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Sl. Account .
# Code Head of Accounts Details
1 10000 ASSESTS:
2 10100 Bank & Cash: All cash & bank balance of office.
3 10101 Cash in hand Cash in hand
4 10102 Cash at bank Balance at bank
5 10200 Fixed Assets:
6 10201 Land Purchase of land
7 10202 Land Development Development work of land as land filing, etc.
Every kind of construction work, boundary wall, pillar, piling
8 10203 Building work, instillation of electric line, seawares line, drainage, gas
line, WASA line, etc.
. All kind of transport vehicle, van, rickshaw, Motor cycle,
9 10204 Vehicles Motorcar, cycle, etc.
Furniture-Wooden, plastic and steel furniture as Cot, bed,
chair, table, file cabinet, Almira, rack, patient bed, TV stand,
10 10205 Furnit & Fixt TV box, dining table, Alna, dressing table, tool, ladder,
urniture Ixture hanger, bench, self, trolley and all kind of fan, etc. Fixture-
Carpet, curtain, Bed cover, Pilow, Blanket, Cover fittings,
internal decorations, window screen, etc.
Computer,AC, refrigerator, Photocopier Machine, microwave
oven, generator, Stil Camera & Memory Card, print
11 | 10206 Office Equipment calculator, video camera, overhead projector, Multimedia
Projector, Stabilizer, TV, VCD & DVD, Hand mike set, Fan, Tape
Recorder, Charger, Fire Extinguisher, Silier Machine, etc.
12 | 10300 Accounts Receivable:
13 10301 Receivable from Donors 382§:|0n and other receivable from Local & International
14 | 10302 Receivable from Others Any kind of Accounts Receivables
15 | 10400 Investments
Investments in different
16 10401 programs/section
17 10402 Investment in Micro-credit
18 LOAN, ADVANCE &
19 | 10500 ADVANCE:
20 | 10501 Advance-Office Rent
. Any kind of advance or loans taken by staffs deposit in
21 | 10502 Advance to Suppliers elated Class
22 | 10503 Advance-Program Activity
Any other kind of advance or loans taken by Project in Field
23 10504 Advance-Salary should adjust within the year an deposit in related class
24 | 10505 Advance others
. ) Any security deposit payable for House rent, Mobile,
25 10506 Security Deposit Telephone or Utilities & others
26 | 10600 LOAN:
27 | 10601 Loan to Project Loan taken from other Project internally
28 | 10602 Loan to welfare Fund
29 | 10603 Loan to Workers Savings Fund
30 | 10604 Loan to DTRC
31 | 10605 Loan to others
32 | 20000 Liabilities:




Sl.

Account

# Code Head of Accounts Details

33 | 20100 Accounts Payable:

34 | 20101 Payable to Suppliers any payable to suppliers should be here in related class
35 | 20102 Provision for Expenses All provision for expenses should be here in related class
36 | 20103 Salary Payable

37 | 20104 Staff Security Security amount receive from staff

38 | 20105 Insurance Fund

39 20106 VAT & Tax ,tbr\]?sylilr(]Z(leEo'\ngeduction of staff and parties VAT & Taxes be in
40 | 20200 Fund Account:

41 | 20201 Risk Fund

42 | 20202 Gratuity Fund

43 | 20203 Provident Fund

44 | 20204 Employee Welfare Fund

45 | 20205 Members Saving Fund

16 20206 ?a?l?r?éa;ungommittee Member

47 | 20207 Opening Balance Equity Capital Fund balance of the project from Last year
48 | 30000 INCOME & RECEIPTS

49 | 30100 Receipts

50 | 30101 Grant from Donor All kind of Foreign grant received

51 | 30102 Local Donation Donations collected locally by any person

52 | 30103 In-kind Donation All kind of Inkind and materials receive as Donations
53 | 30104 Govt. Donation

54 | 30105 Staff Contribution

55 | 30106 Employee welfare Fund

56 | 30107 Insurance

57 | 30108 Gratuaity

58 | 30109 Provident Fund

59 | 30110 Group Savings Collection

60 | 30111 Staff Savings Collection

61 30112 I(:,B'Ar\(;,up Loan Realisation (Prin)

62 30113 S(r:opup Loan Realisation (Prin)

o | soa |G toan  seasaton

64 | 30115 Maize Culture Loan Realisation

65 | 30116 AAB Soft Loan Realisation

66 | 30117 AAB Loan Realisation

67 | 30118 Monthly Savings (DPS)

o | sons [semon _ ronoenr

69 | 30200 Income

70 | 30201 Service Charges Realisation

71 | 30202 Admission Fee

72 | 30203 Hall Rent

73 | 30204 Seat Rent




Sl.

Account

# Code Head of Accounts Details

74 | 30205 Interest of Loan

75 | 30206 Bank Interest

76 | 30207 House Rent

77 | 30208 Meal charges

78 | 30209 Seat Rent/Furniture Rent

79 | 30210 Service charges

80 | 30211 Other charges

81 | 30212 Overhead

82 | 30213 Motor cycle / Bi-Cycle Rent

83 | 30214 Office Rent

84 | 30215 Panalty

85 | 30216 Interest from staff loan

86 | 30217 Others fee Experience Certificate fee & etc

87 | 30300 Sales:

88 | 30301 Sales of Fish

89 | 30302 Sale of pass book

90 | 30303 Sale of loan form

91 | 30304 Sale of Stationary

92 | 30305 Sales of Nursery Plant/ Trees

93 | 30306 Sales of old news paper

94 | 30307 Sales of vegetable

95 | 30308 Sales of fruits

96 | 30309 Sale of Training

97 | 30310 Sale of Cattle

98 | 30311 Sales of Agriculture Product

99 | 30312 Sales of Motor cycle

100 | 30313 Sales of Bi-cyle

101 | 30314 Other Sales

102 | 40000 EXPENDITURE & PAYMENTS

103 | 40100 PROJECT DESIGN:

104 | 40101 Baseline Survey i\;ggn;ﬁ;ndlture relate with survey, budgeting and other
105 | 40102 Consultancy Project consultancy related charges and other expenses
106 | 40103 Research Project research related charges and other expenses
107 | 40104 Need Assessment \é/lvsrsig?S%qZ;tP;pi\:zlibility of activity related fund and other
108 | 40105 Design & Planing glojlgrg(tjo(;feg:i)ﬁ]ct Planning & design of activity related to
109 | 40200 Staff Cost:

110 | 40201 Staff Salary

111 | 40202 Provident Fund

112 | 40203 Gratuity

113 | 40204 Festivel Allowances

114 | 40205 Honararium ?]/grl]uar:::irzmallowances, pertime allowances & Consultancy
115 | 40300 Administrative Cost:

116 | 40301 Office Rent House rent for office

10




Sl.

Account

# Code Head of Accounts Details
117 | 40302 Soft Furnishing Pillow,quilt,mosquito net,bed sheet,mattress,towel, etc.
118 | 40303 Crocarige & Cutlaries Deski, bowl,spoon,pan,cup,plate,glass,jug,etc.
) Meal charge in office, meal charge in
119 | 40304 Food & Entertainment hotel,breakfast,tiffin,tea & snakes
120 | 40305 Legal Aid Support Expenses for legal rights established
- ) All kind of group members trining, staff development training,
121 | 40306 Training, Workshop & Seminer workshop with GO,NGO Local elits.
122 | 40307 Wages For temporary or daily or weekly labour.
) For perticulars programs such as cloths thread needle for
123 | 40308 Materials handicraft program.
124 | 40309 Medicine Drog, poison, medicin etc.
Other Expenses/Mesceleneous
125 | 40310 Expenses
126 | 40311 AGM & EC Meeting cost Food,Traveling cost & etc
Bank Charges, DD Charges, On line charges, Collection
127 | 40312 Bank Charge Charges, Chaque issue Charges & etc.
. . Mead term evaluation, Yearly & monthly evaluation, Internal
128 | 40313 Evaluation/ Auditing & External Audit,Registration fees.
_ Subscription for drama perty, any ceremony, national day,
129 | 40314 Subscription help to poorest of the poor etc.
130 | 40315 Recruitment Advertisement, Interview, communication etc.
131 | 40316 Seeds purchase Any seeds , seedlings, Fingerling cuff.
132 | 40317 Registration & Renewals
133 | 40318 Vat & Taxes
134 | 40319 Other administrative cost
135 | 40400 Office Supplies:
White paper, pen,pencil,paper,carbon,side
) . bag,disket,fluid,punch
136 | 40401 Stationsries machine,stapler,computer ecessories,pendrive, office
supplies etc.
137 | 40402 Photocopy
138 | 40403 Cleaning
_ L All printing (Including monthly news letter,photograph,vedio,
139 | 40404 Printing & Publication advertisement,liflet,poster,diary,annual report etc.)
140 | 40405 Paper & Periodicals Daily newspaper,Monthly newspaper,lifiet.
141 | 40500 Repair & Maintenance:
Computer Repair and
142 | 40501 maintanance
Furniture and fixture Repair and
143 | 40502 maintanance
Generator Repair and
144 | 40503 maintanance
Photocopy Machine Repair and
145 | 40504 maintanance
146 | 40505 Vehicle Repair
147 | 40506 Other Repair & Maintenance
148 | 40600 Utilities:
149 | 40601 Electricity Bill
150 | 40602 Gas Bill
151 | 40603 Water Bill

11




Sl.

Account

# Code Head of Accounts Details
152 | 40700 Fuel & Maintanance:
153 | 40701 Generator Fuel
154 | 40702 Vehicle Fuel & Maintanance
155 | 40800 Traveling & Conveyance:
156 | 40801 International Travel
157 | 40802 Local Travel & Conveyance
158 | 40803 Carrying/shifting Cost
159 | 40900 Communication Expenses:
160 | 40901 Internet
161 | 40902 Phone/Fax/Mobile
162 | 40903 Dish bill
163 | 40904 Postage & Courier
164 | 40905 Media & Publication
165 | 40906 Newspaper & Magazine
Capital Expenditure/Capital
166 | 41000 Assets Purchase:
) Investment to DTRC, In any Industries, Business &
167 | 41001 Investment in programs Farms, Programs
168 | 41002 Cattle purchases
169 | 41003 Fish (Fingerling/Ranu) Purchases
170 | 41004 Group savings refund Staff Security Money
171 | 41005 Staff Savings refund
172 | 41006 Staff Security Money refund
173 | 41007 Monthly Savings (DPS) Refund
174 | 41008 FDR Workers Savings Fund
175 | 41009 Land prchase Purchase of land
176 | 41010 Land Development Development work of land as land filing, etc.
Every kind of construction work, boundary wall, pillar, piling
177 | 41011 Building work, instilation of electric line, seawares line, drainage, gas
line, WASA line, etc.
. All kind of transport vehicle, van, rickshaw, Motor cycle,
178 | 41012 Vehicles Motorcar, cycle, etc.
Furniture-Wooden, plastic and steel furniture as Cot, bed,
chair, table, file cabinet, Almira, rack, patient bed, TV stand,
179 | 41013 Furnit & Fixt TV box, dining table, Alna, dressing table, tool, ladder,
urniture Ixture hanger, bench, self, trolley and all kind of fan, etc. Fixture-
Carpet, curtain, Bed cover, Pillow, Blanket, Cover fittings,
internal decorations, window screen, etc.
AC, refrigerator, Photocopier Machine, microwave oven,
generator, Stil Camera & Memory Card, print calculator,
180 | 41014 Office Equipment video camera, overhead projector, Multimedia Projector,
Stabilizer, TV, VCD & DVD, Hand mike set, Fan, Tape
Recorder, Charger, Fire Extinguisher, Silier Machine, etc.
) Computer, Monitor, CPU, Printer, UPS, IPS, Scanner, Software,
181 | 41015 Computer Equipment CD Writer, etc.
PABX system and all kind of telephone and PABX line
182 | 41016 Communication Equipment installations, Mobil set, phone set, hand phone set, Fax
machine, edge moden, pan drive etc.
183 | 41100 Contribution:
184 | 41101 Contribution to projects

12




zl' égg(;unt Head of Accounts Details
185 | 41102 Contribution to others

186 | 41200 Loan and Advance:

187 | 41201 Loan to Staff

188 | 41202 Loan to Groups (SMP) Credit program Benificiary loan
189 | 41203 Loan to other projects

190 | 41204 Advance to staff against salary
191 | 41205 Advance to program activities
192 | 41206 Advance against house rent

i [ar207 | pdvne oot one
194 | 41300 NETWORKING & COORDINATION:
195 | 41301 Advocacy

196 | 41302 Mgt/Coordination/Review Meet
197 | 41303 Day Observation

198 | 41400 CAPACITY BUILDING:

199 | 41401 Staff appraisal

200 | 41402 Staff Training

201 | 41403 Workshop/Seminar/Conference
202 | 41404 Staff Gathering

203 | 41405 Staff Uniform

204 | 41406 Training Resource & Material

205 | 41500 MONITORING & EVALUATION:

206 | 41501 Progress Review Meeting

207 | 41502 MIS

208 | 41503 Monitoring tools

209 | 41504 Joint monitoring visit

210 | 41505 Mid-term/final evaluation

211 | 41600 Programme:

212 | 41601 Education

213 | 41602 Live stock and poultry

214 | 41603 Nursery & Sapling

215 | 41604 Fisheries & Ponds

216 | 41605 Cultivation

217 | 41606 Micro Credit (MC)

218 | 41607 Emergency Activities

219 | 41608 Qgi\sli(r)]gacy and Awareness
220 | 41609 Cash for Work

221 | 41610 WATSAN

222 | 41611 Integrated programs

o |aior | Qo omaten e
24 | 41613 ?éami:)gs Management Program
295 | 41614 Ej{srtil:ir;rf]amlly planning and
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Account

Head of Accounts

Details

# Code

226 | 41615 Child protection/child rights

227 | 41616 Women rights and development
228 | 41617 Training
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Unnayan Sangha(US)
New college road,sardarpara Page-01
Jamalpur.
Name of Month:
Cash Book
Debit Credit

Date VR.No. LF | Particulars | Cash | Bank | Date | VR.No. | LF | Particulars | Cash | Bank

36



TRATAL- (A TR (TR 4fo1)

Unnayan Sangha(US)
New college road, sardarpara Page-01
Jamalpur.
General Ledger
Code No. :
‘ Account of Budget:
Date Particulars Debit Credit Balance
: S
(@) —
= 2 S
< $ | Tk. |Ps. | Tk. | Ps. a | Tk Ps.
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TLAEAI-0 BF @Gl

Unnayan Sangha
Jamalpur
Stock Reqister

Name of Material/Goods:

Dat |B. | Receipts Issue Balanc | Remark
e F | Number |Chalan |Tota | Cash Numbe | € S
Puantity | Numbe || Memo/ r/
r Chalan Quantit
Number y
JRSA-S - GTIeT6 @SS
Unnayan Sangha
Jamalpur
Assets Register
Name of Assets:
Date B.F Receipts Issue Balance Remark
Number/ Chalan Total Cash Number/
Quantity Number Memo/ | Quantity S
Chalan
Numbe

r
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FEAEA-¢ -RF FAT 7067 {770

Unnayan Sangha
New College Road, Sarderpara, Jamalpur.

Yearly Staff Savings Statement

Location :
Name of | Desig Int.
SL Staff . Opening balance | Collection Refund | Res Balance
Cumula
ason This
Cumula Projec

This t tive
Projec Jul Oc Total
t tive Jan | Feb | Mar | Apr | May | Jun Aug | Se |t Nov | De

39




FAEA-Y FA AT @&

Name of Staff

Designation
Working place

UNNAYAN SANGHA
Jamalpur

Staff Loan Register

Date | Balance Transfered Loan | Int Total Realisation Transfered to
form others | given | Cal others
princ Int | princ | Int princ | Int | princ Int | princ Int
SIAI-Q (G0 SO
UNNAYAN SANGHA
Jamalpur
DEBIT VOUCHER

Location .................... Voucher No. .............

Date: ..cooeeeiiiiieennn,
Particular's Debit Heads of | Code | Taka Paisa

Accounts No.

Total Taka (In word )
Signature of Recipient Accountant :

Name in full :

40

Authorised by:




TAGAN-b (@b SIS

UNNAYAN SANGHA
Jamalpur

CREDIT VOUCHER

Program ......ccccceeeeeiiieennnns Voucher No.

From/ Adress........cccccvuuuen. Date: .,

Particular's Credit Heads of | Code Taka Paisa
Accounts No.

Total Taka

Signature of Recipient Accountant: Authorised by :

Name in full ;

TS Sl SIOHI

UNNAYAN SANGHA
Jamalpur

Journal

Date Description

Debit

Credit

Prepaired by:
Date:

41

Authorised by

Date:




TRAMTA-d0 : G REET T

To:

From:

AR #

Subject : Advance Request

UNNAYAN SANGHA
New College Road,

Sardarpara , Jamalpur

Date:

Please arrange trravel or others advance(s)* for the followong employee(s) in the amount(s)listed below.
The total amount of the request is BDT,

Employee name

Desig-nation

Purpose

Received Date

Advance
Amount
in BDT)

(

Expected
Adjustment
Date

Employees
Signature as a
Recipient

Total:

In words:

The above employee(s) have no outstanding

advances.

