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3.3 1 541 (Introduction)

FEZIE T 6 Trarel] FEA & IRl ¢ F9S 7=W (People and Resources) Trer=ma Soimis | yoai
Fegra ser effemmy wifds g (Financial Management) 93 Sres ewgsjef fawg | <0e® aonm
(Budgeting), wdr@ (Fund Raising), 1< am=gi=*« (Account Management), 8% (Auditing),
eefe gy giffs gegems Twee | 737 7Y oheT ¢ gepife TagEa wel @ St Gegee
o a1 T w1, conf wIHE IR wiele Wi g SrRas wAfte ¢ ok T, eg
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TR G5 FE TS 20 Svp A 8] (O FCEA TIA G T | dddb AT 8 (7 FereTe wifEry
°fF! ORI AFl TSR A FIHET T4 T AAWeT (4TS @9y TR T 99 H99Eire 200d
AT 8 7 WA oAy SeEedl S AT AAE K9 WEET @I 932 2058 IAFET v
s Oiffty i s qral 9% 9% (Registration) 7T #03 | o W8 #1478 SHaw 1oa FH@w
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TGS Toq 07 qa2 HAfHe HWH NG I TG 79 2R JHer S4F T5om
e a9 @Rl SRS q0d | wifds EeAEE Sfewey w5 (Transparent), %@ (Systematic),
#afe fefés (Methodological), 7eerea @ azemaET (Easy and Acceptable) 32 «10%7 & o1 43
e (Guideline) B =@res srfes S awe &4 | Aoy A wiffs Irgemm o3 Hfoaen’
FrEA AP TIPSt T I AB (vow] T 0 |

3.2 | BreeEel (Objectives)
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¥ | wifdE F9w% 2w (Budgeting) CFTE SIS oAt e w0 |

o | @le WrefE ey Hifasie, Y ade © R e o |

q | STHEFS HEE €@ AR AEfere WiF @ (Financial transaction) #f5e w7 «@e
Ty fa el e @ TR AEw e TRATIEE G NEgE o fFere
FRSASITT TS 754 |

© | g A @A FAmAE WS GEET 8 TIEE WES SIS e @nie @ gbe
AefaB T FATAR RIS Wb e W Wil qREeEE 1Y TeTe w49 |

b | Sl e afewm e waEfES (Accountability) @4 ¥seel (Transparency)
2ifed ¢ fpsael e F41 |
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5.0 | 5e@t (Definition)
% Nfeents s@ e «a W Tagem MfowE Eowe 796 27 |

.8 | FiFFRer (Effectivity)

3¢ TEIE o0 T2 TIFY e W3 wififs Trege SfewEr I e | AR o Rerr e i
i Wil e @ oFE 93 Newad TeEE 39 | 9 Aol FifEd AR A7 FER 4F we
gnfere Siffe AR e afe ¢ #5fe afee 3 fArafte F |

>.¢ | T (Interpretation)
A% i i @, S9e w9 Swe @i FEy uder oW fEw Swfe @ aw w91 2w

% TF AR e e srifem $erea o ey 74Ee 90 [eafoe 769 )
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AR WEF I ofiane sfieer Afehm F e ofdfee w9gm Y wWey [ueE o«
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3.9 | IR Wit g
TeTos RFE 2N FferEsie Wil /< e/aey S 2R S e febe 2@ |

il gt Jfowrr | o1 72 | yo



s P

ICCEREE]

w¥tw+ (Fund Raising)

| 2 | 9w (Fund Raising)
| 2.5 | weftaw #1%f (Strategies of Fund Raising)

3.3 | fiery sy S1{@w (Self Revenue Generating

| Activities)

F | FIAT g q4Y 929 (Proper  Utilization
of Local Resources)
< | w8 %% (Group Savings)

2.0 | (Aeed weretd W (Fund Raising inside of
| Country)

¥ | G741 galatal <l (Service Oriented
Organization)
4 | wemiierar afwr (Credit Organizations)
8 | e wret 7ieg (Foreign Donors)
& | wret 7<El (Donor Agencies)
4 | wifiesiey odicaa szl el (United
Nation's Organization)
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2 | weffwT (Fund Raising)

