Ac payee cheque or draft only. 

 

F. Level of Approval  

The level of approval of DJMV mentioned below 

Size of Amount  
Approval Authority 

Rs. 0- Rs. 10,000 Project Manager 

 

Rs. 10001- Rs. 50,000 Head of the department / Project Director 

Rs. 50,001 – Rs, 1,00,000 Executive Director  

 

More than Rs. 1,00,000 Board of Governance / Council  
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Section 3 

 

ACCOUNTING AND RECORD KEEPING 

 

3.1 MAINTENANCE OF BOOKS OF ACCOUNTS 

  

 Introduction 

 

Accounting is a basic management tool which is used properly will enable the 

Governing Body to determine the correct financial status of DJMV.  Further it 

points out weaknesses and indicates areas on improvement.  Books of accounts 

must be maintained on a daily basis, with the financial records. 

 

3. 1.1 Types of Accounting:- 

 

There are different types of accounting.  Two important types are:- 

 

i. Cash system 

ii. Mercantile system 

 

Cash System  

 

In the Cash system of accounting, entries are made only when the cash is 

received or paid and no entry is made when the receipts or payment is due. 

 

Mercantile System (System followed by DJMV) 
 

Under the Mercantile System (Accrual System), an entry is recorded on the 

basis of the amounts having become due for payment or receipt, whether or not 

payment is made or amounts received. 

 

 

3.1.2. Accounting for DJMV:- 

 

Following books of accounts are generally accepted and found to be practical:- 

 

• Petty Cash Book (or imprest)  

• Main Cash Book with cash and bank columns (normally referred to as 

Double Column Cash Book) 

• General Ledger (normally referred to as Ledger) 

• Project/Unit Ledger 

• Donor Ledger 

• Journal Register (normally referred to as Journal)] 

• Investment Register 

• Fixed Assets Register 
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• Loans and Advance  Registers 

• Cheque Register 

• FC Register  

• Stationary Register 

• Activity Register including Community Contribution  

• Salary Register 

• Income Tax Register  

• Bill Register 

• Minor Asset Register  

 
 

DJMV shall maintain exclusively three different sets of Books of Accounts as 

follows:- 

 

One set of Books of Accounts for Receipt and Utilisation of Foreign 

Contribution as required under the Foreign Contribution (Regulation) Act 1976. 

 

Second set of Books of Accounts for local funds collected and spent by DJMV. 

 

Third set of Books of Accounts for Government Grants collected and spent by 

DJMV.  This set of books are to be kept for easy accounting, monitoring and 
reporting to Government time to time. 

 

3.1.3.  Steps for maintaining Cash Book 

 

The following steps will have to be followed in maintaining a Cash Book- 

         

   1.The closing balances of cash on hand and cash at bank shall be       brought 

forward from the last years balance sheet and shown as        opening balances in 

the cash and bank columns of the cash book. 

 

2. The debit side (left hand side) of the Cash Book is for recording receipts 

either in cash or in the form of cheques / drafts etc.  Cash receipts 

should be recorded in the cash column of the receipt side and money 

received in the form of cheques / drafts should be recorded in the bank 

column. 

 

3. The credit side (right hand side) of the Cash Book is for recording 

payments either in cash or in the form of cheques / draft.  Cash payments 

should be recorded in the cash column on the basis of vouchers except 

for those made through petty cash. 

 

4. The Cash Book should be written in the chronological order of payments 

and receipts should be recorded on their respective sides. 
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5. A narration (i.e. brief explanation) should be given below each 

transaction. 

 

6. The Cash Book must be balance daily and the balance of cash on hand 

with the book balance must be tallied daily. 

 

7. A Bank Reconciliation Statement must be prepared on monthly basis so 

as to reconcile the balances in various bank accounts as per the Cash 

Book and Bank Statement or pass Book. 

 

8.     The serial number of each voucher must be written in the column 

provided in the Cash Book and the vouchers be accompanied by 

supporting documents such as cash bills.  Invoices should be filed 

independently in the order of occurrence. 

 
9. When any transaction is written in the Cash Book, the head of account 

under which it falls should be written.  In case any amount is paid as 

advance for which the particulars of expenses would be received later, 

then debit the concerned party's account and pass the necessary journal 

entries when the particulars are furnished. 

 

10. Mention the General Ledger folio number i.e. the page number where the 

corresponding entry is made in the General Ledger, against each 

transaction. 

 

11. Deposit and withdrawals of cash to/from the bank are written as 

adjustments within the Cash Book.  These are known as "contra entries" 

and are denoted by 'C' in the Main Cash Book.  Such postings are not 

carried to the General ledger.  The double entry system is completed 

within the cash book itself. 

 

3.2 Foreign Contribution 

 

DJMV shall maintain the following Books of Accounts for Receipt and Utilization 

of Foreign contributions. 

F.C. Cash Book (Bank Book) 

Bank Book shall be maintained to record the following transactions: 

 

a) All the inward remittances of Foreign Contributions including 

Cheque/Drafts. 

b) All the disbursements to the unit/office 

c) To strike the closing balance in the bank day after day. 

3.2.2 Imprest Petty Cash Book 
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 It is used for recording recurring petty transactions and thereby lessens the 

burden of maintaining the Cash Book as well as posting to the General Ledger. 

Payments made from the Cash Book shall be acknowledged as receipts in the 

Petty Cash Book.  The difference between the receipts and the total of 

expenses as shown in the Petty Cash Book reflects the petty cash on hand. 

Maintaining Petty Cash under the Imprest System 

 Under the imprest system the Petty Cashier is fixed a certain limit for handling 

cash.  The limit is fixed based on the estimated requirements for a week or 

fortnight.  The Petty Cashier gets the amount reimbursed of the expenditure 

incurred from the Main Cashier when the cash balance becomes low e.g. The 

Petty Cash limit is Rs. 10,000/- .  The Petty Cashier has incurred expenses of 

Rs.9,000/- under various heads of accounts.  The balance cash with the Petty 

Cashier is Rs. 1,000/- The Petty Cashier will be reimbursed Rs. 9,000/- to 

ensure that the cash balance is Rs. 10,000/- 

This Book shall be maintained to record the following transactions: 
 

a) All the petty cash payments which are below Rs.500/-. Payments 

exceeding Rs.500/- shall be made in exceptional situations. 

 

b) To record the recoupment of the imprest cash from the main 

Administration Account. 

3.2.3 Fixed Deposit Cash Book 

 This book shall be maintained to record the following transactions    

a)     All the transactions relating to the fixed deposits, Investments, interest 

on Fixed Deposit, Dividend on Investments made out of Foreign 

Contribution. 

b) All the inward remittance in connection with the above mentioned 

transactions. 

c) All transaction relating to purchase and sale of units, bonds etc. 

d) All transaction related to short term, long term Fixed Deposit. 

 

3.2.4  Imprest Account in Area Office 

 Funds shall be disbursed towards reimbursement of imprest to the Area offices 

only from interest earned from foreign contribution account and not from 

Indian funds.  This is for accounting convenience and for proper legal 

compliance and to avoid mixing of FC and IC. 
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 The Area Offices shall maintain proper account   and send it to the head office 

when 60% of the imprest funds have been spent.  Where it is suspected that 

there will be a postal delay speed post/courier facility may be used to expedite 

the despatch to the head office. 

 As soon as imprest account is received by the head office the Finance Manager 

should pass it on to the Executive Director on the same day of receipt.  The 

head of finance should review the imprest account through a designated staff 

and have the approval of the Chief Executive Officer and send the demand draft 

request to the bank on the same day.  From the date of receipt of the imprest 

account the demand draft should be sent not later than four working days to 

the Area Office either by speed post/courier or ordinary post depending on the 

condition of postal delay to that area. 

 The accountant of the imprest account should take into account the following 

points: 

 
- Supporting documentation 

 

- Booking the item of expenditure under the relevant heads of accounts 

 

- Tallying the expenses with the tour schedule 

 

- TA/DA as per service conditions 

 

- Identification of unauthorised expenses 

 

- In case of certain expenses like long distance calls, proper details - namely 

person called, purpose, number and time utilized, have to be verified and 

discrepancies have to be pointed out to the Head of Department. 

 

- After all this verification the accountant should specifically recommend to 

the Head of the Department to make the payments. 

 

- In case of problems or discrepancies in the imprest the designated 

accountant should point them out to the Head and follow them up till 

they are rectified. 

 

- To ensure the follow up the accountant should maintain a register  

 

3.3   General Ledger 

 

 This is a book of accounts in which transactions are posted from the Cash 

Book, Petty Cash Book and Journal Register under account headings according 

to the date of occurrence e.g. Salaries, Repairs & Maintenance; Travelling & 
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Conveyance ; Rent ; Interest received ; Income from Craft Centre; Donations 

received.  

 

 3.4    Donor Ledger 

 This Ledger shall be maintained to reflect the status of funds Donor-wise. 

  

 This Ledger shall contain the following transactions: 

 

a) Amount received from the Donor 

b) Amount disbursed out of the Donor funds. 

c) Balance available or deficit in the Donor Account. 

3.2.1 Administration Cash Book 

This book shall be maintained to record the following transactions. 

 

a) All transactions relating to the Establishment, Administration, Travelling, 
General Charges and Loans and Advances. 

b) All the remittances made towards Grants for Units. 

c) All the inward remittances connected with the above mentioned 

transactions. 

d) All transactions relating to purchase and sale of movable and immovable 

assets. 

3.5 Administration Ledger 

 

 This Ledger is maintained to record the following: 

 

a) Transactions relating to Establishment, Administration, Travelling, 

General Charges and Loans & Advances. 

b) Such other Transactions that are entered in the Administration Cash 

Book are recorded against the respective Expenses Account. 

c) Entries made through the Journal Book. 

