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ABOUT THE ORGANIZATION

Tezpur Social Service Society is a social wing of the Catholic Diocese of Tezpur,
statutorily established as a non-profit and non-political organisation rendering

humanitarian service among remote-poor and marginalized people irrespective of
caste, language, and religion in the Diocese of Tezpur, Assam. Social workers like

Lt. Rt. Rev. Bishop Robert Kerketta, SDB, promoted TSSS. The Society was
registered in 2005, vide Society Registration No. RS/SPR/242/C/02 of 2005-2006.

Vision: “Our vision is the formation of a Just and Self-Sustainable Society based on

Human values.”
Mission: “Our mission is to promote the integral development of the poor and

marginalized through conscientization and people’s organization

Our operational areas include the five districts of Assam: Sonitpur, Biswanath,

Lakhimpur, Nagaon, and Udalguri.
LEGAL PROFILE

Society Registration

The Society was registered in 2005, vide Society Registration No. RS/242/C/02 of
2005-2006. TSSS is also registered with the Ministry of Home Affairs, Govt of India
under the Foreign Contribution Act (FCRA) 1976 and Income Tax Act vide FCRA No.
020620012 with 12A Registration — 22/12A(a)/CIT/GHY-1/2011-12.

PAN Number
PAN No — AACAT4454F

FCRA Registration
The FCRA Registration Number of Tezpur Social Service Society is 020620012.
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ABOUT THE MANUAL

This manual is designed keeping in view the accounting and financial requirements
of Tezpur Social Service Society (TSSS) and aims to generate information, reports
required by the Society for Internal Controls and for the management decision-
making process. This manual also aims to ensure that the highest standards
possible are maintained by Tezpur Social Service Society (TSSS) in protecting
project personnel and project assets. This manual is an internal document to be
used only by Tezpur Social Service Society (TSSS).

This is also meant to be a manual for the project management of the Tezpur Social
Service Society (TSSS) to help the society in setting up and maintaining high
standards of accountability. This will lead to an enhancement of its credibility and

allow Tezpur Social Service Society’s (TSSS) works to be more fruitful and effective.

This manual should be reviewed by the management of Tezpur Social Service
Society (TSSS) and those who are responsible for grants management, who prepare
grant proposals, and who record and report on project activities. This Manual intends
to provide major practical information on what is expected from a registered Society
in terms of internal controls mechanism to be adopted by Tezpur Social Service
Society (TSSS) for proper management of its own funds and project funding, in
terms of fiscal accountability, accounting system and financial management for
compliance to the requirements of Donors, policies and regulations of concerned

government authorities/departments, the Stakeholders and target population, etc.

General information on other topics related to grant administration may be obtained
by referring to and incorporating the actual existing rules, system, and practices
followed/by Tezpur Social Service Society (TSSS).

This manual provides information on:
% Quality management of the finances at Tezpur Social Service Society (TSSS)
Sound decision-making on financial matters

J
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& Internal review and audits
» Compliance with major obligations
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Requirements of funding agencies
Budgeting, fiscal discipline, and hygiene
Efficient utilization of available resources
Reporting and Monitoring

Legal and financial issues for Funding Agencies
Integration of economic policies with the Mission of the Organization.
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CHAPTER - |

INTRODUCTION

1.1 Objectives of the Manual:

The objectives of the Finance Manual are as follows:

a) To document the accounting and reporting system

b) To communicate and manage the finance policies & Procedures

c) To readily assist the Finance Department with the Accounting ang
Financial system

d) To serve as a guide to financial management.

e) To ensure the best possible controls and procedures are in place to
protect and support the Tezpur Social Service Society (TSSS) to
achieve the overall Project Objectives;

f) Ensuring compliance with the systems and procedures of the donors
and statutory agencies

g) Effective and efficient management of Project Funds

1.2 Users of the Manual

Those who are connected with the financial activities of Tezpur Social Service

Society (TSSS) are the users of the Manual. They are as follows: -

a) The General Body and the Governing Body of Tezpur Social Service
Society (TSSS)

b) The Program Director and Staff of Tezpur Socig| Service Society
(TSSS)

c)  The Finance Department

d) The Statutory Auditors

e) The Financial Advisors

f) The Internal Auditors
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" The above persons are expected to familiarize themselves with

the contents

of the Manual so that they can refer to it as and when need arises.