@l et FE SF FaFem o2 TEE vew afewy ST Sy eFger ey | s we AR
e gl fefed= | Joar afte esa fere 78 &7 (Possible Sources) (/T THET
TaeT & @A Y FAC WA | NG WA T N e R wwyd edew (Self-
Revenue Generating Activities), ™04 s ¢ AEA (In Country and Outside of Country),
orar el (Service Oriented), 99 g ¢ JERT ewASIA FEPNTE Ts a7 smwg sy
AT FAFT AR T 9 HeatzT 9 FICS T |

3.5 | wéiy #%f$ (Strategies of Fund Raising)

HegE SR & TS R WP $E0S WA |
F | ST W A YN AL #f7FF oomT (Financial Planning) 390E T4 | @M
Aite FE oAfawid I @R e @ a3 FerR W@g FAE T 7 AT ¢ At T wits
RSPy SRPE AHCE 5F | QTHE NFEH @FEre AfFF (Strategic Plan) 9478 %4 |

¥ | 5 2ffdw ARy TOTE 0T @F TS WA @32 G AGWIRA ¢ AviEEar FaFE, @S,
wiatlfes ¢ wifewed sriizag opr faoail Aeg/2fed™ wares oféal g oar |

o | SR #TEd e e A wafge wefA wd wErreer @ aueear afednaa sigry wd
&ifea Fp=iE @ I e K4 aifed e sag a9 |

| TR Wl g T e S e fefars fdifre wHBE Som azemary ¢ sery 9t
BifRwE <reTE Trgd WA &FF <% (Project Proposal) tSAT @ TRETNE ATS 20 |

© | AeFE e 9TEe F@e (Self Revenue Generating Acitvitics) 0 qrea«s wifsfe
Al g & d{Fg Ta0e A |

2.2 | fiery wd #16@T (Self Revenue Generating Activities)
AR WU ~FEE @A VU Wy frery erfema orw s et avd ¢ A w4
(AT ATd;
3 | ZAY iws 99 9959 (Proper Utilization of Local Resources):
A R 5Ee 0 @3t S THEY 592 e 9 AER S S A SEIT @re
AT | AER TS S ¢ gghon T fefe wa g oitm a9 e Fare 2w | I,
T B, T Ao =, 3R 5 @ ¢ T% @+W, wim, foewy @ (Sale of
Expartics), =T, T %S AR AT 42 @ IRHA S ATS A7 |

< | WY 7468 (Group Savings)

AeZlE AfEre TeidE A A v fafivers why e ol W wfE wew
LA WAL Y T QS ST | JE 93 T2 FefeiR oRreliee e 9 @ Symeee
= FARdeE 37 [fve Fare w9 | grFE $ W wwel B @ W 3f%e (Through
Skill ~ development Capacity build-up) 9<% 40 29 | #efE2 77 TS OF FHIHS FiTS
T wrda wemad 97 Wve $0e 2ita wew waAre Sggle Swyiel wefare 9jaeld o e
FALS TA | qEGIe FWLHB W TS B SR WP T TRAMNAF @ AAFA FACT A g9ia
VLS ALIGAIT S| equte Herarel $4rs 59 |
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2.0 | (7TE wEjeE WdEs (Fund Raising inside of Country)
SIS S (TR g RS Paew 54 MRSl ¢ Gl Rt AT G Seeid Aaea
& @R Al @ fog vy AT | U2 NG A RIS o)l gwAeEl (Service Oriented) ¢
A (Funding Agency) @92 S€afieal iegl 2310 feaver 41 @ee i | feg w1egl smeze sisfse
feame o =g |
F | G eWEEr el (Service Oriented Organization)
AR ¢ @A SO HTHR AT WASET AF TR | QKT FEGPTR oM AT wee
HFIT dfT © Aoy fofes ab, IR A9q 9u WiHad o, Sila awr = E e
WA ANE | Q4R AGITAT FLAR WSl WFF FFT (0rF T TG T WAWTS AL T @
AGHETS TR NG AR eTaTE FEfret AT 4 |

& | o S1dr @f$d (Credit Organizations)