 

3.6     Fixed Deposit Ledger 

 This Ledger shall record entries relating to Fixed Deposits made out of Foreign 

Contribution with the date of deposits made, principal amount, interest 

received, period of deposit, maturity date are entered bank-wise. 

 

3.7 Project/Units Ledger 

 

 Project/Units Ledger shall be maintained to record the following transactions. 
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a) Project-wise receipts 

b) Project-wise allocations 

c) Project-wise disbursements 

d) Project-wise Adjustments as per the notes from the Chief Executive 

Officer. 

e) Balance yet to be disbursed to the Unit. 

3.8. Block Grant Allocation Register 

 

 This register shall be maintained to record the following: 

 

a) Total Block Grant available 

b) Block Grant received 

c) Block Grant allocated to a particular project/Unit 

d) Block Grant yet to be allocated 

e) Block Grant disbursed 
f) Balance to be disbursed 

3.9. Accounting for different projects:- 

 DJMV NGO carries out various projects in collaboration with Government 

office and as well as with donor in   abroad. Invariably the above office requires 

our organisations to maintain accounts separately for each project or 

programme funded. In all the above cases DJMV have to maintain a separate set 

of books for each of the funded projects. 

 Of course if there is any component of local funds used with foreign grants 

separate set of books will have to maintain.  However for the purpose of 

reporting to the funding donor in abroad, transactions from both local funds and 

foreign funds have to be merged. 

 All the foreign contributions through received for different projects have to pass 

through the designated FCRA bank account. 

Further the project/Unit control accounts must be online with the main computerised 

systems. The integrated accounts of the project must be validated once in every 

quarter. Reporting formats must be evolved to ensure proper monitoring of the 

project finances. 

3.10     Journal Book 

 This is kept for passing adjustment entries, rectification entries, closing      

entries and for consolidation of two or more accounts. 

 

a) Donor Journal 
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Entries made as per the notes received from the Chief Executive Officer 

pertaining to the Projects and donor. 

 

b) Administration Journal 

Entries relating to Administration such as the adjustment of Advances and 

recoveries of Loans made. 

3.11    Asset Register 

 Asset Register shall be maintained to reflect all the movable and immovable 

assets owned by DJMV. 

 Asset Register shall reflect the following information: 

 

• Date of purchase 

• Invoice No. or Bill No. 

• Name of the article 

• Cash Book Folio and Ledger Folio 

• Purchase amount 

• Sale amount 

• Depreciation rates 

• Depreciation amount 

• ASSET Code for future verification. 

• Example of Asset Code : DJMV/Place/Type of Asset/001 

  

3.12 Loans and Advances 

 

 a) Loans 

 An amount of Rs.30,000/- for education ,Rs.20,000/- for  house repair, 

Rs.15,000/- for medical has been approved by the  Executive Director/Chief 

Executive Officer  as small loan payable to the staff. The Finance Department 

shall ensure that the same is recovered monthly instalments at the maximum. 

Fresh loans shall be granted only after the settlement of the previous loan 

balance. 

 

 b) Advances 

 Advances that are made are classified as under: 

 

i) Advances made towards the project/Unit. 

ii) Advances made to the staff. 

 

i) Advances made towards the projects 
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 Project advances are generally made from donor General Fund to which 

the project is allocated. 

 Once such an advance is made to Units the Finance   Department shall 

keep a tracking of it and ensure that the same is regularized within the 

financial year. Such advances that cannot be regularized within the 

financial  year should not be made.   This has to be strictly adhering 

to. 

 

ii) Advances made to the staff (Travel) 

 

 The Finance Department   shall ensure that the tour advances taken by 

the staff are settled within 7-15days days after the reporting on his of her 

return from the tour. No advance shall be made to any staff before the 

settlement of the previous account. The head of the department should 

follow the settlement of tour advance by the staff through a designated 
accountant who will keep a separate register of all the tour programmes  

            3.13 Advance made to the staff (other purposes) 

 

a. For programme advance maximum amount of Rs.20,000/- is permissible 

under one single name, and if more that Rs.20,000 /- the amount may be 

taken under two or three different names (only staff)  

 

 3.13.1 Fund / Advance Requisition and Settlement procedure:  

• Requisition for funds should be sent to the donor in time & budget along 

with programme plans should be submitted to the Finance deptt. With 

due approval of the co-ordinator at least 2days before requirement of 

funds during the month. 

 

• Total requisition should not exceed the total budget and that should not 

be approved in any case except some specific cases. Further, requisition 

for funds must clearly show the purposes and date of requirements.  

 

• All advances/ transfer to project/ Programmes shall be transferred to the 

project accounts except central office level Procurement / expenditure 

for the concerned projects as per the direction of Executive Director of 

DJMV. No funds shall be transferred to the project unless project level 

accounts recording requisite. 

 

• Personal loans/ advances can be sanctioned by head office subject to 

availability of deposits of the person concerned as per the rules. Salary 

advances can’t be given for more than one month at a single payment 

without repayment of salary advance to the office. 
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• While preparing the advance requisition the staff concerned should 

follow the approval budget and budgetary analysis as well as the 

accounting guidelines. 
 

• Requisition should be placed as per the approved budget heads only 

where there are budget balances, if there is no budget head, no 

requisition should be submitted. 

 

• In case of deviation in budget due approval must be taken from approving 

authorities subject to provisions under the project and such deviations 
must not exceed the total approved provisions of budget. 

 

• Details of outstanding advance on programme heads should be submitted 

to accounts department at the time of settlement of advance to facilitate 

budgetary analysis and this is must. 

 

3.13.2. Requisition of Settlement Procedures 

 

• The Project staff shall prepare the statement of expenses and other 

details of  the month in the prescribed format along with bills, 

vouchers and other details  and submit the same to the accounts 

deptt. By end of the month along with  the requisition for the 

forthcoming month. 

 

• The accounts department will verify and consolidate the expenditures/ 

accounts  settled and the requisitions and place them for approval of 

expenses and  advance requisitioned. For fuel bill settlement, 

project-in-Charge can settle the  one month’s outstanding at a single 

disbursement from the office. 

 

3.13.3 Supporting of expenses 

• While making any payment everybody should ensure the payment which 

they  make that sufficient proof should be obtained to justify the 

expenses. Always  printed bills/ receipts are preferable but in case of 

exigencies proper hand  receipts should be prepared. Besides all this 

one important aspect must be  noted that where the expenses is 

Rs.5000/- or more rupee revenue stamp  must be affixed by the 

receiver along with signature over the stamp. In exigencies fooding, auto 

rickshaw and fuel purchased loose at village level,  bills certified by 

concerned personnel will also be taken into consideration for 

 reimbursement. 

 

• All expenses vouchers are required to be passed by the concerned 
passing  officials along with authentication certificate and the passing 

official should  also see where the purpose of expenses is clear or 

not and the person  making the expenses has duly signed on that or not. 
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In case, the expenditure  is incurred beyond an amount of Rs.20,000/- 

then the same should be passed  by two signatories justifying the 

expenses. The expenses incurred by the  project Heads and the 

supporting staff in case “Statement should be signed  properly”. The 

Executive Director/ Programme Managers/ Project Coordinator may 

spend as per the level of approval of amount.  

  

3.14 Local Contribution 

 

 DJMV shall maintain the following Books of Accounts for the Receipt and 

Utilization of Local contributions. 

3.15.1 Local Contribution Bank Book 

 

 This book shall be maintained to record the following: 

 
a) All the inward remittances or local contributions including cheques/drafts 

received towards visiting sponsor, special collections etc. 

 

b) All the disbursements made to the projects/Unit and towards charity 

grants. 

 

c) To strike the closing balances in the Bank day after day 

3.15.2 Local Contribution Fixed Deposit Cash Book 

 This book shall be maintained to record the following  transactions:- 

a) All the transaction relating to fixed deposit, Investments, Interest, 

Dividend on Fixed  Deposits, Dividend on Investments made out of local  

 contribution. 

b) All the Inward remittance in connection with the above mentioned 

transaction. 

c) All transaction relating to purchase and sale of  units, bonds and 

Government Securities etc. 

d) All transaction related to short term, long term  fixed deposit. 

3.15.3 Local Contribution Ledger 

 

This Ledger shall be maintained to reflect the status of local funds. This ledger 

shall contain the following transactions. 

  

a) Amount received towards visiting sponsor and special collections. 

b) Amount disbursed out of local funds. 
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c) Balances available or deficit in the funds account. 

3.16 Depreciation 

 Depreciation is a process which aims to distribute the cost or basic value of the 

fixed assets less salvage value if any, over the estimated useful life of the fixed 

assets in a systematic manner. The net result is that there is a fall in the value of 

an asset. 

 the factors that cause depreciation are : 

 -  Wear and tear due to actual use 

 -  Passage of time 

 -  Fall in market value 

 -  Accidents  

 -  Obsolescence 

 Depreciation is provided in order to achieve the following objectives: 

 -   To ascertain the true surplus 

 -  To show the asset at its fair value. 

 -  To present a fair and true picture of the financial status. 

 -  To provide for replacement of the depreciation  asset. 

 Depreciation is a non-cash expenditure of DJMV. It is a allowable expenditure 

under the Income Tax Act. 

3.16.1 Methods of providing depreciation 

 the following are some of the methods of providing depreciation : 

 -  Straight Line Method 

 - Written Down Value Method 

 DJMV is following “Written down Value Method” 

 Straight Line Method 

 A suitable percentage of the original cost is written off the asset every year. e.g. 

if an asset cost Rs.1000.00 and the rate of depreciation is 20% then the 

depreciation will be as below : 
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Original cost                                                   Depreciation 

1st year Rs.1000.00 at 20% = Rs.200.00 :  the asset Value is Rs.1000.00- 

   200.00=800.00 

2nd year-Rs.1000.00 at20%=Rs.200.00 : the asset Value is Rs.800.00- 

   200.00=600.00 

3.17  Depreciation Fund 

 It is prudent for DJMV to create a depreciation fund and set apart the same for 

making specific investments. The depreciation fund set apart as above should be 

reflected in the liabilities side of the Balance sheet along with other Sources of 

funds. 