Correlation with other policies and documents-

1.3
Together with this manual Project staff needs to be aware and understand the
following Policies & Procedures Manual developed specifically for the Tezpur
Social Service Society (TSSS) Project:
a) Asset Protection Procedures & Policies Manual
b) Human Resources Procedures & Policies Manual
c) Administration Manual Procedures & Policies
d) Resource Mobilisation Policy

1.4 Amendment to the Manual
Any amendments to the Manual shall be carried out only with the approval of
the Governing Body on the recommendation of the Program Director, who
should consult the Finance Committee and the Financial Consultant before
making them.
Any such amendments duly approved by the Governing Body shall be
documented in all the copies of the Manual, both with the individual officers to
whom the Manual has been distributed and in the copies in possession of the
Management, and such documentation shall be noted in the amendment form
prescribed herein.

1.5 Amendment Form

Format 1.

Chapter Para Ref. Description Date of Last Amendment

."
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CHAPTER -2

FINANCIAL POLICIES, PROCEDURES, AND SYSTEMS

21  Financial Policy

Introduction

a. Financial policy is a tool as well as a measure for the standards of
accountability of Tezpur Social Service Society (TSSS)

b. Good financial policy enables the fulfillment of the vision of Tezpur Sogia|
Service Society (TSSS). The nobler the vision, the higher the standards of
accountability should be. Transparency and high standards of accountability
can be infused in Tezpur Social Service Society (TSSS) only if there is a
sound financial policy.

C. The financial policy of Tezpur Social Service Society (TSSS) is its guiding
light, and if it is to be implemented and correctly translated into reality, proper
systems and procedures have to be evolved and practiced. This is the very
core of a financial system.

d. Tezpur Social Service Society (TSSS) should have a healthy financial policy,
and for that purpose, there should be g good set of financial policies.

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

a) A creative, honest, and sound management of resources entrusted to Tezpur
Social Service Society (TSSS).

b) Optimum utilization of the above resources for the objectives of Tezpur Social
Service Society (TSSS)

c) Creative investments of the funds of Tezpur Social Service Society (TSSS)

d) High accountability standards

e) A Professional system of reporting, monitoring, and evaluation.
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2.1.2 Planning and Budgeting
Please refer to Chapter 3

2.1.3 Training of Finance Staff

The Finance staff should not only have requisite academic qualifications,
competence, and experience but also be provided with refresher and orientation
courses and workshops on a continuing basis, since there is a need for constant up-
gradation of skills in finance. This measure will improve the quality of the Finance

department and therefore will promote better financial management within Tezpur

Social Service Society (TSSS).
2.1.4 External Review

It is healthy for Tezpur Social Service Society (TSSS), which is responsible and
accountable to the public, to have an expert on Finance. There should be an
external expert familiar with the finances of Tezpur Social Service Society (TSSS)
who will review the finances and financial policies and systems of Tezpur Social
Service Society (TSSS) to see whether they are adequately adhered to. The expert
should alert Tezpur Social Service Society (TSSS) with regard to any lapses and

deficiencies in standards and policies within its cadre from time to time.

2.2 Procedures and Systems

Procedures and systems are the key factors that ensure an organization’s smooth

running. A good system will make sure that there is a clear and automatic
functioning of Tezpur Social Service Society (TSSS), preventing domination or

manipulation by any one person or group of persons for their benefit.

The following are some of the common and generally accepted systems and
procedures for Tezpur Social Service Society (TSSS):

a) Internal Control

b) Professional Accounting Systems
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¢)  Reporting and Monitoring Systems
d)  Handing Over System

2.2.1 Internal Controls

Internal controls are like checks and balances, which help to keep the system ip
place to avoid fraud and misappropriation, or deviations from accepted policies ang
procedures. Periodical review of internal controls is required to maintain the vitality

of the system.

Objectives of Internal Control:

a) To assist management in the orderly and efficient conduct of its operations,

b) Adherence to management policies and procedures |

c) Safeguarding of assets

d) Prevention and Detection of Fraud and Error

e) Accuracy and completeness of accounting records

f) Timely preparation of reliable financial information

g) Inspire confidence in the Tezpur Social Service Society (TSSS) by its funding
partners and beneficiaries.

h) To prevent and control any risk detrimental to the operations and performance
of activities.

The following internal controls are adopted in Tezpur Social Service Society:

A. Cash Transaction

i) Segregation of cash payments into petty cash and larger payments.
Both for accounting and control purposes, the accountant with knowledge of the
Program Director should make all the payments. It is advisable to fix limits for pety
cash payments. The Tezpur Social Service Society (TSSS) office has fixed an
amount of Rs.1,000/- (Rupees one thousand only). The limit for larger cash
payments shall be Rs. 5,000/- (Rupees Five Thousand only)

10
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i) Cheque payments versus cash payments
As far as possible, all payments for expenses should be made through cheques
except for petty cash transactions. In any case, make all payments exceeding Rs.