@ gETeE HegTIR A Koy wret wE @ W awEHA AF ATF WrewFE I AWM A Az
T 47 TEATAIEA AGHIE Y AfTwy wew gErye 7w awd e Frew wrgw wrar
SfHe emiE FTE ACE | QETE REFAFA AEPILET N g T RS T 97 [
e Sy gwgle wefe Bty wmm we wrerwige vRE e gafeerE
(NGO) Siaiy =Refl i 4 sfadt 2w+ w90z |

2.8 | A wrel Wewl (Foreign Donors)
galergtna MA@y TFaa ¢ AfbEara CFm @ oes (@ g WieT Jegl eitng N SfFe] 991 T e
ergrEAr o AT FF AT | AEAAT AFEEE GRiEs e oA e @ e wrer wogr fafey
23T 2y 2WRAE fefare wd wermirer oy 4 |
< | wiel 7egl (Donor Agencies)
q A wrel Jegl T 947 USAID, NOVIB, SDC, DANIDA, NORAD, AGA KHAN
FOUNDATION, USCCB, CANADA FUND, WATER AID, ASTA FOUNDATION,
WORLD BANK, EU erfes 7w fRr=igeia S« |

4 | wifeen 4iza e s1ggt (United Nation's Organization)

T FRrrERT Tl ot wifengTe @ foy weE T eEen | U weR Weg WHR Qe
saeias B el g geiererare e TRl A A0F | 43 N AG AEI Wy
UNICEF, WFP, IFADEV, UNFPA, UNCHR afes 1 Rz Srgeiy |
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AT oy wiel (e TR w<iEe | 92 RRShrTTR eEenrte gue Rty a9g
8 Fbice Sereiiel ewiH wd At | G 22 sfi=w, SEel g2 Sfew, @i geiar,
SRR BT S, ST YR aefed T RraEey Traear |
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(Budget and Budget Controlling)

| @ | AEs 922 INEs EEe (Budget and Budget

| Controlling)
| ©.5 | ACEG Lerur=a S

0.3 | AEET 8FF
F | Wrel IS0
< | ferery ezl o=y arrEt

| v | FTEG 2FTE afeF (Process of Budgeting)

©.0.3 | 4] IMGE 2= afEFA (Precedence
Budgeting Process)

9.0, | ¥ T fofes et evew afear (Zero
Based Budgeting Process)

| 9.8 | TTEE AT *WMrETIR (Steps of Budgeting)

©.8. | FWFS Y wedw FEFAG (Aggregation
of Budgets)

©,8.3 | qitEb FewH® WA (Discussion of
Budgets)

©.8.9 | TR AEEAR A0 B o WS
(Negotiation with the Sponsors)

©.8.8 | ACE|E SAW (Approval of Budget)

| . | ITES AR AfewmEt (Principles of Budgeting)
| 0.4 | JCEE cefatEs ¥t [feS (Budget Variance and

' Review)

©.9 | #fta=4 (Observing/Monitoring)

| o | Wi afetaws 1o (Financial Reporting)
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® | FED aTe et ArEe (Budget and Budget Controlling)

AF S A WE AL OFT AAILSTT WAFE FqW 71 A6 2977 (Proper Budgeting)
faeale wer@ ewFpel | Tre: oy TG T awEE SdEe, sfey fofes aeg wwdd g 6,
WP SdE P LA @ AR Afe frE wag T e TS e ey wids
4% Al FMEH LT ©HF WABIer FrsareT |

0.3 | FMEG T SO
AYATS =TS AT ICHD AT ! 2 |
& e sy 108 Bire ¢ Sifege ooy TG & ey S e famee 4 |
& spferens wfifs FUaR & 4T SIFMPPE IRNGN L TTeH AN WL 9w
ol |
€ oFHET GRIM © ST AT T4 FRFFS Wl FOT A |
qZIGTG RIS AFCHT T ATAEAY SR TG 1S D AT T2 436 TwyeT STy |

©.3 | ST &I
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4 | &4 wigifdesad (Organizing of Accounts) |
o feore wefa® wfima Bgaead (Actuating for |
Accounts system) :
w | wifds fwae (Financial Control)

| f&ie w%fe (Accounts System)