3.17.1 Depreciation Fund Investments 

 The amount set apart towards a depreciation fund should be invested in 

accordance with the provisions of the Income Tax Act and the Company Act to 

be ploughed back for replacing the depreciated assets. 

 The depreciation fund investment should be reflected on the assets side of the 
Balance sheet as a separate item along with the other investments. 

 

3.17.2 Depreciation Fund Cash Book 

 

 This Book is maintained to record the following: 

 

a) Amount of depreciation that is provided on the assets annually is credited 

in this book. 

b) Return on investments of these funds is also entered as an inward 

remittance. 

3.18 Government Grant Cash Book 

 This book is maintained to record the following:- 

a) The amounts received from Central Government and State                                

Government   towards the projects approved. 

b) Return on Investment of these funds, inward remittance of above Grants 

 

3.21 Local Contribution Journal Book 

 

 This book shall record the following: 
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a) Entries relating to adjustment of advances as per the notes received from 

the Chief Executive officer. 

3.22 Fixed Deposit Ledger 

 This Ledger shall record entries relating to Fixed Deposits made out of Local 

contribution with the date of deposit, principal amount, interest received, 

period of deposit and maturity date, bank-wise. 

3.23 Maintenance of Bank Accounts 

 

 DJMV shall maintain exclusively a separate bank account for operating Foreign 

Contributions and separate bank account or accounts for operating local funds 

and also Government Grants,  

3.23.1 Bank Account for Foreign Contributions. 

 This bank account is the account officially approved by the Foreign Contribution 

Regulation Act Division of the Ministry of Home Affairs, Government of India, 
while granting registration to the organization under FCRA.  This account shall 

contain only the transactions relating to foreign contributions.  All inward 

remittances of foreign contributions shall be deposited and encased through this 

bank account.  No local funds shall be remitted into this account under any 

circumstances. 

3.23.2 Receipt of Foreign Contribution 

 All the receipts of foreign contributions shall be credited into the Foreign 

Contribution Bank Account against which official receipts should be issued to 

the Donor.  No other receipt shall be paid into this bank account under any 

circumstances. 

3.23.3 Payment out of Foreign Contribution 

 Payment out of foreign contribution shall be made for the following purposes. 

 

a) Disbursements to project/Unit. 

b) Drawing for administrative expenses of DJMV. 

3.24 Bank Account for Local Funds 

 DJMV may maintain as many bank accounts as it may be required for operating 

various local funds like Donor fund, special collections, Government Grants etc. 

 DJMV shall open or close such bank accounts from time to time with the 

proper resolution of the Governing Body. 

3.25 Bank Reconciliation Statement 



P a g e  | 24                                                                                                                      DJMV Finance Manual  

 

 The Finance Department shall prepare a bank reconciliation statement every 

month which shall be certified by the Head of the Department and attached to 

the monthly management report described elsewhere. 

 

 The correction, rectification entries required shall be passed on or before the 

first week of next month. 

 

 

 The difference in the balance could be due to the following:- 

 

a) Bank charges debited by the bank are not immediately entered in  the books of 

the Institution. 

 

b) When cheques are being deposited, DJMV will record it in its books 
immediately whereas the bank will enter it in the bank pass book or statement 

only on realisation of the cheques. 

 

c) When cheque is being issued the DJMV will record it as payment but until the 

party presents the cheque for payment the bank will not debit it. 

 

d) Errors may be committed in the books by the bank and or by DJMV. 

 

e) Standing instruction given to the bank to make payments or collect receipts are 

entered in the bank books but the entries in the books of the institution are 

passed only after received the bank advice. 

 

 

3.26 Encashment of remittance from abroad. 

 

 DJMV generally receives its project funds in foreign currency instrument like US 

$, Euro., F. Franc, etc. 

 

3.26.1 It shall be the responsibility of the Finance Department to ensure that 

best rate of exchange is obtained in enchasing the above project funds.  It may 

be required that the Finance Officer/Manager interacts with different banks to 

identify the highest rate prevailing in the market to negotiate with DJMV own 

bank for the best rate of exchange.  

 

3.26.2 The Finance Department shall maintain a register for documenting the 

best exchange rate negotiation. The Accounts Department shall also present a 

report of exchange along with the monthly management report. 
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3.26.3 The Finance Department shall maintain an inward remittance register 

exclusively for foreign contributions enchased.  

 

3.27  Cash Flow Projection 

  

 The Accounts Department should prepare a cash flow projection report at least 

every quarter to serve the following triple purposes: 

 

• To make the best investment decisions for the funds of DJMV. 

• To ensure that there is smooth flow of cash receipts and payments. 

• To avoid any cash crunch/deficit situation. 

 

 In order to prepare a scientific cash flow projection report the Finance 

Department may take the assistance of Area Office and Unit Office for Grant 

 allocations and disbursements.   

 

 The pattern of disbursements of the previous months or the same period in the 

last year or past years may be considered. 

 

 The administrative expenses to be incurred shall also be taken into account. 

 

 

  

3.28 Cash Flow Statement 

  

This statement presents the flow of funds of the reporting period that has just 

expired.  The purpose of this statement is to compare the actual transaction 

with the projection referred in the previous para and to make any such 

adjustments as may be required.  

 

3.29 Maintenance of Financial Records and Documents. 

 

 Maintenance of proper financial records and documents on a daily basis is basic 

for a good accounting system. Any transaction must be supported by certain 

valid documents e.g. vouchers, receipts etc. These are known as supporting 

documents and they are an integral part of any accounting systems. 

 

 

3.29.1 Vouchers 

 
 A voucher is the basic documents used to support the authenticity of a 

transaction entered in the books of accounts. All the details shown in the 

following format must be included and supporting evidence be provided e.g. a 

Receipt voucher, Payment Voucher, Contra Voucher and Journal Voucher.  . 
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Note: 1   Vouchers can be of different colours for bank and cash transactions which 

may be useful during a Reconciliation of Bank Statement. 

  

 2 Vouchers for expenses incurred from local contribution and foreign 

contribution must be filed separately. 

 3 Journal Vouchers can be used for adjustment entries like advance settlement, 

loan settlement, bank interests and bank charges.  

  

 

3.29.2 Third party vouchers versus self vouchers 

  

Third party vouchers are vouchers with supporting documents acknowledging 

the receipt of payment from the organization e.g. cash bill for medicine, petrol 

etc. 

  
Self vouchers are vouchers with no supporting documents for which payment is 

attested by the person who has incurred the expenditure e.g. conveyance 

  

Wherever it is not possible or practical to obtain third party vouchers, self 

vouchers may be used.  In all other cases third party vouchers should be used. 

 

Vouchers will have to be maintained separately for payments made out of the 

foreign contribution account and the local contribution account. The vouchers 

are classified as Petty Cash, Bank, and Journal. They should be independently 

filed in order of occurrence and duly numbered.    

 

 

 

3.29.3 The following points are to be observed with regard to vouchers of all types: 

 

-  Any payment should be approved by a duly authorized person with suitable 

limits and under no circumstances should vouchers be authorized by the  

person preparing the voucher. 

 

-  In case where a cash bill or cash receipt is give, the same shall be attached to 

the voucher and there is then no need for the payee's signature or for a 

revenue stamp on the voucher. 

 

-  For payment above Rs.5000/- a revenue stamp of appropriate (at present 

Re.1/-) value must be affixed and the payee, or the person authorized by the 

payee, should sign   and in the case of a third person, write his/her address. 

 

-  Where expenditure cannot be supported by external documentary evidence,  

a detailed statement of account for the expenditure incurred by the payee,  

duly signed by the payee, should be attached with the voucher or be written      
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on it. This is to be signed after affixing a revenue stamp of appropriate value      

if the payment is above Rs.5000/-  

 

-  The head of account under which the transaction falls must be clearly 

written. 

 

-  Payment should not be released either in cash or by cheque unless the 

voucher  supported with    proper evidence, is produced and is complete in 

all aspects. 

 

3.30.   Receipts 

 

 A receipt is acknowledgement of money by an organization towards capital and 

income, (revenue), such as donation, advance recovered and loans received. 

Receipts can be classified into two types: 
 

1.   Capital receipts e.g. corpus donations, loans received, money from sale  of 

fixed assets. 

 

2.   Revenue receipt e.g. voluntary contributions which are not corpus 

donations,     revenue from a craft centre, bank interest etc. 

 

3.30.1 The following points are to be observed with regard to issuing receipts. 

 

i.      Receipts should be serially numbered. 

ii.     A duplicate copy of the receipt should be retained on record. 

iii.    The address of the donors should be mentioned in the receipt book. 

iv.    Each receipt should be signed by a duly authorized person. 

v.    If a donation received towards the corpus fund of the institution then a 

letter should be obtained from the donor and kept in a separate file for 

corpus donation. The letter should be voluntary and not in a standardized 

format. 

vi.   Separate receipt books must be kept for foreign contributions and  local 

contributions. 

 

3.31    Maintenance of Files 

 

A good filling system is an integral part of the accounting systems of an  

Organization. 

