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'Knowledge sharing be open and development without barriers’
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- Our handbook is the part of the Campaign
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(Chapter One)
[EGISIIEE R EReTIGER ERl)

(Basic concepts of Financial Management)

o e AP e a1 s *ife | afedi o Freng wgw T 79, Fed
e IAY IR FACS A @ 90w e oo (a2 zear W geme S |
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T G FHE O ARG & G AfSdE @ A8 FHE PR
FACO T O R (AREE St TG F40 =0 |

fetfqwsita k%@l (Definition of Accounting)
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217 f9@It= F01@ (Golden Rules of Accounting-Double Entry System)
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(Chapter Two)
(Budgets)
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(Chapter Three)
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(Budgetory Control and Financial Trasections System)
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T 32 (Cash Book)
A 9% 8 JTRSF TRIFE TS NS GTeaaece Fmaas aferng et Foame 33 |

IR R IR G AW 8 YRS MG Gt WHmeid  @&8[ sl
ARG FCO 27 |

T IR T @ISR 90 TA:

Progoti Protibondi Bekti Unyan Songstha
Cash Register
Month: January 2017

Name of Project:

SL

Date Description | Ledger L. Voucher Debit Credit Balance
Code No Receipts | Payments

1/1/2017 Opening 0
Balance

12/1/2017 Withdrawn Contra 50,000 50,000
from Bank 1

14/1/2017 | Payment P.V-1 49,000 1,000
for
Program

31/1/2017 | Closing 1,000
Balance as
per
January
2017

1/2/2017 Opening 1,000
Balance
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Progoti Protibondi Bekti Unyan Songstha
Bank Register
Name of Bank A/C: Sonali Bank Limited
A/CNo. -----

Month: January 2017

Name of Project:

SL Date Description | Ledger L. Bank | Cheque Debit Credit Balance
Code | Name No Receipts | Payments

1/1/2017 Opening 0
Balance

12/1/2017 | Grant Sonali 15,70,000 15,70,000
Received Bank

14/1/2017 | Program 016507 50,000 15,20,000
Exp.

31/1/2017 | Closing 15,20,00
Balance as 0
per Jan.17

1/2/2017 Opening 15,20,00
Balance 0

Yo




o

" Commonwealth TURNING
%" Foundation @ POINT

RS T 7@ (Bank Reconciliation)

JRF AT [T 20T @ & 1 effop™ @@ e e T BER IS Tge 9k
RS K@i Tared /e e {eameen o dgege el | ot et e
(YR G Sl | DR S T 92 TP S 7@t 2gs F90e =07 |

OB SRR TGN RS AN [ (AT =L

Bank Balance tk. 4,450 as per Cash Book but Bank Balance tk. 50,000 as per Bank
Statement. Prepare Bank Reconciliation Statement as on 30 June 2016.
1. Amounting tk. 40,000 Cheque payment to Creditor but not present by 30
June 2016
2. Amounting tk. 20,000 of Cheque received from Debtors and Deposit in Bank,
but this cheque dishonoured by Bank .

3. Amounting tk. 550 of bank charge not not credited from Cash Book
4. Amounting tk. 15,000 of cheque received from Debtors but not collection at
Bank by 30 June 2016
SL | Particulars Amount Amount
Bank Balance as per Bank Statement as of 30 50,000
June 2016
Add:
1. Amounting tk. 15,000 of cheque deposited | 15,000 15,000
in Bank but not collection by Bank by 30
June 2016
Total 65,000
Less:

1. Amounting tk. 40,000 of Cheque paid to 40,000
Creditor but not present by 30 June 2016
2. Amounting tk. 20,000 of Cheque received 20,000
from Debtors and Deposit in Bank on 30 550
June 2016, but this cheque dishonoured by | ---------------=-----

Bank. 60,550 60,550
5. Amounting tk. 550 of bank charge notnot | | semeeeceeeeeeee
credited from Cash Book 4,450

Bank Balance as per Cash Book as of 30 June
2016

b
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afsaTTa Ty g ey @fPorR e

. A M @GBR &S (Fixed Assets Register)

Per
Date of . Total |Identificati [Place of| Yearly | Closing | Dep.
Sl | Item Name Purchase Qty IPr 111‘1:2 Amount on No Use Dep. Value | Rate
1 | Computer | 14/2/2017 | 1 |44,000| 44,000 |PPS/Com-1| PPS 4,400 | 39,600 | 10%
Office

3. T @S5 (Cash Register)
©. JRF @EPGIA (Bank Register)

8. ®I® @EPOR (Fund Register)

SL Date Donar’s Name Foreign Bank BDT
Currency Name

€. S gWie ([EPLE (Advance Register)

Y. v Ffedr w@iEP5IF (Attendance Register)
Month:

Year:
Name: Name:
Designation: Designation:
Date Signature | In Out Date Signature | In Out
Time | Time Time | Time

q. fefaswr @fasim (Visitors Register)

Date | Name To Purpose | In | Out | Contact | Address | E- | Signature
whom Time | Time No. mail

b. Yours @@sR (Movement Register)

Date | Name | Place | Purpose | Out | Expected | In | Singnature | Comments
Time | Time Time

5. 3% @& (Inventory Register)
Date [tems Particulars In Out Remaining
Name (Quantity) (Quantity) Balance

Yo. FM 7oA @&E[ (Leave Register)

ML)
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DT &y T3 PR wagelf ©Ieor ¢ T

453 ©I8BIF (Receipts Voucher)

TACTG ©[85 (Payments Voucher)

. G ©I85R (Journal Voucher)

TGl S5 (Contra Voucher)

Jrems K= (Transport Bill)

T @wiF = (Cash Payment Bill)

@1 st (Bill Summary)

2w BT @=0el AW (Money Receipts)

. SIe S &= 79 (Equipment Requisition)
0. %fGF T (Leave Form) €tc.

YILERRO LY

Journel Voucher 9 <1

Name of Organization

Address:
JOURNAL VOUCHER
Voucher No: Date:
Y S —
Accounts Heads L.F Debit Credit
Taka (in word):
Narration:
Prepared by Checked by Recommended by Approved by
Payments Voucher &< 51
Payment Voucher
Name of Organization
Address:
Voucher No: Date:
S —
Mr/ MS/ MESSEI’S ..ccocrmmrnmsmsssmsssnssssssssssnsanans
No Particulars Accounts Head Accounts code | Amount(TKk.) PS

TOTAL=

o8
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Taka in words:

Paid with thanks to..
the amount of tk,.. SR ) | | '
cash/cheque / pay order/ demand draft/ TT

1 1 TR

dated .......cccrenennnnns drawn (1) | PR 1 ) - | ) [ol 1 DO

Prepared by Checked by Recommended by Approved by Received
by

Receipts Voucher @3 s«
RECEIPT VOUCHER

Name of Organization
Address:
No: Date:
/ /

Received from:

No Description Head of Accounts | Amount
TK PS

Taka in words:

Received with thanks from ... s s s s s s s e e e

the amount of tk,.. SR ) | | '
cash/cheque / pay order/ demand draft/ TT

1 1 TR

dated .......cceneninnnnns drawn (1) | PR 1 ) - | ) [ol | DO

Prepared by Checked by Recommended by Approved by Received by

M(q
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Program Costs Tk. 6,45,630
Human Resources Tk. 8,50,770
Administrative Cost Tk. 2,11,020
Grant From Donar Tk.15,70,000
Organizational Contribution Tk. 2,06,720
Equipment and Materials 48,700
Bank Charge 2,100

Audit Fees 18,000

Cash in Hand 200

10 Cash at Bank 300

11. Depreciation Rate 10%
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1. Balance Sheet
Project Name:
Supported by:
A Porject of Progoti Protibobdi Songstha
Balance Sheet
As of 31 December 2016
Particulars Note 31-12-2015 31-12-2016
Property and Assets:
Fixed Assets 43,830
Cash and Bank Balance
Cash 200
Bank 300
Total Tk 44,330
Fund and Liabilities:
Fund Account 44,330
Total Tk 44,330
2. Income and Expenditure
Project Name:
Supported by:
A Porject of Progoti Protibobdi Songstha
Income and Expenditure
As of 31 December 2016
Particulars Note 31-12-2015 31-12-2016
Income:
Grant from (Donar Name) : 15,70,000
Organization Contribution 2,06,720
Total Tk 17,76,720
Expenditure:
Program Costs 6,45,630
Human Resourcess 8,50,770
Administrative Costs 2,11,020
Audit Fees 18,000
Bank Charge 2,100
Depreciation 4,870
Total Expenditure 17,32,390
Surplus/ Deficit) of Income over 44,330
Expenditure
Total Taka 17,76,720
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3. Receipts and Payment Statements
Project Name:
Supported by:
A Porject of Progoti Protibobdi Songstha
Statement of Receipts and Payments
As of 31 December 2016
Particulars Note 31-12-2015 | 31-12-2016
Receipts:
Opening Banlances -
Cash in Hand -
Cash at Bank -
Grant from (Donar Name) 15,70,000
Organizational Contribution 2,06,720
Total Tk 17,76,720
Payments:
Program Costs 6,45,630
Equipments & Materials 48,700
Human Resources 8,50,770
Administrative Costs 2,11,020
Bank Charge 2,100
Audit Fees 18,000
Total Payments Taka 17,76,220
Closing Balance
Cash in Hand 200
Cash at Bank 300
Total Taka 17,76,720
FAVE (o (FEF Ol (Salary Sheet)
Salary Sheet
City P/F P/F
H. Rent
. .. . M. Con. Allow. (10 Ded. Net
sl l\?taff De.51gn Wo.rk Joining | Basic | (100% of Allow | Allow | (25% % Tot 20% | Paya
ame | ation | Station Date Salary B. . al
salary) . . B. (offi of. ble
Salary ce) Basic
Md. P. H. 1/1/20 21, 1,600 | 19,7
1 Hanif | Officer | Office 17 8,000 8,000 1,500 | 1,000 2,000 800 300 00

2fSres 8 T4 TS (Provident and Kallayan Fund)
o7 | A S (ACF 5T ISR T 42 oY (A AT | s 8 Tl Tl «F fq7q
T, @ e I pfe fefes siva sy e s ot efst o ane | sfefefes w3
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s efores Te ZoTq TR Aafe
Provident Fund Deposit Loan Interest
Date | Name |P/F Deposit P/F Total |P.F Loan L. L. Int.on | PFInt. | Total PF
of Staff| (office) Deposit Payment| Refund |Balance| P.F.L |Distribut| Deposit
(own) 12% ion
1 2 3 4 5(3+4)] 6 7 8 (6-7) 9 10 11
(5+9+10)
July- |A 12,000 12,000 24,000 {10,000 {3600 6,400 1,200 1,563 25,825
June
July- (B 9600 9,600 19,200 (8,000 3,000 5,000 960 1,250 20,660
June
July- |C 9600 9,600 19,200 |- - - 1,250 19,700
June
July- |D 7,200 7,200 14,400 |7,000 2,400 |4,600 840 937 15,615
June
Total [38,400 38,400 76,800|25,000 (9,000 (16,000 |3,000 |[5,000 81,800
FREEF Tl AR Y¢ ,broo BIF
AT W NS (MR R ,¢00 Bl
T BIE ¢oo BIF
Calculation of Bank Interest Distribution for Provident Fund
SL Name Deposit Details
1 A 24,000 5,000/76,800%24000 =1,563
2 B 19,200 5,000/76,800%19,200 =1,250
3 C 19,200 5,000/76,800%19,200 =1250
4 D 14,400 5,000/76,800*%14,400 = 937
Total 76,800 5,000/76,800%76,800 =5,000
1. Balance Sheet
Progoti Protibobdi Songstha
Provident and Kallayan Fund
Balance Sheet
As of 30 June 2016
Particulars Note 30 June 2015 30 June 2016
Current Liabilities
Contribution Received 81,800
Total Tk
Current Assets
Cash and Bank Balance 65,800
P/F Loan Payment 16,000
Total Tk 81,800
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2. Income and Expenditure

TURNING

2D

Progoti Protibobdi Songstha
Provident and Kallayan Fund
Income and Expenditure

POINT

As of 30 june 2016
Particulars Note 30 June 2015 | 30 June 2016

Income:
Interest on Provident Fund Loan 3,000
Bank Interest 2,500

Total Tk 5,500
Expenditure:
Bank Charge 500
Net Profit 5,000

Total Tk 5,500

3. Receipts and Payment Statements
Progoti Protibobdi Songstha
Provident and Kallayan Fund
Statement of Receipts and Payments
As of 30 June 2016
Particulars Note 30 June 2015 | 30 June 2016

Receipts:
Opening Banlances -
Cash in Hand -
Cash at Bank -
Provident Fund Deposit 76,800
Provident Fund Loan Refund from Members 9,000
PF Loan Interest 3,000
Bank Interest 2,500

Total Tk 91,300
Payments:
P/F Loan Payment to Members 25,000
Bank Charge 500
Cash and Bank Balance 65,800

Total Tk 91,300
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IR g EACE T (Depreciation on Fixed Assets):
S5 2 G TG ARG NS R | S5 G 7 FAC 70Hf€ @ Wi 7g @i

TURNING
® POINT

I =7 |
Calculation of Depreciation on Fixed Assets
Cost Rat Depreciation W.D.V
Particular | Opening | Additio | Sales/ Closing | eof | Openin | Charge | Closing | ason
S Banlanc | n Adjust, | Balance | Dep | g d Balanc | June
eason during | Additio | ason . Balance | During | eason | 30,
July 01, | the n June ason the June 2016
2016 Year During 30,201 July year 30,
theyear | 6 01,201 2016
6
1 2 3 4 = 6 7 8= 9 10 =
(2+3-4) (5-7%6) (5-9)
Computer | 0 43,000 | - 43,000 | 10 - 4,300 4,300 38,70
% 0
2017 43,000 42,500 | - 85,500 | 10 4,300 8,120 12,420 | 73,08
Computer % 0
A 7w Hfeessd safe
1. Desk Computer PPS/ DC-1
2. Table PPS/Ta-1
3. File Cabinet PPS/FC-1
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wifée 9=t (Financial Management)
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5. e Fige fonRfiew ifewE (GAAP- Generally Accepted Accounting
Principles) SepiIcs & wAfaoer=r <

2. ARF GFCT ARG 4

O, PRF 8 TN CHEPBR 2RI T

8. &S ST Frie wTIaw = efes 41

€. TS’ WP f2oeas efefiayeT s i age w1
Y. efee 9 Sreices e

q, S ETFCAC TRS! ST T 'S NG (A4 [
br. SNGNMRCR FAPTNCH 7T 2Ife=irg =i

. T NOAF SpRel

0. T 203 THICHI IR @ ABIR

5 F G dFS FA

SR, TSI o S O @ By emie 4

so. R ReRite &Fe e 2R 61 ©f T51R w41
8. W2 2tz gft Tmifen i ovw 4 4

s¢. RT el o5 =i

M. BT TAEPBR ARGERT T4 To5i™ |

S



o

¥ commonwealth TURNING
%" Foundation @ POINT

it fSwE: s TfowTeT 2= @ Afepnag P Wi Jagemr 8 FEFar B9
[IGHANE T | AL foqET 20+ @3 AfSdiew s wffs FfET 9 @7 Y
feaces fofirs faoiem |

e FfoArTe @ RNt wge 2GR AREI:

TGS ¢ T Koo sieitng el ¢ nifg
el orafe (7o AIET 7% (o)

IR TRGE wieen Feeaaae (R «@e 9 @ifer Srarst ST SiemT abm
8 IR IR FACO A )

A TG @ «F THT G IR @ISO TR A 1% =
<= @ SIerE cofd F 4l

[RS8 T CRCPOR ARG T4

5. 0% (AR ARGET 41

0. 951G @ GBI &wi 4T

5. G (o F41 '8 «F @l gl [T 718w

S, A (o AW F4T

SO JJRF AFST (AT

58. I AN 49 Cof 4

3¢. &fSTeS @ Apefb ¢ S T Y

SO, T FNG AT ¢ T TS T QW

o6 pYv

TeoE R

9



<
-

" Commonwealth TURNING
%" Foundation @ POINT
TR SRTeifE
(Reference)

1. I RS, (M3 TTqF A, AT LI, I, 05¢
2. QP @5 e, (i3 eTEr Tag, WiV 2R, BT, 00

38



P Ccommonwealth TURNING
%" Foundation @ POINT

R



P commonwealth TURNING
‘%' Foundation @ POINT

e g TR

A Handbook on Financial Management

TR T

@3 RS GifR 6 FIECTH SAIfere g TR WdE JIgHH A4S
AMRFCIR T | FAVGCITL FICCLH -G TS R0-33 (F 2059 JBCH Wfers
G AfRERCS (AT SO AR 2010 elfoqat Tfema koo (fEfre) aa 23 & afeffy
TRHAAZ FCE; AT NP2 AfSTRT A ¢ %Fw | afssdr e afswm ¢ wqmy
AfepT OImER WY e TRAN, (Tog ¢ BT SR AMAR e sRrgeve
A e Sfeeer sa 20a0R @ eifrel; T S TCo0R ARFBIBTS |

IR (T I SO & QR PO IRAGTAR Srweey TR S | S Kt
3, (Ao, TRIS 8 IAFCEF TR, ©(F2 eI (bFA2 e | @6 929 Fe
ARFCATR AOTE LT (BB (FT IRINGAGC AW ANTONS TAF© 2, N FSCT
AR LT T TN | TR 2T FRE < T AT LI TFACT WA FAT
ST AT &R9 FACT | GTIAMICE, BIfeR AT FIOCo= |

About the Handbook

This Handbook is an output of the training on Financial Management of the
grassroots organisations organised by Turning Point Foundation during 20-22
May 2017 with support from the Commonwealth Foundation. A total of 22
participants from 20 grassroots Disabled Peoples Organisations (DPOs)
participated in the training, most of them were women and with disabilities and
men with disabilities. The training was flourished with the long experiences of the
participants, along with their struggles and leadership, and also the long
experiences of the training Facilitators. All of these have been brought together in
this handbook.

Therefore, this handbook is open for all persons with disabilities and grassroots
organisations. We are Striving for Diversity, Equity & Inclusion for Sustainable
Development. The small organisations around Bangladesh are benefited, even a
little bit, utilising this handout, we will think our initiative is successful. It is the first
version of its kin and we will welcome your valuable advices whole heartedly to
improve it step by step. Thank you, Turning Point Foundation

RIS 63 STAIPTIRCG “INEAT AT (The Handbook is available at the following website)

www.turningpointbd.org

PANGLETR GG -7 T RS AFCHT FIIGCNT T R0 eI

(This publication is a part of a project financed by Commonwealth Foundation)