- 8.5 1 9ne® 2R (Bank Accounts)
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¥ | & eaifde@a (Organizing of Accounts)
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(Management system of financial information)
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3¢90 | Yearly Fixed Asset Venfication Report
3¢.¢> | Time Sheet
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Palli Chetana
Jordia, Bangdaha, Satkhira
Journal Voucher
Office: Date:
Project: JVNO:
Code No | Heads Folio Debit Credit
|
E B
|
1
_—
Narration: |

Taotal

In Ward : Taka

Prepared by: Checked by: Approved by:
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Palli Chetana
Jordia, Bangdaha, Satkhira

GOODS (OR SERVICES PROVIDED) RECEIVED NOTE

Name of Supplier

Order/Other Reference Number

Name of Goods

Quantity or Amount (BDT value}!
Received

Quality of Goods

Name of Receiver

Signature of Receiver

Date Gnodsfééﬁ:es Received
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RISK REGISTER

Name of the Organization: PALLI CHETANA
Name of the Project: Marginalized People’s Agency and Platform Building for Upholding their
Dignity, Supporting their Livelihood Promotion, and Enhancing their Capacity to Claim their Right 1o

Public Services and Resources (APLE)

Periods:

SL

Risk
Type

Date
Risk

of | Description

Risk
Catezory

Mitigation
Strategy

Date of | Mitigation | Mitigation
Mitigation | Description | Status

. of Risk
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GIFTS/HOSPITALITY REGISTER

REGISTER OF GIFTS/HOSPITALITY RECEIVED & PROVIDED
Use this form to record details of actual or proposed gifts or hospitality, received from or
provided to third parties

| FINANCIAL YEAR

| ' TYPES

{Either 'provision' or 'Receipt’)

BRIEF DESCRIPTION OF ITEM

(Give a brief description of the gift or hospitality
resisier)

REASONS FOR GIFT OR
HOSPITALITY

(Summarize the reasons or occasion for the gift or
haspitality )

DATE(S) OF PROVITION

(Give the date(s) on which it was provided or offered)

VALUE OF ITEMS

(Give the known or estimated value - if unknown then
state ‘wnknown' and explain further under the 'reason
for gift' column)

LOCATION WHERE PROVIDED

(Give the name of the vemue or location at which the
gift ar hospitality was provided)

ACTION OF GIFTS RECEIVED

{(For gift received oniy, specify what happened to the
| item(s) after it was received)

DETAILS OF THE GIFT OR HOSPITALITY

/@ E ]r@; wifefe g ST | 9T A | 48



o L Ay

PROVIDER DETAILS

NAME OF PERSON OR BODY

(Give the name of the individual or organization
providing or offering the gift or hospiiality)

PROVIDER ADDRESS
(Give the address of the provider)

CONTACT NAME

(Give a contact name if an individual is not specified
as a provider - otherwise leave blank)

CONTACT E-MAIL / PHONE

(Give contact email or Telephone number for the
provider)

RELATIONSHIP TO PALLI CHETANA
{Specify the relationship of the provider to the
department e.g. alumnus, supplier, sponsor eic. - if the
| organization is the provider then leave blank)

RECEPIENT DETAILS

NAME OF THE PERSON(S) OR BODY
(Give ihe name of the individuals or organization
receiving the gift / hospitality - if here the multiple
_recipients specify each on a separate line)
| RECIPIENT ADDRESS
| (Give the address of the recipients - leave blank if the
organization, a memher of staff or representative is the
| recipient)

| CONTACT NAME

| (Give a contact name if an individual is not specified
| as a recipieni - oiherwise leave blank)

CONTACT E-MAIL / PHONE

(Give contact email or Telephone number for each
recipient (if known))

RELATIONSHIP TO PALLI CHETANA
(Specify the relationship of the recipients fo ithe
department e.g. alumnus, supplier. sponser ete. - if the
department,  staffs  or  representatives  of  the
organization is the recipients then leave blank)

e
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A& Me-3¢.52 € (Fraud) EfEsm

FC (Fraud) cf&se
SARIRTETT g o '
g w: APLE
fofame:
SL Particulars with Steps and Actions Results and Remarks

01  Name. address, Telephone no. of the person/organization
against the Fraud raised .
02 | Particulars of Cumplcunt relating to fraud with receiving
- date
03 | Name, address of the informer / finder / anonymous _
04  Name of the person with position who bring the issue to
 the fraud management committee / senior management
05 | Discussion and descnptlon about the fraud by the fraud
management committee / senior management with the
date : 2
06 @ The decision of the fraud management committee /
' senior management team with the action plan
07  Name of the investigation team members (if needed) wth
their responsibility (TOR) with last date of reporting
08 | The summary of the investigation team report with the
| date of submission _
09 | The decision of the fraud mana‘gement committee /
senior management team base on the report with date
10 | Action Implemented / not with date (if not what are the
reasons)
11 | Final settlement of the fraud with date
12 | Decision of fraud management committee / senior
management team about reporting to Specified Donors
with justification and date
13 | Follow up action if any

If necessary, seperate sheet/s may be used to write the results / actions or any other
information.
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#f® Me-se.5¢ Advance Register

Palli Chetana
Jordia, Bangdaha, Satkhira

Advance Register

Name of Advance Receiver: Designation of Receiver:
SL. | Particular | Received Signaﬁlre = Realization with | = - S| g
No of of o R bill 5 3= @ 5| o=

2 - - L g e -

Advanee Date | Amount | Receiver 2 g Date | Amount é x| E ; Z g

(BDT) Z 3 BDT) | 5z 22| 23| 22

o0 g g JpE| B MY

o Ul @ tn<| @ e

-
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#e4® Te-5¢.5¢ Bank Reconciliation Report (BRR)

Jordia, Bangdaha, Satkhira

Palli Chetana

Bank Reconciliation Report (BRR)

Name of Project: APLE

| Name of Bank : The City Bank Ltd.

Bank Account Name | PALLI CHETANA-MJF APLE Bank Account Number ; 3102561112001
| PROJECT
- Amount in
1. Balance as per Bank Statement BDT. |
125,000
2. Deposit in Transit:
Date: Slip # Amount
2.a.Total Depaosits in Transit: BDT. -
3. Sub Total (Line 1+2a): 125,000
4. Outstanding Cheque:
Date: Cheque # Amount Tk.
27.03.2020 L 3022826 5000
_4.a Total Outstanding Cheque: BDT. 5000
5. Adjusted Bank Balance (3-4a) 120,000
6. Book balance (4 of Bank Recap) 120,000
Difference: hag
Prepared by: Reviewed by: Approved by:
Signature Signature Signature
Name: Name: Name:
Designation: Designation: Designation:
Date: Date; Date:
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5egf% 7e-3¢.59 Period End Cash Balance Confirmation Certificate

Palli Chetana
Jordia, Bangdaha, Satkhira

PERIOD END CASH BALANCE CONFIRMATION CERTIFICATE
Period Ending 25th March' 2020

Name of Project :

[ This is to certify that the cash balance of above mentioned project as on 25/03/2020 is Tk.1366.00 '|

| InWard : |

The denomination of cash balance is as follows:

Denomination Quantity Amount R S
1.000 0 0

500 2 1000

) 100 2 200

B 50 | 3 150
20 0 0

B 10 | 1 10
n 5] 0 0]
2 3 6

O 0 0

Total = 1366.00

I also confirm that all cash funds are kept officially in a secured locked box.

Prepared by: Reviewed by: Approved by:
Signature Signature Signature
Name: Name: Name:
Designation: Designation: Designation:
Date: Date: Date:
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e 7e-3¢ 5% Cash Recap by Bank Account

Name of Project:

Palli Chetana
Jordia, Bangdaha, Satkhira

Cash Recap by Bank Account
Period: 1st March to 31th March' 2020

Voucher. Date Cheque Description Debit Credit | Balance
no. no. Tk TK. Tk.
Opening Balance 85.000
35 3.3.2020 3022822 | Admin & Program A/C 5,000 80.000
38 10.3.2020 3022823 | Staff Basic Training A/C 12,000 68,000
40 12.3.2020 Fund A/C 250,000 - | 318.000
42 15.3.2020 3022824 | Khas land process fee A/C 60,000 | 258,000
43 25.3.2020 3022825 | Staff Salary & Bonus A/C 120,000 138,000
|
Prepared by: Reviewed by: Approved by:
Signature: Signature: Signature:
Name: Name: Narmne:
Designation; Designation: Designation:
Date: Date: Date:

s
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%% #e-3¢.5» Challan/Store Requisition Form (SRF)
Palli Chetana
Jordia, Bangdaha, Satkhira

Challan/Store Requisition Form (SRF)

Name of Project: Date:
Name of Purpose/Program:

L o ’ y

;‘_0 Description of Materials/Goods/Assets Quantity Remarks
Above listed materials received in full quantity and good condition.  yes: No:
Issued by: Received by:
Signature: Signature:
Name: Name:
Designation: Designation:
Project: Project:
Date: Date:
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#egf®& 7e-3¢.20 Cheque Register Form

Palli Chetana
Jordia, Bangdaha, Satkhira
Cheque Register
| SI. | Date | Cheque | Particulars | Amount Signature of Signature of Signatory | Remarks
No. (BDT) Chegue Reeciver | EC Member | Direetor
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#egf® we-5¢.25 Contra Voucher

PALLI CHETANA
Jordia, Bangdaha, Satkhira

Voucher No.
Contra Voucher Date:
Particulars Head of Account Taka -
e Dr. Cr.
Total Taka=
In Word Tk.:
Approved by Paid by
PALLI CHETANA
Jordia, Bangdaha, Satkhira
Voucher No.
Contra Voucher Date:
Particulars Head of Account I Taka
Dr. Cr. |
| |
| Total Taka=
In Word Tk.: '
Approved by Paid by
.
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7% 7e-3¢.22 Donation Received Register

Palli Chetana
Jordia, Bangdaha, Satkhira

Donation Received Register
Name of Project:
Wame of Donor:

SL # Date Reference/ Cheque No Amount Grand Remarks
(BDT) Total

Prepared by: Received by:
Signature: Signature:
Name: Name:
Designation: Designation:
Date: Date:

P
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W% We-3¢.29 Motorcyele Log Book

For the Month of:

User name:

Palli Chetana
Jordia, Bangdaha, Satkhira
Name of Project:
Motorcycle Log Book

Designation: Motor Cycle no.:

[ Date | Ou

=1

Opening | Description | In |Closing| Total | Personal | Official FuelMobil Other | Total

time | meter | From | To |Time| meter | used KM | used KM | used KM | Quantity | Amount [ Cost | Cost

Signature
Checked
by

I S N S Y N N N

_b " ] _SEHE(E.' lmn_lgT;t;I:s;’: | Personal| Official Allowance | Total | Mobil .Maintc-nancc-é Total
ae KM KM KM use KM | use KM | per KM | fuel cost| cost Cost cost

Prepared by: Reviewed by: Approved

by:

Signature: Signature: Signature:

Name: Name: Name:

Designation: Designation: Designation:

Date: Date: Date:

Q& oemen
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#eY[& 7e-3¢.28 Motoreycle Benchmark (KPL) Setting Format

Palli Chetana

Jordia, Bangdaha, Satkhira

Name of the project:

Motorcyele Benchmark (KPL) Setting Format

Example:
Location Jordia, Satkhira
Reg. No SATKHIRA HA-16-7543
CcC 100 CC
Date 122.09.2020

01. KM Calculation:

Starting KM of 1" Time Fuel Taken ! 22467 KM
Ending KM of 2™ Time Fuel Taken 22788 KM
| Total KM Taken | - | KM
02. Fuel Calculation:
| 1* Time Fuel Taken 03 Lt
| 2™ Time Fuel Taken 06 Lt.
03. Bench Mark Calculation:
[ Total KM Run/2™ Time Fuel Taken 535 KPL

Signature of Rider/User:
Name:

Designation:

Date:

Reviewed by:
Name:
Designation:
Date:

Approved by:
Name:
Designation:
Date:

Joi o
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7egf® 7e-3¢.2¢ Breakdown of Outstanding Advance

Palli Chetana

Jordia, Bangdaha, Satkhira

Breakdown of Outstanding Advance
As of 31 March' 2020

Name of Project:

A |Staff Advanee
SL# Name of Designation | Date of advance | Purpose of | Advance Tentative Date | Reasons for
Recipient pavment advance | amount (Tk.) of advance delay
=i 1 adjustment
1
2 |
3 '. .l
4 NE * al f
SUB-TOTAL | 0.00 1
| B |SUB-PARTNER (SP)/ BRANCH/AREA OFFICE/VENDOR/OFFICE RENT/OTHERS |
SL# [Name of Opening Advance during |Adjustment |Outstanding [Remarks
SP/Branch/Area |Balance period during advance
office/Vendor/ period Amount (Tk)
Others
|
2
3
4 — —— - — ]
5
SUB-TOTAL - - - -
TOTAL =
Prepared by: Reviewed by: Approved by:
Signature: Signature: Signature:
Name: Name: Name:
Designation: Designation: Designation:
Date: Date: Date:
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72y 7e-3¢.2% Purchase Requisition Form

Palli Chetana

Jordia, Bangdaha, Satkhira

PR # :
Date :
- Purchase Requisition Form
Name of Project/Program :
Head office/Centre :
HD # Name of Items Budget Unit Rate |  Estimated Cost
Provision - (Tk.) | (Tk.)
u |
|
Total =
Total (In Ward): Tk.
Requested by: Checked by: Approved by:
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#eYf& 7e-3¢.29 Requisition for Cash/Advance

Palli Chetana
Jordia, Bangdaha, Satkhira
Date:
Requisition for Cash/Advance
Name of Project/Program :
Head office/Centre : |
HD # ~ Particulars Quantity | Unit Amount Remarks |
== Cost (Tk.) - [
|
|
!
!
Total = |
In Ward: Tk
Requested by: Checked by: Approved by:

Gk S T—e
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Fegf& we-3¢.2r Salary and other Benefits Register

Name of Project:

Palli Chetana
Jordia, Bangdaha, Satkhira

Salary and other Benefits Register

Payment Month: Payment Date:
. . Local | Mobile | Total [Signature e
St| Nawe Desngnau.on BRIy | Adoear) Haais Convevanee| Bill Payment] & Date Rextarks

CREERL
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Fef& 7e-3¢.2» Fixed Asset Modification (Depreciation) Report

Palli Chetana
Jordia, Bangdaha, Satkhira
Fixed Asset Modification (Depreciation) Report
As of 31* December’ 2019
Name of Project: APLE
Name of Centre: Head office

Sk # | Name of Asset : Computer Remarks
No. of Assets | Cost Value | Depreciation | Depreciation | Written down | Estimated
(Tk) [ {%) (Tk) value Sale Value
01 |0l 39,400 ~-Ll~§% 5.910 33,490 0 1¥ year
|
Grant Total (1% 39,400 15% 5,910 33,490 0
Year) | |

NB: We have depreciations charge deducted of our fixed assets according to our previous
practices. That depreciation for only 1% year

Prepared by: Reviewed by: Approved by:
Signature Signature Signature
Name: Name: Name:
Designation: Designation: Designation:
Date: Date: Date:
After Next Year:
SL# [Name of Asset : Computer Remarks
l No of Assets %Cnst Value Depreciation |Depreciation (Written down|Estimated
[(Tk.) (%) (Tk.) value Sale Value
01 |01 133,490 15% 5024 28.466 0 2™ Year
i ]
-. f -
(Grant Total (1" 33,490 15% 5024 28,466 0
[Year) !

NB: Wc have depreciations charge deducted of our fixed assets according to our previous
practices. That depreciation for only 2™ year

Prepared by: Reviewed by: Approved by:
Signature Signature Signature
Name: Name: Name;
Designation: Designation: Designation:
Date: Date: Date:
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#e4® 7e-d¢.20 Yearly Fixed Asset Verification Report

Palli Chetana
Jordia, Bangdaha, Satkhira
Yearly Fixed Asset Verification Report
Up to Date: 31% December’ 2019

Name of Project : APLE S
St | 1D No. | Name of | Quantity | Description |Source Date of Lucatlunﬁespnns‘]ble Remarks (Present
Asset (Make & Acquisition Person Condition

Model) Good/Fair/Poor)

|
| suiilas . e kel e e - o . e
|
L

Type of Verification: Physically verification by verification committee.

Signature of verification committee:

Approved by:

01 Signature: 02 Signature: 03 Signature:
Name: Name: Name:
Position: Position: Position:
Date: Date: Date:
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