 

 

 

3.31.1 Normally the following files should be maintained in a VIEW NGO: 
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1. Voucher file for cash Book 

2. Voucher file for Petty Cash Book 

3. Voucher file for journal Register 

4. A separate bank file for each bank account 

5. Receipts file/book 

6. Fixed asset file /register 

7. Fixed deposit file 

8. Management reports (monthly or quarterly) 

9. Financial statements/audited accounts 

10. Audited accounts 

11. Project proposal including Budget file 

12. Budget Actual Reports 

12. Separate files for Telephone bills, electricity bill 

13. Income tax file 

14. Registrar of Society file 

15. Foreign Contribution file 

16. Other legal compliances  

17. Approved Projects including MoU 

18. Procurement file 

19. Salary details 

20. Staff File 

21. Rent agreement  

22. Terms of Reference (ToR) 

23. Statutory Audit report  

DJMV maintains Books of Account professionally mentioned below as per law of India 

especially SRA, FCRA and Income Tax Act guidelines.   

 

 

i. CASH BOOK: The objective of cash book is to keep a daily record of the 

transaction relating to receipts and payment of cash. 

 

ii. LEDGER BOOK: Ledger account is summary statement of all transactions 

relating to person, asset, experience and income which take place during a 

period of time and show their net effect. From the ledger account one can 

be easily able to know the head wise effect of different transaction. 
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iii. SALARY REGISTER: Salary register is required to be maintained at each 

project level, according to the present salary structure worked out and 

circulated earlier. 

 

iv. ATTENDANCE REGISTER: Attendance register is must for 

coordination office staff Admm Staff) and in case of project start attendance 

register must be maintained at field level. 

 

v. VEHICLE LOG BOOK : Vehicle log-Book should show clearly the 

purpose for which the vehicle is used, P.O.L. used including POL filling and 

consumption, dated details and cost of repairs, service and spare replaced 

must be maintained and at  end of the month abstracts of P.O.L. issued with 

repair and maintenance cost to be abstracted and countersigned by 

appropriate authority. 

 
vi. LEAVE RECORD: Keeping of the staff leave record both project wise 

and centrally is must and the same information should be intimated by the 

programme officers to the accounts department every month or at the time 

of settlement of advances etc.  

 

vii. STOCK/ASSET REGISTER: Accounts Dept. Is keeping assets registers 

(both consumable and fixed) separately of the organisation as a whole. 

 

viii. MEMBERSHIP REGISTER: Membership register is a must for recording 

the members’ contribution. 

 

ix. STAFF ADVANCE REGISTER: Staff advance register is maintained at 

head office only, because as per or policy no advance can be given unless it is 

approved by the appropriate authority of the organization. The detail of the 

advances will be regularly intimated to the persons concerned. 

 

x. TELEPHONE LOG BOOK: Telephone log-book is to be maintained at 

office level, where telephone has been provided. Format of telephone log-

Book is enclosed with this guideline and no format can be made for personal 

calls/non-officials calls and every month before the payment is made that 

must be analyse by the project coordinator and the bills be charged 

accordingly. 

 

xi. PRODUCTION REGISTER : Production register maintenance is 

compulsory at the production unit as per the prescribed performed of 

register enclosed along with this guideline. 

 

xii. SALE REGISTER : Like production register sales register are to be 

maintained at the sales unit positively as per the prescribed format enclosed 

along with this guideline. 
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xiii. TRAINING/ WORKSHOP REGISTER : Training/Workshop record is 

to be maintained at each project level in the prescribed format showing the 

progamme title, dates and place of training/ Workshop. Copy of 

training/Workshop record for each programme must be enclosed along with 

the bills for the concerned programme. 

 

xiv. PEOPLE'S CONTRIBUTION REGISTER: Since, People's contribution 

as well as beneficiaries contribution is one of the integral parts of all the 

programmes, it is essential to maintain a public contribution register at each 

project level in the prescribed format and for each type of contribution 

separate folios are to be maintained and abstract of the same must be 

submitted to the accounts department in the prescribed format. 

 

xv. SEPARATE FILES must be maintained separately for local contribution 

and foreign contribution .Some of the above files are permanent documents 
and certain others are non-permanent records. 

 

3.32   Documentation of Fixed Assets: 

 

Fixed Asset can be classified into two types: 

 

1. Immovable e.g. Land, Buildings 

2. Movables      e.g. Vehicles, Furniture, Equipment  

 

The following documents relating to Fixed Assets have to be properly 

preserved: 

 

Immovable Assets: 

 

a. Land (freehold) 

 

i. Original sale deeds 

ii. Parent documents 

iii. Sketch of the property 

iv. Encumbrance certificates 

v. Legal opinion as to the title of the property 

vi. Land tax receipts, if any  

vii. Patta/katha 

 

In the case of leasehold land the lease agreement document should be 

preserved. 

 

b. Building 
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Purchase of  Building: 

 

i. Original sale deed 

ii. Parent documents 

iii. Sketch of the land and building 

iv. Encumbrance certificate 

v. Legal opinion 

vi. Patta/katha 

vii. Property tax and land tax receipts 

 

3.32.1  Constructed building: 

 

i.  Building plan approved by the Government 

ii. Valuation report from an approved valuer as to the value of the building 
 

3.32.2 Movable Assets: 

 

a. Vehicles  

 

i. Invoice 

ii. Registration document of the vehicles 

iii Road tax 

iv. Insurance 

 

b. Other Assets 

 

i. Cash bills 

ii. Invoice 

iii. Cash receipts 

 

3.33 Preservation of Financial Records 

 

The financial records must be preserved and made available for verification by 

the Governing Body, members of the organization, the donors, the auditors and 

Government authorities. 
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Section 4 

 

REPORTING AND MONITORING 

 

4.1 Reporting 

 

 Reporting is a process through which DJMV presents a reflection of its current 

status, especially the financial situation.  Reporting is important because it enable 

not only those in authority but also the public at large to know whether or not 

activities which had been planned have been carried out, whether there have 

been any deviations and whether there are high standards of efficiency and 

accountability or not. Secretary cum Executive Director is overall responsible 

for all financial reporting to Government, Donors and other stakeholders.  

 

 There are several ways of reporting depending on the different types of 

organisation and the sort of information they need.  The following are some of 

the ways of reporting by DJMV:- 

  

  1. Reporting of the council/Board of Governance. 

  2. Reporting to the Secretary cum Executive Director 

  3.       Reporting to the Government 

  4. Reporting to the donor. 

  5. Reporting to the public at large e.g. by publishing an Annual report. 

 

4.2 Monitoring 

 
 Monitoring is a process by which people who are connected in various 

capacities to DJMV ensure that the Unit or activity is carried out in accordance 

with the planned objectives. 

 

 Planning and control are two sides of the same coin.  Monitoring ensures that 

one side of the coin, namely control is adequately exercised. 

  

 There are various levels of monitoring depending on the relationship of the 

people connected to DJMV e.g. The Council is the first level of monitoring 

authority being the legal body which is accountable and fully responsible for all 

the good deeds and misdeeds of DJMV. 

 

 Similarly the Government, both at the State and Central levels, monitors the 

activities of DJMV through various laws which cover DJMV e.g. FCRA, taxation 

etc. 

 

 

4.3 Reporting to the Council. 

 The following are the common reports submitted to the Council:- 
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o  Quarterly Financial Report. 

 

1. Annual Financial Report 

2. Legal Compliance Status Report 

3. Unit Status Report. 

4. Budget Comparison Report 

5. Investment Status Report 

6. Donor Status Report. 

7. Management letter from statutory auditors. 

 

a. Quarterly Financial Report 

 

 Boards of DJMV meet at least every   quarterly during the fiscal year.  This is a 

healthy practice. 

 
 In such quarterly yearly meeting the following reports should be presented for 

the review of the council:- 

 

i. Receipts & Payments Account 

ii. Income & Expenditure Account 

iii. Balance Sheet 

iv. Legal Compliance Status Report 

v. Project/Unit Status Report 

vi. Budget Comparison Report 

vii. Investment Status Report 

 

b. Annual Financial Report 

 

 Normally it is a legal requirement that DJMV should present its audited financial 

statement in the council meeting after the end on the fiscal year and adopt the 

same before filing it with the appropriate Government Authorities 

  

 The Council may then like to review the following reports:- 

 

 i. Audited Financial Statement including:- 

  a. Receipts & Payments Account 

  b. Income & Expenditure Account 

  c. Balance Sheet. 

 ii. A report of the key financial ratios 

 iii. Legal Compliance Status Report 

 iv. Annual Budget Comparison Report 

 v. Project Status Report 

 vi. Investment Status Report 

 

c. Legal Compliance Status Report 
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 This is a report that informs the Council whether DJMV has complied with the 

necessary laws e.g. filing the Income Tax Returns, reporting to the Ministry of 

Home Affairs under FCRA etc. 

 

 If there is any action against DJMV by the Government it should be reported to 

the Council.  Information should not be purposely concealed from them.  If 

there is any violation of the law then it will have serious implications and will 

cause immense damage to DJMV. 

 

d. Project Status Report 

 

 DJMV often implements many projects simultaneously.  Therefore it is 

important for the Chief Functionary as well as Council to understand the status 

of the stage of completion of each project.  This report therefore gives clear 
details about each project at any particular point of time. 

 

          Tracking between donor balance must be carried out through a proper 

 system. Further a report on administrative expenditure in each project or 

 programme shall be submitted. 

 

e. Budget Comparison Report 

 

 Unless a plan is reviewed regularly any deviation from it cannot be rectified in a 

timely manner.  A budget is a financial plan and hence it needs to be compared 

with the actual financial statement periodically (monthly, quarterly, half yearly or 

annually) when any deviation should be identified.  After analysis the deviation, 

corrective measures must be taken immediately; A Budget Comparison Report 

is a tool to assist in the above process. 

 

f. Investment Status Report 

 

 DJMV may be making different types of investments.  Funds must be invested in 

a creative manner and then be measured in terms of capital appreciation, safety, 

liquidity and rate of return thereby improving the resources of DJMV NGO 

effectively and efficiently. 