5,000/- by crossed “Alc Payee” cheque or demand draft.

iii)  Physical Verification of cash
Management will ensure to verify the actual cash in hand with the balance shown in
the book at least once a month and also undertake surprise checks, at periodical

intervals, at the HO & Community Centre (CC) level.

iv)  Cash Receipts
The management will ensure that the cash received by the organization is promptly
deposited in the bank the next day. It will be acknowledged through pre-numbered

Receipts, which are properly recorded in the cashbook.

V) Cash withdrawal

All cash payments for petty expenses will be made from the cash-in-hand of a fixed
amount, which is regularly replenished from the bank account by calculating the
actual cash requirements for the week.

The authorized persons must verify the list of cash requirements before signing the

cheque for the withdrawal of cash.

vi) Cash Holding Limits:
On any given day, the maximum office cash holding limit for the Project with the

cashier/accountant for Foreign Contribution should not exceed Rs 10,000/-, and the

minimum cash balance should be Rs. 2000/-

For the Local contributions account, the maximum cash holding for a week will be
Rs. 5,000/- apart from the actual cash payment/advance requirements calculated for

the week,

vii)  Accounting for Cash:

All cash withdrawn should be counted and recorded in the cash book or) IE@"?@L
7

day by the Accountant/Cashier.
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Petty cash transactions are recorded in the ‘Petty cash book’ serially date date-wigg,

upon proper verification of support documents and authorization/approval.

Closing cash balances are to be recorded (denomination-wise) and authenticated by

the cashier-accountant daily when closing for the day.

Al cash refunds should be recorded immediately in the cash book.

Cash book to be maintained daily and closed at the end of the day

The denomination of the closing balance of the cash should be entered, signed by
the Accountant, and the physical closing cash balance for the day is to be verified by

the Project Director.

This register is to be maintained from the beginning of the financial year, and a fresh

register at the beginning of every financial year.

B. Bank Transactions

a) All bank accounts will be opened in the name of Tezpur Social Service Society
(TSSS) only.

b) The management of Tezpur Social Service Society (TSSS) reserves the right
to open or close project-related bank accounts as and when deemed suitable.

c) All Tezpur Social Service Society (TSSS) bank accounts will be operated by a
minimum of two signatories, one signatory being mandatory for all cheques 10
be issued. A third signatory can also be made for contingency, that is, in casé
of the unavailability of one of the signatories as nominated by the
management

d) Tezpur Social Service Society (TSSS) will operate through designated
separate bank accounts for foreign contributions and Indian contributions, for
its main and subsidiary offices.

e)  There will be a system for the preparation of the Bank Reconciliatio”
Statement quarterly and for monitoring the same.

12
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f) Issuing bearer cheques and post-dated cheques will be avoided as far as

possible.
Q) Cheques for payment will be issued only when there is an adequate balance

in the account, since the dishonoring of a cheque will attract criminal liability.
h) All cancelled cheques will be preserved for identification and control purposes.
i) The cheque book will always be in the safe custody of a designated authority

that is accountable.
i) Cheques and Drafts received by Tezpur Social Service Society (TSSS) will be

acknowledged through pre-numbered receipts, which are promptly deposited
and properly recorded, and the various functions of receiving, processing, and

recording should be clearly segregated.

C. Payment Procedures

a) All payments to be made either by cheque, cash, or bank transfer.

b) Staff Salaries

i. Payment Calendar

Staff salaries are to be paid within five days following the completion of the

month.

ii. Staff Payroll

Staff payroll (salary sheet) is prepared by the Accountant as the basis of
payment. The staff payroll contains information on the employees’ basic salary

for the month, allowances, if any, deductions, and net salary payable.

iii. Staff Advances

Employees of Tezpur Social Service Society (TSSS) may take advances for
personal utilization up to the amount of three months' salary for six months.
An advance will be given after the completion of a 6-month probation period.
All outstanding loans and advances have to be settled 15 days before the end

Tezpur \
Sonitpur

(Assam) 5

2y

of that fiscal year.

13



Y_Tezpur Social Service Society Finance Manyq

For travel purposes, Tezpur Social Service Society (TSSS) employeeg shall
be given cash advances for expenses to be incurred on official trips. Requeg;
for cash advances is prepared by the personnel concerned, recommende p,
the Project manager in consultation with the chief accountant, and is approveg
by the Director. All cash advances for travel are to be liquidated within 5 dayg
following the completion of the trip. No advances would be given without the

settlement of the previous advance.
iv. Tax Deduction at Source

Tezpur Social Service Society (TSSS) will deduct tax at source where

applicable as per Government rules.

Payment for Contractual Services

Payment for contractual services is done through cheque disbursement. The
schedule of payment depends on the Terms of Reference (TOR) agreed upon
by the personnel concerned and Tezpur Social Service Society (TSSS).
Payments are covered by a statement of fees and other incidental expenses,
like travel, etc., submitted by the concerned person. The Accountant will check

and verify the statement, and it would be approved by the Executive Director
for the payment.

