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Abbreviation

APR Annual Procurement Plan

AIGA Alternative Income Generating Activities
APD Assistant Project Director

ANR Assisted natural Regeneration

ACF Assistant Conservator of Forest

BFD Bangladesh Forest Department

BSA Bangladesh Standard of Audit

BAS Bangladesh Accounting Standard

CRR Cumulative Recovery Rate

CFMCC Collaborative Forest Management Coordination Committee
CREL Climate Resilient Ecosystem and Livelihood
GG Chief Conservator of Forest

CFMC Collaborative Forest Management Committee
CMC Co-Management Committee

DR Delinquency Ratio

DFO Divisional Forest Officer

DPD Deputy Project Director

ESMF Environmental and Social Development Framework
FAPAD Foreign Aided Project Audit Directorate

FAC Finance & Account Committee

FSSR Financial Self Sufficiency Ratio

FMPS Forest management Planning System

HECEQ Forest Protection & Conservation Committee
IPAC Integrated Protected Area Co-management
IF Internal Fund

LDF Livelihood Development Fund

MoEFCC Ministry of Environment Forest and Climate Change
Mé&R Monitoring and Reporting

NGO Non-Government Organization

NTFP Non Timber Forest Product

OTR On time Recovery Rate

OSSR Operating Self Sufficient Ratio

PA Protected Area

PMU Project Management Unit

PC Procurement Committee

Bl Project Director

PAR Portfolio At Risk

PIC Project Implementation Committee

ROA Rate of Return on Asset

SAC Social Audit Committee

SSP Site Specific Plan

SUFAL Sustainable Forest and Livelihood

RO Range officer

CDF Community Development Fund

VCSC Village Credit & Savings Committee

WB World Bank @\
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Chapter- 1

Community Finance

(Saving & Credit Activities)




1.0 Community Financs

Community means all the forest dependent people who will be selected from Forest
Conservation Village (FCV)/Village Conservation Forum (VCF) under collaborative
forest management/PA Co-Management for improvement of livelihood through

project support.

Finance means - Financial Planning, Co-ordination, Control and its application. Here
Fund owned by the community is (a} Individual Savings (b) Community

Development Fund /Livelihood Developmient Fuid and () Fund from other sources

like Community Patrolling and Capacity 3:itding Fund.

Community finance is a financing process, i

acevers fund collection, planning and
fixation of savings rate, number of loan inztiments, duration of Joan, number and rate
of repayment instalment and amount ¢f service ciarge, mode of distribution and loan
activities etc. being decided in consultation with the poor and extreme poor forest
dependent community. In this process, the forest dependent comrunity is entitled to
take decisions that provide them with highest level of benefits in terms of livelihood
diversification, income generaticn and poveriy reduecton through implementation of

various Alternative Income Generating (Al activities st community level.

1.1 Following institutions will be involved in Community Finance
te)

1. Forest Protection & Conservaiion Committee (FPCC)/Community Patrol
Group (CPG)

Village Credit & Saving Commitice (VC5SC)

Finance & Accounts Committee (FAC)

Procurement Committee (F'C)

Social Audit Committee (SAC;

OL W

2.0 Objectives of Community Finance

e To ensure the fund flow for selected community members in implementing
their livelihood promotion aciivitics in order to improve their lives and
livelihood.

e To ensure the smooth operation of Community Development and Livelihood
Development Fund activities.

* To motivate the selected community members for making regular savings
(Fixed/Equal Rate) for supporting poor community members and themselves.




* To ensure livelihood promotion through alternative income generating
activities by using own savings and Livelihood Development Fund among the
selected community members through revolving this increasing amount of
money.

e Preference will be given to the poor, ethnic, elderly, women headed and
extreme poor members (CIP list can be considered) of forest dependent
community in case of revolving fund loan distribution.

e To ensure all kinds of Books of Accounts are maintained properly by respective
committee. |

3.0 Elements of Community Finance:

Community finance consists of three elements e.g.

31  Savings

What is Saving?

The portion of income which is saved for future without consumption is regarded as
savings.

Regular Savings:
The selected community members save money at a fixed rate acceptable to all from
the very first day of membership. All the Community members put their savings in

cash regularly at a fixed rate and specific time.

Rules for Saving;:

¢ Each member of the selected commurity will save a fixed amount regularly
and deposit the savings amount according to number and rate of instalments
fixed as per group decision.

e Collected amount will be deposited in the same day and get acknowledged in
the register/ Group Savings Pass Book by the VCSC Cashier




® Savings to be recorded properiy it Lo o sings register and group savings Pass
Book during collection mf‘l i_iv;- 2L 0 signatures of respective committee’s

Convener/Cashier and VU5C's Convener .,/ Cashier,

¢ The CFMC can decide about l:he canceling the membership of those failing to
deposit savings for three consecutive months.

o After exclusion from the viliage institution if any member intends to be
included in the village institution, lie/she may apply to the CEMC/VCF-EC
and the committee will take the decision.

e Net income from bank interest on saving and the service charge from internal

loan to be distributed among Hie menthors in proportionate to their amount of
savings deposited

Rules for withdrawing saving:

=

¢ Members can withdraw up te 80 % of their savings to meet emergency needs.

¢ Members having loans to repay with:draw their savings.

e Members must submit an application for withdrawing savings.

¢ The CFMC/VCF-EC will sanction the application in their meeting after
recommendation of VCSC,

e The VCSC Cashier will pay ihe enount and note it down in member’s
passbook.

e When a member dics oris remcved frem e commitiee, the savings amount will

be returned to the family membess atier deducting the amount owned, if any.

32 Internal Fund:

Rules for internal Fund:

» 80% of the savings collectad by tire VUSC members can be given as loans to

nembers to raeet their urgent family needs;

o The CEMC/VCE-EC will decide the .~.,f.:‘.-ount of ioan size for each member;

o The CFMCC/PF-EC will be iniformed about the rationale for setting the cost
recovery rate of interest/service chiaige by the VCSC for endorsement. The rate
of service charge of interna! loan svill be set by the CFMC/VCF-EC, VCSC and
FAC must be cost recoverable;

» Usually, the rate of service charge wiil not be imove than 5% flat.

e

All kinds of operational expenditure of VCSC and CFMC/VCF-EC will be covered
with the income of internal fund and savings activities.

At the end of each financial year, an income and expenditure statement as well as a
balance sheet will be prepared and on the basis of this statement the annual net profit
on internal loan activities and bank interest on deposited savings in the bank will be
distributed as on 30t June each vear




Fig 1: Forest dependent women involved in AIGAs.

15% of annual net profit of internal fund and savings activities entitled by the
individual members will be credited to their respective pass book proportionately as
per amount of savings.

The steps in taking internal revolving fund loan are:

The member will fill an application form (Annexure-1).
The application will be approved in the group meeting. ,
The member will sign a simple agreement in the presence of other group
members.
Two CFMC/VCEF-EC members will witness the agreement.
The member will repay the loan according to the agreed repayment schedule.
The VCSC Cashier will maintain the accounts.
The passbook issued to the members will have separate pages for savings and
internal loan.
The CFMC/VCF-EC members will decide the actions to be taken to convince
members who are not repaying the loans taken by them.
The project will disburse Livelihood Development Fund (LDF) through cost
center/DFO  Office to the CFMC/CMEC. This committee will provide
revolving fund loan among the selected community members through VCSC
for implementation of AIGAs.
The selected community members can take loans from the VCSC to start
alternative income-generating (AIG) activities and repay it as per rules;

The service charge for the loan, repayment period for different types of income-
generating (AIG) activities, the amount of savings etc. will be decided by
CFMC/VCF-EC.




vig 2: Commumty level meeting

3.3 Livelihood Development Fund (AIG As Fund for Community Livelihoods)

The eligibility criteria for members 2 take Livelihcod Development Fund (AIGAs

Fund for Community Livelihcods)/ Revolvin

g Loan Fund are:

A selected Community member who has deposited savings for consecutive

3 months will be considered tor Livelihood Development Fund loan;

The internal loan taken is being repaid regularly;

Follow the "Core values’ and at the saime time forest is not damaged by him;

The recovery rate of respective committee is at least 95% of Livelihood
Development Fund loas;

A. Committee will be eligibie (at the initial stage) only if:

80% of its members are making savings regularly at the rate of approved
amount by CFMC/VCE-EC;

There is no overdue in the internal loan;

The recovery rate of Revolving Fund Loan is at least 95%;

(S




Fig 3: Discussion on different AIGAs in community meeting

The following items and methods will be considered prior to loan delivery to the
members.

A) Application for Livelihood Development Fund:

B)

The interested member (borrower) will apply (following application form as
per annexure- 2) for loan upon consensus decision of the Group;

A Business Plan approved by the Group for the loan will have to be furnished;
The date of Group Meeting Resolution for the loan decision has to be
mentioned; ,

The borrower member will sign a Commitment Letter;

Respective Committee’s Convener and Cashier will make a commitment on
behalf of the borrower that they will make group pressure on the default
borrower until repayment of the default loan installments and put their
signature jointly on the loan application form.

Selection of Borrowers:

The loan applicant must be a member of respective committee;

Must comply with and abide by the core values;

Have attended group meetings on a regular basis for the last six months, and
have been saving the agreed amounts regularly;

The selected community members who repay their borrowed loans on a regular
basis will be considered for taking further livelihood development
fund/internal fund loans;

No one of the members in the family is a drug addicted. At the same time, thza/

will work with other members for forest protection and consefvation; ;-



C) Loan Amount and Duration with Tnniaiinme i

4.0

The amount of loan size will depend on the nature of the activity. A minimum
initial loan of BD Tk. 10,000/ -is stipuiated, but lower loan sizes can be accepted.
The mode of loan repayment will be weekly/fortnightly/monthly etc. and
number and size of the loan instalhiment will be fixed in accordance with the
cash flow or expected income from the respective AIGA;

The maximum loan duration period wili be 18 months. The loan period will
depend on the nature of the activity. «.g. it can be for a period of 6 months, 12
months or even 18 months.