 

g. Donor Status Report 

 

 Various donors prescribe different types of reports.  It is for the Council to 

ensure that the reports prescribed by the donors are complied with.  It is 

advisable to develop a calendar for reporting to donors and incorporate the 

same with the financial calendar in practice. 

 

 Quarterly monitoring is advisable in order to ensure a regular review of the 
activities of DJMV.  It enables DJMV to take  the necessary corrective activity 
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for any deviation from the actual plan before it is too late.  It will be too late to 

take any corrective activity for any deviations from the actual plan before it is 

too late.  It will be too late to take any corrective action at the end of the fiscal 

year but a review after the end of the fiscal year serves no purpose at all. 

 

h.       Management letter from statutory Auditors. 

 

 The statutory auditors shall provide a management letter with advice and 

 recommendation for improving the financial practices of the  organisation. 

The Council of DJMV shall ensure that the  recommendations are discussed and a 

specific time plan be drawn for  implementation.  

 

           A recommendation closure document shall also be prepared as to number of 

 recommendations implemented which is also intimated to the statutory 

 auditors and external expert. 
 

4.4. Reporting to the Chief Executive Officer 

 

 While it is the Council which frames council policies , it is the  Chief Executive 

Officer which implements such policies and takes care of the day to day affairs 

of DJMV.  Therefore the following reports will be required for the  Chief 

Executive Officer more frequently than they are required by the Council :- 

 

i. Monthly Financial Report 

 a. Receipt & Payment Account 

 b. Income & Expenditure Account 

 c. Balance Sheet. 

ii. Budget Comparison Report 

iii. Investment Status Report 

iv. Donors  Status Report 

v. Bank Reconciliation Statement 

vi. Legal Compliance Report 

vii. Monthly Salary Report  

viii. Monthly Cash Request  

ix. Bank Statement  

x. Advance / Loan Status Report 

xi. Stock (Inventory) Status Report 

xii. Procurement Status Report    

 

 A good reporting and monitoring system ensures transparency in the accounting 

of DJMV. 

  

 Reporting and monitoring are two important functions which are 

complementary to each other for the effective functioning of the Accounts 

Department. 
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 Reporting function enables the management to obtain certain key information 

required to ensure that the financial system is working smoothly and is intact. 

 

 Monitoring function facilitates taking note of any deviation from what has been 

planned or budgeted and enables corrective action before it is too late. 

 

4.5 Monthly Management Reports Separately for FC and IC Funds 

 

 The following reports shall be submitted to the management to ensure 

reporting and monitoring function effective. 

 

 It is the responsibility of the HOD of Account Department to prepare, certify 

and present the report.  The above reports shall be submitted on or before the 

7th day of the following month. 

4.5.1 Receipt and Payment Account 

 The Receipts and Payments Account reflects the movement of funds.  It is 

nothing but a summary of cash transactions under various broad heads which 

helps to know how the funds are utilised.  In a Receipts and Payments Account 

both capital and revenue items have to be considered.  It is almost a 

reproduction of the Cash Book,  but instead of recording  the transactions 

according to date , the transactions pertaining to the period are regrouped 

under major heads of accounts.  The receipts are recorded on the debit side 

while payments are recorded on the credit side.  A Receipt and Payment 

Account would only show the actual inflow and outflow of funds and not entries 

passed for provisions such as outstanding expenses, depreciation etc.  

 

4.5.2 Income & Expenditure Account  

 The income and Expenditure Account is a summary of the income and 

expenditure of the relevant period including provisions such as depreciation.  It 

considers only revenue items and no capital transactions should be included.  

The expenditure is recorded on the debit side and income is recorded on the 

credit side.  The difference represents the excess of income over expenditure 

or vice versa. 

 

4.5.3 Points of Difference between a Receipt and Payments Account and an Income 

and Expenditure Account 

 These are given below :- 

 

Sl. Points of Difference Receipts & Income and 
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No.  Payments A/c  Expenditure A/c 

 

1. Opening Balance Opening Cash & No opening  Balance 

  bank balance 

2. Capital receipts & Included not included 

  payments 

3. Outstanding Expenses Not included included 

4. Accrued Income Not included included 

5. Prepaid Expenses Included Not included 

6. Income received in advance    Included Not included 

7. Depreciation, provision etc.    Not included included 

8. Credit purchase & sales Not included included 

9. Closing Balance Closing cash bank surplus or deficit 

  balance 

4.6 Trial Balance 

 The list of debit and credit balances prepared at any specified time from the Main 

Cash Book and General Ledger is called a Trial Balance.  Under the double entry 

system, since every debit has corresponding credit, the total of the debits in the 

Trial Balance will have to equal the total of the credits. It the totals are the same, 

it proves that the books are arithmetically correct.  A tallied Trial Balance need 

not be conclusive proof of accuracy, but sufficient proof is accuracy.  If the trial 

balance does not tally then one has to locate the error committed and then 

make the necessary corrections or pass the necessary journal entries. 

 Executive Officer Finance shall certify the same and present it along with the 

monthly management report. 

4.7 BALANCE SHEET 

 This is a document which reflects the financial status of the organisation in terms 

of assets, liabilities and its net worth. 

 This document is prepared based on the Receipts and Payments Account and the 

Income and Expenditure Account. 

      All assets are represented in the Trial balance as debit balance and all liabilities 

are represented as credit balances. The right hand side of the balance sheet gives 

an idea as to what is owned by DJMV. Depreciation is provides for the fixes 

assets and is charged to the Income  and Expenditure Account. 

  

4.8 Unit  fund Balance 
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 This report is meant to reflect the balance of funds in each project account along 

with the current receipts from the donors/mission office and the disbursements 

out of all the project funds. 

 Any negative balance in the agency account shall be treated immediately to avoid 

violation of Foreign Contribution Regulation Act by recouping the funds from the 

agency concerned. 

4.9 Block Grant Status Report 

This report is meant to reflect the status of balance in the Block Grant and will 

serve the purpose of taking appropriate decisions. This shall be part of the 

monthly Finance Report. 

4.10 Budget Comparison Statement 

 This statement shall reflect the budgeted income and expenditure as against the 

actual for the month and the deviation if any.  It is an important tool for the 

management to ensure that the income and expenditure are adhered to the 

budget planned and approved. 

4.11 Expenses Tracking Report for Income Tax Purposes 

 Often organization violates the Tax Laws by not spending the required amount 

of income of a fiscal year under the present Income Tax Act.  DJMV has to 

spend most of its income during the year towards its various objectives. DJMV 

can take recourse to other possibilities of obtaining exemptions by accumulating 

the income to be spent in the next or in the succeeding years.  However, it is to 

track the above information on a monthly basis so that towards the end of this 

year DJMV does not face a situation of non-compliance of the Tax Laws. 

4.12 Annual Financial Statements Separately for FC and IC and 

Consolidated 

  

 DJMV has to prepare a separate set of financial statements for the submission to 

FCRA Departments of the Ministry of Home Affairs as follows: 

1. Receipts and Payments Account   

2. Income and Expenditure Account 

3. Balance Sheet 

4. Form FC6 as per FCRA 2010 

 

 DJMV shall also prepare another set of financial statements including the foreign 

contributions and local contributions as follows  

 

 a) Receipts and Payments Account 
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 b) Income and Expenditure Account 

 c) Balance Sheet 

 

 The consolidated financial statements shall be used for the following purposes: 

 1) Submission to the Income Tax Department 

 

 2) For filing returns to the Registrar of the Company 

 

4.13 Reports dead lines 

Type of Report  Deadlines  

31st December  Annual FC returns  

31st July  Annual Income Tax Returns  
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Section 5 

 

Planning and Budgeting 

 

5.1 Need for Planning 

 

 DJMV has a vision which must be translated into reality.  DJMV is based on 

certain values of service to humanity and it should be a regular practice for then 

to go through a process of vision building and making a mission statement.  It is 

wise for DJMV to plan for the future with wisdom and foresight, so that the 

mission can be fulfilled in the most economical way, within the least time limit, 

with professionalism and quality and in accordance with the highest standards. 

 

5.2 Significance of Planning 

 

 One ounce of planning is like a pound of doing is an old maxim.  The Finance of 

DJMV can be healthy only if the same is used for the planned activities of DJMV 

to achieve the objectives and finally to serve the vision. 

 

5.3 Annual Budgeting 

 

 Budgeting is an important tool for planning the finance of DJMV.  Budgeting has 

to be a corporate approach in DJMV since there are many various office 

project/Units which make the expenses.  Therefore, the accounts department 

should propose the budget estimates on or before 31st January   for the 

succeeding financial year.  
  

 The Accounts department should consolidate all the estimates of various Area 

offices and departments concerning replacements and new equipment for the 

coming year to the Chief Executive Officer on or before 31st January. 

  

 The Chief Executive Officer may make such comments having regard to the 

broad objectives and the needs of DJMV and present the final version to the 

Council on or before 20th February of the Calendar year. 

  

 The council shall study the budget estimate and make such comments as they 

consider necessary and forward the same to implementations. 

  

   

5.5 Budget Monitoring 

  

 All budgets, however provisionally prepared, will be a futile exercise if the same 

is not monitored periodically.  It is therefore recommended that finance 

department shall monitor budget on a monthly basis as per the format and the 

procedure recommended earlier. 
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5.6 Capital and Revenue Budget 

 

 While budgeting the following aspects should be considered:- 

 

 i. Self Reliance 

 It is healthier to run DJMV in a self reliant manner rather than to be dependent.  

High dependency will affect the stability of DJMV and result in dislocation of its 

activities.  All efforts should be made to make DJMV self - sufficient through 

sensible budgeting processes. 

 

 ii. Capital Assets  

 Capital expenses (non - recurring expenses), are the acquisition of new assets, 

vehicles, land and building and / or additions to building.  These assets require 

substantially large resources. 
 

 Resources should be invested in capital assets only if they are required for the 

objects of DJMV. Capital assets will otherwise turn out to be liabilities for DJMV 

e.g. maintenance charges for rundown or idle building and equipment, cost of 

litigation arising out of encroachment of land etc. 

 

 iii. Operating Expenses (revenue or recurring expenses) Operating 

expenses represent the operative expenses of DJMV such as Establishments, 

Administration, Travel, General Charges, etc. 

 

        iv .Cash Budget 

         Cash budget represents the estimated cash and bank receipts and cash bank 

disbursement and the resultant balance at the end of the month or year as the 

case may be. This budget enables an organisation to plan its cash flow. 

 

 Difference between Capital and Operating Expenses 

 

 While operating expenses are recurring in nature, capital expenses are non - 

recurring.  If DJMV does not have sufficient resources to match its operating 

expense it is financial health is questionable.  Good financial procedure requires 

DJMV not only to raise the resources needed for its operative expenses but also 

to plan and accumulate the necessary resources for its capital expenses. 

 

For constructing any of the above budgets the following steps have to be kept in mind: 

 

.  Estimate the income/receipts. 

 

.   Estimate the expenditure/payments 

 

.  Review the previous two to three years Income and expenditure for the pattern 
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.  Arrive at the surplus/deficit in either case,plan how to use the surplus or manage the 

deficit. 

 

5.7 Linkage between Activity plan and Financial plan. 

DJMV in order to attain its goals and objectives will undertake activities for 

implementation of the project. Each of this activity plan is linked to the financial plan 

through budget code and budget head of account. This linkage facilitates to prepare a 

clear budget. 

 

5.8 Chart of Accounts. 

 

Chart of Accounts is list of accounts agreed in an organization. 

Chart of Account is a list of accounts agreed in an organisation based on the Vision, 

Mission, Goals and Objectives. The accounts are prepared based on the programmes 

run which falls within the vision of the organisation. Any expenditure has to be 
classified to the agreed head of account and not to any other head of account. Both 

the heads of account and the description of the nature of expenditure under each head 

have to be agreed and not to be charged without proper authorisation. In short the 

budget heads shall be integrated with chart of Accounts. A chart of Accounts of 

Individual Project would be prepared as per the approved project budget or donor 

guidelines also. 

 

5.9 Description of Important Expenses 

 

In case of DJMV NGO Accounts there are some specific programme expenses for 

which the officials concerned must provide due care. 

Such as –  

 

• Workshop/ seminar/ convention/ team expenses. 

• Travel expenses 

• Consultancy 

• Resource person fees 

• Printing / Publication 

• Overhead or direct expenses 

• Non – recurring expenses 

 

- In case of workshop/ Seminar/ Convention/ team expenses, the participant 

list with signature of participant is required and all expenses for the 

particular programme such as, loading, fooding, travelling etc. Should be 

calculated and all the bills/ vouchers must show the number of participants 

while raised. The total expenses also should be within the budgetary 

provisions and the participant list, photographs reports etc, must be 

enclosed along with the bills/ vouchers placed for settlement approval. 
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- In case of travel expenses the TA Bill format must be used (regular touring 

persons must submit TA bill of the whole month in one format and 

occasional touring persons in single TA bill format) All expenses relating to 

travel such as DA Lodging, ticket, Fuel, Hiring etc. Should come under that 

and expect DA other expenses should have printed and authenticated 

supporting. Travel Allowance more than Rs.2000.00 needs prior approval 

from concerned project heads and less than that Organisation’s  debit 

voucher signature is sufficient. 

 

- Printing and publications are being taken up be the Administrative/ accounts 

department at head office on submission of materials and requisition for the 
same with details of size and number etc. However, in case of printing and 

publication before placing any order there quotations are must from three 

parties where the cost of order is Rs.5000.00 or above. in such cases order 

should be placed to the party whose quotation is lowest and agreement 

should be executed with the party should ensure, conditions like what 

should be the mode of payment, delivery duration, quality quantities etc. 

While making advance payments to any party printed advance receipt must 

be obtained in that respect. At the time of final payment the party is 

required to give final bill with final money receipt, which are quite essential 

for accounts. 

 

- In case of consultancy and any type of assignment job such editing, report, 

writing, translation, evaluation, training etc. No payment can be made unless 
agreement is executed with the party be the coordinator Details of expenses 

incurred by the consultant is required only proper receipts against the 

payment made to consultant is required if the consultant has his own official 

receipt and pad he can receive on that otherwise Organisation’s debit 

voucher must be signed with revenue stamps and seal (if possible). 

 

- All activity expense statement should be attached with activity report, 

participants list, program schedule and photograph.  

 

  

 

5.10. Procurement Policy  

 
In DJMV, Procurement of materials or services should purchase based on project or 

organisational requirement.  

• Procurement process should be prepared for more than Rs. 5000 for 

procurement of materials and services  

• Procurement Committee consists of 3 staff members (Program Manager, 

Technical staff and Finance cum Admin Officer).  

• Material Requisition Note should be prepared for all required items and services  

• Procurement committee should collect 3 Quotations from different vendors.  
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• A comparative analysis statement should be prepared and a purchase committee 

resolution with proper justification should send to Executive Director for 

approval.  

• Terms of Reference (ToR) should be prepared for procurement of services   

• Vendors should be selected based on right price, right quality and other 

credentials of the vendor   

• After approval from Executive Director, the Finance cum Administrative   

department will issued purchase order to vendor for procurement of materials 

as per the approve budget and policy.  

• All procurement items should be documented properly. For more information, 

DJMV procurement policy should be referred for further details.  

 

 

5.10.1 Bill and Receipt means 

 

Always payments are made on bills. Bills shows data, details of work assignment to the 

party, rate and amount. Bill amount may not be equal with receipt amount. Bills are 
always subject to change. But receipt cannot be changed. After making the payment to 

the party, the payee gives the money receipt duly signed. But in some cases it is found 

that bill and money memo is accepted. Bill shows details of expenses where as money 

receipt only shows the amount received by the party. 

 

In case of overhead or direct expenses payments are made directly on receiving the 

proper receipts such as salary, house rent, electricity, telephone, etc. But one 

important aspect before making the payment is, he/ she should sign on that as part of 

the requirement. 

 

In case of non-recurring expenditure these expenditures do not come regularly. 

Normally fixed assets are placed in this category. Direct expenses or direct purchase is 

not permissible. For this purpose minimum 3 quotations are necessary before placing 

the order for purchase of such and the final trading is approved on the basis of lowest 

quotation received after preparation of comparative statement of the same for the 

purpose. In case of fixed assets, payment amounts to Rs.5000.00 or more should not 

be paid in cash, it should be either by Account Payee cheque, NEFT transfer or 

Demand Draft (DD). Here in this case quotations challenge bills and money receipts 

are must for accounting and auditing purpose. 
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Section 6 

 

TRAVEL RULES 

 

To be followed as per provision laid down in the staff policy of DJMV 

 

6.1. Rate of Reimbursement 

 

The monthly rate of TA/DA reimbursement shall be within the limits prescribed from 

time to time. All local staff travelling (outside the field operation) on DJMV’s business 

out of their normal duty will receive a daily per diem  of Rs.250/-( Rs. 50 for breakfast 

+ Rs. 100 for Lunch + Rs. 100 for dinner) or as actual on presentation of bill. The 

accommodation expenses will be reimbursed on presentation of the receipts. If the 

staffs spend more than 12 hours continuously in the field, he/she eligible to receive 

daily field allowance Rs. 50.00 per day. These expenses will be monthly reimbursed to 

the employees by presenting the expenses report. The Executive Director is eligible 

for air travel and 2nd AC in Train for official trips. The Head of the Department, 

Program Manager and Finance Officers are eligible for 3rd Ac and field operations staff 

is eligible for sleeper class tickets in the train. In Emergency case, a special permission 

should be taken in written from Executive Director of DJMV. All the staff members 

and board members eligible for Travel claims as per range mentioned below  

 

Designation  Perdiem Per day  Accommodation 

Board / Executive 

Director  

Rs. 600 per day Within Rs. 4000 

Project staff 

members  

Rs. 250 per day Within Rs. 1000 

  

6.2. Mode of travel  

 

In normal Practice, all the tours to places with public transport facilities shall be 

covered only be public transports and TA will be claimed as actual. Where public 

transport is not available, office motorcycles may be used subject to a maximum 

distance coverage of 80 kms including to & fro Journey. All travels must be entered in 

the log book and photocopy of log book must be enclosed with TA bills for 

reimbursement of P.O.L (petro, oil, lubricants). Executive Director, Project heads, EC 

members on duty can use cars, 2nd AC etc. The travel expense should be attached 

with tour plan and tour report at the time of reimbursement.  
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6.3. Vehicle rules :  

 

In case of use of office vehicles (LMV) and contract carriages (taxi), such travels shall 

usually not be allowed except prior approval of project head, Secretary/ Director. No. 

Office vehicle as a matter of practice shall be used for personal purpose. However in 

cases of emergencies or bare necessities office vehicles may be used with prior 

permission of immediate authority. Such travels shall be entered to log book showing 

personal in purpose of use column and the P.O.L. expenses shall be recovered for the 

user. During Personal tour programme all office vehicles must be kept at the office 

premises only. 

 

 

Section 7 

 

ASSET MANAGEMENT  

 

• Normally assets procurement and management is taken up by the 

Administration/ Accounts departments at head office level. However, in case of 

special requirements with due approval of the head office assets may be 

procured at field level. At procurement the same must be intimated with all 

details for inclusion in the central asset stock book. 

 

• The assets placed at local offices shall be maintained by the local office. In case 

of vehicles, prior approval for major repairs is required by the administration/ 

accounts department. 

 

• Insurance of vehicles, Annual Maintenance Contract (AMC) etc. is usually being 

done by the Administration unit centrally. 

 

• Office vehicles allotted to the personnel are subject to submission of 

undertaking in prescribed format and copy of valid licenses. Maintenance of 

logbook is compulsory and in no case deviation should be allowed. Further all 

the expenses incurred for servicing and maintenance must be entered to the log 

book. 

 

7.1 Income Generation from Sales, etc. 

• In case of income Generation Programmes the income created out of the 

 business is kept separately and spent for that along with other 

developmental  activities of the organization. The in-charge of the 

IGP unit is required to  submit their monthly income expenditure 

accounts to the accounts  department as per settlement procedure 

Sources of income include. 

 

• Sale publications, reports press clipping etc. 

• Sale of cards, show tickets and other items not specified above. 
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• Disposal of old assets, papers, land or any other 

 

• Income from Xerox, DTP, Vehicle, telephone and other rent/ recurring if 

any. 

 

• Income from food processing / bakery/ handicrafts/ soft-toys/ incense 

stick/ tailoring and nursery unit 

  

 
Section 8 

 

SYSTEM OF ACCOUNTS 

 

The organization follows the Double Entry System of accounting through 

computerized system of Accounting (Tally ERP-9.1) and the following books of A/cs 

will be maintained. 

 

• Books of A/Cs (subsidiary) 

• Journal – Book of Original entry 

• Cash book – To record cash receipt & Payments 

• Purchase Book or Invoice book – To record all credit Purchase 

• Sales Book – for recording all goods sold on credit 

• Bills receivable Book – To Keep a record of bills receive from customer 

• Bills payable book – To keep a record of bill payable to creditor 

• All transactions in subsidiary nature are first entered in the journal in the 

order in which they occur and from the journal they are posted to the 

respective accounts in the ledger at any convenient time. Besides the 

above subsidiary records other relevant records as mentioned in General 

Account Guideline has to be maintained by the unit for smooth and 

effective functioning of the unit. 

 

Section 9  

 

APPOINTMENT OF AUDITOR 

 

The Accountants of the organization is audited annually by a qualified auditor as the 

statutory auditor and the internal audit is done by and internal auditor.  A copy of 

the annual audit report is submitted to the all the funding agencies. The external 

auditor appointed by Board of Governance in annual general body meeting of DJMV 
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Section 10 

 

Procurement Policy   
 

1.2 About Procurement Policy 
 

In DJMV NGO will spend a proportion of their grants on goods, services and works 

procured from third parties. An efficient and effective procurement process is critical 

to obtain best value for money from procurements.  

 

The Procurement policy designed for DJMV spells out the minimum requirement for 

purchase of goods or services under DJMV operation. Endeavour has been made that 

the methods of procurement given in the policy are in line with those as generally 

followed by the organizations. 

 

1. Objectives and Scope of the Procurement Policy  
 

The objective of the Procurement Policy of DJMV NGO is to ensure that necessary processes 

are in place and followed to provide the appropriate quality and quantity of goods and services 

at the time and place that they are needed and in the most cost effective manner. The policy 

ensures that:  

• the process is fair, transparent and is conducted with integrity 

• suppliers and consultants are treated equally and without discrimination 

• purchasing decisions and the award of contracts are based on fair competition  

• procedures followed for awarding contracts are proportionate to the value of the contracts 

• local human and material resources are used whenever possible 

 

2. Key Principles of the Procurement Policy 
 

3.1 Value for Money 

 The procurement procedures will be continually reviewed to ensure best value 

for money in procuring goods, services and works. In order to achieve this, open 

competition is required for any major procurement. Value for money is defined in 

its broadest sense – looking for the best value over the complete life of the 

supply, and for all parties.  

 
3.2 Budget 

 It will be ensured that budget provisions exist before committing to any 

procurement. 
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3.3 Payment on Time 

 It will be ensured that payment for goods, services and works are made within 

the terms of the contract once the transaction is complete. 

 

3.4 Ethical Standards 

 There will be a continuous strive to purchase goods, services and works which 

are produced and delivered under conditions that do not involve abuse or 

exploitation of any person. 

 

3.5 Environmental Impact 

 There will be a continuous strive to purchase goods, services and works which 

have the least negative impact on the environment.  

 

3.6 Legal Aspects 
 It will be ensured that the procurements under DJMV project: 

• comply with existing Indian laws 

• do not breach any other statutory requirements of the country or state 

• is not anti-competitive 

 

3.7 Working with Suppliers 

 It will be ensured that necessary coordination is carried out with the suppliers to: 

• communicate requirements 

• understand their capacity to meet the needs of procurement  

• assess the quality, reliability, availability and performance of supply 

• negotiate cost 

• improve supply standards 

• solve supply problems 

 

3.8 Transparency and Accountability 

 All staff involved in procurement shall: 

• act impartially and objectively 

• keep written records to demonstrate transparent and accountable 

procurement decisions 

• refuse and report any personal gifts or other inducements aimed at 

influencing procurement decisions 

• comply with all contractual obligations entered into 

 

 3.9  Conflicts of interest  

• Staff conduct should avoid any suspicion of conflict between professional duty  

   and personal interests 

• Staff should declare any interest in a supplier, and withdraw from procurement  

   negotiation with that supplier to avoid any conflicts of interest 
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Section 10 

3. Procurement Procedures 
 

Procedures for procurement of goods and services are detailed in the following pages. 

These procedures show how this policy may be applied in different ways according to 

the operational circumstances to be found in different locations. 

 

A. Procurement of Goods 

 

The following methods for procurement of goods are recommended by DJMV 

A.1 Direct Purchase 

 

A.2 Local Purchase  

 

Summary Table for Procurement of Goods 

S.No. Particulars of Purchase Value Method 

A.1 Goods are purchased directly 

from one source 

Total purchase 

value is less than 

Rs.5,000 

Direct Purchase 

A.2 Goods are purchased after 

obtaining 3 quotations 

Total purchase 

value is Rs.5,000 or 

above 

Local Purchase 

 
The above mentioned methods are explained in detail in the following paragraphs. 

 

A.1 Direct Purchase 

 
Direct purchase is the method of procurement from a single well-known source 

instead of taking price quotations. This method will normally be used where the total 

purchase value is below Rs.5,000 (Rupees Five thousand).  

 

A.2 Local Purchase 

 

Procurement by local purchase is a procedure based on comparison of price 

quotations obtained from at least three suppliers to assure competitive prices.  

 

• Local Purchase method will be adopted as the method of procurement in cases 

where the total value of goods purchased is Rs.5,000 (Rupees Five 

Thousand) or above. 

 

• It is a method of procuring readily available, off-the-shelf goods with standard 

specifications. 
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• Requests for quotations will indicate the description and specification of goods, 

as well as desired delivery time and place. 

• The evaluation of the quotations will be done by the Procurement Team on the 

basis of comparative analysis of quotations received and the selected vendor will 

be issued a purchase order (see Annexure 1 for sample purchase order) 

 

• Justification for selection of the successful bidder must be recorded. 

 

Note: For the purpose of procuring goods through “Local Purchase” 
method, the comparison of cost has to be done in the following manner: 

 

1. The Procurement committee should decide the specifications of the goods to be 

procured. 

 

2. Case 1 – At least 3 vendors/dealers of the same company with 

specified goods are available - Quotations have to be obtained from such 

vendors/dealers. Comparison has to be done between quotes received from 

them. 

 
3. Case 2 – Not more than two vendors/dealers of the same company 

are available - In such cases quotes from vendors/dealers of different 

companies but with same product specification have to be taken. The 

company/dealer with best offer should be considered. 
 

B. Procurement of Services 

 

Following are the methods, which would be used for procurement of services including 

consultancy services1: 

 

B.1 Short Term Assignment 

 

B.2 Least Cost Selection 

 

B.3 Single-Source Selection 

 

The table given below summarizes the process of procurement of services 

 

Summary Table for Procurement of services 
S.No

. 

Particulars of Services Value Method 

B.1 Short Term small consultancy 

assignments and other contracts where 

qualification and experience of service 

Total value of 

assignment is 

more than 

Short Term 

Assignment (no quote 

required but 

 
1 Consultancy services usually require specialist knowledge which may not be widely available. 
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provider is the determining criteria Rs.5,000 but less 

than or equal to 

Rs.15,000 

processes to be 

followed) 

B.2 Assignments where the period of 

engagement is relatively long and the 

deliverables have to meet certain 

specific standard and quality. 

Total value of 

assignment is 

more than 

Rs.15,000  

Least Cost Selection 

(at least 3 proposals to 

be invited and 

selection based on 

price quoted and 

services offered) 

B.3  Assignments where only one 

person/firm has the requisite 

knowledge and experience OR the 

service-provider is discussed with MC 

Total value of 

assignment is 

more than 

Rs.15,000 but up 

to Rs.100,000  

Single Source 

Selection (no quote 

required). Only in 

exceptional cases 

B.4 

 

For assignments in the case of (B.2) 

and (B.3) 

Value of assignment 

is Rs.25,000 or 

above 

Prior intimation and 

approval from MC to 

be taken. 

B.5 Situations not covered in points (B.1) 

to (B.4) 

Value of assignment 

is up to Rs.5,000 

No quote required, 

TOR has to be issued 

for Consultancy  

contracts 

 

The above mentioned methods are explained in detail in the following paragraphs. 

 

 

B.1 Short Term Assignment 

 

This method should be used for assignments which are of the value above Rs.5000 

(Rupees Five thousand) and less than or equal to Rs.15,000 (Rupees Fifteen 

Thousand). This method will be used where any or more of the following conditions 

apply: 

 

• The service provider has already provided similar services to the organisation in 

the past 

• The services to be procured requires specific knowledge, experience and skills 

 

Procedure for Short-Term Assignments will include the following steps. 

a) For Consultancy services 

 

• Step1 The Procurement Team of the DJMV NGO will prepare the Terms of 

reference (ToR) for the assignment clearly defining the specifications of the 

assignment, time-frame and cost estimate. The decisions of the Procurement 
Team in this regard are to be duly recorded. (see Annexure 2 for sample 

ToR) 

 

• Step2 The consultant with requisite qualification and experience in similar 

assignments will be identified. 
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• Step3 Negotiations, if required, may also be carried out and contract to be 

awarded to the Consultant. 
 

b) For other contracts 

Step1 The Procurement Team of the DJMV NGO will prepare the work-order for 

the assignment clearly defining the specifications of the assignment, time-frame and 

cost estimate. 

 

Step2 The service-provider with requisite experience and skills will be identified. 

 

Step3 Negotiations, if required, may also be carried out and work-order to be 

awarded to the service provider. 

 

B.2  Least Cost Selection (LCS) 

 

This method will be used for assignment with value above Rs.15,000 (Rupees 

Fifteen Thousand) 

• This method can be adopted for assignments of routine and standard nature 

where there are considerable established practices and procedures that can be 

adopted 

• At least three proposals should be invited  

• The proposals will be evaluated and the best proposal will be selected 

 

Least Cost Selection Procedure will include the following steps. 

 

Step 1: Preparation of Terms of Reference (ToR) and Cost Estimate 

The Procurement Team of the DJMV will prepare the ToR for the assignment clearly 

defining the specifications of the assignment, time-frame and provide background 
information to facilitate the preparation of cost estimate by the service-provider. 

Criteria for selection of service providers will be prepared, along with the indicative 

cost estimate. 

Step 2: Inviting Proposals 

Pre-identified prospective service providers possessing requisite competencies and 

skills will be supplied with the ToR and other information necessary to prepare a 

proposal with cost estimates.  

 

Step 3: Evaluation of Proposals 

The evaluation of the proposals will be carried out in a transparent manner by the 

Procurement Team. 

 

Step 4: Negotiations and Award of Contract 

Negotiations, if required, may also be carried out with best-evaluated service-provider. 

The negotiations may include discussions on the TOR; the proposed work plan and the 

methodology. The final contract has to be awarded post the negotiation process. 
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B.3 Single Source Selection 

 

This method may be used in exceptional cases for assignments with a value more 

than Rs.15, 000 (Rupees fifteen thousand) but upto Rs.100,000 (Rupees one 

lakh) under the following conditions: 

 

• When the service provider has the exceptional knowledge in the field of the 

assignment or is the only individual/ firm to be short-listed 

 

• Where the service provider is discussed and agreed with the DJMV 

 

Single Source Selection Process will involve preparation of ToR, inviting proposals and 

award of contract as explained under Least Cost Selection method. 

 

 

B.4 Service contracts above Rs.25,000 

 

All Contracts for services of value Rs.25,000 (Rupees Twenty Five Thousand) or 

above have to be intimated to MC and a prior approval taken. 
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Annexure 1 (Sample Purchase Order) 

PURCHASE ORDER 
PO No. :  PO Date :  

To, 

(Name and address of Vendor) 

Bill To, 

(Name and billing address of the DJMV) 

Contact Person :  

Contact No.  : (of contact person from 

Organization) 

Mail Id   : (of contact person from 

Organization) 

 

Sr. Item Description Unit of 

Measuremen

t 

Quantity Rate Amount 

       

       

Total Amount (in figures)  

Amount in Words : Indian Rupee 

……………………………………………………………………… only 

 

Terms & Conditions 

Payment Terms  : Immediate OR _______ days after delivery and 

acceptance of full order 

Delivery Terms  : Mention the terms if any (For eg. within ____ days of 

placing the order) 

Freight Terms  :  Eg. (Local cartage extra) 

Freight Value  :  (If want to give upper limit) 

Freight Carrier  :  (If want to specify) 

Note to Supplier : 

 

Delivery Details 

Delivery at : Mention place of delivery 

Delivery date :  

Purchase Type : Guarantee item/Non Guarantee item 

 

Note: 

1. Rate of tax and value to be shown separately against each item in the invoice. 

2. The order stands cancelled if the material is not supplied before the 'Delivery Date' 

mentioned in the schedule. 

 

Other Terms & conditions: 

1. The duplicate copy of this contract duly signed should be returned as a token of 

acceptance of our terms and conditions already mentioned. 

2. Original Invoices should accompany along with all the supplies. Accounting of bill will be 

done only on receipt of Original Invoice. 

 

Jurisdiction: Subject to _______________Jurisdiction 

For (Name of the DJMV) 

(Authorized person) Preparer:  
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Annexure 2 (Sample Terms of Reference) 

 

Terms of Reference for (mention nature of assignment) 

 

(TOR between (Names of the DJMV NGO) and (Name of the Consultant)) 

 

1. Background of the DJMV 

Voluntary Integration for Education and Welfare of Society (DJMV) is a registered non-

profit organisation bringing integrated transformational development through 

innovative solutions for a better society. Founded in 2002 by a group of development 

professionals, academics and social workers, DJMV works to create lasting changes in 

the lives of the poor and transform communities. We visualize building healthy 

transformed societies where people live with self-dignity, peace & social justice. 

 

The organisation aspires to improve the living conditions of the marginalized by 

adopting strategies through collective community initiative and people's participation. 

We work towards bringing significant changes in children's education, women’s 

empowerment, and livelihoods security in a rights-based approach among fishing 

settlements and other backward communities in remote villages of Odisha in India. 

  

Vision: DJMV visualizes building a transformed society where the people live with 

 self dignity, peace & social justice. 

 

Mission: DJMV is a grass-root development organisation bringing integrated 

transformational development through innovative solutions for a better society.  

 

 

2. Scope of Work 

 

The objective of assignment is:  

 

3. Deliverables 

 

The consultant is expected to deliver the following outputs: 

 

4. Reporting and Timeframe  

The consultant will work as per the TOR signed with (name of the Organization).  The 

consultant will work closely with the management and Team of (name of the 

Organization).  The total timeframe of the consultancy is ______ days. The consultant 

needs to immediately start work, once s/he is hired by (name of the Organization).  
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5. Consultancy Fees and Other Charges  

(Name of the Organization) proposes a consultancy fee of Rs.________ for this 

assignment (including taxes, if any). In addition to the consultancy fees, the actual cost 

of travelling, boarding, lodging and other incidental charges will be covered up to a 

total limit of Rs._______.  The payment will be made as per the actual expenditure 

incurred by the consultant for the preparation of project proposal. On the completion 

of the task the consultant will raise an Invoice to the organization for the consultancy 

charges/fees for the said task. 

 

6. Expertise Required 

The consultant expected to have following expertise:   

 

7. Technical and Financial Proposals 

The consultant should submit the technical and financial proposals for carrying out the 

assignment. The technical proposal shall include the following: 
• Proposed methodology 

• Proposed plan of conducting the assignment 

• Brief Profile of the team conducting the assignment 

•  

•  

The financial proposal shall quote a lump-sum figure, with the following break up: 

• Personnel costs 

• Other costs 

• Taxes and fees, if any 

•  

•  

 

8. Payment Schedule / Terms of Payment 

 

 

9. Tax Deduction at Source 

 

 

10. Confidentiality 

The consultant should abstain himself/herself from disclosing any confidential 

information received during the process to an unintended recipient. 

 

 

 

 

 

For DJMV        For Consultant 
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  Annexure  

FORMATS 

 

i. Form No 1  : Advance Requisition Form 

ii. Form No 2 :  Expense Reimbursement Statement   

iii. From No 3 : Travel Expense Statement  

iv. Form No 4 :  Local Conveyance Statement  

v. Form No 5 :  Material Requisition Note  

vi. Form No 6 :  Comparative Analysis Statement 

vii. Form No 7 :  Purchase Order 

viii. Form No 8 :  Salary Slip 

ix. Form No 9 :  Staff Salary Statement  

x. Form No 10 : Cash Withdrawal Form  

xi. Form No 11 :  Cash in Hand Form 

xii. Form No 12 :  Bank Reconciliation Statement  

xiii. Form No 13 :  Telephone Reimbursement Form  

xiv. Form No 14 :  Delivery Challan   

xv. Form No 15 :  Money Receipt  

xvi. Form No 16 :  Self Receipt 

xvii. Form No 17 :  Tour Plan    

 

REGISTERS  

i. Format 1 :  Asset Register  

ii. Format 2 :  Cheque Register  

iii. Format 3 :  Advance Register  

iv. Format 4 :  Stock Register 

v. Format 5 :  Leave Register 

vi. Format 6 :  Attendance Register 

vii. Format 7 :  Salary Register 

viii. Format 8 :  Movement Register 

ix.  Format 9 :  Vehicle Log Book  
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  ADVANCE REQUISITION FORM 

 
Name of Staff   

 

Designation   

 

Date of 

Requirement 

 

 

Purpose of Advance   

 

 

 

 

Advance break up details  
 

SL.

No 

Expense Head Quantity Unit Cost 

(Rs) 

Total Cost 

(Rs) 

1.   

 

   

2.   

 

   

3.   

 

   

4.   

 

   

5.   

 

   

6.   

 

   

 Total  

 

   

 

 

Requested by:                           Reviewed by:  

  

FINANCE DEPARTMENT  

Previous 

Advance if any 

Availability of Budget Amount 

Sanction 

(Rs) 

Date of 

release 

payment 

    

 

 

Checked & Verified by:       Approved by:  
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