Recommended by:

Reviewed by:

42

Approved by:




TRETAI-5) A HFET T

UNNAYAN SANGHA
Sardarpara , Jamalpur
PURCHASE REQUEST(PR)

Office: PR#:

Name: Desig: Signature:

Requested by: Date:
Recommended by: Date:

Approved by: Date:

- QTY In :
SL# Description of Items Hand QTY.Req. Unit Cost Budgeted Cost BDT
Total
Remarks:

Signature of Finance Officer:
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LA :CO1F Fpferta w5

UNNAYAN SANGHA

Sardarpara , Jamalpur
STORE REQUISITION FORM (SRF)
(Goods/Supplies/Others delivery)

To : Store In-Charge SRF #:
Office: Date:
From:
Please issue the under mentioned item(s) to Mr. /MS .......ccoiiiiii i i e e
For official PUIPOSE SUCH @S ...t i e e e e e et e e
Qty Eeq Qty Unit
SL# : Issued Cost Page #

Description in brief

Total Cost

Total:

Remarks:

Requested by:

Approved by;

Name: Name:
Position: Position:
Issued by: Received by:
Name: Name:
Position: Position:
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STA->0 T et

UNNAYAN SANGHA

Jamalpur

Cash Memo
Name of recipient: ..., Serial : ...ccoovvinne.
AdAress : ... Date: ...
Description Quantity Rate Amount (Tk.)
Received by : payment by : Authorised by
Date : Date : Date :
TREEAI-58 ¢ Rl T8

UNNAYAN SANGHA
Jamalpur
PAY BILL FORM

Name of payee.........ccocevvvriennns Designation................

Name of Month..........cccoeeeveeeiii

Working Days............

Working Area........ccccooeeieennnnn. Name of Program........

Payable Amount Deduction Total Payable Amount
Basic Provident Fund

House Rent Insurance Tk.

Camp Allowance Income Tax

Medical Savings

Conveyance Seat rent TK. (In
F/ Allowances Others WOrd)....oovvveiiinienne
Hardship Allowance | |
Arrear |
Others

Total

Date of Payment: Accountant : Signature of Recipient :
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SeAeA-s¢ Jif {6

UNNAYAN SANGHA

Jamalpur
Money Receipt
Date...........
= Tol [ o] 1<) o ST TR P PO TPT PP
Received from
TR Tk
(INWOTT). .
against as
Signature of RecipientAccountant Signature of Authorised Person
Full name ..o,
Date.....coveeviiie,
TREEAL->Y B I
UNNAYAN SANGHA
Jamalpur
CHALAN

To )
Adress : NO. ..coenee

Date..............
Sl | Name of goods Quantity Rate perunit | Total value
Recipient: Delivery by: Authorised by :
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NLAETA->a 19y 9w

Date-

UNNAYAN SANGHA
New college road,
Sarderpara, Jamalpur

Comparative Statement

Description

Vendors name

Vendors name

Vendors name

Remarks

Recommended Procurement Committee:

1.

47

Approved by :
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e @ =3

TESTA-ds @ T efferzt
UNNAYAN SAGHA

Jamalpur

Statement of proqurement Traching trach

Program........cccociieeniniiiiiiees
Period .......ccccovvviiiiiiiiie
Ref.NO. Date.
SL | Name of Supplier Deseription of goods Quantity Rate Total Cost
Total

Signature of purchase committee Member

Name Signature
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TEGAI-0 TRF FFARIEHA COTES
UNNAYAN SANGHA
Sardarpara,Jamalpur

Bank Reconcilation Statement

Name of BanK. ..o Date of
ENAING. ..ot

Name of Bank AIC Bank A/C
NO o,

SI | Particulars Amount

1 Balance as per Bank statement

2 Reposits to Bank:

Date Slip no. Amount

Bank interest L

Total of Deposit T T e
3 Sub total a+2) e

4 Outstanding cheque ( Issued but not collected by Bank ) :

Date Cheque No Amount
Bank Charge L
Total of outstanding L

5 Bank balance

6 Difference

Prepaired by:

51

Authorised by




Date: Date:

FATSTA-2D FP6 8 It gFTes

UNNAYAN SANGHA
Jamalpur

Receipts & Payments A/C

Program .....................
Month..........ccccveeenne.
Receipts Payments
Heade of receipts Amount Head of payments Amount
Accountants: Finance Director: Executive Director :
Date: Date: Date:
TRATGAI-2R - SAF-77 [{I7H
UNNAYAN SANGHA
Jamalpur
Income & Expemditure A/C
Program .....................
Month........................
Income Expenditure
Heade of Income Amount Head of Expenditure Amount
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Accountants: Finance Director:

Executive Director:

Date: Date: Date:
TREEAI-0 :470d {73
UNNAYAN SANGHA
Jamalpur
EXPENDITURE STATEMENT
Program........ccccoeevvinieiiiieccineen,
Period ......ocovvvvvieiieeie
Head Of Expenditure Budget Expenditure Variance
Code | ThisMonth | Up to Last | Total
No. Month
TOTAL
Manager / Program Incharge Accountant Executive Director
Date : Date : Date:
TREGAI-8 A0 {6 - IS 9F16T
UNNAYAN SANGHA
Jamalpur
Consolidated Receipts & Payments A/C
Period..........cccvevvnnnne.
Name of program Receipts Payments
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Accountants: Finance Director: Executive Director:
Date: Date: Date:

TRATAI-2¢ - FAFOAI-IT IF1GT
UNNAYAN SANGHA

Jamalpur
Consolidated Income & Expendiyure A/C
Period.........cccoveviinnne.
Name of program Income Expenditure
Accountants: Finance Director: Executive Director :
Date: Date: Date:

TRATAI-Y FIP T S&TFHT (1)

UNNAYAN SANGHA
Jamalpur
Cash flow projection

Received

Name of Program | Head of Received | 1% Quart | 2" Quart | 3 Quart | 4™ Quart | Total
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Prepaired by: Authorised by
Date: Date:
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RASA-Q I G SSFHT (@)
UNNAYAN SANGHA

Payment :

Jamalpur

Cash flow projection

Name of Program

Head of Payment

1% Quart

2" Quart

3" quart

4™ Quart

Total

Prepaired by:

Authorised by

Date: Date:
RS- AR @7 AT

UNNAYAN SANGHA

Jamalpur
Yearly Procurement plan

Name of | Name of Good / | Yearly | Month wise Procurement Total | Balance
program Materials Budget

J F M |[A|M | J|A |S O [N |D

Prepaired by:
Date:
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Authorised by
Date:




TAGA-RS AT ST AT

Unnayan Sangha (US)

New College Road, Sardarpara, Jamalpur

Yearly Budget Plan
(For the Period of )

Budget- ( Quarterly Allocation) Remarks
Budget 1st Quarter 2nd Quarter 3rd Quarter 4th Quarter
. . . . Total .
Ilt_el,'zwe:‘s Utm Qu‘;mlt Unit budgete | July'12 | Aug'l2 | Sept'l2 | Oct'12 | Nov'l2 | Dec'12 | Jan'l3 Fe:l)’a ! Mar'13 | April'l3 | May'13 | June'l3
Cost d
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SLAIGAN-0Y: & R s K5

SR I
SIRIGKEL
Af*rpet Rieerg ST X5
Af*rFet AT - ARTF STl
ARFT B14: IEEE
GNEEREEED] BIRERIERIG] TS

BRI

Submitted by :
Signature :
Name :
Designation :
Date :
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FLIEA-0Y T TR/ AT

Unnayan Sangha
Sardarpara, Jamalpur.
Car/Motor Cycle Log Sheet

Name: Designation:
Working Area: Month: Motorcycle Number:
Mornin Kilometer Fuel Repair | Misc. & Remarks / Plese write
Date Check?j Official- | Personal- Maint. Lub down
up KM KM Cost Cost Destination in this
Total . Cost (Tk) (Tk) column
Start-KM | End-KM KM Lit. (Tk)
Total
Total
In Word :
Note:
Approved

Submitted By: Checked By: By:
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IEAISAI-09 TS IR AfOEH/2FO 496 AfoEwd

Working Area :
Funded By :

Unnayan Sangha

New College Road,Sarderpara,

Jamalpur

Fund Utilization Statement / Budget Vs Actual Expenditure Statement

Report Preparation
Period : Date :
SL Budget Line Item/Activity Reporting Period Cumulative Remarks
Budget Actual Variance Utilization | Budget Actual Variance | Utilization
Expenditure % Expenditure %
Prepared by: Checked by: Approved by:
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TRATCTA-0% TG [FPerid

Unnayan Sangha
New College Road,Sarderpara,
Jamalpur.

Subject: Money/Cheque
Requisition.

Account Title :

Bank Account No. :
Name of Bank:

Address of Bank:

Date :

SL | Partculars Cheque No. | Amount in Taka

Name of
Receipient

Remarks

Total

Inward :

Prepared by Checked by

67

Approved by




TREATA-80 :9FTSTT TN (T3 fo1°0)

Unnayan Sangha
New College Road, Sardarpara

Jamalpur

Subject: Accounts Section ( File List)

SL | Name of File File No. Remarks
1 | Budget File 1
2 | Accounts Statement 2
3 | Salary Sheet 3
4 | Bank Letters & Bank Statement 4
5 | Finance Approval 5
6 | Purchase Request ( PR) 6
7 | Requisition (Materials) 7
8 | Cheque Requisition 8
9 | Fixed Assets List 9
10 | Store Report File (Stationery) 10
11 | Format 11
12 | Monthly Work Plan 12
13 | Deed of Agriment (Office Rent) 13
14 | Program Report 14
15 | Leave File 15
16 | Petty Cash 16
17 | Annuel Workplan 17
18 | US-Contribution 18
19 | Bank A/C & Specimen Signature of Staff 19
20 | Vendor List 20
21 | Appointment Letters 21
22 | Resignation Letters 22
23 | Letter File 23
24 | Cash Balance Certificate 24
25 | Electricity Bill 25
26 | Volunteer Specimen Signature 26
27 | Work Order with Procurement procidure 27
28 | Mobile Logsheet/Mobile Number 28
29 | Performance Report 29
30 | Procurement Plan 30
31 | Personnel File 31
32 | Office Copy 32
33 | Deed of Agriment with donor 33
34 | Regulation file 34
35 | Call Forward/Cash Call 35
36 | Clearence Certificate 36
37 | Statement of Workers Savings Fund 37
38 | Finance Approval of donor 38
39 | Unspent Money Transfer 39
40 | Chalan 40
41 | Motor cycle documents 41
42 | Charge Handover 42
43 | Salary Sheet With Staff Signature 43
44 | Journal Voucher 44
45 | Debit Voucher 45
46 | Credit Voucher 46
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47 | Credit Voucher (WSF) 47
48 | Debit Voucher(WSF) 48
49 | Purchase Committee List 49
50 | Flexi Load for Staff 50
51 | Audit Report 51
52 | Vat/Tax 52
53 | Organization's documents 53
54 | Others File 54
TREATAI-8d :AFTGTH TN (FEHIF o10)
Unnayan Sangha
New College Road, Sardarpara
Jamalpur

Subject: Accounts Section (Register List)

SL | Name of Register Register No. Remarks
1 | Cash Book 1

2 | General Ledger 2

3 | Sub Ledger 3

4 | Cheque Issue Register 4

5 | Salary Register 5

6 | Petty Cash Book 6

7 | Stock Book (Stationery) 7

8 | Fixed Assets Register 8

9 | Advance Register 9

10 | Journal Book 10

11 | FO wise savings & loan register 11

12 | Bank Book 12

13 | Cash Book (WSF) 13

14 | General Ledger (WSF) 14

15 | Cheque Issue Register (WSF) 15

16 | Staff Wise Workers Savings Fund 16

17 | Staff Laon Register 17

18 | Attendence Register 18

19 | Movement Register 19

20 | Leave Regisiter 20

21 | Letter Issue & Received Register 21

22 | Visit Book 22

23 | Meeting Register 23

24 | Staff List Register 24

25 | Motor Cycle Movement Register 25

26 | Cash Book (DTRC) 26

27 | General Ledger (DTRC) 27

28 | Sub Ledger (DTRC) 28

29 | Cheque Issue Register (DTRC) 29

30 | Cash Book (EWF) 30

31 | General Ledger (EWF) 31

32 | Sub Ledger (EWF) 32

33 | Cheque Issue Register (EWF) 33
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