A member can receive moie Hurn oie iocn ina vear depending on availability
of funds, fulfillment of the groun’s loan requirements, the need and

performance of an earlier loar.

Loan security fund:

The loan security fund wil be created by:

L

Deducting 1% of the loan amount from ail members who are availing loan and
transferring apportion (10%) of the annual net income of the VCSC. The loan
security fund collected bv VCSC will be vecorded ina register.

Purpose of using loan security fund:

5.0

In case of death of any selected community member after getting loan and no
earning member in the family then the lean security fund will be used to
recover/adjust his /her ouistariing lean or its part.

If the borrower migrated for more tihan three years from the respective area and
nobody can trace him/ her then the loan security fund will be used to recover/
adjust his/her outstanding ioan or its part.

In order to recover/adjust outstanding loan by loan security fund, prior
approval by the CFMC/VCF-EC will be needed and it will depend on
availability of loan security fund.

Maintaining Transparency and Accountability:

The savings and credit activity will be followed as per COM guideline.

The information about eligibility criteria and other details of savings and credit
will be informed to all the hardcore poor and poor members in the village.
The Social Audit Committee will watch the activities of VCSC, FAC, PC and
report to CFMCC/PF-EC in presence of CFMC/VCE-EC monthly.




Collaborative Forest Management Committee (CFMC)/Executive Committee of
Village Conservation Forum (VCF-EC) will maintain the following records:

e Minutes books for recording decisions,
e Acknowledgement taken from VCSC.

Village Credit and Savings Committee (VCSC) will maintain the following books
and records:

e Minutes Book for keeping proceedings;

e Member wise savings register; :

e  Member wise Livelihood Development loan register;

e Members wise passbook;

e Loan recovery sheet/register;

e Bank reconciliation statement;

e Fund wise loan register;

e Loan security fund register;

o Request letter of withdrawal of savings;

e Bank deposit slip, Pass book and cheque book;

o Cheque issue registers;

e Cash book;

e Ledger book;

¢ Different Financial Statements like Receipts & Payment (Cash flow), Income
and Expenditure (Profit and Loss), Balance sheet etc.

6.0 Loan Appraisal Process:

To operate livelihood development loan activity within the VCSC, a 3-member
appraisal committee will be formed in order to extend loan facility.

The Loan Appraisal Committee shall assess and examine the loan proposal
considering the following factors:

e Demand/market for the Output;
e Local availability of the raw materials/capital inputs for the proposed alternative
income generating activity (AIGA);
o Auvailability of the technology for the AIGA;
e Whether the borrower has required skill and experiences on the AIGA;
o Whether existing conditions, operating items and management are conducive for
the AIGA;
e  Whether the AIGA is in line with the community objectives;
o  Whether the existing assets and finance of the borrower will have auxiliary support
for the AIGA;
e Loanindebtedness- within 5 days (as agreed by the selected community members) q/
the VCSC will accomplish the loan appraisal, sanction loan and dehvet’ g, lo:
amount to the applicant. f Y
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7.0 Service Charge Deteruinatizn:

The CFMC/VCF-EC+ J}H consider th vin factors to fix the rate of service charge
for the livelihood development loan “'mf"? sizid be a cost receverable ene, and then
describe the rationale to the CFMCT/ PF-E4 iy endorsement. Usuaily, it should not
be more than 5% flat.

e Rate of Inflation
e Loan Administrative Cost
e Increase of the Livelihcod Develepment Fund (LDF)/ Revoiving Fund.

ing annual net profit of VOSC will be as {follows:
8.0 Sharing annual net protiv of i be as {ellows

In order to create CFMC/FCV-EC Cseraiing Fund, Loan Security Fund and
Livelihood development (Revolving) Fund, the annual net profit wili be shared as per
following percentage.

» 15% for the selected cornmenity members.
* 10% for the Security Fund

» 75% for Livelihood Development {Reve Fund,

The net profit at the end of the iinancial veor wiil
the above-mentioned rate.

be dtstributed as on 50t June as per




Annexure-1

Internal Savings Fund
Application form for Internal Loan

Date: iidiisibitae.

To
The Convener (CFMC)/FCV-EC
Village: '
Union:
Upazila:
District:
Subject: Application for Internal Loan under Savings Fund.
Dear Sir,
[Mr./Mrs. Husband /Father

Village & is a
member of committee. My Reg. NO. u** I am
applying for an internal loan of Taka _ = (in words TK.

) from internal savings fund for operating livelihood

activities, declare that I will invest the loan amount for incxj%asing income, I hereby
commit and declare that I shall utilize the loan fund accordir:g to COM principles and
be obliged to repay the loan. I also declare that I have no default loan in any other
agency. If I do not repay the loan timely without any reasonable causes, CFMC/FCV-
EC can take any necessary action against me.

Signature of the Applicant

Recommendation of the Appraisal Committee:

The applicant has a savings balance of Taka . In terms of his/her
application we recommend to CFMC/FCV-EC to withdraw Tk. (In
words _ ) from VCSC bank account.

Signature: Signature:

Appraisal Committee. Appraisal Co?f“gi‘;t-t’ée.

10 Wl




APPROVAL AN SANUTEY! BY CFMC/FCV-EC

Today
decision, Taka {tn words. )

has been approved and sarctioned. The borrower will repay the entire loan in

installments @ » service Charge totaling to Taka

e )

(Inwords _

Signature: s Signature:
CFMC/FCV-EC Chairman CFMC/VCF-EC Secretary
(Name): (Name):

Date: Date:




Annexure- 2
Livelihood Development Fund
Application form for Livelihood Development Fund Loan

Date:

To

The Chairman (CFMC/FCV-EC)
Village:
Union:
Upazila:
District:
Subject: Application for Loan under Livelihood Development (Revolving) Fund.

Dear Sir,
I, Mr./Mrs. Husband /Father
Village is a
member of Committee Reg. No. applying for loan of Taka
(in words TK. ) from Livelihood

Development Loan Fund.

Declare that I will invest the loan amount for increasing own income according to
COM principles and compel to repay the loan. [ also declare that I have no overdue
loan in any other agency. If I do not repay the loan timely without any reasonable

causes, CFMC/FCV-EC can take any necessary action against me.

Signature of the Applicant _

Recommendation of the Appraisal Committee:

The applicant has a savings balance of Taka . In terms of his/her
application we recommend to CFMC/ FCV-EC for the sanction and approval of Taka
(In  words ) as Livelihood

Development Fund loan.

Signature: Signature:

Appraisal Committee Appraisal Comimittee .~ ¢ Ry
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APPROVAL AND SANCTION BY CFMC/FCV-EC

Today _ (Date) according to the decision of community
meeting, Taka (Inswordiiss ) have
been approved and sanctioned. The borrower will repay the entire loan in

installments @ % Service Charge tota ing {o Taka _ (In words

E
Signature: Signature:
CFMC/FCV-EC Chairman CEFMC/FCV-EC
Secretary
(Name): (Name):

Date: Date:




Annexure- 3
Loan Portfolio Ageing and Loan Loss Provision Guideline

The aging/classification of loan portfolio is essential in order to analyze the current
scenario of Community Finance Activities in the VCSCs under Livelihood
development project and take necessary measure accordingly. Some parts of the loan
that has been disbursed at community level under Livelihood development project
became default while other has been expired. The defaulted and expired loan of
Community Finance Activities indicates risk of it. The quality of loan portfolio and
the extent of its risk could be analyzed through loan portfolio classification which can
be used later for loan provisioning.

It is to be mentioned that in case of failure to repay a loan on time it become expired
and considered as bad loan. Bad loan does not add any service charge in revolving
loan fund. Bad loan also decreased the rate of loan portfolio yield and indicate the
declined trend of the loan portfolio. In such situation, the bad loan is required to be
written off.

1. Loan Loss Provision:

In order to take necessary measure crafter analyzing the quality of loan portfolio and
the extent of its risk in VCSC level, the task of loan portfolio classification and
calculating loan loss provision for reservation will be conducted on 30th June in each
year from now on.

The following guidelines need to be completed for loan portfolio classification and
provisioning at community level of all VCSC.

2. Ageing of Loan Portfolio (Loan portfolio classification):
The outstanding loan of current borrowers of VCSC can be classified as follows:

a) The outstanding loan which has not yet been defaulted can be classified as
Standard/Regular loan. '
b) While the tenure of a defaulted loan falls within 1-30 days, the outstanding loan
would be classified as Watchful loan.
c) While the tenure of a defaulted loan falls within 31-180 days, the outstanding
loan would be classified as Sub-Standard loan.
d) While the tenure of a defaulted loan falis within 181-365 days, the outstanding
loan would be classified as Doubtful loan.
e) In case an expired loan of a borrower and if the tenure goes beyond 365 day,
that will be classified as Bad loan. C??/

14




For the effective monitoring of Livelihood Develapment (Revolving) Fund activities,
the VCSC could classify the loan poriioiio as ner following class and take necessary
measures mentioned below:

TSRO N ey
N N S e S p”

o Ol

7)

The tenure of a defaulted foan falis within 1-30 days
The tenure of a defaulted loan falls within 31-60 days
The tenure of a defaulted lcan fails v 1“11 61-90 days
The tenure of a defaulted loan falls \vithin 91-120 days

I's

The tenure of a defaulted loan falls vwithin 121-180 days

The tenure of a defaulted loan talis within 181-365 days
The tenure of a defaulted loan m!!s: mare than 365 days

On the basis of the above-mentioined class, the following measure has to be carried
out respectively:

1)

2)

(98]
—

6)

The tenure of a defaulted loan falls within 1-30 days:
Selected Community members and VC5C members have to make a telephone
conversation and SMS with the default borrower and request him/her to pay
the defaulted loan amount.
The tenure of a defaulted loan falls within 31-60 days:

CSC committee members mnst make a personal contact with the default
vorrower and request hire/ her fo pav the defeulied loan amount.

The tenure of a defaulted lean falls ¢vithio 61-96 days:

VCSC committee members have o 0igandze a '..ne-ﬁ‘h'ng with the community
leaders/influential personz and cxort pressure on the default to pay the
defaulted loan amount.

The tenure of a defaulted foan falls within 91-120 days:

VCSC committee members have to organize a meeting with the UP chairman
and members, and try to negotiate with the default to pay the defaulted loan
amount.

The tenure of a defaulted loan talls within 121-180 days:

VCSC committee members will have to issue a legal notice to the default
borrower.

The tenure of a defatilted loan falls within 181- 365 days or more than 365 days:
VCSC members will have to take legal action against the default borrower.

The following rate needs to be followed for ican provisioning in terms of loan portfolio

classification:
3L Classification of loan portiolio Rate of provision on loan
e portiolio
Standard/ Regular 1%
02 Watchful ST 5%
03 Substandard e 25%
04 Doubtful e 75%
05 Bad debt s ey 100%




3. Types of Loan:

The loan portfolio can be classified according to the following two ways in order to
determine loan loss provision:

Loan repayable according to equal installments within a specific loan schedule
will be considered as loan repayable according to equal interval and
installments.

The loan repayable in single installment within a specific loan schedule will be
termed as loan repayable in one installment, for instance, seasonal and
agricultural loan repayable in one installment. (Currently, there is no loan to be
paid back in single installment. However, if the VCSC launch such types of loan
in future, it would be applied).

4. Definition:

4.1 Defaulted loan:

In case any loan amount is payable within specific time period but the borrower
fails to repay it, whether partially or in full, it will be termed as default loan.

For example:
If any borrower pays back Tk. 500 out of Tk. 1000 repayable amount, then the
default loan amount is Tk. 500.

4.2 Overdue loan (expired loan):

The overdue loan states the loan the repayment schedule of which has expired.
For example: If one-year term loan is disbursed on the 1st of January, 2019 it
will expire on the 15t January, 2020.

4.3 Duration of default loan:

In terms of loan portfolio classification, the period of default loan means the
time span between the day the loan or any installment gets defaulted and the
period the loan is classified. If any loan amount is recovered while the loan is
still defaulted, it is to be considering that the defaulted loan has been recovered
in order to determine the period of defaulted loan for the simplification of
accounting.

In order to determine the period of rdefault loan, loan portfolio classification
and loan loss provision reserve, the following rules need to be followed as per
different types of loan.




Annexure- 4

Policy to writ: o' nad deh!

If the loan is not paid back within the snecific peuod after disbursement, then it

becomes expired and at one stage it is considered as bad loan. Bad loan does not add

any service charge and contribute to the increase in the loan revolving fund. Bad loan

impedes the percentage of porifolic vield and indicates declining trend of the loan

portfolio. The bad loan needs to be writien off in such cases.

1)

2)

8)

9)

1

Loans may be written off after having been classified as bad lean for two years
and having a 100% provisicn against t! 1t loan;
Loans that have been classified as bad loans earlier should be written off first.
If any loan is proved as fictiticus, that couid not be written off;
Prior permission from the concernn DFO must be obtained before writing off
bad loans;
Bad loans may be written off cn 30" june and 315 December basis;
All related documents such as loan ' Disbursement Register’, ‘Loan Application
Form’, ‘Bad loan Register’ etc. should Le retained in a safe custody with the
Village Credit and Savings Commitiee (VCSC) office;

>} and maintained in a separate ledger and
' oncerned year of written-
mmual report/ Notes to

Written off foans should be recorde
the cumulative figure as woll as tho

off loans sheuld be indivateq separat
Accounts of the Financial Statement,
Despite the loan write ff, the offending party shall be duly identified as a loan
defaulter. The VCSC’s claim on written off loan shall remain absolute, and the
VCSC shall continue all-out efforis for realizing the written off loan. If the
written off loan is later realized it should be shown as income;

The task of written off bad loan affects only the VCSC Balance Sheet but it does
not have any influence on Income- Fxpenditure statement. The equal amount
of money needs to be deducted from the Ioan loss provision account and loan
portfolio account in the balance sheet;

Each VCSC will maintain one Income- Expenditure Statement and Balance
Sheet at the end of 30t June each year in order to write off bad loan;

10) While calculating loan loss provisioning, a separate account, named loan loss

11) A loan write- off register shall be maintained by VCSC.

provision expenditure, needs to be maintained along with other expenditure
accounts under the Income-Expenditure Statement of VCSC and another
accounts also needs to be cpened as loan loss provision reserve account on
liabilities side of the balance sheet where equal amount of money needs to be
put in.




Receipts & Payment (Cash Flow) Statement for FY:
Name of the reporting month:

Livelihood Development Fund

Annexure-5

Name of VCSC;-------—--
Cash Inflow/ | Current | Current | Cumulati Cash Current Current Cumulati
Receipts Month year ve from-- | Outflow/Payme | Month year from | ve from---
from---- | from---- | --- to--—-—-- nt from---- to | ----to----- - to--—-
to --=-- to----- ———
Opening Loan
Balance: disbursement(L
DF)
Cash in hand Bank Charge &
commission
Cash at bank Travelling&
Transportation
LDF received Training &
amount Refresher
LDF loan Printing &
recovery stationary
(principal)
Service Salaries &
Charge benefits
recovery
(LDF)
Bank Interest FElectronic &
Equipment
Community Furniture &
Grant Fixture
Advance Advance
received payment
Recovered Others
write off loan
Net profit

distribution

Closing Balance:

Cash in hand

Cash at bank

Total

Total

18
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Livelithogd Dz

voispent Fund

income- Expenditure Siatement for FY -
MName of reporony month- cee oo
Name of VCSCi-maaaamam--
Operating Current | Operating Cusrent | Current | From
| 3 5
Expense {15 Month rear beginnin
Month i Idcome y g &
to till
Salary and | Services
benefits | charge
. :
fincome
I - e
Bank Charge { Bank inferest
| |
and | i
5 i
Commission |
j
5 % o R LR
Printing and { Pass book and
Stationeries I form saje

Training Fee

off loan

Transportation

Other
expenses

Loan loss
reserve

expenses |

A. Total
Expenditure

Income over
expenditure
(B-A)

B. Total : ‘ ‘ 5 Totai i

¢

u
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Livelihood Development Fund
Balance Sheet

e
Name of VCSC:-----------
Capital & liabilities Last Current | Assets Last Current
Year Month Year Month
Date Date Date Date
Capital Outstanding of loan:
Capital as of 30 June last LDF loan
year
(+) Net equity in current Doy Other loan if any
year
A, Total Capital A. Total Outstanding loan
LDF received Advance
Fund receive from other Others Advance ( If Any)
source ( If any)
B. Total Advance
Fixed Assets:
Furniture & fixtures
Electronics & Equipment
Other Assets (If any)
C. Total Fund received - D. Total Fixed Assets
Loan security fund
LDF operating fund
Others Fund (If any)
Loan loss reserve Closing Balance:
Loan loss reserve ( For Cash in Hand
others)
Cash at Bank
C. Total reserve fund D.Total Cash ( hand +bank)
Grand Total: Crand Total:  (A+B+C+D)
(A+B+C)
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Definition of Ratio:
A ratio is a comparison in terms of relaiicrehip of two numbers or two things; on the

other hand, a ‘ratio” is just a comparisen between two different things, which denotes
the comparative capacity or strength of cach i g

Ratio Analysis:
In a context of organization, ‘Ratio Analvsis’ examines the performance and overall
profitability (Financial Capacity) of an m'gzmiza tion.

On the other hand, it evaluates ihe financia! strength or weakness of an organization
and its operating trend.

Types of ratio Analysis for Community Finance:
1. Productivity Ratio Analysis
2. Portfolio Quality Ratio Analysis
3. Financial Ratio Analysis

Procuciiviity Hatin Analvaie

N of foial FOV meinber
1. Member per villages= oo
Mo, of otal villoges
No. of total borrowers
2. Borrower per villages=  -immrmiiomannees e
No. of total village
fotal outstanding loan (principal)
3. Portfolio per village= - —-mmmmmmemmemreac b e
No. of total villages
Totat outstanding loan
4. Outstanding loan per borrower= e e
No. of total borrowers
Lean disbursement for the period
5. Average loan size= = —ecememee e e e

Io. of loan disbursement
Current borrower
6. Borrower coverage= e
Curront member




Portfolio Quality Ratio Analysis

, Cumulative loan recovered - advance recovery

7. Cumulative Recovery Rate (CRR)=-  --- - ---x 100
Cumulative loan recoverable

(Standard= Min. 90%)

Summation of regular recovery during the period

8. On time Recovery Rate (OTR)F - —-—--—mmmmmmmm oo x 100
Summation of regular recoverable during the period

(Standard= Min. 95%)

Outstanding loan of defaulter borrower

9. Portfolio at Risk (PAR)=--------------o oo : : x 100
Total Outstanding loan

Total amount of loan overdue
10. Delinquency Ratio (DR)=  ------------ -x 100

Total Outstanding loan

Financial Ratio Analysis

Net surplus for the yeaij.
11. Rate of Return on Asset (ROA): = e e S --3e=---x 100
; Average total asset*
Average total asset= (opening asset of balance Sheet + Closing asset of
Balance Sheet)/2

Operating income (Service charge income)
12. Operating self- Sufficient Ratio (OSSR)= ---- - x 100
Financial cost + operating cost+ LLP
(Standard=More than 100%)

Total income (Operating + Non-operating)
13. Financial Self-Sufficiency Ratio (FSSR)= x 100
Financial cost + operating cost+ LLP
(Standard= Min. 100%)

b sbbidd i



Importance of diffcieny Ratio Analyses

The importance of some of the preportionat analyses to determine the nature of
community financing and analysis of its quality given underneath:

1. OTR (On-time Recovery Rate): The rate of percentage to recover the loan within
a specific time is called as OTR. 5pecific ime means day, weeks, month, quarter,
or even a year. In order to determine il OTR, only current lean is considered
rather than expired loan.

Importance of OTR:

The OTR is considered as a thermomater of Comm unity Finance. It is important to
analyze the quality of lean activities as the theimometer is to measure the temperature
of patient. It works as an indicator to provide the resuit of loan activiiies of a specific
time as well. The expected rate of OTR is at least 95%. When the rate or the OTR
declines, it is considered as bad quality indicator and when the rate is increase, it is
also considered as good quality indicator.

2. CRR (Cumulative recovery Rate): The CRR measures the actual rate of recovery
of all cumulative loan disbursed, white the OTR gives the status of loan activities
of specific time. The CRR plays an imiporfant role in understanding the overall
picture of loan activities. The expected raie 0f CRR is at least 90%. The increasing
trend of CRR indicates » good resuldt white the declirdng send shows the bad
resitlt as a whole.

3. PAZR (Porifolis at Risk): All the acsets of an oveanization is called portfolio.
However, the principal outstanding ioan of the Community Finance operating by
CMEC/VCSCs is called portfolio. The PAR determines the proportion of risky
amount to the principal loan amount. The expecled rate of PAR is 0%. The
increasing trend of PAR indicates the bad status and the declining trend of PAR
indicates the good status of community finance activities. PAR can be put to
minimum by compiling a list of borrower who have small amount due to repay
and recovery of the dues sequentially.

4. DR (Delinquency Ratio): The DR gives a picture of the amount due by the
borrowers according to their loan agreement and the percentage of the portfolio
of it. The DR provides the proportion of total classified loan and principal loan
amount. In other words, it provides the picture of negligence vis-a-vis loan
repayment by the borrowers in accordance with their agreement. While the rate
of DR increases, the risk of lean activitics rises. When the rate is 0%, it means the
maximum quality of loan activities is reiained.

5. Rate of Return on Assets (ROA): The analysis of ROA can help determine the
financial capability of commuinity Finance operating institutions. The increasing
trend of ROA indicates more financial sustamability of Community Finance.
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Livelihood Development Fund (LDF) and Unutilized/Idle fund Management
Guideline

Unutilized/ Idle fund:

Different financial institutions use different views to define such funds. The definition
of Unutilized/Idle Fund at Village Credit and Savings Committee (VCSC) under
‘SUFAL/ project has been defined considering the approach and type of community
finance activities where, Unutilized/Idle Fund is defined in view of the nature,
approach and operating procedure of community finance activities being
implemented by BFD. -

Definition of Unutilized/ Idle fund:

In case of Livelihood Development Fund (LDF):

Unutilized/ Idle Fund is the balance, calculated on the last day of reporting month in
VCSC's bank account after deducting 10% of total LDF received from BFD earlier. If a
VCSCreceives LDF from BFD/ FAC during the reporting month that will not be taken
into account for calculating unutilized/ Idle fund. However, if the fund is deposited
in VCSC's bank account, the unutilized/ idle fund will be calculated by deducting the
deposited amount from the bank balance.

For example, one VCSC named ‘Shapla’ has BDT 6,41,550 in its bank account on the
last day of Oct'12 and also received BDT 4,50,000 as Livelihood Development Fund
(LDF) from BFD during the same month. Aparl from this, the VCSC received an
amount of BDT 8,75,000 as Livelihood development fund from BFD up to previous
month (Sept'12). Therefore, on the last day of Oct, 12 the Unutilized/ Idle fund of
‘Shapla” VCSC will be as follows:

Unutilized/ Idle fund= Bank balance on the last day of month- (10% of LDF received
until previous month + the amount of LDF received during reporting month)

= 6,41550- (8,75,000* 10% + 4,50,000)

=6,41,550- (87,500+ 4,50,000)

=6,41,550- 5,37,500

=1, 04.050

Therefore, in Oct'12, the unutilized/ 1dle fund of * Shapla” VCSC will be BDT
1,04,050.

Another Example

Another VCSC named "West Putizani’ has BDT 3,98,525 in its bank account on the last

day of Dec'12 and BFD /FAC did nct transfer Livelihood Development Fund (LDF)

further to Wet Putizani VCSC during the same month. An amount of BDT 12 59 940 CV

has been received by the VCSC as LDF from BFD up to previous m ’ifh (N@\/ 12).

Then the unutilized/idle fund of “West Putizani’ VCSC will be as fol} Wg: %
24




Unutilized/Idle Fund= Bank bajance on the fust day of month- (10% of LDF received
up to previous month 4 the amount of L ‘,' received during thn reporting month)
Unutilized /idle und = 3,98,525- {12,59,240* 10 %+

= 3,88,525-(1,25,994 +0))

= 3,98,525-1,25,494

=2,72,531

Therefore, in Dec “12 Dec ‘12, the unuiilized /idle fund of "West Putizani’ VCSC
stands at BDT 2,72,531.

Definition of Unutilized/Idle Fund in case of Savings and Internal Fund:

Any amount exceeding 20% of the total deposited savings by selected community
members up to the last day of the previous monih will be treated as unutilized/idle
fund.

At best 90% of the savings deposited by the seiected community members can be used
as Revolving Fund for internal Loan. At least 80% of savings to be disbursed as
internal Loan among the member of respective selected community and the realized
installments of internal Loan will be included in the Revolving Fund.

For example, members of selected community “A’ have deposited BDT 20,500 as
savings up to the last day of Dec "12. Anamoont of BDT 5,750 remains in the bank

account at the end of Jan'13 afier making disbursement as inteinal loan among

member of selected community "A”
Therefore, the unuiiiized/idle fund of the partic
Unutilized /idle Fl!l‘-(.r: Balance o .~;:,t=\-'3'1s;;f~ e;;.,‘;;k. sited din the bank account on the last

day of reporting month ---- 20% of totaf savings deposited up to the last day of the

iar «51 oup will be as folle

previous month.

= 5,750- 20,500%20%

= 5,750-4,100

=1,650
Therefore, on Jan 13 the unutilized /idle fund of selected community “A” will be BDT
1,650.

Unutilized /Idle Fund Management

Apparently, the management of unutilized/ idle fund seems complicated, but those
who are directly or indirectly engaged in community finance activities can collectively
overcome this situation. To overcome this situation, they first need to identify the
causes that contribute towards making tunds unutilized/idle. Afterwards, remedial
measures have to be ensured to facilitate zood governance in community finance
operation.

Steps for proper Manageruent of Unutilized/Idie Fund:

I.  Before recelvmg leehhood Deve lf*}ﬂn ent Fund (LDF) the VC SC

el
w
»




general meetings of the selected community taking into account their skills and
capacity to handle appropriate AlGs.

II. Before providing loan, it is essential to assess the necessary knowledge, skills
and capacity of borrower whether they will be able to handle the AIGs
properly. Skill development training will be arranged to selected community
members to enable them to operate AIGA properly.

III.  Before receiving of Livelihood Development Fund (LDF) by VCSCs, a borrower
list should be prepared considering of Livelihood development loan
installment to be realized along with the LDF to be transferred by BFD to that
CFMC. This should also consider the loan requirement of borrowers to start
appropriate AIGA and at the same time the actual demand of the members
should be considered to prepare a list. In this regards, skill development
training plan should be in place.’

IV.  After receiving the first installment of LDF from the project, the VCSC should
not disburse loan at an equal rate among the selected community members.
They should prepare a plan in CFMC meeting considering the magnitude of
needs of the selected community member and their necessary skills for starting
appropriate AIGA. The VCSC should also take into consideration that the
second installment of LDF to the village institution concerned will be available
soon. On the other hand, the VCSC will also be receiving installments from the
LDF borrowers concurrently. Therefore, the VCSC can easily provide LDF loan
to those selected community members who were not covered earlier.

V. Inorder to prevent disagreement and conflicts among different committee and
Collaborative Forest Management Coordination Committee
(CFMCC)/Executive Committee of People’s Forum (PF-EC) members,
awareness with one to be raised among them on COM and other operational
procedures of CFMCC/PF-EC.

VI. Awareness of Community member will be raised through discussions in
different committee meetings of CFMCC/PF-EC on issues relating to the
preparation of loan proposal, selection of AIGA, reasons for variation in loan
size etc. This should also include probable risks that may arise by taking bigger
size loans etc.

VII.  Instead of reducing loan disbursement, VCSC will implement the following
strategy considering risks related to loan realization, such as -

»  Making borrower’s husband, family members, CFMC Convener and
other members involve; and

>  Extending necessary assistance so that the borrowers invest in profitable
AIGA.

VIII. It should be ensured that members of selected community deposit savings
regularly and at least 90% sclected community members receive livelihood
development loan and internal loan and invest in profitable AIGA. MbléOV'EI,, M
low group savings rate, irreguiarities in livelihood development loa apd
20 [ % \ s

15%
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IX.

XL

internal loan operations, OTR |

community members, incliding diticrent committee member of CFMCC/PF-
EC should be made concerued 50 thut they can take necessary steps.

AIGAs have been operating in inanv viltages for years, Many members have
already come cut of the poverty fine. On one hard they now need to increase
their rate of savings and on thie other il ceiling of loan needs to be increased
in some cases considering the skills and capacity of borrowers along with
selection of appropriate AICA.

Necessary training/ orientation sheuld! be organized to make CFMC/VCF-EC
and VCSC Convener awaie so that repay their loan installments regularly.
Proper monitoring and follow- up wiil be ensured at the community level.

A list of potential selected community shauld be prepared in consultation with
selected community members living i: coastal areas and their dependence on
seasonal work as a means of livefihood. A guideline should be prepared and
orientation programs shouid be organized at the VCSC level so that the
members can borrow Livelihood Development lcan and internal loan, and
invest in profitable alternative inrome generating activiies (AIGA) and
continue their earning most of the tine of the year.

In order to handle Unutilized/ !di= fund properly, instruction outlined in
‘Management of Unutilizad/ Idle Fund” have to be implemented properly. The
VCSCs will prepare monthily veparts o umitilived/ idle fund. The avthorities
concerned will then take necessary actione,

e
~I




Chapter- 2

Accounts Management
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1.0 Introducticn:

Transparency and accountability are indisrensable of successfully implementing any
program. The necessity of accournts keepin:
o Transparency in financial iransaction.
Proper utilization of resources.
Removing misunderstanding among, members.
Project implementation with the allocated fund.
Preventing the misuse of fund.

Ensuring accountability.

Wi delpale o alEale

Continuity of the fund flow.

Community Development Fund (CDF) received from the project by CFMC/CMEC in
the village is the important resource for the extreme poor and poor forest dependent
people to achieve project development goals. It's necessary to take care of the CDF
because:

o The funds are usually sanctioned in instaiments and the following installment
depends on the successful utilization of the fund that already sanctioned.

e Collaborative Forest Manacement Comumittes {CFMCO)/Co-management Executive
& )/ £
Committee (CMET) and respective Finsroe & Accounts Committee (FAC) shall
}
directly deal with the fund as il belorigs to evervone in the Community.

o The fund will be used as per the approved Community Development Plan (CDP)
application.

Hence it is important to maintain accurate accountz of the received and spent amount.

2.0 Financial Principles:
The following are the basic financial principies te follow in receiving and spending
GE;

¢ Transparency: It is necessary to ensure that beneficiary also knows about the use
of fund:

- By keeping proper records and registers relating to all the financial dealings;

By writing books of accounts properly for all transactions;

By providing financial information requested by any member of community;
- By displaying information about financial dealings on display board.

¢ Accountability: It will be ensured that whoever is dealing with funds does it with
utmost satisfaction and sincerity. This will be through:

- Carefully following the COM guideiines in all transactions.

25



- Social Audit Committee will auoiit all the records and accounts.

- Recovering unauthorized expenses and misuse of funds, if any, which causes
loss to the community etc. from the persons responsible.

o Prudence: Exercising enough precautionary measures in dealing with money to
avoid any loss or pilferage through:

- Be impartial in financial dealings.
- Not favoring anybody without due reasons.
- Making transactions after proper scrutiny.

- Verifying physically, if needed.

3.0 Sources of Fund:

There are different sources of fund and those are:
° Internal sources: Like savings, service charges, fees etc.

° External sources: Monev received from BFD or other agencies.

3.1 Community Fund (CF):

The Community Fund (CF) is the money which is received from the project. The
following are the key financial aspects:

e The Community Development Fund (CDF) will be mainly operated by the FAC
with the approval of CFMC/VCF-EC meeting,.

e The Livelihood Development Fund (LDF) (revolving loan fund) will be
operated by the VCSC;

e VCSC will have one bank account for LDF and FAC will have one bank account
for CDF; VCE-EC will also maintain separate accounts for the two funds;

e FAC and VCSC will reconcile the bank balances with periodic bank statement
(and/or passbook) and receipts and payment book;

e Fund application has to be submitted to the CFMC/VCEF-EC for receiving each
installment.

4.0 Bank Accounts

e There will be one bank account in the name of CFMC/VCE-EC. It will be treated as
the main account of the CFMC for receiving external funds.
- Later on, one Bank Account in the name of FAC for Community Development
Fund (CDF) and two Bank Accounts in the name of VCSC for individual savings
and Livelihood Development (Revolving) Fund (LDF) may be opened.




- To transact Commuigity I Fund, the Convener, Secretary and
Cashier will be the signatories o the bank account and any itwo of them will
jointly operate the account. Cenve lanature is mandatory.

‘E'ﬁ.i\)p.fi_ P

- To transact individual savings & Livelihcod Development Fund (Revolving
Fund loans), the Convener, Secretary and Cashier will be the signatories to the
bank account, and any two of them wilt jointly operate the account. Cashier’s
signature will be mandatory.,

- All the payments to purchase above Th. 4,000/ - will be made by account payee
cheque. :

¢ All the payments to community members can be made in cash in presence of other
community members.
» The bank passbook and cheque beols wiil be kept in the safe custody of the

Cashier.

* Bank reconciliation statements will be prepared monthly to check the authenticity
of transactions recorded in the receipts and payment books,

Fig 4: Financial Teansaction

Cashier:
Major Responsibilities of Cashier:

- Custodian of all financial books and records:

- Makes all the payments and preserves ieceipts, vouchers;

- Safe custodian of bank passhooks, deposit slips, cheque books and stamp etc;
- Complies with project financial guidelines;

- Helps the other committee imembers.

5.0 Financial Authority

In order to maintain financial transactions smoothly, it is needed to give financial
discretionary power to sanction and release inoney te meel various payments. This is

called financial authority and is mentioned pelow: o g

e



To Whom How Much
e Convener of VCSC sub-committee Tk. 5000/ -
¢ Chairman of CFMC/VCF-EC Up-to Tk. 25000/ =
o Chair Person of CFMCC/PF-EC Above Tk. 25000/ -
e CFMC/VCE-EC To sanction all Revolving Fund loans

6.0 Accounts:

o All the financial transactions will be recorded in the books of accounts;
o  Writing the books of accounts will help in:

- Verifying the accuracy of financial dealings,

- Recording for future reference,

- To know how much fund have received, spent and balance amount
available,

- Help the community members to know about financial transaction,

- Help audit the accounts by the Social Audit Committee and others when
needed.

e Preparing vouchers for all the receipts and payments of money,
e These vouchers will be entered into Cash Book & Ledger Book,
o Receipts & Payment Book will be prepared from Ledger Book,

e Using the Receipts and Payments Book’s balances of different heads the
statements of receipt and payment; Income & Expenditure; and Balance
Sheet will be prepared,

¢ Maintaining the following books of accounts.

VESE

e Cheque issue register

e Bank reconciliation

o Stock register

e Minutes books
Important e Deposit Slip
books of o Bank statement

accounts o Cheque Book
o Vouchers

o Cash Book

e Ledger Book

 Receipt and Payment Book

e Income & Expenditure Statement

e Balance Sheet
32




7.0  Reporting Financial Frogress:

Finance and Accounts Commiitee wiil prepare monthly financial progress
report (Statement of Receipts and Payments); the Cashier of CMC will
prepare it; :

The financial progress reports are placed in the Collaborative Forest
Management Committee (CFMC)/VCF-EC and Collaborative Forest
Management Coordination Committee CFMCC/Executive Committee of
People’s Forum (PF-EC).

Finance and Accounts Committee will also submit monthly/quarterly
reports to Accounts Officer/Junior Consultant (Cost Center). Accounts
Officer/Junior Consultant will repart to DFO and DFO will submit it to the
PMU within stipulated daie of the next month.

8.0 Precautions to Prevent Misuse of Funds:

The project support will be stopped i case of financial irregularities;

The CFMC/CMEC wiil be responsible for correcting any such irregularity;
The following precaustions would be taken to prevent financial
irregularities:

- The Social Audit Conunittee will regularly audit financial records
and report to CFMC/VCF U and the CFMCC/PF-EC on a regular
basis,

- The CFMCC/PI-EC will verify all the financial transactions on a
monthly basis and correct errors, if any;

- All the financial transactions are recorded in the books of accounts
without delay and if possible, on the same day;

- VCSC will prepare financial reports and submit those to the
CFMC/VCF-EC and CFMCC/PF-EC.




Anne

Cash Book
For the Month of .........................2019
Vr. Particulars LF | Tk.(Cash) | Tk. (Bank) | Date | Vr. | Particulars LF | Tk. (Cash) Tk. (
No. No. No. No.
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Name of Institufion... ...
Addeess:

Ledger Book

Date Particulars Folio No. " Debit Taka Credit Taka Balance Taka




Annexure- 12

Name of the VCSC:

Union:

Upazilza:

District:

Voucher No. : Date:

Head of Account:

Receipt Voucher
Period s ienilin PO TRt i R T
Particular Taka Paisa
Total Taka
In words:
Signature of Cashier Signature of Convener
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Name of the VCSC:

Annexure- 13

Union:
Upazila:
District:
Voucher No. Date:
Head of Account:
Payment Voucher
Taka Paisa

Total Taka

In words:

Signature of Cashier

Signature of Convener
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Bank Reconciliation Statement

AS 0N —-mmemmmmmeee e
Name of Bank: --------—----- Bank Limited
Account no. = ..o o iea Branch, Regional-------—- :
Balance as Per Bank Statement as on Tk.

ADD: Amount not yet credited (received) by bank

Date ] " Details Amount

Total amount not yet credited -

Sub - total
DEDUCT: Un-presented Cheques

Date Cheque no. Payment against Amount Subsequent Position

Total Un-presented Cheques

Sub - total
DEDUCT: Entries not yet recorded in receipt and Payment Book
Date Details Amount
Receipts:
Deduct payments:
Balance as per receipt and Payment Book as on Tk. =========
Cashier------=sss=neu-n- Convener -------------
VCSC/FAC VCSC/FAC
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Cheque Issue

Register [For VCSC]

Annexure- 15

; Cheque o
Cheque | Particulars | , 1€ | Amount : Recipient’s
Sl. | Date issued in | | Signatory i
number | of payment . i inTaka Signature
favour of
~ |Convene i
Secretary |Cashier

T
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Chapter- 3

Community Procurement




1.0 Introduction:

CFMC/CMEC receives Community Develepment Fund for implementing various activities in
village as per approved proposals. In order to implemnent the various activities, it may have to
procure various materials like office furniture and fixiures, construction materials etc. It may have
to hire the services of trainers, veterinary surgeons, technicians and engineers to help to plan and
implement some activities. All suck procurement wiil be carried out through community
procurement. Community procurement invoives:

e How to procure various items/ materals required for impiementing Community Development
Plan. :

e How to make sure that the procureinient of the items i a manner that ensures goods or services
are delivered or received at the right cost, right time, right place, right quantity and right
specification.

* How to procure items as per specifications that mcets the purpose of Village Development
Plan.

This will help to know and foliow the norms, procedures and methods of procurement to be
adopted.

2.0 Community Procurement:

The step-by-step activities of the selected community accomplished with the help of Procurement
Committees to procure goods or materials or services or works by paying money for
implementing various village fund activities is called Community Procurement. As the
Community Fund belongs to everyone in the viliage, has to go for the procurement following the
principles of transparency, accountability and goed governance.

3.0 Items to be procured:

The items included in the Community development plan may be classified as follows:

3.1 Goods/materials:

Table, chair, book, pen, brick, tin, cement, sand, steel pipe, bamboo etc. All the materials,
equipment, machinery, consumables ctc. as per requirement for the implementation of a
development proposal.

3.2 Services:

The specialized supports will be required from skilled persons like trainers, teachers, masons,
electricians, veterinary doctors and other professionals and experts. These are also rental / hiring
of machines and space/office, land lease, transport etc. Some examples of services are hiring
vehicle, renting office, renting machines, technical assistance for installation of tube-wells,

Al




construction of roads, culverts, cyclone/flood shelter, estimation and drawing of various kinds
of construction works, implementatiorr support for sub-projects etc. It is needed to hire
individuals, agencies/firms, service provideis for capacity building, marketing linkages,
monitoring works etc.. : :

3.3  Construction Work

Construction of small infrastructures like roads, culverts, tube-wells, latrines, water treatment
plants etc are done by engaging community members themselves, hiring skilled and unskilled
labourers. In bigger cases, a construction firm/contractor is hired to do the job.

CLE S
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Fig 5. Guodas Lo be procured

4.0 How it will be purchased?
4.1 Direct Purchase:

Items can be procured directly depending on prices, quality, specification of goods and services
based on qualification and experience ot a speciatized reisorn or from firms.
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4.2 By Inviting Te gx:z;ta 7/ 9y

h |

7, ik oan be coiliected teengh price quotation

By inviting tenders from
of the required items. .mp';ﬁ.iers:jsi

s Wi itote theldr prices in written and send in a
closed and sealed envelope This is . »‘!eu grotzries, Hone wili be able to know which supplier
has quoted what price befoie ¢ p‘_ itiing the enveloper.

4.3 By Inviting Tensezs h cuzh Newspanor Advertisement:

i

In the case of any big pu{ih 250 (above TK 5 Lac}, i o2 be prirchased through inviting tenders in

the newspapers and magazites, internet, elc. This notice can be disn:ayc !in & common place, bus

stop, market, Upazila & Xegionat -“lfft es o, Youtlh membess of the community can help

disseminate such a procuremesit notice o the eidive commun ity
Procurement Comiittee to halp tuy goeds o nwteitds or services or works.

@ shall ba formed comprising of four (4) members among,
nw ont Cenpmitiee shall have not to be a member of

[

e The Procurement Committe
FCV/VCE. The convener of i
the CFMC/VCE-I:C/CMEC;

o At least 50% members of tho Procwromont Comadttee shall bave to
procurement;

e The Procurement Committee casniseel teckhnioal
persons during any specialized pvr-_'l‘u'as-o.

be present during the

s from any expert/ experienced




5.0 Different procurement methods and limits are given below:

Methods

For Purchasing Goods

Services

Construction works
and labor services

Direct Purchase

a) Up to the amount Tk.
25,000 per purchase:
Procurement
Committee will
decide.

Up to the amount Tk.
25,001 to 50,000 per

" purchase: upon
recommendation of
social audit
committee during
preparation of
procurement plan.

b)

Up to Amount Tk.
25,000/ - per
purchase: Most
suitable person as
decided by the
Procurement
Committee.

a) Up to Amount Tk.
5 Lac (Five Lac):
Decision of
Procurement
Committee

b) For an estimate
amount between
Tk. 5 Lac to 10 Lac
per purchase:
Upon
recommendation of
the CFMC/VCEF-
EC during
preparation of
procurement plan.

through inviting
tenders in the
Newspapers

Tk. 5 Lac per purchase.

for estimate above
Tk. 2 Lac. .

(Typical Services:
Service Provider,
Medium and large
construction
technical services,
expert person,
transport, rental, land
lease etc.)

Purchase Up to the amount Tk. 5 | Up to the amount Tk. | Works estimated
through Lac per purchase. 2 Lac above Tk. 5 Lac to 10
quotation (Typical Services: Lac per purchase.
Service Provider, Hiring small
technical services for | construction or
small construction manpower firms.
works, expert person,
transport, rental, land
lease etc.)
Purchase For an estimate above | Firm goes for hiring | Works estimated Tk.

10 Lac above.
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* Committee can fix the above limits of procurement for direct purchase, purchase through
quotation etc. within the upper limits upon approval of Collaborative Forest Management
Coordination Committee (CFMCC)/ PF-EC.

5.1 Use of Procurement Methods and Limits:

The goods and services will be procured by using applicable methods and within the
procurement limits. It can be reduced and fixed the limits of procurement of goods and services
within the upper limits. The Procurement Committee can recommend what type of procurement
method can be applied for each situation. For each of the items, wherever feasible, a combination
of procurement methods can be used. For example, for constructing the office/ culvert:

e [fitis decided to buy various materials required separately,

e If it is hired skilled labors directly and provide all the unskilled labor requirement by
engaging selected community members; ;

o If required, it can be used a local contractor to help concrete the roof/slab for which the
CFMC/VCEF-EC may not have the required equipment and specialized supervision;

e Under special consideration, it can be pnrchased some items e.g. bamboo and of similar
types directly from the market or from individuals with the consultancy of experienced
persons;

e In exceptional circumstances, stch as eriergency situations due to natural disasters or in
response to urgent involvement requirement io avoid disaster situations of greater loss,
procurement will be made through direct contracting irrespective of cost limit upon
recommendation of the CFMC/VCE-EC,

6.0 Procurement Plan:

Procurement Committee receives the list of iters to be procured over a specific period from
the CFMC/VCEF-EC.

While working out the village development plan, a detailed list of items to be procured for the
implementation of sub-projects will be prepared. A list of services e.g. hiring trainers, book-
keepers, service providers etc for the implementation of some other activities, will be also
prepared and this list is called Procuresiient Plan.

A procurement plan will be prepared based on the requirement as well as items available within
and surrounding village communities. The summary of the procurement plan is given in the
following two formats:
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Format of Community Procurement Plan:

A. For Goods & Works:

Items to Estimated gleiiation Furchase Receipt of fkw.arfied 7

Procurement of Ordet/Work individual’s/
be . : cost ! ; Item 5 Remarks
Procured Quantity (In Taka) Method Quotations Order (Date) Farm’s name
(Date) (Date) & address

Name of the Sub-project: .............ocoeeovvvii o

bodrce of flnd:oont s e B S s
Materials

1.

2.

3.

Works

1.

2,

B. For Services:

Service to | Required Estimated | Procurement | Evaluation | Contract Duration Awarded Remarks

be number of Cost Method of proposal | signing of Service | individual's/
procured | person/firms | (In Taka) (Date) (Date) (Date : Farm’s name
Form - to) | & address

Name of the Activities /

Sub:projeck IV e e

Source of fund:

1.
2
3

7.0 Steps in purchasing goods/materials:

Any of the methods can be followed

based on the estimated prices of the goods and materials.

[ Direct Purchase

Step-1 Procurement Committee receives the list of items to be procured over a specific period

from CEMC/CMEC (Village Procurement plan).

Step-2 The Procurement Committee receives requisition (list of items to be procured for the
specific activities) from the Sub-project Committee or any other committee through the
CFMC/VCF-EC (Format-1). ;

Step-3 The Procurement Committee prepares a procurement plan as per requisition received

through CFMC/VCF-EC) (Format-2),

Step-4 The Procurement Committee members will try to get the prices from more than one

source/through quotations (if possible) in order to purchase the items.




Step-5 The Procurement Commitiee members along with Finance Committee members will go |
to the market. Members will visit available suppliers at the market and check the prices
and quality. Members will buy the items req uired that meet the quality and prices.
Step-6 | The purchased items shall be approved by the CFMCC/PE-EC in terms of quantity,
quality and prices. The deteils are recorded in the minutes of the purchase committee.

Purchase through " T Putchase through Invitation of Tender
Quotations i through newspapers
Step-1 The Procurement Committee receives list of items to be procured cver a specific period
from CFMC/VCE-EC (Procurement Pian )
Step-2 The Procurement Commiiiice receives u}{guis?rions (list of items to be procured for the

specific activities) from the Sub-project Commitiee or any cther committee through the
CMEC/CFMC (Format-1).

Step-3 The Procurement Committee prepares a procurement plan as per requisition received
through CEMC/VCE-EC {Foimal-2). :
Step-4 The Procurement Cemmittee collects | The Procurement Committes publishes notice

!
quotations from 3supplicis/ shops. | inviting sealed tenders in public places like U
o PES . | iy .~
(Format- 3) The Procurement Commitlee | ofiice, market places, etc. The Procurement
. 4 - . .

receives sealed quotation from the [ Committce receives sealed tenders.
]
1
i

supplier/ shopkeeper (Fornat-4)

Step-5 The Procuremeni Commitiee opens e sealed envelope in dront of ctiver community

members and records the pilces ma

Step-6 The Procurement Committes decides from wiholi i procure as per specification, offered
price and quantity. (Formai-5).
The details are written in: the runutes of the P'rocurement Comunittee.

Step-7 The CEMC/ VCE-EC approve the recommendation of the Procuremzint Committee.
Step-8 The Procurerment Committee isstes 4 purchase order in format-6.
Step-9 The materials are received and transported to the village and entered in stock register.

: the items procured.

Step-10 | The Social Audit Committes { SAC) veri
Step-11 | The FAC makes payment to the suppli

Step-12 | The details of procurement are w ricten on the LEE:‘})‘R)" board.

Step-13 | CFMCC/PI-EC will arvange monthily progress sharing meeting with all respective
committees and report to the DFC.

Emergency Procurement after Disasters:

The procurement of necessary items as per the capability of the village concerned in the wake of
a natural disaster and before getting sufficient support from the government and non-

government.

As
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8.0 Key Rules in Procurement:

Transparency

Procurement activities must be carried out in an open and transparent way with
full knowledge of the CFMC/VCF-EC. It should be known to all in the
CFMC/VCEF-EC, leaving no scope for confusion.

Procurement committee members will remain aware about causing no lose to the
community.

The details of procurement should be displayed on notice boards in public places
of the village.

Procurement activities should be clearly recorded and any member in the
community or outside the community can verify these records.

Inclusion /Equal
Participation

Equal opportunity must be given to all suppliers interested in supplying items to the
CFMC/VCF-EC.

Goods or services must be procured by quotation or services by evaluating proposals
from more than one source

Priority should be given to hiring local Labourer, individuals etc. based on the
quality and price

At least 50% of the members of the Procurement Committee shall have to be female
and be present during the procurement.

Equal Decision /
judgment

Identical evaluation procedures must be adopted

Equal pay and benefit for equal work done without discrimination between male
and female workers /service providers etc.

The procurement of necessary items as per requirement during any natural disaster
will be deemed as emergency procurement.

Accountability

The Procurement Committee members undertake procurement functions with
utmost care and remain answerable for all decisions and actions taken.

Any Frocurement Committee member found indulging corruption is liable to be
expelled from the committee,

No member of the Village Association shall accept directly or indirectly any undue
benefit or advantage on account of a procurement action.

Ensure the Quality

Goods must be purchased through technical specifications/good quality and

& Timely delivery purchased in competitive price according to procurement limits
During the supply, goods must be verified/ensured by Social Audit Committee
along with technical persons :
Purchase and supply of goods and services must be done according to the time
schedule 7
Suppliers are allowed to supply the goods in lots according to requirement in order
to implement the sub-projects. .
Availability of The Community Operational Manual on Procurement will assist the community in
Procurement procuring goods, services and works
Guidelines & The regular report by Social Audit Committee on procurement process is
Trainings mandatory.

Regular training of procurement & other committee members on procurement.
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Formats

a) Materials/ Goods:
Format-1
Requisition (List of Materials/Goods to be procured)
(Relevant Committee will prepare this)
A) Material :
Sl.no. | Description of the Quantity Esiims;_ted cost Estimated Place of
materials {in Laka) delivery time delivery

Names and signatures of the members of the committee:

Approved by Convener
Signature & date

Name

Convener , CFMC/VCF-EC
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Format-2

Format of Procurement Plan (Materials/goods)

(Procurement Committee will prepare this)

SL. | Description | Quantity | Estimated | Method of Date of Direct Expected
No. of the cost Procurement | Purchase/Expected Date of
Material Suppl
it (in Taka) Date of issuing i

Purchase Order

Names and signatures of the members of the Procurement Committee:

1k

Approved by Convener
Signature & date

Name

CFMC/VCF-EC

Recommended by procurement Committee (PC) (When required)

Signature & date
Name

Convener, PC
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Format for request for quaiation/price (materials/Goods)
(Procurement Committec will prepare this)
Mr./ Begum /MSSIS.......cooooriiiiiniiiiinins Date :
Addressilaaeiee s
Subject: Request for Quotation (Materials/Goods}.
DeéatrSir./ Beglim . oiviviioiniiiieia.
You are invited to submit the quotation/ price otfers as per foltowing;

1. Brief description of materials/goods and price :

Format-3

SI.. | Brief descriptionof | Quantity Unit | Transportation | Total price
No. materials/ goods price cost

Expected date
of delivery

Tatal pricet TRy Lnl sl o (Mot T )

2. Quotation will have to be submitted in a sealed envelope.

3. Prices will be quoted for all required items. Prices quoted for partial goods/ materials will not be

accepted.

5. The purchase order will be given to the lowest bidder, subject to fulfilling the quality, quantity,

delivery place and time-line and other applicable conditions, if any.
6. The materials shall be delivered to (...... place.....) within (....... date......... )

7. One copy of the bill should be submitted after the supply.

Sincerely Yours,

Signature: e

Convener, Procurement Cominittee.




Format-4

Format for submission of Quotation/Price (Materials/Goods)

(This form is to be filled in by the Suppliers/ Shopkeeper)

Convener

Procurement Committee

Subject: Submission of Quotation for Materials / Goods.

Dear Sir,

I am/we are pleased to submit the quotation/ price for materials/Goods as per following;:

Sl. | Brief description of Quantity Unit Transportation Total Last date of
No. materials/ goods Rate cost price delivery

Sincerely Yours,

SIgHAULE /v iiiiivaiin

Nameof Supplier: = & i oo
[Datete s s ey,

A ess e




{Format of Quotation fvalnation (Material/Goods)

(Procurement Com

rniitee will prepare this)

Format-5

i Name of the Material (s):

Name of the supplier/shepkeeper

Quantity:
OV e s M/S e
L]
)
Unit price E
- it
Total price |
tosid | St Pl
Proposed delivery time :
Ranking :
Recommendation of the Procurement Comunitiee: . ... it PRt
Names and Sighatures of the members of the Procurement
Committee:
it
4
Approved by Convener
Signature & date
Name
CFMC/VCF-EC




Format-6

Format of Purchase Order

Collaborative Forest Management Committee (CFMC)/Co-management Committee

Addl‘ess ......................................
M/ St s aiin el Date.............
Address. itz i
Subject: Purchase/Supply Order for Supplying materials/ goods.
Dear Sir,
With reference to your quotation dated ................. . you are requested to supply the items described below

under the following terms and conditions:

1.  Description and price of the item:

a) Item Al L L R A
b)uantity il vl i
&) SUnibPricases [ e ey

d)= Total prices. aniiiinniia (Including transport cost)
2. The W@ above Siitems 8 = sholld S8 beS i st pplied S8 to ti (placis i i v )  within
(dates s S e )
3. If you fail to supply the items within the specified date, a penalty of Tk ............. per day will be

imposed from the next day, which will be realized from your bill.
4. One copy of the bill should be submitted after the supply.
Signature: ...........cc......
Naines s e el
Convener, PC
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Format -7

Format of Contract of Procuring Services (Individual Person)

Collaborative Forest Management Cominiitee (CFMC)/Co-Management Committee
Addresstiiaaiiiniiin e
Subject: Service Contract .......ccouevunnn.

Chairman (CEMC/VICE-EC).. ..o, and M /Beguma. ..o i .. are hereby signing the

contract, dated .................... , under the following terins and conditions. The terms and conditions are as
follows:

1. Name of the service provider: ... ...

2y Address:inbiinis

3. Details of services to be delivered :

5. The above services/ task has to be completed within .................. days/months.
Contract Price: Total Tk..................... /-
7. The amount, which are due, wili be paid in the following manner :

a)
b)

o

<)

7. One copy of the bill should be submitted on the completion of the service.

On Behalf of the (CFMC) /VCI-EC: ~Service Provider:
SIpmaAtUTe S iy ke STGOALITE oo ivsssiensistisatinnin
INATIVE: eiiaarisiaiuisnvoinssinasinsassvassscasssiss INAME! usiueosensrensssasnsrssss
Convener, CFMC/VCF-EC Address: . i i
AL AREEE! Giiisiiinisnansssinrimsiaieimsess

i el




Format-8
Format for Request for Quotation/Price (Construction Works)
(Procurement Committee will prepare this)

Mt /aBepumiMS o ha e Date:

You are invited to submit the quotation/ price offers as per the following:

1. Brief description of construction works and price;

SL. Description of the Unit Unit Quantity Total Expected date of
No. | construction works price price completion of works
TotalpHee R TTIGRS  E i (in
O e B G T T e U e e U e DI )

2. Quotation/ price will be submitted in a sealed envelope.

3. Prices will have to be quoted for all the required items. The prices quoted partially will not be accepted.

4. The quotation/ price shall remain valid up to (date.................................... )}
5. The above construction works shall be completed within (date................................. ).
6. If you fail to complete the construction work within the specified date, a fine of Tk .............. per day

will be imposed from the next day which will be deducted from your bill.

7. One copy of the bill should be submitted on completion of the works. Partial/running payment may be
allowed.

8. The plan and estimate for the works are attached.

Sincerely Yours,

Signanirersr v
Nanmme b am st s nan e e mlDafe i il s

Convener, Procurement Committee, Address... ...................




Format for submission of (Juotation/Price {Construction Works)

(This form is to ke filled in by suppliers)

Convener

Procurement Committee

Subject: Submission of Quotation for Construction Works

Dear Sir,

1/we are pleased to submit the quotation/ price for works as per the following:

Format-9

~ RS Yoot [ . F ZEry . FEn
Sl Description of Lnit Unit caie | Quantity | Total price
No. | construction works

Expected
date of
completion
of works

Tatal price HTcs T, e s e ieven e ara e s s O i )

Sincerely Yours,

Signature: ...
Name of the individual/firm; .....................

Dateiae i ey




Format of Quotation Evaluation (Construction works)

(Procurement Committee will prepare this)

Format-10

Name of the Construction

Names of the Individual/Firms

works
Quantity:
Mr./ Mr./ Mr./ Mr./
Begum/M/S. | Begum/M/S. Begum/M/S. | Begum/M/S.
Unit price

Total price

Proposed completion time

Ranking as per price

Recommendation of the Procurement Committee: ... ...

Names and Signatures of the members of the Procurement Committee:

Approved by Convener
Signature & date
Name

CFMC/VCE-EC




Format-11

Format of Work Qrder for Construction Works

Collaborative Forest Management Commiittee {CTMC)/ Co-Management Committee

Adaressinitr s i el
Meb/ Begum/M /Sl Date: i
Auddtess s uiie e
Subject: Work Order for Construction Waorks
Dear Sir,
With reference to your offer dated ........... g YOu are requesied to complete the construction works under

the following terms and conditions:

1.Description and price of the construction works:

a) Name of the construction works: ............cccc.......

b) Details of work to be done (Brief description of required materials, services, labor cost etc). The plan
anidestntates of the workiattached ol il ea it s Al

¢):lotal pricesd e s mii e
2. The above construction work has to be completed withia (. ..date. ... 3
3. If you fail to complete the construction work ywithin fhe specitied date, atineof Tk ... ver day will

be imposed from the next dav.
4. Payment:
a) 100% on completion of the work.
b) Part payment:
i)
ii)
iii)
5. One copy of the bill should be submitted after the completion of the work.
Sighatuter oo s
Namers s ismismavarsins

‘Convener, PC




Chapter- 4

AUDIT
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1.0  Definition of Audit:

Audit means, the independent examination of financial information of any entity whether profit
oriented or not and irrespective/impartial of its size, or legal form, when such examination is
conducted with a view to expressing an opinion thereon. The term financial information
encompasses financial statements.

Financial statements as defined by internationai Accounting Standards committee covers Balance
Sheet, Income Statement, statement of change in financial position, notes and other statement and
explanatory material which are identified as bein ¢ part of financial statement.

20 Objectives of Audit:

Objective of an Audit can be divided into two types, (i) Primary and (ii) Secondary.
Primary objective of an Audit is:

¢ Toexpress expertopinion as to whether tiwe financial statements on which it has been asked
to report give true and fair view of the state of affairs of the organization and its profit or
loss for the period under revievy.

* Verifying the accuracy and deper wlabiliy of data being precessed through the accounting
system,

Secondary objective of an Audit is:

e Todiscover frauds and errors which might have been committed, whether intentionally or
not?

* To provide assistance to his client to help him im prove running of the business and prevent
frauds and errors.

3.0 Principles of Auditors:

e Integrity:
The integrity of Auditors establishes trust and thus provides the basis for reliance on their
judgment.

e Objectivity:
Auditors exhibit the highest level of professional objectivity in gathering, evaluating and
communicating information about the activity or process being examined.

¢ Confidentiality:




4.0
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Auditor respects the value and ownership of information they receive and do not disclose
information without appropriate authority unless there is a legal or professional obligation
to do so.

Competency:

Internal Auditors apply the knowledge, skills and experience needed in the performance
of internal auditing services.

Roles of Auditors:

Risk management:
e Auditors identify all auditable activities and relevant risk factors, and assess their
significance.
o Investigating
¢ Evaluating.
¢ Identify potential trouble spots.
e Communicating.
e Anticipating emerging issues.
¢ Identifying opportunities.
Control Environment:
 Evaluate efficiency & effectiveness of controls.
e Recommend new controls where needed - or discontinuing unnecessary controls.
e Use of control frameworks
e Control self- assessment
e Provide education on risks and controls
Governance
e Auditing provides assurance to management and the audit committee that risks are
understood and managed properly.
Analyzing Operations
e Review operations, policies, and procedures
¢ Help ensure goals and objectives are met
e Make recommendations to improve economy and efficiency.
Assuring safeguards
e Evaluate procedures to safeguard assets -
e Technological safeguards

e Emerging issues




b0

Advantages of an Audit:

The advantages of an audit are innumerable. Followings are the advantages:

6.0

An audit can detect errors and frauds in initial stage. So, their negative effects cannot
intensify.

The employees always remain careful to commit any error and fraud as the financial
statements are subject to audit at a regular interval.

Audit keeps the accountants regular and vigilant and as they know the auditor will
complain against them if the accounts are not kept up to date or if there is any irregularity.
Audit lends credibility to the financial statements. So, money can be borrowed on the basis
of audited accounts.

In case of disposal or acquisition of business, purchase consideration may be determined
on the basis of audited balance sheet.

Audited accounts are reliable to different government authorities, for example, VAT and
Tax, etc.

The auditor may give valuable advice during the course of audit.

Procedure of Audit:

Following procedure will be followed to carry out the Audit. It will be done as per rules of
Bangladesh Standard of Audit (BSA). The audit procedures are:

Prepare of audit plan.

Initial discussion with respective team members.

Verify internal control process.

Verify cash and bank balance.

Verify bill and voucher with proper approval.

Verify check register.

Verify payment procedure (Comply with PPR 2008).

Verify procurement procedure (material requisition, procurement plan, request of
quotation, submission of quotation, prepare comparative statement, purchase order).
Physically verify of assets with register.

Verify loan payment agreement.

Default loan analysis and find out the reasons.

Financial statement prepared as per rules of Bangladesh Accounting

Standard (BAS).

(3}
(8]
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Following Audit will be done under the project:

Internal Audit:

The Chartered Accountants Firm will be engaged for capacity building of concern
committees under the entire cost center.

The Chartered Accountants Firm will audit all the financial transaction by the
community™.

The Audit firm will follow TOR and agreement which is cleared/accepted by the WB
and BFD*.

The audit firm will be selected through appropriate competitive process which is
initially reviewed by the WB*.. S
The Audit will cover the expenditures incurred under all the project components with
a special focus on the amounts disbursed and spent by all the cost centers and
communities®.

The Internal Audit will cover community level financial transaction and efficiency of
the internal control arrangements™. 7

The project performance, operational aspects will also be covered under this Audit*.
The Audit will be conducted semi-annually and will provide feedback to the project
management on any control weakness and issues (If any) that require management
action®.

Internal Audit reports along with the corrective actions taken by the cost center &
respective sub-committee to address the control weakness (if any) will be shared with
the WB.

The Audit will be preferabie after the third-party monitoring simultaneously.

FAC will be liable for any of its disallowed/ ineligible expenditure activities and
ultimately solve the problem.

External Audit:

The External Audit will be done by Foreign Aided Project Directorate (FAPAD).

The Audit will especially focus on the amount of disbursement by DFO/ cost center
and amount of different expenditures carried out by the respective CFMC/ VCF-EC,
FACs and other sub- committees.

CFMC/ VCF-EC will receive Community Development Funds (CDF), Livelihood
Development Funds (LDF) & other funds from cost center/ DFO. This committee will
be responsible for disbursement and mandated expenditures.

The Procurement Committee (PC) and FAC will be responsible for the violation of any
kinds of Procurement Act, Rules, Policy & Procedures.

Village Credit and Savings Committee will be responsible for group savings and
Livelihcod Development Fund (Revolving) activities.
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Finance and Accouns Co 53 thly /quarterly reports to the
CEMCC/PF-EC and Cost Center withis Hie tiae frame. Then cost center wili subrmnit it
to the PMU.

The PMU will provide thie Audit Repor o the WH

Accounts Officer/Junior Consuliant wil it and advice any kinds of financial
transaction in community level, if required by DFQ/Cost center,

Ultimately any ineligible/disaliowed axpendibire by the CFMC/VCF-EC or sub-
committees will be recoverable from tie » espective committees and audit observations

will be resolved by the committees

c) Social Audit:

Social Audit Committee is respounsible for carrs ving out the Social Audit. For this purpose, 4-
v

member Social Audit Commitiee under CEMC ,"\K_'r BC will be formed with the selected

members from the Forest Conservation Village (FCV)/ Village Conservation Forum (VCE).

The Social Audit Committee will audit the financial transactions monthly basis
inciuding Beoks of Accounts and racords

The SAC will submit its reports to the Member Socre tary of CHMC/VCF-EC.

The SAC will follow f.hL guideline af COM

This commitize will verify :351’(
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