Procedure for Settlement of Bills

e Requests for payments are to be properly substantiated with bills/receipts
and essential documents.

e Requests for payments are checked by the Accountant and submitted to
the Executive Director for approval.

A Fixed Assets and Inventory Control

Procedures for the purchase and disposal of fixed assets, control, and safeguardind
have been dealt with in detail in Chapter 5.

While an inventory (Stock Register) records assets, which are generally consumablé

or saleable, a Fixed Assets Register records more permanent assets. which provide

14
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long-term benefits to Tezpur Social Service Society (TSSS). Hence, both are
valuable since they represent a substantial portion of the net worth of Tezpur Social
Service Society (TSSS). Both types of assets will be controlled and managed

efficiently and also used effectively.

The following are measures for exercising adequate control: -

a. Maintenance of a Fixed Assets Register.

b. The management will carry out a physical verification of the stock and assets
periodically.

C. Management will ensure that there is an annual physical verification before
the statutory audit.

d. Original documents such as sale deeds, registration documents for vehicles,

sanctioned building plans, land-related revenue records, etc., are carefully

preserved.
e. All fixed assets are numbered for identification and accounting purposes.

The fixed assets are acquired or disposed of only after proper authorization,

and they are adequately safeguarded.

D. Investment Control

The guidelines to be followed for investment decision making are dealt with in detail

in Chapter 6.

Other than fixed assets and stock, investments represent a substantial net worth of
Tezpur Social Service Society (TSSS). Therefore, investments must be managed

and controlled efficiently and effectively.
Given below are practices followed: -

i) Have a professional investment system.
i) Take into consideration the requirements of various statutes before

investing.
iii) Organize a Yearly Investment Report highlighting ==
A OERL
- The percentage of return _ )0/\/ x

- Returns for the quarter
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= Investments matured
- Investments maturing in the next quarter
iv) All records of investments should be in the safe custody of a designateq

authority.
E. Advances and Loans
As a policy, Tezpur Social Service Society (TSSS) will not give loans to staff, byt
advances of salary could be paid against a written application by the staff for the

purpose given below:

a) Programme Advance: For implementation of budgeted programs by the main

project office staff and by the field office personnel.

b) Travel Imprest: For traveling on official business by the project staff

c) Salary Advance: Salary advance can be availed (on a need basis) up to 50%
of the gross salary, which shall be adjusted in the current month's salary

payable. All such requests are to be made in the prescribed format before the
10t day of the current month to the Project Director.

F. Internal Auditor

The Governing Body of Tezpur Social Service Society (TSSS) will appoint one
Internal Auditor for Financial Support Supervision. The Internal Auditor will verify
Accounts, Financial records, Transactions, Fixed Assets, and Application of funds.

He will conduct the internal auditing every six months and advise the Staff and the
Management on the financial position and utilization of funds. Corrective measures,
if any, are taken immediately. Financial irregularity will be considered seriously, and
appropriate actions will be taken for effective and efficient financial management.

The Responsibilities of the internal auditor will include:

a) Reporting on the adequacy of internal controls,
b)  The accuracy and propriety of transactions,
c)  The extent to which assets are accounted for ang safeguarded

d) The level of compliance with financial norms and procedures

16
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e) Reporting on Adequacy of Documentation
f) Reporting on whether Tezpur Social Service Society (TSSS) has practiced
economy in the financial transactions.

g) Internal auditor will carry out the audit & submit the report to the Management.

h) Internal audit system to ensure proper utilization of funds approved.

i) The internal audit will be carried out on a concurrent quarterly/half-yearly
basis.

j) It should be ensured in the internal audit that the prescribed accounting

system, including regular bank reconciliation, is strictly followed. This will

include physical verification of assets, inventories, etc.

2.3 Professional Accounting System

A professional accounting system should necessarily include clear supporting.

documents and simple, transparent, yet informative books of accounts. Please refer

to Chapter 4.

2.4 Reporting and Monitoring Systems
Please refer to Chapter 5

2.5 Handing Over System

At Tezpur Social Service Society (TSSS), it is quite normal that the office bearers
change from time to time depending on the period of office, resignation, etc., and the
new office bearers take over the responsibility. At the time of handing over, the
following issues have to be borne in mind: -

a) Books of accounts, register, and other financial records must be updated and
signed by the preceding office bearer, along with another office bearer
authorized by the Governing Body.

b) Financial statements must be drawn up to the date of handing over the charge
and signed by the preceding office bearer, along with another office bea_ljgrras

to the completeness of the financial statement.

@ lezpui
'Y

: .Somtpur
(Assam)

17








{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }

