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CHAPTER 1 
 

INTRODUCTION 
 
1.1 Objective of the Section 
 
Budgeting is a quantitative expression of comprehensive and coordinated plan for the 
operations and resources of State Innovations in Family Planning Services Project 
Agency (SIFPSA).  It induces the management to think systematically, promotes 
optimal utilisation of resources, serves as a device for coordinating the complex 
operations of SIFPSA, provides a medium for communicating the plans of SIFPSA, 
motivates managers at all levels to perform well and serves as a standard against 
which the actual performance can be judged. 
 
1.2 Scope of the Section 
 
The section would detail the policies and procedures to be followed in the Budgeting 
process of SIFPSA. 
 
1.3 Deviation 
 
Deviation from the prescribed policies and procedures would not be permitted unless 
accompanied by a justifiable request for the deviation, clearly outlining the following: 
- Nature of deviation 
- Reasons for deviation 
- Time – span for which the deviation is required. 
- Procedure that would be followed if the deviation is approved. 
 
In case of emergency, the Executive Director (ED) may notwithstanding anything 
contained in these rules, authorize any deviation in the Operating Systems and 
Procedures be done by a written order, recording the reasons for the deviation from 
existing rules.  The GM (FAD) would authorize changes in the accounting entries to 
be passed as and when the requirement is felt.  Incase of any deviation from the 
existing rules, Governing Body (GB) may delegate all its powers except those relating 
to rule making and accepting donation of the Executive Committee (EC) for taking 
decisions, which shall be communicated to the GB.  The EC would be chaired by the 
ED and shall have Additional Executive Director (AED) as Member Convenor and 
representative of Government of India on the GB, USAID representation of 
appropriate level, Director General, Medical, Health, and Family Welfare, U.P., GM 
(FAD) and GM (HAP) as their members. 
 
1.4 Responsibility of  the Finance and Accounts Department 
 
The responsibility of the Finance and Accounts Department (FAD) would be to 
ensure that the Budget for SIFPSA is ready by the start of the financial year.  It would 
be their responsibility to help all the departments in preparation of the Budget.  Any 
duplication / inconsistency of expenses in the Departmental Budget would be 
identified by the FAD.  Periodic review of the Budget would also be their 
responsibility. 
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CHAPTER 2 
 

POLICIES 
 
2.1 General Policies 
 
- The Budget would be drawn for a financial year beginning 1st April and ending on 

31st March of the subsequent year. 
 
- SIFPSA would review and revise Budget Estimates at the end of six months. 
 
- At the end of nine months, Revised Budget would be prepared. 
 
 
- The operating Budget for SIFPSA would be constructed in terms of responsibility 

areas.  Each department would be accountable for achievement of the objectives 
outlined for it. 

 
- The Budget base would be the annual workplan approved by the Governing Body 

for SIFPSA. 
 
In case of preparation of the Revised Budget and the Budget estimate, the actual 
expenditure would be taken for the tenure for which the data is available.  For the 
portion of the year where the expenditure is yet to be incurred, then projected estimate 
for the corresponding time period would be taken. 
 
2.2 Budget Period 
 
The preparation of Budget would be an annual exercise.  The consolidated Budget 
would be required to be prepared by the 1st of April, i.e. beginning of the financial 
year. 
 
ED would ensure that the annual workplan should get approval of GB, latest by mid-
January.  On approval of the annual workplan, a copy of it would be forwarded to 
each department.  A meeting would be convened latest by 7th February wherein 
allocation of funds to each department would be finalised. 
 
All departments would prepare a Proposed departmental Budget which would be 
consolidated by FAD.  It should get ED’s approval latest by the end of February. 
 
The first review of the Budget would be conducted at the end of six months latest by 
15th October.  FAD would consolidate all the approved amendments made to the 
Budget in the corresponding period, would give the expenditure incurred during the 
six months and also the projected estimates of the expenditure for next six months.  
This would be conducted internally amongst all the Department heads, AED and ED. 
 
The second review of the Budget would be conducted at the end of nine months latest 
by the 15th of January.  FAD would consolidate all the amendments made to the 
Budget in the corresponding period and would present the actual expenditure for the 
nine months covered and projected estimates of the expenditure for next three months. 
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This Revised Budget would be required to be presented to the Governing Body and its 
approval to be sought. 
 
The final review of the Budget, conducted at the end of the financial year, would 
summarize the actual expenditure made in the concerned year. 
 
2.3 Budget Document 
 
The consolidated budget, with all the Departmental Budgets as annexures, would be 
the Budget Document.  This would be prepared by the FAD. 
 
Each Project would be made the responsibility of a Department of SIFPSA.  In case of 
a composite project, it would be made the responsibility of one of the Departments of 
SIFPSA, who would budget for all its activities, i.e. including all the expenses of 
other departments for that particular project.  It would be the responsibility of the 
Project Coordinator to co-ordinate all aspects of the Project so as to streamline project 
activities. 
 
2.4 Reporting to GOI / GOUP 
 
SIFPSA would also provide copy of the annual Budget to GOI and GOUP stating 
budgetary allocation, providing information in respect of Benchmarks achieved and 
submission of claims to GOI / USAID for reimbursement thereof and also 
computation of accrual information in respect of benchmarks in progress. 
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CHAPTER 3 
 

OPRATING SYSTEMS AND PROCEDURES 
 
3.1 Introduction 
 
Budgeting would be an annual exercise in SIFPSA.  The annual budget, approved by 
the Governing Body, should be ready by the beginning of the financial year i.e. 1st of 
April, every year. 
 
3.2 Departmental Estimate based on the Workplan 
 
Designing of the workplan and targets for SIFPSA would be done in a meeting of all 
GMs chaired by the ED.  All GMs and AED would be required to prepare 
departmental targets and workplan based on which the SIFPSA's workplan for the 
year would be finalised in the meeting.  This workplan would have to be approved by 
the Governing Body Budget would be based on the approved workplan of SIFPSA.  A 
meeting of all departmental heads would be convened by the ED where their 
programmatic and financial estimates for each Department that they would be 
required to under take in the next year would be finalised. 
 
3.3 Department Budget Preparation 
 
The AED would be expected to provide all the departments with the copy of 
programmatic and financial targets agreed to in the meeting with the ED, the 
following year’s Workplan that SIFPSA is expected to achieve.  All the departments 
would be required to prepare budgets for specified time schedule on the format 
provided by the FAD (Form BA 1).  This breaks up all activities of Department under 
the Projects to be undertaken.  In case of some departments like Service Delivery and 
Research and Evaluation, there may be an ambiguity with regards to the nature of the 
projects to the undertaken.  Hence, a Budget estimate, based on the Programmatic 
targets for the year, would be made.  Any assistance in the preparation of the Budget 
would be provided by the FAD. 
 
All departments would clearly outline the programmatic targets they propose to 
achieve in the Budget and the corresponding expenditure on the standardised format 
provided by the FAD.  The Proposed departmental Budget would be approved by the 
concerned GM of the Department.  Each department would be expected to enclose a 
summary of all the projects, whose expenditures are detailed in their proposed budget, 
with the Proposed Departmental Budget. 
 
The proposed Departmental Budget would be forwarded to the AED who would 
check the programmatic and financial targets, as decided in the initial meeting, are 
consistent.  In case of any inconsistencies in the targets stated, the budget would be 
sent back to the concerned department for review along with the remarks of the AED. 
 
3.4 Preparation of Final Budget 
 
The proposed departmental Budget would be forwarded to the FAD, once approved 
by AED, which would compile all the Departmental Budgets (Form BA 2), when they 
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are complete in all respects.  Reconciliation of any inter-departmental inconsistencies, 
like duplication of any expense in the Budget, would be identified by the FAD and 
rectified by the concerned departments. 
 
The AED would be notified with regards to preparation of the consolidated Budget.  
He/she would call a meeting on behalf of ED of all the department heads.  The 
meeting would review the consolidated Budget.  In case any modification is required, 
it would be the responsibility of the FAD to incorporate in the final Budget.  The 
changes made would be informed to the respective departments. 
 
The budget would become operational after approval of the ED and the Governing 
Body has been received. 
 
3.5 Periodic Review and Amendment to the Budget 
 
SIFPSA provides for an option of mid-term amendment to be incorporated in the 
annual budget.  The amendment, if required, would be first assessed regarding its 
nature. 
 
The nature of amendment amongst the activities outlined for the year can be of two 
types: 
 

- Programmatic 
- Financial 

 
In case of any programmatic amendment, where the review of the target set forth for 
the year is under consideration, a meeting of ED, AED along with the HOD of the 
concerned department needs to be called.  In the meeting, review of the proposed 
change is made.  The financial implication of the amendment should be determined 
and the corresponding approval sought. 
 
The financial amendment can either be an activity in re-appropriation of funds within 
a particular project or it may be increase in the overall budgetary outlay of the year. 
 
In case any amount requires to be increased from the current stipulated level stated in 
the Budget for the year, then the financial authority for sanctioning of the same shall 
be as follows: 
 
Sl. No. Financial Limit Approval Sought 
1 
2 

Upto 10% of the Overall Budget 
Above 10% of the Overall Budget

Executive Director 
GB, (in case of urgency Executive 
Committee shall make re-appropriation and 
obtain ex-post facto approval of (GB) 
 

 
However, in case a requirement of re-appropriation of funds within a particular 
project would be felt, a meeting of the concerned GM with ED, AED and GM (FAD) 
would be held for approval.  The Budget would have line flexibility. 
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The financial authority of sanctioning re-appropriation for the requisite amount is 
given below: 
 
S. No. Financial Limit Approval Sought 
1. Upto Rs 1,00,000 or 5% of Project Cost 

whichever is less 
AED 

2. Above Rs 1,00,000 Full powers to ED 
 
Once the sanction is obtained, the FAD would make the required changes to the 
Budget.  If sanction is not received, the matter is assumed closed. 
 
The review of the budget would bring forth all the mid-term amendments done to the 
Budget within the specified period and state of utilisation of funds by the Departments 
of SIFPSA. 
 
FAD would prepare budget estimates at the end of six months.  These would 
incorporate all the actual expenditure for the period and would give projections of 
estimates for the next six months.  This would also incorporate any approved 
amendment to the Budget for the concerned time period.  This would act as a control 
mechanism and activities that are slow in their progress may be geared up so as to be 
able to achieve the targets set for the year. 
 
At the end of nine months, Revised Budget would be prepared by the FAD, which 
gives actual expenditure for the nine months and projected estimates for the oncoming 
three months.  This would also incorporate any approved amendment to the Budget 
for the concerned time period.  This would be presented in front of the Governing 
Body and its approval sought.  The Revised Budget would also be an important input 
at the time of preparation of the Annual Budget for the Forthcoming year. 
 
3.6 Report Generation 
 
The FAD is responsible for generating MIS report (Form BA 3) monthly.  The MIS 
report would be sent to the ED, AED and all the GMs of the Department for perusal.  
The MIS report would detail each departments corresponding expenditure, the 
variance of expenditure with the budgeted amount, if any, detail of the expenditure to 
be undertaken in the near future and would also inform with regards to any 
amendment in the Budget by any Department. 
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Form BA - 1 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
ANNUAL BUDGET 

 
DEPARTMENT                       PERIOD 
  

I QUARTER II QUARTER III  QUARTER IV  QUARTER 
MONTHS MONTHS MONTHS MONTHS 

S.N
O 

PARTICULARS 

1 2 3 4 5 6 7 8 9 10 11 12 

TOTAL 

 PROJECT NAME              

 SALARIES WAGES 
AND ALLOWANCES 

             

 Travelling and 
Conveyance 

             

 Training and Seminar              

 Sub Grantee Fees              

 Communication              

 Rent              

 House Keeping              

 Printing and Stationery              

 Vehicle Running and 
Maintenance 

             

 Repairs and Maintenance              

 Others (specify)              

 Fixed Assets              

 TOTAL              

• In case of composite project the department responsible for execution and monitoring of project should consider expenses on activities of other departments for that 
specific project. 
Project A is allocated to service deliveries (SD) department and it has activities of IEC department than while preparing budget SD department should consider expenses 
of IEC activities & add it in relevant heads or account.  
Fixed assets should be detailed under different heads 
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Form BA - 2 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY                                                                                          

 
ANNUAL BUDGET FOR THE YEAR 2000 

 
  

I QUARTER II QUARTER III  QUARTER IV  QUARTER 
MONTHS MONTHS MONTHS MONTHS 

S.N
O. 

PARTICULARS 

1 2 3 4 5 6 7 8 9 10 11 12 

TOTAL 

1 SALARIES & WAGES AND ALLOWANCES              
 ADMINISTRATION DEPARTMENT              
 FINANCE DEPARTMENT              
 INTERNAL AUDIT DEPARTMENT              
 PROCUREMENT DEPARTMENT              
 PERSONNEL DEPARTMENT              
 TRAINING DEPARTMENT              
 IEC DEPARTMENT              
 SERVICE DELIVERY DEPARTMENT              
 RESEARCH & EVALUATION DEPARTMENT              
 FAMILY PLANNING INFORMATION DEPTT.              
 SUB TOTAL              
2 TRAVELING & CONVEYANCE              
 * DEPARTMENT              

 
         * DEPARTMENT WISE EXPENDITURE SHOULD BE MENTIONED IN THE SIMILAR WAY AS MENTIONED IN POINT 1 ABOVE 
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ANNEXURE A 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 

EXPENDITURE SUMMARY 
 
PROJECT NAME 
 
QUARTER NO. 
 
QUARTER DATES    FROM ......./......../..........  TO ............./......../.......... 
 
EXPENDITURE CATEGORY APPROVED BUDGET FUNDS SPENT DURING THIS 

QUARTER 
TOTAL EXPENDITURE TO 
DATE 

UNUTILISED FUNDS REMARKS 

PERSONNEL      
BENEFITS / ALLOWANCES      
CONSULTANTS      
TRAVELLING      
FIXED ASSETS 
- VEHICLES 
- OFFICE EQUIPMENTS 
- ………………… 

     

TRAINING      
SUB CONTRACTS      
OTHERS (SPECIFY)      
TOTAL      
 
PLACE      AUTHORISED SIGNATORY  for CHARTERED ACCOUNTANT FIRM 
 
DATE      NAME & DESIGNATION  NAME OF CHARTERED ACCOUNTNAT 
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Form – BA - 3 

STATE INOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 
 

ANALYSIS AND REVIEW OF ANNUAL BUDGET FOR THE YEAR-………….. 
 

 
MONTH.......... 

MONTH CUMULATIVE UP TO DATE  REASONS FOR REMARKS 
S.NO. PARTICULARS 

BUDGETED ACTUAL BUDGETED ACTUAL    
1 SALARIES & WAGES AND ALLOWANCES        
 ADMINISTRATION DEPARTMENT        
 FINANCE DEPARTMENT        
 INTERNAL AUDIT DEPARTMENT        
 PROCUREMENT DEPARTMENT        
 PERSONNEL DEPARTMENT        
 TRAINING DEPARTMENT        
 IEC DEPARTMENT        
 SERVICE DELIVERY  DEPARTMENT        
 RESEARCH & EVALUATION DEPARTMENT        
 FAMILY PLANNING INFORMATION DEPTT.        
 SUB TOTAL        
2 TRAVELING & CONVEYANCE        
 * DEPARTMENT        
 

* DEPARTMENT WISE EXPENDITURE SHOULD BE MENTIONED IN THE SIMILAR WAY AS MENTIONED IN FORMAT 1 ABOV E 
   REASONS FOR DIFFERENCE SHOULD SPECIFY THE DETAILS    
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CHAPTER 1 
 

INTRODUCTION 
 
1.1 Objective of the Section 
 
The objective of the section is to establish consistent and effective policies and 
procedures to ensure uniform practices in administration and accounting of Grant 
disbursements for State Innovations In Family Planning Services Project Agency 
(SIFPSA). 
 
1.2 Scope of the Section 
 
The section covers the accounting policies, operating systems and procedures and 
accounting thereof, related to Grant disbursement.  The section details all the policies 
and procedures related to the disbursements to the Sub-Grantee. 
 
1.3 Deviation 
 
Deviation from the prescribed policies and procedures would not be permitted unless 
accompanied by a justifiable request for the deviation, clearly outlining the following: 
 
- Nature of deviation 
- Reasons for deviation 
- Time – span for which the deviation is required 
- Procedure that would be followed if the deviation is approved. 
 
In case of emergency, the Executive Director (ED) may notwithstanding anything 
contained in these rules, authorize any deviation in the Operating Systems and 
Procedures be done by a written order, recording the reasons for the deviation from 
existing rules.  The GM (FAD) would authorize changes in the accounting entries to 
be passed as and when the requirement is felt.  Incase of any deviation from the 
existing rules, Governing Body (GB) may delegate all its powers except those relating 
to rule making and accepting donation of the Executive Committee (EC) for taking 
decisions, which shall be communicated to the GB.  The EC would be chaired by the 
ED and shall have Additional Executive Director (AED) as Member Convenor and 
representative of Government of India on the GB, USAID representation of 
appropriate level, Director General, Medical, Health, and Family Welfare, U.P., GM 
(FAD) and GM (HAP) as their members. 
 
1.4 Responsibility of  the Finance and Accounts Department 
 
The Finance and Accounts Department (FAD) would be responsible for the 
following: 
 
- Assistance in selection of Sub-Grantee 
- Facilitating prompt disbursements to the Sub-Grantee 
- Review of Financial Report submitted by Sub-Grantee 
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CHAPTER 2 
 

ACCOUNTING POLICIES 
 
2.1 Advances to Sub-Grantee 
 
Advances given to Sub-Grantee for carrying out the project would be accounted for as 
and when such disbursements are made.  Sub-Grantees would be required to follow 
the Terms and Conditions (Annexure A) provided to them with the Award Letter. 
 
2.2 Financial Report of Sub-Grantee 
 
The project in process would be accounted for as and when the Financial Report is 
passed. 
 
2.3 Other Recoveries 
 
The deductions and recoveries from the Financial Report would be accounted for as 
and when these Reports are passed. 
 
2.4 Authorised Signatory 
 
The approval of the grants disbursement for amount upto Rs. 5 lakhs would be 
obtained from the AED, for situations where there is no deviation from the procedures 
outlined, rules or the Project agreement.  For grants disbursement greater than Rs. 5 
lakhs or for a situation where there is deviation of the procedure, rules or the Project 
agreement is involved, would be taken by the ED. 
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CHAPTER 3 
 

OPERATING SYSTEMS AND PROCEDURES 
 
 
3.1 Identification of Sub-Grantee 
 
3.1.1 Procedure for Inviting Proposal 
 
To meet specific requirement of SIFPSA depending of the Action Plan, a committee 
consisting of ED, AED and GM of the concerned departments will decide on the 
mode of inviting proposal from Sub-Grantee.  This may be through: 
 
i) Advertisements 
ii) Inquires initiated by SIFPSA 
iii) Recommendations of GOI, GOUP, USAID regarding reputed 

institutions/organisations/agencies with experience of development work or 
having worked in social / economic / cultural fields. 

 
If the above mentioned modes are ineffective in eliciting the required response, then 
other methods may be persued, as suitable, with the approval of the ED / AED. 
 
3.1.2 Contents of the Proposal 
 
The prospective Sub-Grantees would be required to submit proposals in two parts: 
 
i) Technical Proposal 
 
It would contain brief details on project appreciation, scope and terms of reference, 
Project goals and objectives & workplan, proposed approach and methodology, team 
strength & relevant work experience and team skills.  SIFPSA, if desired, can also 
request the Sub-Grantees to provide resumes of the key personnel.  SIFPSA would 
evaluate the performance of the party concerned party or if it is a newly constituted 
organisation, evaluation would be made based on the strength of its members / key 
personnel & on going activities. 
 
ii) Financial Proposal 
 
It would contain the total amount of funds required and budget estimates on quarterly 
basis on the work plan covered in the technical proposal.  The details of proposal 
received would be recorded in Proposal register (Form GD 1) against project code 
maintained by the concerned department. 
 
All the proposals received from NGOs in SIFPSA are required to be entered in 
project register before putting up to Executive Director. All such proposals received 
are required to be acknowledged. The proposals received by any officer directly 
from a NGO are also required to be entered in project register and acknowledged.  
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3.1.3 Evaluation and Selection of the Proposal 
 
The selection of the proposal would be on the basis of: 
 
i) Technical soundness of the proposal 
ii) Time schedule, Phasing of expenses and Workplan 
iii) Financial package 
iv) Organisation Capability 
 
An in-house Scrutiny Committee should first examine whether the projects received 
are in conformity with society objectives and deserving of consideration by the 
Project Appraisal Committee. 
 
The initial evaluation of any proposal would be done by a multi disciplinary team be 
of 2 officers of the rank of Project Coordinators to be assigned by AED depending 
upon the contents of the proposal. 
 
The financial and technical evaluation of all proposals would be done by a Evaluation 
Committee chaired by AED whose members would be: 
 
i) General Manager (R&E) 
ii) General Manager (FAD) 
iii) GM of the concerned department 
 
The chairman would decide, as per the requirement of the proposal, to co-opt other 
GMs, officers, outside experts as required for the evaluation of the specific proposals. 
 
Any proposal for funding an NGO- project should be put up to the Project 
Appraisal Committee (PAC) only after a proper field assessment of the NGO has 
been undertaken, the assessment reports have been duly examined by the Private 
Sector  and Finance Wings and the ED’s orders obtained that the NGO is suitable 
for undertaking a SIFPSA- funded project. In case certain financial details in the 
assessment reports are missing and a field visit by a functionary from the Finance 
Wing is required, the same may also be undertaken. 
 
Proposals would be evaluated both technically and financially.  In order to establish 
the credibility of any party submitting a proposal, the following would also be 
considered before granting award for the project. 
 
a. Track Record: Committee would evaluated the performance of the party 

concerned on the basis of the past performances of the activities undertaken by the 
concerned party or if it is a newly constituted organisation, evaluation would be 
made based on the strength of its members / key personnel & on going activities.  
These organisations would be evaluated on the nature of the projects undertaken 
and the success of these projects. 

b. References: Third party references, if any, that has been provided by the 
concerned party should be followed up and the veracity of these should be 
established. 
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c. Organisation Capability : The concerned party should have systems and 
procedures for its routine functioning.  The roles and responsibility of each person 
working for the concerned party should be clearly established. 

d. Site Visit: To ensure the existence and verify the nature of the activities of the 
concerned party, a site visit must be made before award of the Project.  Other 
supervisory officers may also make site visits if required with the prior approval 
of AED.  During site visit the physical assets and personnel strength of the 
concerned party would be appraised and the systems being maintained by it would 
be evaluated.  The books of Account being maintained by the concerned party 
may also be seen. 

 
If considered necessary, visits may also be organised to other similar projects being 
implemented by the party. 
 
The Committee would put up their comments to the Project Appraisal Committee. 
 
The Project Appraisal Committee shall be constituted as under: 
 
i) Principal Secretary, Medical, Health and Family 

welfare and Vice Chairman, SIFPSA 
Chairperson

ii) Executive Director, SIFPSA Member Convenor
iii) Director General, Medical, Health and Family 

welfare U.P.  
Member

iv) Representative of GOI on the GB Member
v) Representative of USAID of appropriate level Member
vi) Expert in the field of Project Appraisal (Expert in 

Health / Family Welfare / Demography) 
Member

vii) Additional Executive Director Member
viii) General Manager (FAD) Member
ix) GM of the concerned Department Member
x) Other experts or members of the Governing Body Member
 
The Project Appraisal Committee will be chaired by the Executive Director in the 
absence of Principal Secretary, Medical, Health and Family Welfare, in which case 
Additional Executive Director will be the Convenor of the Committee. 
 
After the Project Appraisal Committee has considered the proposal and necessary 
changes, if any, desired by the Committee have been made in the proposal by the 
concerned organisation, it would be formally sanctioned.  The different levels of 
authority competent to sanction proposals shall be as follows: 
 

S.No. Project Cost Authority competent to sanction 
1. Upto Rs. 50 lakhs Executive Director, SIFPSA 
2. Upto Rs. 5 Crores Chairman SIFPSA 
3. Above Rs. 5 Crores Governing Body 

 
3.1.4 Agreement and Finalisation of the Implementation Schedule 
 
A Sub-Grantee agreement would be signed by the competent authority of concerned 
party and person authorised to sign on behalf of SIFPSA. The person signing the 
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project agreement on behalf of the implementing agency (NGO and others) must 
produce some documentary evidence to prove that he has been authorized by his 
organization to sign the agreement on behalf of the agency. The document so 
produced must be kept safely in the files. This is required to be ensured by the 
General Manager of the concerned division and General Manager (FAD). The Sub-
Grantee would be provided with the Award letter which would include Terms and 
Condition, Work plan, Budget estimate for the project and the Project report schedule 
3 original copies of Sub-Grantee agreement and Budget estimates would be signed 
and distributed to the Sub-Grantee, Concerned Department and FAD. The following 
procedure shall be followed after projects are recommended for approval by the 
Project Appraisal Committee (PAC) : 
 
(i) The concerned appraising/ programme officer shall initiate the note for 

obtaining the approval of the competent authority, i.e., Executive Director or 
Chairman for the project and the draft agreement through the concerned 
General Manager, General Manager (FAD) and Additional Executive 
Director. A copy of the minutes of the Project Appraisal Committee shall 
also be placed on file. All pages of the draft agreement and its annexures 
shall be initialled by the appraising/programme officer, the Legal Advisor, 
concerned General Manager and General Manager (FAD) or his nominee. 

 
(ii) After the draft agreement has been approved by the Executive Director, a 

letter enclosing a copy of the final draft and its annexures shall be sent by 
the concerned General Manager to the grantee organisation for obtaining 
its consent  to the terms of the agreement. 

 
(iii) If the draft agreement is returned by the grantee organisation without any 

request for modification, a final copy of the agreement, with all the 
annexures shall be prepared by the appraising/programme officer and the 
grantee organisation invited to visit the Society office and sign the 
agreements. Only in exceptional cases, the agreement will be sent to the 
grantee organisation for obtaining signatures of its authorised signatory. 
The authorised signatory of the grantee organisation will initial all the 
pages of the agreement and its annexures. Similarly, the concerned General 
Manager or, in his absence, his link officer shall initial all the pages of the 
agreement and its annexures and also sign it on behalf of the Society. 

 
(iv) a) In case the grantee organisation proposes any modification in the 

draft agreement, the concerned appraising/programme officer and 
General Manager shall make recommendations regarding the 
acceptability or otherwise of each modification on merits. Where the 
modification has a financial implication, General Manager (FAD) 
will also be consulted. 

 
b) If all modifications are acceptable the approval of Executive Director 

for the acceptable modifications shall be obtained and a final copy of 
the agreement shall be prepared incorporating the modifications 
after which the procedure outlined in para 3 shall be followed. 
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c) If only some of the modifications are acceptable, the grantee 
organisation shall be so informed and requested to consent to the 
agreement with the acceptable modifications. In case the grantee 
organisation agrees to the partially modified agreement, the 
procedure outlined in para 3 shall be followed. 

 
d) If none of the modifications is acceptable, the grantee organisation 

shall be requested to consent to the agreement as it stands. If the 
organisation is still unwilling to undertake the project without 
modification, the project may be dropped and the concerned 
organisation informed about it 

 
(v) The original copy of the agreement along with its annexures will be retained 

on the concerned file and one photostat copy each of the agreement and its 
annexures shall be sent to the grantee organisation and Accounts Division 
of the Society for record 

 
The format for agreement is provided at Form GD – 10. 
 
3.2 Advance Payment to the Sub-Grantee 
 
SIFPSA would ensure that all its funds must be deposited in separate account 
preferably an interest bearing Savings Account.  SIFPSA would require of Sub-
Grantee to maintain Cash Book, Bank Book, General Ledger, and Payroll Register, 
Inventory Register for Project funding with supporting vouchers. 
 
However, in any specific project, GM (FAD) feels that some other registers / Ledgers 
are also to be maintained, then the Sub-Grantee would be asked to maintain the same. 
 
The initial advance would normally cover four months operating costs, as decided by 
the management.  Additional funds will be provided should major expenditures be 
anticipated in the initial period. 
 
The procedure for grant disbursement has been detailed in the section 3.4. 
 
3.3 Submission of Progress Report / Financial Report 
 
SIFPSA would ensure Sub-Grantee would prepare a Progress report (Form GD 5) and 
Financial report (Form GD 6) and submit them in duplicate quarterly, unless 
otherwise specified in the Project document, along with Financial Report cum 
advance request to the ED, who will mark them to the appropriate department for 
examination. 
 
The quarters would be defined as follows: 
 

April to June 
July to September 
October to December 
January to March 
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The reports must be post marked and sent by registered mail not later than Fifteen 
(15) days after the close of each three months period as defined above.  The final 
quarterly report must be submitted no later than fifteen (15) days after the quarter 
following the close of the project funding period, pending settlement of all 
obligations.   Late submission of Progress and / or Financial report will affect timely 
disbursement of funds to the project.  
 
SIFPSA would ensure that the Sub-Grantee submits copies of the project’s reconciled 
bank statements with the quarterly Financial Report.  Interest earned on SIFPSA’s 
funds would be reported in the appropriate place in each half-yearly financial report. 
 
3.4 Review of Progress Report and Financial Report and Future Disbursement of 
Grants 
 
The concerned department would technically approve and review the Progress and 
Financial reports with respect to the agreed work plan. 
 
The programme officer shall make a field visit every quarter to monitor the 
activities of the  project and to provide guidance if needed.  The following aspects of 
a project are to be monitored with reference to the reports submitted by an agency.  
 
PROGRAMME RELATED MATTERS : 
  
(A) Baseline Survey Report : 
 
 The difference of data between baseline finding and as projected in the 
proposal based on census – 1991 should be checked in detail. 
 
♦ If there is considerable increase in the population since 91 census how agency 

is preparing itself to cope with the extra load. 
 
♦ This load may be reflected on following indicators : Eligible Couple, CPR, 

Pregnant Women, Children upto age 5 & infants, status of home deliveries. No. 
of deliveries conducted by trained and untrained dais and institutional 
deliveries. 

 
♦ Status of acceptors for spacing methods and permanent method at the time of 

baseline. 
 
(B) Recruitment : 
 

The monitoring officer should check the status of recruitment of project 
staff. 

 
♦ The list of personal as per design and activity plan, number proposed and 

number recruited, dates of selection. Procedure of selection, qualification of the 
person, as per norms should be checked. 

 
♦ The officer must interview the staff separately to assess their ability to handle 

the project activity. 



- 19 - 

 
♦ If there are frequent ‘Changes’ in staff, the reasons must be checked. A 

frequent change of managerial staff is a dangerous signal and not supposed to 
be good for the project. If there are ‘Vacancies’ still left in the project, it should 
be taken seriously. See what component of the strategy and final out come will 
be affected by not filling the vacancy for long duration. 

 
♦ See to what extent agency has involved community as volunteers. They should 

be interviewed to ascertain the quality of training. 
 
(C) Training : 
 
♦ See whether the staff is properly trained as per design. They should be 

interviewed to ascertain the quality of training. 
 
♦ What extra training has been imparted by the Agency. 
 
♦ Interview the managers, supervisors and CBD / Dais if possible to make sure as 

to what extent they use training components in their day to day project activities. 
 
♦ Any further requirement of training and refresher training must be seen. 
 
♦ See if the supervisors and CBDs have developed sufficient communication skills 

while interacting with people and clients, skill to fill up MIS formats, do they 
understand the importance of properly channalised information system at their 
level. 

 
♦ What support can be further provided to the staff to strengthen their skills for 

rapport building and MIS. 
  
(D) Supervision : 
 

It is essential to check how the agency has organised staff meetings, monthly 
meetings, and weekly meetings of supervisors with CBDs and Dais and with 
Managers. 

 
♦ Talk to CBDs and Dais about their meetings with clients on one hand and with 

supervisors and managers on the other. 
 
♦ See what topics and subjects are discussed during these meetings. Cross – check 

from the people who attended these meetings. 
 
♦ Meet the clients and villagers, if possible talk to them about CBDs and Dais 

whether they are familiar with their names, what services they provide to the 
villagers how useful and helpful they are to them. 

 
♦ See whether in monthly meetings any other important figure like Gram 

Pradhan, other govt. officer, ANM, Dy. CMO etc. have participated and see 
their signatures and recommendations, comments on visitors registers. 
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♦ Check all activity registers, attendance registers and lists of personnel provided 

by the agency. 
 
(E) Referral Services : 
 

See agencies, health centres and hospital, private or government, which are 
there in NGOs list for referral services. How far these centres are from 
project area and how the agency helps the clients in getting good referral 
services. Do they develop contacts with doctors to follow up medical services 
to their clients. How many cases, types of problems covered on an average. 
Talk to the ‘doctors’ and clients about referral services on the type of system 
NGO has evolved for effective referral. 

 
(F) Net Working : 
 
♦ How many visits and meetings took place between NGO officers and 

Government health department regarding supplies, clinical services and 
coordination for different health related activities. 

♦ See if there is any problem in their mutual contact and communication. Try to 
solve it in the field itself. 

♦ The visiting officer may contact CMO / MOs / Private practitioners and other 
agencies involved to get a clear picture. 

 
(G) Logistic : 
 

See the status of supplies, talk to the CBD, Dy. CMO and MOs to facilitate 
the process of supplies. To check on the spot see how and when items are 
made available to NGOs. How many, say, condoms, pills, IUDs, iron tablets, 
ORS packets, vitamin A, vaccines, DDKs, were requested from which agency 
and when the request was responded. How much supply was provided 
against the request. 

 
♦ See the quality of items. 
♦ See the expiry dates of medicines and other items. 
♦ See how the NGO collects and stores these items. 
 
(H) CSM : 
 
♦ See whether the agency is able to introduce CSM in the area and their 

problems. 
♦ Type of contraceptives being sold by them and the demand from the clients. 
♦ See at what rates the agency is selling contraceptives and what is the profit 

margin. 
♦ Which brand is in demand and is popular. 
 
(I) FLE / Family Life Counseling : 
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If a project has FLE component it should be checked whether standardized 
curriculum and methodology is being used. 

 
♦ Talk to the FLE trainers and counselors about the responses of young men and 

women, their difficulties and resistance from community, hesitation on certain 
issues – how people receive the information, whether there is a need to impart 
knowledge as a part of the entire package about health- education or dealing 
with the topics independently.  

♦ How many days and hours are required and how many days the trainees can 
devote. 

♦ Whether incentive / certificate can be given, or can this trainee be attached with 
any other relevant trainee like that of income generation, etc.  

♦ Talk about these issues with the participants also. 
♦ See which are the topics which the trainees resist or react or which are the 

topics which generate open discussion.  
♦ See how many boys and girls received information on FLE.  
♦ How many sessions were conducted, duration and topics covered. 
♦ Enquire about the personnel involved in the training. 
 
(J) IEC : 
 

Visiting officer should see what are the activities designed under the IEC 
component.  

♦ Number of health melas conducted, area and population covered. 
♦ Other agencies involved in the melas. 
♦ How many group meetings conducted and the number of participants. Major 

issues discussed. 
♦ Number of audio-visual shows, film shows, etc. performed and the number of 

villages and population covered. 
♦ Street plays – number/ contents / participants and audience covered. Agencies 

involved. See the reports and photographs also.  
♦ Cultural programmes – how many programmes performed, number of villages 

covered, type of programme, agencies involved, participants. 
♦ Number of wall writings/ material used/ slogans for health designed by the 

agency. 
♦ IEC workshop organised, material prepared and distributed by the agency. See 

and compare with the list provided by SIFPSA to check the material and 
information distributed. 

♦ Any innovative activity undertaken under IEC should be checked in the field 
with regard to creativity and appeal to the community. 

♦ Check whether set of material developed by SIFPSA has been received by the 
agency.  The date on which received and the quantity received should also be 
checked. 

♦ Whether the IEC material received from SIFPSA has been distributed to CBD 
workers.  

♦ How these materials are being used by the CBD workers.   
♦ Number of project staff trained in IEC. 
♦ Availability of equipment like, TV, VCP, Projector, Generator, etc., for IEC 

activities.  
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♦ If the agency has developed any IEC material, a sample of these should be 
collected for IEC resource centre.  

♦ Whether the agency is using IEC material from any other source. The name 
and type of such material may be mentioned and if possible samples be 
collected. 

♦ The officer should talk to the villagers about the overall IEC programmes and 
should try to gauge the overall impact of the same.  

 
The visiting officer must contact the following persons during field visit : 
 
♦ Villagers in the target area (select the villages randomly) 
♦ CBDs/Dais/ Supervisors/ Managers  
♦ Chief Functionary of the agency 
♦ ANMs/ Dy. CMO/ CMO 
♦ Private Practitioners/ ISMPs operating in the area 
♦ Gram Pradhan 
♦ Member of Mahila Mandal 

 
The dialogue with these persons should be free and unbiased.  The visiting 
officer can also observe other project / activities of the agency, if possible. The 
supervisors diary, CBD diary, family card, and monthly reports should also be 
checked. For this purpose, random selection may be adopted.  
 
The visit should result in overall assessment and should give a clear picture with 
regard to –  
 
♦ Achievements and direction of the project 
♦ Early identification of problems and actions required to solve them 
♦ Follow up 

 
The work can be compared with the internal assessment report of the NGO. 
 
FINANCE RELATED MATTERS : 
 
The programme officer is not required to check the accounting and arithmetical 
accuracy in respect of the accounts maintained by the agencies. This aspect shall be 
taken care of by the FAD / Audit Division of SIFPSA. However, the programme 
officers must examine some of the basic financial requirements which are specified 
in the project agreement. These will act as a deterrent to the agency.  
 
A. Items to be seen during the first monitoring visit to the agency : 
 
(i) Enquire whether the agency has opened a separate bank account for 

SIFPSA funds. Note down the details of the bank account, e.g., name of the 
bank and branch, type of account opened (whether savings or current 
account), date on which opened.  

 
(ii) Examine the pass book / bank statement to determine whether an amount 

equal to the first instalment paid by SIFPSA is appearing on the deposit side 
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to make sure that the same has been deposited in the bank account opened 
for SIFPSA funds. 

 
(iii) Enquire whether the ‘No lien certificate’ has been obtained from the bank 

and acquire a copy of same for SIFPSA records. The ‘No lien certificate’ is 
an important document having legal implications and is vital to ensure the 
safety of SIFPSA funds. It should be ensured that the ‘No lien certificate’ 
uses the exact language as has been provided by SIFPSA. No deviation 
should be allowed. 

 
(iv)  Put a few questions to the accountant appointed by the agency to judge his 

capability / competence. The questions may be designed with a view to 
ascertain his qualification, his experience in working and handling accounts  
independently, nature of experience, how long he has been associated with 
the agency, etc. As accounting is an equally important area, it should be 
ensured that only a capable and competent person with required 
qualification is in place. 

 
(v) Ascertain whether all the employees, including the CBDs and the Dais have 

open a bank account in a scheduled bank or post office to receive salary. It 
should be ensured that the accounts are not opened in local finance 
companies/chit fund companies. Obtain a list of all workers with details of 
bank account and the date of their joining the agency.  

 
(vi) Ascertain from the agency whether the honorarium to the workers are 

released through the transfer to their bank accounts or through crossed 
cheque payments.  No other mode of payment should be allowed. For 
ensuring payment to the workers through bank identify a few payments from 
the salary register and ask the accountant to show the corresponding entry 
in the cheque book counter foil and pass book.  

 
(vii) During meeting with the workers, ascertain the date of joining, rate at which 

honorarium received and last payment receipt. The worker may also be 
asked to show the pass book of the bank account opened for the purpose of 
receiving honorarium. All the payments received by the employee shall be 
appearing on the deposit side of the pass book. This may be cross checked 
with reference to the entries appearing in the salary register. However, 
before drawing any conclusion it must be seen whether the pass book is 
updated till the last payment received.  

 
(viii) From the pass book/ bank statement of the agency identify and select a few 

large amount appearing on the debit / left hand / withdrawal side. Ask the 
accountant to tell the purpose for which these payments / withdrawals were 
made. Such payments / withdrawals are usually for salary payments, 
purchase of assets, transfer of money for fixed deposits with bank, 
withdrawal of cash through self cheques for miscellaneous petty payments. 
In case of salary payment ask the accountant to show corresponding figure 
in the salary register. In case the payment is made for purchase of assets ask 
the accountant to show the bills / receipts of the supplier and check whether 
correct payment has been made. In case of fixed deposit made by the agency 
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note down the details of the fixed deposit. Frequent and large cash drawals 
are undesirable and should not be encouraged. All payments above Rs. 500/- 
should be released through cheque.  

 
(ix) Scrutinize and ascertain from salary and attendance registers as to whether 

on the positions having filled and the employees are being paid according to 
the rate of honorarium provided in the budget. Ascertain the system followed 
by the agency with regard to payment of honorarium to the employees who 
remain on leave for long duration. Special attention is required to identify 
those employees whose names appear in the salary register but do not 
appear in the attendance register. Such cases need to be examined closely to 
make sure that the person does not exist on paper only. However, this 
stipulation may be relaxed for the CBDs and Dais who do not come to the 
project office for signing the attendance register. In such cases, the system 
adopted by the agency may be ascertained.  

 
(x) As regards non-recurring expenditure / purchase of assets ascertain whether 

all the assets as provided in the budget have been procured. From the bills / 
receipts of the suppliers note down the amount paid for all items which may 
then be compared with the amount provided in the budget for the same.  

 
(xi) Physically verify a few costly items to make sure that the assets have actually 

been procured and are being used for the project purpose. Judge the 
condition of assets to make sure that ‘used/ second hand items’ have not 
been  procured. Discourage agencies from purchasing equipment with 
advance features as this may result in over expenditure by the agency. 
Ascertain whether the agency has followed proper purchase procedure as 
specified in the project agreement. Observe and report items, in consultation 
with the agency, whether the budget provision was sufficiently provided. 
This will help in revising the standard budget norms of SIFPSA.  

 
(xii) Obtain fixed asset register and examine whether the assets purchased by the 

agency are entered there. The entries in fixed asset register against a 
particular asset should contain details, e.g., description of item, quantity and 
date of purchase, total value of purchase, locational details, balance 
quantity in stores, etc.  

 
(xiii) Test check a few bills relating to recurring expenses, e.g., travelling, 

telephone, electricity, POL, etc., to ascertain whether the expenditure is as 
per the rates provided in the budget and is being incurred exclusively for 
SIFPSA project. No expenditure which has no link with the project activities 
should be allowed.  

 
(xiv) Verify whether the agency is maintaining following records : 

♦ Cash book 
♦ Ledger 
♦ Vouchers with supporting bills / receipts 
♦ Salary / pay roll register 
♦ Fixed asset register 
♦ Attendance register 
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♦ Log book for taxi hiring 
 
(xv) Test check the vouchers of one month to ascertain  

♦ Whether the vouchers are being signed by a responsible person who is 
competent to authorize a payment. No person below the rank of Project 
Coordinator should be allowed to authorize a payment. In addition, the 
signature of accountant should also appear on the vouchers.  

♦ Whether the name of the person / party receiving the payment as well as 
the purpose for which the payment has been released appears on the 
voucher. 

♦ Whether the amount of payment appears on the vouchers. 
♦ Whether supporting bills / receipts / other documents which prove the 

authenticity of the payment are attached.  
♦ Whether the voucher is signed by the payee as a token of receipt. 

Alternatively, the payee may issue a printed receipt.  
♦ The descriptions of expense / supporting bills should match with the 

expense head mentioned on the voucher. For example, if the supporting 
documents indicate that the expenditure has been incurred for purchase 
of an asset item then the accounting head mentioned on the voucher 
should be of that asset account, i.e., the corresponding budget head. 
Booking of expenditure under some incorrect head, i.e., under a head 
which is not in agreement  with the nature of expenditure as ascertained 
from the supporting documents, should not be allowed. The purpose of 
above is to ensure that budget provided for a particular purpose is not 
diverted for some other purpose. All wrong bookings should be reported 
for corrective action. 

 
(xvi) Ascertain whether major regular payments, e.g., payment for purchase of 

assets, payment to taxi operator, payment to doctor, etc., are released 
through cheques. Cash payment for such transactions should be avoided 
and the agency be advised in writing.  

 
B. Items to be seen during subsequent visit : 
 
(i) Check the pass book / bank statement to ascertain whether the subsequent 

instalments received by the agency are deposited in the bank account opened 
for SIFPSA  funds and corresponding entry is appearing on the deposit / 
credit side. 

 
(ii) Repeat the procedures detailed under points (vi),(vii), (viii), (ix), (x), (xiii), 

(xv) and (xvi) above. 
 
(iii) Check the deposit side of pass book / bank statement to identify entries 

which are in addition to instalment payments. Entries on deposit sides are 
normally for instalment deposits, loan received, interest allowed by the bank, 
maturity value of fixed deposits, refund received against any earlier 
payment, miscellaneous receipts for sale/ service charges, receipt against 
CSM, etc. Note down and report the purpose for which such amount has 
been received.  
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(iv) Ascertain whether the old accountant is continuing. Frequent changing / 
turn over of accountant is undesirable.  

 
(v) In case the agency had borrowed by way of loan from some other source, 

ascertain the purpose for such borrowings. Frequent borrowing is 
undesirable. Check whether the borrowed amount has been routed through 
the project bank account.  

 
(vi) Ascertain the advances / loans made out of project funds. These should be 

strictly avoided.  
 
Note : All discrepancies, repeated flouting of SIFPSA instructions and provisions 

of the grant agreement, intentional misdeeds, etc., shall be promptly reported 
for detailed checking of accounts by FAD / Audit Division.  

 
The respective Project Coordinator would check for eligible cost and report 

any disbursement due to Sub-Grantee and review the progress made during the 
quarter.  He/she would then cross check these with the financial reports and the 
budgets estimated for that quarter for consistency in information.  The concerned 
department would record the details in project register (Form GD 2).  After verifying 
the reports, he/she would forward the progress reports and the financial report, along 
with his report on the same, to the GM of the concerned Department. 

 
If any shortcomings (such as non achievement of particular target or inadequate 
quality of performance) is noticed in Progress and Financial reports, then Project 
Coordinator would ask the Sub-Grantee to rectify/explain the variance or improve on 
its performance as the case may be.  The explanation to the variance would have to be 
incorporated in the next Progress and Financial report.  The Grants may also be 
subsequently affected because of the variance. 
 
Concerned GM would forward Financial Report along with payment advice to the 
GM (FAD) for his recommendations.  GM (FAD) would check for the eligibility of 
the cost being charged by the Sub-Grantee, and deviation, if any, has received prior 
written approval of SIFPSA.  After giving his recommendation on the same, he/she 
would forward it to the concerned GM. GM of concerned department after giving 
recommendation to the reports would forward the progress report and Financial report 
to ED/AED/ for his/her written approval. 
 
Only after ED has approved the progress/financial report on the file, necessary 
payments would be effected. 
 
On receiving payment advice, the FAD would prepare payment voucher and obtain 
approval of GM (FAD) on it.  On getting approval, FAD would prepare cheque in 
favour of Sub-Grantee and record the details in cheque issue register.  Cheques would 
then be forwarded to the authorised representative of Sub-Grantee and obtain an 
official acknowledgement of the same.  FAD would also inform the concerned 
department so that it can update project register. 
FAD would make necessary accounting entries in books of accounts and Sub-Grantee 
ledger (Form GD 3). 
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3.5 Procedure for maintaining Sub-ledgers regarding projects  
 
 
The sub-ledgers of private sector and public sector projects are important tools for 
the purposes of financial control and monitor. FAD will ensure that the data are 
entered on regular basis, cross checked and reconciled. The following system shall 
be followed : 
 
a. A sub-ledger for all sub-grantees, where entries with regard to payments and 

the expenditure reported by the agencies shall be entered.  Each agency 
shall be allotted one account in the sub-ledger.  

b. Sub-ledger for private sector, public sector and DAP projects shall be 
maintained separately.  

c. The public sector sub-ledger should contain project-wise as well as 
implementing agency-wise entries. This would be updated with figures of 
expenditure as reported by the implementing agency.  In addition another 
public sector sub-ledger would be maintained which would be updated from 
the certified figures reported by Chartered Accountant firms engaged by 
SIFPSA.  

d. Expenditure reported by private sector units and releases to public sector as 
well as private sector units must be entered in the sub-ledger at the time of 
release of funds, i.e., at the time of preparation of cheques/bank draft by 
FAD.  A stamped entry indicating that the same has been entered in the sub-
ledger, giving ledger folio number, shall be made in the concerned 
programme file by the Manager (Finance). 

e. The Manager (Finance) shall be responsible to interact with the respective 
programme officers (both in private sector and public sector) to obtain 
details regarding releases, expenditure, disallowances, interest earned, etc., 
and to update the sub-ledgers on daily basis.  

f. All expenditure reported by public sector units must be entered in sub-ledger 
within a week of receipt of the expenditure report by the programme officer. 
It will be the responsibility of FAD to maintain a record of expenditure 
reports received on a weekly basis. The status of reports shall be analyzed 
and where there are shortcomings or reports are not forthcoming 
appropriate action shall be taken.  

g. The balances appearing in the sub-ledgers shall be reconciled with the 
balances as appearing in the general ledger at the end of every month.  

h. A status indicating the entries regarding grant released, disallowance, etc., 
for all the projects shall be put up for information of AED/ED every month. 
Further in respect of public sector sub-ledger a status report regarding latest 
position of reports received, corrected and posted in ledgers shall be put up 
to AED/ED for information.  
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CHAPTER 4 
 

GRANT DISBURSEMENT POLICIES 
 
4.1 Agreement Award Management 
 
4.1.1 Cost Reimbursable Agreement 
 
SIFPSA would have a cost reimbursable agreement with all its Sub-Grantees.  This 
means that SIFPSA will reimburse, upon submission of properly completed progress 
and financial reports apart from the initial advance for four months operating cost, 
allowable expenditures, up to, but not exceeding, the total amount specified in the 
project budget.  In no case may the Sub-Grantee exceed the total agreement budget 
without prior written approval from SIFSPA. 
 
4.1.2 Allowable Costs 
 
Allowable costs would be those costs which must conform to the approved project 
budget and to any limitations and/or restrictions set forth in these projects terms and 
conditions. 
 
SIFPSA will pay for costs incurred in carrying out the project as described in the 
approved project description and budget.  All costs must be determined by SIFPSA to 
be reasonable and allowable as defined herein, and in accordance with these project 
terms and conditions. 
 
4.1.3 Ineligible Goods and Services 
 
The following categories of items would not be procured under any circumstances: 
 

Military equipment 
Surveillance equipment 
Commodities & services for support of public and other law enforcement 
activities. 
Abortion equipment and services 
Luxury goods and gambling equipment 
Weather modification equipment 

 
4.1.4 Other Restrictions on Purchases made with SIFPSA Funds 
 
The following items may not be procured with SIFPSA funds without prior written 
authority from SIFPSA:  
 
a. pharmaceuticals 
b. agricultural commodities 
c. pesticides 
d. rubber compounding chemicals and plasticizers 
e. used equipment 
f. U.S. excess property 
g. Fertilizers 
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No Sub-Grantee would Subcontracts any activity of the project using SIFPSA funds 
without prior review and written approval by SIFPSA. 
 
4.1.5 Eligibility Date 
 
No goods and services may be financed pursuant to orders or contracts firmly placed 
or entered into prior to date of signing agreement between SIFPSA and the Sub-
Grantee. 
 
4.1.6 Procurement 
 
Capital assets, other than land and building, would be procured by the Sub-Grantee 
through the outlined process.  Quotations would be sought directly for all items above 
a value of Rs. 5,000.  The Sub-Grantee would be required to maintain a list of 
prospective suppliers to whom inquiry letters would be sent.  imperest purchases 
would also be necessary for certain low value items and for emergency purchases. 
 
The Sub-Grantee should atleast get three quotations for the item being procured.  The 
decision to purchase from the three or more quotations received would be entirely of 
the Sub-Grantee.  The Sub-Grantee should be able to justify his reasons for 
purchasing an item  which might not be the least priced of the quotations received.  
The items to be procured must be of Indian make.  If it is not possible for the Sub-
Grantee to follow the above procedure, reasons for non compliance must be 
specifically recorded. 
 
The Sub-Grantee must also comply with the other requirements of the terms and 
conditions including  exclusions and restrictions of certain goods and services. 
 
4.1.7 Travel 
 
It has been envisaged that the projects will require travelling.  Such travel may be 
undertaken either through rented vehicles or other modes as deemed fit by the 
Management. 
 
4.1.8 Payment Schedule 
 
SIFPSA shall, upon receipt of the Sub-Grantee signed acceptance of the agreement, 
provide the project with an initial advance payment.  Subsequent payments will be 
made upon receipt of satisfactory completed progress and financial reports. 
 
The initial advance would cover four months operating costs.  Additional funds will 
be provided should major expenditures be anticipated in the initial period. 
 
The project should, at all times, have sufficient funds on hand to meet obligations.  
During a given quarter, should funds advanced by SIFPSA not be sufficient to cover 
planned activities, the sub-project should send a request with justification for 
additional funds to their project coordinator.  This will be reviewed and if approved, 
processed. 
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4.1.9 Acknowledgement of Receipts of Payments 
 
SIFPSA would ensure that Sub-Grantee must notify immediately upon receipt of any 
and all SIFPSA payments.  The Sub-Grantee would be required to complete and 
promptly return the Letter of Acknowledgement (Form GD 4) to SIFPSA.  SIFPSA 
would also ask the Sub-Grantee to inform them their Bank Account Number. 
 
4.1.10 Unexpended Funds 
 
Sub-Grantee would ensure that all the SIFPSA’s funds must be deposited in a separate 
account preferably an interest bearing and should be used for project purpose only.  
 
4.1.11 Separate Bank Accounts 
 
Sub-Grantee would ensure that all the SIFPSA’s funds must be deposited in a separate 
account preferably an interest bearing and should be used for project purpose only. 
 
4.1.12 SIFPSA Property 
 
SIFPSA-supplied or financed property must be used only for those activities 
described in the Agreement Document.  In case of misuse of SIFPSA’s property, the 
sub-grant is liable to be terminated and the organisation blacklisted, which would 
debar organisation from availing assistance in future. 
 
Upon completion or expiration of this Agreement, the following procedure shall be 
followed for the disposal of SIFPSA financed assets at the end or termination of the 
project:  
 
(A) Units of the State Medical, 

Health & Family Welfare and 
Medical Education and 
Research Departments. 

All assets to remain with these units. 

(B) Units of the Employee’s State 
Insurance Directorate. 

All assets to remain with these units. 

(C) Units in the Private Sector 
reputed for work in the areas of 
family welfare and population 
control, if their performance has 
been found satisfactory. 

All assets to remain with these units, after 
obtaining a declaration from the agencies of 
their intention of using these assets for 
family welfare activities and of not 
engaging in activities expressly forbidden 
under the IFPS Project Agreement e.g. 
abortion related activities. 

(D)  Units in the Private Sector 
which have not worked in the 
areas of family welfare and 
population control, if their 
performance has been found 
satisfactory. 

All assets to remain with these units, after 
obtaining a declaration from the agencies of 
their intention of using these assets for 
family planning activities and of not 
engaging in activities expressly forbidden 
under the IFPS Project Agreement e.g. 
abortion related activities. 

(E) Units in the Private Sector the 
work of which has not been 

Assets to be disposed of as follows : 
(a) To be given to the agency at the written 
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found satisfactory. down value according to the applicable 
rate of depreciation as per Income Tax 
Act – 

(i) Furniture, chairs, tables, sofas, beds, 
almirahs, storage cabinets, takhats 
& examination tables. 

(ii) Equipment : Typewriters, PA 
System, OHP, Photocopiers. 

(iii) Coolers and fans 
(iv) Medical equipment 
(v) Vehicles except ambulances and 

mobile clinic units. 
 
If the agency is not willing to take these 
items on the condition mentioned above, 
assets to be handed over to the local Chief 
Medical Officer, who may make use of them 
in his office or units under him. If the Chief 
Medical Officer is unable to absorb all the 
assets and equipment thus transferred, he 
may obtain orders from the Divisional 
Additional Director for the distribution of 
these assets to other districts of the division. 
If the assets and equipment can not be 
absorbed in the division, UP may be 
obtained regarding the distribution of assets 
to other districts of the state. 
 
(b) To be transferred to the local Chief 

Medical Officer or Chief Medical 
Superintendent as decided by the 
Divisional Additional Director : 
Ambulances and mobile clinic units 
with all fixtures and equipment. 

 
(c) To be recalled to SIFPSA : 
TV/VCR/VCP, airconditioners, generators 
and computers / printers.  

 
 Evaluation of all agencies should be initiated 16 to 18 weeks in advance of 
the end of the sub- projects duration to decide well in time about the category in 
which the agency is likely to fall as regards disposals of assets. 
 
 Where the sub – project being implemented by an agency has not yet come to 
an end, the written down value of the assets to be given can be adjusted against the 
last but one instalment and the last instalment i.e. the residual amount. The written 
down value of assets to be given to the agency should also be calculated so that 
adjustments can be effected in the last two instalments. If the sub- project has come 
to an end, the agency shall pay for the assets given to it by draft favoring SIFPSA 
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payable at Lucknow. Agencies based at Lucknow may pay by bankers cheque or pay 
order in favour of SIFPSA. 
 
 SIFPSA reserves the right to dispose of such assets as are taken back from 
the agencies at a price not less than the written down value in accordance with the 
rate of depreciation applicable at the time of disposal as per Income Tax Act. 
 
 Formats of letters to be sent to agencies about the disposal of assets are 
annexed at Form GD- 7, GD-8 and GD – 9  
 
(Asset Disposal Policy in respect of assets purchased out of SIFPSA grant was 
approved by VIII GB) 
 
4.1.13 Agreement Modification 
 
With the exception of line items for salaries and training, the project has reasonable 
line item flexibility, and can, as needed, move funds from one line item to another, 
with prior written approval of SIFPSA.  For example, if the project requires more 
travel and less supplies, funds can be moved from supplies line item to travel.  In case 
any line item expenditure exceeds by 10% of the allocated amount for that particular 
line item, then it need to be reported to SIFPSA. 
 
Furthermore, should the Sub-Grantee incur allowable costs not initially envisioned 
when the budget was developed, SIFPSA would ensure that the Sub-Grantee charge 
these expenditure to a zero (0) line item, with its prior written approval, wherein a 
limit of % of Project cost would be given for that line item, within the budget 
category.  For example, if the Sub-Grantee needs office supplies and no budget line 
item exists for this, the Sub-Grantee may create an office supplies line item within the 
other direct costs category and charge against a zero budget.  However, these 
expenditures should be mentioned in the Progress Report.   
 
In case of projects with a time frame exceeding one year, the unutilised budget from 
year one wold be carried forward to the subsequent years. 
 
Changes in the approved objectives and/or the approved total budget must be 
authorised by SIFPSA in advance, through written letters or amendments to the 
agreement. 
 
Written approval for budget changes would be required when: 
 
- changes have been proposed in the scope or objectives of the project; 
 
- the need for additional funding arises; 
 
- Sub-Grantee plans to contract or sub grant any programmatic work required under 

this grant; 
 
- Sub-Grantee plans to incur an expenditure which requires prior written approval 

(refer section 4.1.4), 
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- Sub-Grantee plans to transfer budgeted expenditures to other costs categories; 
 
- Sub-Grantee plans to increase salaries to individuals and/or increase the total 

salary budget; 
 
GM (FAD) would identify those projects which would require change in the Overall 
Budget for the project.  Once such identification has been made, it would be referred 
to the ED who would further take it up with the Executive Committee / GB. 
 
All expenditures incurred must meet the provisions of these project terms and 
conditions.  Therefore, if the Sub-Grantee incurs an expenditure not specifically 
included in the budget, and this expenditure would be subsequently deemed by 
SIFPSA as not allowable, then the Sub-Grantee would be responsible to reimburse all 
disallowed costs as per these terms and conditions. 
 
4.2 Specific Requirements and Records 
 
The following specific requirements will be adhered to 
 
a. Project Bank Account for renewal / additions 
 
For a renewal / addition of a project previously funded by SIFPSA the Sub-Grantee 
would not be required to open up a new account.  The signed acceptance of the grant 
agreement will provide specific information on the bank account including bank name 
and branch, address of actual branch depository, account number, interest rate, if any, 
and names of signatories.  Funds provided under these terms and conditions may not 
be loaned or otherwise made available to any other organisation or individual; nor can 
these funds be used to pay any of the organization’s other expenses. 
 
b. Project Bank Statement 
 
Copies of the project’s reconciled bank statements must be submitted with the 
quarterly financial reports. 
 
Sub-Grantee would be required to send letter of acknowledgement for each 
disbursement made to the project immediately to SIFPSA.  Originals of all these 
documents must be maintained by the Sub-Grantee. 
 
Any generation of income from the project money, need to be used for the Project 
purpose only. 
 
4.3 Prohibition on Abortion-Related Activities 
 
None of the funds made available under this grant may be used to finance any costs 
relating to: 
 
- performance of abortions as a method of family planning; 
 
- motivation or coercion of any person to undergo abortions; 
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- biomedical research which relates, in whole or in part, to methods of, or the 

performance of abortions as a method of family planning; and 
 
 
- active promotion of abortion as a method of family planning. 
 
  
4.4 Audit Requirements 
 
After and/or during each grant award period an audit and / or inspection may be 
conducted on the project records by an independent chartered accountant selected by 
SIFPSA or SIFPSA’s internal auditor or statutory auditor.  If the audit is not 
acceptable to SIFPSA, it reserves the right to audit again or appoint a concurrent 
auditor. 
 
Sub-Grantee would provide any information, both financial and programmatic, 
required with respect to questions concerning the Audit.  The purpose of the Audit 
shall be to determine the propriety and necessity of the expenditures of Sub-Grantees 
in terms of the purposes for which the funds were granted, and to determine the 
adequacy of the financial management of grants.  The audit will also include an 
inventory of equipment, contraceptives and unused supplies provided to or purchased 
for the project. 
 
The Sub-Grantee would take steps to rectify any deficiency noted as result of the 
audit.  Failure to do so may result in suspension of the grant. 
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CHAPTER 5 

 
ACCOUNTING PROCEDURES 

 
 
5.1 Advance to Sub-Grantee 
 
Any advance paid to the Sub-grantee as per the agreement would be entered in the 
Bank Book under the head : 
 
“Advance to Sub-Grantee” on the basis of voucher. 
 
(Entry would also be passed in Sub-Grantee Ledger) 
 
5.2 Adjustment/Payments against Financial Report 
 
On receipt of Sub-Grantee Financial Report duly approved by ED, the following entry 
would be recorded in the Journal Register : 
 
Debit side : Relevant ‘project-in-process’ Account. 
 
Credit side :  Security deposit from Sub-Grantee Account 
  (for money retained as per agreement) 
 
 Tax deduction at source from Sub-Grantee Account 
 (for tax deduction at source) 
 
 Fines recovered Account 
 (for fines recovery) 
 
 Advance to Sub-Grantee Account 
 (adjustment of advance given) 
 Other recoveries from Sub-Grantee 
 Sundry Creditors – Sub-Grantee Account 
 (for the net amount payable) 
 
At the time of making payment, it would be recorded in Bank Book under the head : 
 
“Sundry creditor – Sub-Grantee Account” on the basis of voucher. 
 
(The above entries would also be passed in Sub-Grantee Ledger) 
 
5.3 Accounting of Completed Works  
 
On completion of project the following entry would be recorded in the Journal 
Register. 
 
Debit side : Relevant project Account 
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Credit side :   Relevant project in process Account. 
 
5.4 Charging Project Account in Income & Expenditure Account 
 
The relevant project account should be charged in Income & Expenditure Account. 
The following entry would be made : 
 
Debit side : Income & Expenditure Account 
 
Credit side :   Relevant project Account. 
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FORM GD – 1 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
PROPOSAL REGISTER 

 
 
DEPARTMENT         PROJECT NAME 
 
          PROJECT CODE 
 
 
S.NO. DATE OF 

SUBMISSION 
NAME OF THE SUB 
GRANTEE 

REMARKS 

   TRACK 
RECORD 

ORGANISATION 
CAPACITY 

SITE VISIT 

….......... 
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FORM GD – 2 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 

PROJECT REGISTER 
 

 
NAME OF SUB GRANTEE     PROJECT NAME 
         PROJECT CODE 
 
 
DATE VOUCHER 

REFERENC 
WORK STATUS 
PARTICULARS 

AMOUNT 
PAID 

MATERIAL 
ISSUED 

OTHER (S) TOTAL RECOVERIES 
DETAILS 

TOTAL 
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FORM GD – 3 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 

SUB  GRANTEE LEDGER 
 
 
NAME OF SUB GRANTEE    PROJECT  NAME    PROJECT CODE 
AGREEMENT DATE 

AMOUNT DATE VOUCHER 
NUMBER 

PARTICU
LARS 

L . F.  
DEBIT CREDIT 

BALANCE REMARKS 
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FORM GD – 4 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
LETTER OF ACKNOWLEDGEMENT 

….................................................................................................................................................................................................................. 
                                                                                 
          DATE                                                          NUMBER 
 
 
RECEIVED with thanks from …................................................................................................................................................................... 
 
 
sum of Rupees                                                                                                                                         by cash / cheque / demand draft                                            
                                    
 
 
 
No. …...................................  dated …......../…...../…......  on account of …..................................................................................................... 
 
 
 
I, …...................................................... CERTIFY THAT ALL THE INFORMATION PROVIDED IN THIS FORM IS CORRECT TO THE 
BEST OF MY KNOWLEDGE. 
 
             FOR AGENCY 
 
              AUTHORISED SIGNATORY 
AS SOON AS SUB GRANTEE RECEVIES INFORMATION FROM BANK REGARDING RECEIVING OF FUND FROM SIFPSA  IT WILL 
COMPLETE THIS FORM AND SEND IT ALONG WITH BANK ADVICE TO SIFPSA 
THIS FORM SHOULD BE FILLED AND SENT TO SIFPSA UPON RECEIPT OF EACH PAYMENT. 

D          M           Y 

Lakh             Thousand                Hundred      Ten     Unit             Paise 

PROJECT CODE 
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Form: GD-5 
NGO QUARTERLY  PROGRESS REPORT 

Project Name    Project Code 
Implementing Agency 
District 
Reporting Period From  To  

Date of Reporting 
Project Coordinator  Signature

      

Baseline Census 
Date of completion Proposed date Actual date 

Persons involved in the collection of data 
If not yet completed, reasons for the delay 

Summary of Key Indicators According to Project Proposal and Baseline Survey 
    Project Proposal Baseline Survey Remarks 

Population served by 
project 

number   

Eligible 
couples 

  number   

CPR - 
Condoms 

    

CPR - Pills     
CPR - 
Copper-T 

    

CPR - Sterilization    
CPR - Other 
methods 

   

Contraceptive prevalence 
rate 

CPR   

Pregnant 
women 

  number   

Children 0 - 1 yr 
old 

 number   

Children 1-5 yr old  number   
Deliveries at home by 
trained  

%   

Deliveries at home by 
untrained 

%   

Deliveries at home by 
others 

%   

Institutional 
deliveries 

 %   



- 42 - 

 
      

Recruitment 
Core Staff 

Designation  Number Proposed Number Recruited Remarks, Reasons for Vacancies (if any) 

CH Worker     
Supervisor     
Asst 
Coordinator 

    

Coordinator     
Other      Please specify    

      

Volunteer Staff 
Designation  Number 

Propose
d 

Number 
Recruite

d 

Number 
Trained

Training 
Agency

Remarks, Reasons for Vacancies (if any) 

TBA      
Volunteer     
Other    Please specify    

      
      

Training Summary Status 

Core Staff Designation Number 
Recruite

d 

Number Trained Remarks, Reasons for delay (if any) 

    Orientation Refresher  

CH Worker    
Supervisor    
Asst 
Coordinator 

   

Coordinator    
Other      Please specify   

     
     
     

Details of  Other Special Trainings 
Core Staff Designation Type of 

Training 
Number  
Trained 

Date  Remarks, Training Organization 
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Supervision 

Meetings 
Core Staff Designations  Monthly Weekly Issues Discussed 

    Proposed Actually 
Held 

Proposed Actually 
Held  

 

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     

Referral Services 
Names of Hospital, 

Health Centres 
Types of 
Services 

Number 
Referred 

Remarks     

Please specify    
      
      
      
      
      
      
      

Networking 
Coordination by NGO Staff with Other Institutions 

Organization or 
Government Department 

Numb
er of 
Visits

Issues Discussed Remarks, Solutions Worked 
Out 

CMO   
Dy CMO     
DIFPSA     
Sub Centre/ PHC    
Private Clinics    
ISMPs     

Other        Please specify   
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Logistics 

Procurement and Supplies 
Items Procured From  Quantity Freque

ncy 
Remarks, Solutions Worked 

Out 
     Request

ed 
Received      

Condoms     
Pills      
IUD      
Iron 
Tablets 

    

ORS Packets    
Vitamin A     
Vaccines     

DDKs     
IEC 
Material 

    

Other            Please specify   
      
      

  
CSM 

Contraceptives Sold 
Type of Contraceptive 
Sold 

Through 
Last 

Quarter 

This 
Quarter

Total Remarks 

Number of Pills Sold   
Number of Condoms Sold   
Total Earnings in Rs.   
Difficulties Faced in Social Marketing   

Suggestions/Remarks   

Family Life Education 
   Through 

Last 
Quarter 

This 
Quarter

Total 
Cover

ed 

Total 
Propos

ed 

Remai
n to 
Be 

Cover
ed 

Remarks 

Number of Girls Given FLE Inputs   
Number of Boys Given FLE Inputs   
Number of FLE Sessions Conducted   
Topics Covered under FLE   

Personnel Involved in the FLE Sessions   

     
     



- 45 - 

IEC 
Activities Throu

gh 
Last 

Quart
er 

This 
Quarter 

Average 
Number 
Attende

d 

Remarks, Source and Type of 
Materials Used 

Health Melas    
Awareness Camps   
Group Meetings    
Audio-Visual Shows   
Street Plays    
Cultural Programmes   
Wall Writing    
Other   Please specify   

     
     

Innovations 

 ( Please attach a sheet to write in detail, if required ) 
Any Innovative Activities Done During the Quarter 

Innovation Area    
Target Group    
Outcomes, if any    
Suggestions and Remarks   

  



- 46 - 

Family Planning Clients 
Reasons for Visit New Registration Resupply Revisit / Follow-

up 
Drop-Outs 

Motiva
tion 

Regist
ration 

Resup
ply 

Revisit Condo
ms 

Pills Coppe
r T 

Tubec
tomy

Va
sec
to
my

CSM(
Condo

ms) 

CSM(
Pills)

Condo
ms 

Pills Coppe
r T 

Tubec
tomy

Vasec
tomy

CSM(
Condo

ms) 

CSM(
Pills)

Condo
ms 

Pills Copper T 

      

      

      

      

       
Family Planning Services Provided by ANM/ Health Centre with Help of Project Staff 

Ante-natal care Place of delivery Outcome  Post-natal 
RTI 

cases 
referred 

RTI 
Referral 
availed

Total 
pregna

nt 
women 
(month
wise) 

Ante-
natal 

referral  
( Y ) 

Ante-
Natal 

referral
s 

availed(
Y) 

ANC 
check-

ups 
provide

d 

Pregna
nt 

women 
given 
TT1& 
TT2 

Safe 
delivery 

kits 
provide

d 

Women 
given 
iron 

tablets

Home 
deliveri
es by 

trained 
dai 

Home 
deliveri
es by 

untraine
d dai 

Home 
deliveri
es by 
other 

Instituti
onal 

deliveri
es 

Matern
al 

deaths

Live 
births 

Still 
births/a
bortion/
miscarri

age 

Post-
natal 

referral 
( Y ) 

Post-
natal 

refferal 
availed 

(Y) 

Net 
Pregn

ant 
Wom

en 
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Family Planning Services Provided by ANM/ Health  Centre with Help of Project Staff (continued)   

Post-Natal   
Total 

number 
of 

women 
visited 

Total 
no. of 

children 
0 to 1 
year 

No. of 
children 

fully 
immuniz

ed 

Total 
children 
1-5 year 

No. of 
children 
1-5 fully 
immuniz

ed 

No. of 
children 

given 
vitamin 

A 

No. of 
children 

on 
continu
ed BF 

Children 
with 

severe 
diarrhea

Children 
given 
ORS 

packets

Children 
found 
with 

suspect
ed 

malnutri
tion 

Children 
referred 

for 
malnutri

tion 

Death 
of 

children 
0-1year

Death 
of 

children 
1-5 year

Net 
Children 

0-1 
Year 

Net Children 0-5 Year   

        

        

        

  
 New Clients by Age Group 
 Method < 15 yr 15-19  20-24 25-29 30-34 35-39 40-44 45-49 50+  
 Condom      
 Pill      
 Cu –T      
 Tubectomy      
 Vasectomy      
 Total      
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 New Clients by Parity    
 Method 0 1 2 3 4 5 6 7+    
 Condom   
 Pill   
 Copper T   
 Tubectomy   
 Vasectomy   
 Total   
      

Drop-Outs 
Reasons Condom Pill Cu-T Total 

1.  Moved away  
2.  Wants child  
3.  Is pregnant  
4.  Side effects  
5.  Husband / family objects  
6.  Religion  
7. Age / illness  
8.  Other  
Total  
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 Method Switching 
 From    To Condom Pill Copper T Tubectomy Vasectomy 
 Condom    
 Pill    
 Copper T    
 Total    

     
 

Clients 

Method Proposed 
by Project 

Through 
End of 
Last 

Quarter 

New in 
This 

Quarter 
Drop-out 
returned Drop-out Method switching Total 

active 

Remaining 
to be 

covered by 
end of 
project 

Resupply/ 
Revisit 

   IN OUT  
Condoms    
Pills    
Cu-T    
Tubectomy    
Vasectomy    
Total    
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Form: GD-6 (Part – 1) 

NGO QUARTERLY  EXPENSE REPORT 
Project Name   Project Code  

Implementing Agency Reporting Period from to  
Total Project Cost  Date of Reporting  
Duration of Project  Project Coordinator  

Date of 
Commencement 

 End  Signature  

      

Summary of Expenditure 
Seri
al 
Nu

mbe
r 

Budget Heads          
(Including Sub-Heads) 

Total 
Budget 

Sanctioned

Budget for 
the Year 

Total 
Expenditure 

Through 
Last 

Quarter 

Total 
Expenditure 
During the 

Current 
Quarter 

Total 
Expenditure 

Year to 
Date 

Variance 
Year to 
Date 

Remarks                              
(Including Reasons for Deviation, If Any) 

(1) (2) (3) (4) (5) (6) (5) + (6) = 
(7) 

(4) - (7) = 
(8) 

(9) 

      
      
      
      
      
      
  Total    
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Project Name  Project Code  

    

Estimated Expenditures for Next Quarter 
Sl. 
No. Activities to Be Carried Out Start Date End Date Estimated Expenditure Remarks 

(1) (2) (3) (4) (5) (6) 
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Form – GD 6 (Part – 2) 

 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT 

 
 

UTILISATION  CERTIFICATE 
 
Certified that out of the amount of Grant of Rs. …................................... (Rupees…............................................................................. 
 
received during the period from …..../…../…... to …..../…...../…......from 
 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
vide Agreement Letter No. …...................................... for the implementation of the project 
 
…....................................................................................................................................................................................................... 
 
on amount of Rs.  …..............................(Rupees …..................................................................) has been utilised for purpose for which it had been sanctioned.   
 
A balance of Rs. …............................................................ (Rupees ….........................................................................................) has been unutilised and carried forward. 
 
BRIEF DETAILS 
S.NO. ACTIVITIES AMOUNT 
   
   
   
   
   
   
   
   
 
PLACE         AUTHORISED SIGNATORY  for CHARTERED ACCOUNTANT FIRM 
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GD - 7 
( To be used only for completed / terminated projects where evaluation has not been satisfactory and assets / 

equipment are to be taken back from the agency) 
 
 
To, 
 _______________________ 
 (Name of Key Person) 
 _____________________ 
 (Designation) 
 -------------------------------- 
 (Name of agency) 
 -------------------------------- 
 (Address) 
 
 Letter No. ---------------------     Dated : --------------------- 
 
  (File no. / dispatch no.) 
 

Subject : Disposal of Assets 
 

Sir/Madam, 
 Your organisation was sanctioned a project for _______________________________________ 
__________________________________at_    (Purpose of the project) 
 
______________________ for the period ______________________to ___________________________ 
(project date)    (date of start)   (date of end termination) 
 
at a cost of Rs. __________________________________________________only.  Out of this. 
    (Project cost) 
 
Rs.__________________________________________ was allocated for procurement of assets and  
 (Allocation of assets/ equipment) 
  
equipment, a list of which is appended. 
 
 Now that the implementation of the project mentioned above has been completed/ terminated, the said 
assets and equipment have to revert to SIFPSA, unless you are interested in retaining them. 
 
 The written down value of these assets and equipment after allowing for depreciation on each item in 
accordance with the provisions of the Income Tax Act, 1961 comes to Rs. ……………..(details in Annexure – 1). In 
case, you wish to retain these assets and equipment, kindly remit the amount equivalent to this value by bank draft to 
SIFPSA within 15 days. If you do not intend retaining these assets and equipment, please intimate the undersigned 
within 15 days so that alternative action regarding their disposal is initiated.  
 

Yours faithfully,  
 
Encl: List of assets and equipment 
         

(General Manger (Concerned)  
     

  
 

GD - 8 
( To be used only for projects nearing completion whose evaluation is not  satisfactory and assets / equipment are to 

be taken back from the agency) 
 
 
To, 
 _______________________ 
 (Name of Key Person) 
 _____________________ 
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 (Designation) 
 -------------------------------- 
 (Name of agency) 
 -------------------------------- 
 (Address) 
 
 Letter No. ---------------------     Dated : --------------------- 
 
  (File no. / dispatch no.) 
 

Subject : Disposal of Assets 
 

Sir/Madam, 
 Your organisation was sanctioned a project for _______________________________________ 
__________________________________at     (Purpose of the project) 
 
______________________ for the period ______________________to ___________________________ 
(project date)    (date of start)   (date of end) 
 
at a cost of Rs. __________________________________________________only.  Out of this. 
    (Project cost) 
 
Rs.__________________________________________ was allocated for procurement of assets and  
 (Allocation of assets/ equipment) 
  
equipment, a list of which is appended. 
 
 Now that the implementation of the project mentioned above is nearing completion, the said assets and 
equipment have to revert to SIFPSA, unless you are interested in retaining them. 
 
 The written down value of these assets and equipment after allowing for depreciation on each item in 
accordance with the provisions of the Income Tax Act, 1961 comes to Rs. ……………..(details in Annexure – 1). In 
case, you wish to retain these assets and equipment, kindly remit the amount equivalent to this value by bank draft to 
SIFPSA within 15 days. If you do not intend retaining these assets and equipment, please intimate the undersigned 
within 15 days so that alternative action regarding their disposal is initiated.  
 

Yours faithfully,  
 
Encl: List of assets and equipment 
        (General Manger (Concerned)  
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GD - 9 
( To be used for projects completed or nearing completion  where evaluation is satisfactory and assets / equipment  

are to be given to the agency) 
 
 
To, 
 _______________________ 
 (Name of Key Person) 
 _____________________ 
 (Designation) 
 -------------------------------- 
 (Name of agency) 
 -------------------------------- 
 (Address) 
 
 Letter No. ---------------------     Dated : --------------------- 
  (File no. / dispatch no.) 
 

Subject : Disposal of Assets 
 

Sir/Madam, 
 Your organisation was sanctioned a project for _______________________________________ 
__________________________________at_    (Purpose of the project) 
 
______________________ for the period ______________________to ___________________________ 
(project date)    (date of start)   (date of end) 
 
at a cost of Rs. __________________________________________________only.  Out of this. 
    (Project cost) 
 
Rs.__________________________________________ was allocated for procurement of assets and  
 (Allocation of assets/ equipment) 
  
equipment, a list of which is appended. 
 
  If you are interested in retaining the assets and equipment after the implementation of the project, 
kindly let us know immediately that you intend to use these assets and equipment in future for the furtherance of 
family welfare and population control activities and will also not engage in any activity, which is expressly forbidden 
under the IFPS Project Agreement such as abortion related activity. On receipt of your declaration to this effect, we 
shall appraise you regarding assets and equipment remaining with your organisation.  
 

Yours  faithfully,  
 
Encl: List of assets and equipment 
        (General Manger (Concerned) 
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Form GD - 10 

 

 

 

 

 

 

 This AGREEMENT made on this day of ____________ between the State 

Innovations in Family Planning Services Project Agency, Uttar Pradesh, 

Lucknow, a society registered under the Societies Registration Act, 1860 and 

having its registered office at "Om Kailash Tower", 19A Vidhan Sabha Marg, 

Lucknow-226 001 (hereinafter called "the Grantor", which expression shall 

unless excluded by or repugnant to the context include its successors and 

legal representatives) of the one part and   ______________________, 

hereinafter called the Grantee} a Society registered under the Societies 

Registration Act, 1860 and having its registered office at _____________, which 

expression shall unless excluded by or repugnant to the context include its 

successors and permitted assigns) of the other part. 

 WHEREAS the Grantor requires a project for providing family planning 

counseling and contraceptive service delivery to be undertaken in _____ block 

of District ______  and the Grantee has submitted a proposal for undertaking 

such project of ___ months duration in ______ district (Annexure - I as 

amended by scope of work mentioned in para I (a) hereinafter called "the 

proposal").  

 

 AND WHEREAS the Grantor has accepted the proposal and has agreed to 

engage the services of the Grantee, subject to terms and conditions as 

hereunder: 

 NOW, THEREFORE, in consideration of the mutual promises and covenants 

contained hereinafter, the parties hereto hereby agree as follows: - 
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1.  Project : 

(a)  The Grantee undertakes to provide Community Based Distribution project to 

increase CPR by ___ % points from the existing level by motivating ____ new 

acceptors, sustain existing baseline spacing users, supply CSM brand to 20 

percent spacing clients, ____ % ANC to pregnant women and ___% 

immunisation to infants and ___% immunisation to children  (0-0yrs), in 

accordance with the proposal (Annexure-I). 

(b) The task mentioned in Annexure-I shall be completed within ____ months 

commencing from the date of release of first installment. The Grantee shall 

commence the work immediately after receipt of first installment, and shall 

complete the same within the period stipulated heretofore or within the period 

as may be extended by Executive Director, IFPS Project except due to force 

majeure conditions reasonably beyond the control of the Grantee.   In this 

clause, force majeure conditions mean act of God, war, insurrection, riot, civil 

commotion, strike, earthquake tide, storm, tidal wave, flood, lightning, 

explosion, fire and any other happening which the Grantee could not 

reasonably prevent or control.  The Grantee shall intimate the Grantor in 

writing of the force majeure, if any, within 15 days of such happening.  The 

decision of Executive Director, IFPS Project as to the extension of time for 

completion of the work hereunder shall be binding on the Grantee.   

(c) That vide clause 1 (b), this agreement has been entered into for a period of ___ 

years from ________ to ________. However, this agreement is entered into 

subject to the overriding condition that in the event that the funding to the 

SIFPSA project comes to an end any time before ___ years from the date of 

entering into this agreement; this agreement will stand terminated and the 

project of the Grantee shall cease to exist by giving 2 months notice to the 

Grantee by the Grantor. 

2.  Disbursements 
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(a)  The Grantor will pay the Grantee upto a total of Rs. _______________ for 

completion of this project in stages mentioned in Condition 2 (b), subject to 

item-wise budgetary allocation, details whereof are more particularly 

mentioned in Annexure-II annexed hereto and limited to actual expenditure. 

(b)  Funds shall be released by the Grantor to the Grantee at the following stages, 

subject to the Grantee furnishing to the Grantor the account of expenditure, in 

such form and manner, as may from time to time be prescribed by the Grantor 

to its satisfaction relating to utilization of preceding disbursements availed by 

it for the implementation of the project. 

Stages                                                                    Amount 

                                                                           ( In lakh Rs.) 

(i)  After execution of the agreement  Rs.    

(ii)  Three Quarterly installments of         Rs.  

 Rs.____ lacs each  

(iii)   Completion of the project and   Rs.  

 submission of project report,  

 Audit by the Grantor's representative & 

 endline evaluation.  

(iv) Total cost of project comes to  Rs.  

(c)  Funds under this agreement shall be placed at the disposal of the Grantee in a 

separate account opened by it at the project level, subject to its furnishing to 

the Grantor a letter of commitment containing such conditions as may be 

approved by the Grantor from the bank that the bank shall not exercise a lien 

over the said account or any right to set off or adjust any amount due and 

payable under any loan or credit arrangement which the Grantee may be 

having or may have with the bank against the amounts standing to the credit 

of  the Grantee in the said account. 

(d) The Grantee shall disburse all payments to the manpower engaged by it 

through account payee cheques or by transfer to the credit of the individual's 

bank account.  It shall be the responsibility of the Grantee to ensure that every 
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individual engaged by it opens a savings bank account in a local bank or post 

office. 

(e) Except for petty expenses less than Rs. 500/- (Five hundred Only) the Grantee 

shall release all other payments through account payee cheques only.   

(f) The Grantee shall strictly abide by the provisions contained in the "Terms And 

Conditions For Utilization Of Grants Provided For Implementing Agencies" 

appended as Annexure-III, which along with Annexures-I & II shall form part of 

this agreement.  However, in case of any contradiction between the provisions 

of the Agreement and 'Terms and Conditions' stated above, the provisions 

contained in this Agreement shall prevail. 

(g) Except in case of prior written approval from the Grantor, the Grantee shall not 

make any payment or shall not charge any expense, which it makes prior to 

receipt of the first installment from the Grantor. 

(h) The Grantee shall not be allowed to take loan from any external parties under 

any circumstances. The Grantee shall not be allowed to make advance 

payment or lumpsum advance on any account to anyone including staff 

members. 

3.  The Grantee shall install and maintain books of accounts on double entry 

system on cash basis with details of outstanding liabilities, if any. The Grantor 

shall have the right at any time at its discretion to have inspected by its 

authorized officers or independent agencies the books of accounts and other 

records relating to the said funds kept by the Grantee.  

4.  Grantor supplied or financed property must be used exclusively for those 

activities described in the agreement document. If any agency is working with 

multiple project funds given by different donors then it will give a certificate to 

the grantor that all assets purchased from SIFPSA funds have not been (totally 

or partially) funded from any other project funds nor are being used for 

projects funded by other donors.  Grantors supplied or financed property shall 

not be mortgaged, sold, gifted or disposed off in any manner by the Grantee 
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upon completion or expiry of this agreement, the Grantor will notify the 

Grantee regarding the disposal of the property. 

5.  On completion of tasks in the said project the Grantee will furnish to the 

Grantor a copy of an administrative report covering the details of project 

activities and studies undertaken by it.  The Grantor shall have a right to call 

upon the Grantee to furnish such additional supplementary reports, or other 

documents, papers or writings as in the opinion of the Grantor are necessary 

or proper in connection with completion of the project. 

6.(a)  If the Executive Director, IFPS Project, Lucknow at any stage decides that  the 

Grantee has misutilised the amounts (or any part thereof) already received 

from the Grantor or has fraudulently claimed any expense from the Grantor, or 

if the Grantee fails to observe and perform any covenants, stipulations or 

obligations hereunder or commits a breach of any of the terms, conditions or 

provisions of this Agreement on its part to be observed and performed, or if at 

any stage reasonable grounds exist to apprehend the breach of the terms and 

conditions of this agreement in future or that the continuance of this project 

may be prejudiced or in jeopardy he/she may revoke this Agreement wholly or 

partially and ask the Grantee to refund the amount received till then along with 

interest accrued, if any. 

(b) The Grantee shall immediately intimate in writing to the Grantor about all 

material facts or changes in any material fact subsequent to the date of 

agreement, which have a bearing either directly or indirectly on the award of 

project or continuation thereof, failing which Executive Director, IFPS Project 

shall have a right to revoke this Agreement wholly or partially and ask the 

Grantee to refund the amount received till then along with interest accrued, if 

any. 

(c) If the Grantee or any of its members has been penalized by any donor, funding 

or any other agency or by any Court of Law in India or outside India, in the 

past or either prior to or subsequent to the date of signing of the agreement or 

if any investigation of any kind is pending or has been initiated by any donor, 
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funding or any other agency or if any legal proceeding either criminal or civil is 

pending or has been initiated against it or any of its members, such fact shall 

be immediately communicated in writing to the Grantor failing which Executive 

Director, IFPS Project shall have a right to revoke this Agreement wholly or 

partially and ask  the Grantee to refund the amount received till then along with 

interest accrued, if any. 

7.  The Grantee shall not delegate, transfer or assign or sublet this Agreement in 

whole or in part or otherwise, the obligations under this agreement to any 

other person, firm or company or any other institution/organisation without 

obtaining the prior written approval of the Executive Director, IFPS Project. 

8.  All documents, information, statistics and data collected by the Grantee in the 

discharge of the obligations under this Agreement incidental or related to it 

(whether or not submitted to the Grantor) shall be joint property of the Grantor, 

Lucknow and the Grantee. 

9. The Grantee will maintain separate records along with vouchers for the 

expenditure incurred from the funds provided by the Grantor to the Grantee for 

this project and will make available the same at the time of verification by the 

staff or any representative of the Grantor.  

10. The Grantee will send a list of activities which have not been completed 

according to the time schedule as given in the project document (Annexure-1) 

giving reasons for the same along with every quarterly progress report to the 

grantor.   

11. In the event of any dispute, difference or question which may at any time arise 

between the parties hereto or any person claiming under them, touching or 

arising out or in respect of this deed or the subject-matter thereof or with 

regard to interpretation of the terms of this Agreement, the matter shall be 

referred to sole arbitrator who shall be appointed by the Executive Director, 

IFPS Project,  Lucknow as per the Arbitration Act, 1996.  The decision of the 

Arbitrator on the points referred to him/her shall be binding on both the parties 

to the Agreement in accordance with the provisions of the Arbitration & 
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Conciliation Act, 1996, provided that nothing in this clause shall entitle the 

Grantee to refuse to perform its obligations under this Agreement merely 

because a reference to the Arbitrator has been made. The award of the 

Arbitrator shall be final, conclusive and binding on both the parties to the 

agreement. 

 In all cases, the Arbitrator shall give reasons for the award. 

12. Grantee will inform SIFPSA about educational qualifications and experiences 

of Project Co-ordinator, Accountant and MIS Assistant.  All the staff should be 

from the district in which the project is being implemented.  CBD worker 

should preferably be a married woman. No relative of the Grantee’s key 

personnel will be appointed however, in exceptional cases relaxation may be 

given on fulfillment of requisite qualifications after written approval from 

Grantor.  Further PC and Accountant will work full time and shall not accept 

any remuneration from any other source.  Any staff working with the Grantee 

for completion of the said project shall be treated as the staff of the Grantee 

working only for the specific project activity and the Grantor shall not in any 

way be liable to pay such staff or to regularize their services.  The Grantee only 

shall be liable to pay to such staff for the work done as per this agreement. 

13. The Grantee shall not use the “logo” and name of “SIFPSA” or anything bearing 

any similarity to the logo and the name of “SIFPSA” on its letter heads, 

advertisements, publicity material or for any purpose whatsoever.  That the 

Grantor will not be held to responsible for any liability arising from the 

misutilisation of its logo or the SIFPSA name by the Grantee towards any third 

party.   

14. This Agreement shall be enforceable in courts situated at Lucknow, Uttar 

Pradesh. Any suit or application for enforcement of the above shall be filed in 

the competent Court at Lucknow and no other Court of any other district of Uttar 

Pradesh or outside Uttar Pradesh shall have any jurisdiction in the matter. 

15. This agreement shall come into effect on the date of signing of this agreement 

by the authorized signatories of the Grantor Lucknow, and the Grantee. 
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16. This Agreement document contains a total number of 10 pages, Annexure I 
contains 14 pages, Annexure II contains 9 pages and Annexure III contains 11 pages. 
 

 

 

  General Manager (FAD) 
For and on behalf of  

The State Innovations in Family Planning 
 Project Services Agency, (SIFPSA) 

Om Kailash Tower, 
19-A, Vidhan Sabha Marg, 

LUCKNOW- 208001  
Witnesses: 
1.  ............................................. 
 

2.  .............................................                         
  

               ---------------------- 
            

-------------------------- 
For and on behalf of 

(Name and Address of the agency) 
 

Witnesses:     
1.  .......................................... 
 
2.  .......................................... 
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STATE INNOVATIONS IN FAMILY 
PLANNING SERVICES PROJECT 

AGENCY 
 
 
 
 
 
 
 
 

TERMS AND CONDITIONS 
FOR 

UTILISATION OF GRANTS PROVIDED 
FOR 

IMPLEMENTING AGENCIES 
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1. To Whom Do These Terms and Conditions Apply? 
 

 These terms and conditions apply to all SIFPSA agreements. All organizations and 
individuals receiving SIFPSA funds must comply with them. Failure to comply may 
result in termination of the agreements and/or refund of payments made to the 
organization and individuals. 

 
2. Reporting Requirements 

 
2.1 Reports 

 
 All projects funded by SIFPSA must submit Progress and Financial Reports every three 

months, unless specified otherwise in the project document. One complete set of forms to 
be used in preparing these reports is in an attachment enclosed with this document. 
Additional forms for your organization's use during the project-funding period will be 
sent separately. Instructions for completing Progress and Financial Reports are attached 
to the appropriate report forms. If for any reason forms are lost and/or not received, your 
organization must advise SIFPSA immediately. Failure to submit reports on a timely 
basis may adversely affect the project's continued funding. 

 
2.2 Report Schedule 

 
 The financial and progress reports for each sub project would be submitted on a 

quarterly basis. The quarters would be defined as follows: 
 
  April to June 
  July to September 
  October to December 
  January to March 
 
 Each project's schedule is attached to the agreement. 
 

2.3 Submission of Reports 
 
 Reports should be mailed to the ED. The Project Coordinator would review the progress 

made during the quarter. He/she would then cross check these with the financial reports 
and the budgets estimated for that quarter for consistency in information. After verifying 
the progress reports, he/she would forward both the reports to the concerned General 
Manager for his approval. 

 
 The reports must be post marked and sent by registered mail no later than fifteen (15) 

days after the close of each three-month period as defined above. The final quarterly 
report, however, must be submitted no later than fifteen (15) days after the quarter 
following the close of the project funding period, pending settlement of all obligations. 
Late submission of progress and/or financial reports will affect timely disbursement of 
funds to the project. 

 
 Failure to submit reports can result in termination of the agreement with the Grantee. 

This provision applies to incomplete or improperly prepared reports as well. 
 

3. Agreement Award Management 
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3.1 Cost Reimbursable Agreement 
 
 This is a cost reimbursable agreement. This means that SIFPSA will reimburse, upon 

submission of properly completed progress and financial reports apart from the four-
month advance, allowable expenditures, up to, but not exceeding, the total amount 
specified in the project budget. In no case the Grantee may exceed the total agreement 
budget without prior written approval from SIFPSA. 

 
3.2 Allowable Costs 

 
 Allowable costs are those costs which must conform to the approved project budget and 

to any limitations and/or restrictions set forth in these project terms and condition. 
 
 SIFPSA will pay for costs incurred in carrying out the project as described in the 

approved project description and budget. All costs must be determined by SIFPSA to be 
reasonable and allowable as defined herein, and in accordance with these project terms 
and conditions. 

 
3.3 Ineligible Goods and Services  

 
 The following categories of items are not to be procured under any circumstances: 
 
  Military equipment 
  Surveillance equipment 

  Commodities & services for support of public and other law enforcement 
activities 

  Abortion equipment and services 
  Luxury goods and gambling equipment 
  Weather modification equipment 
 

3.4 Other Restrictions on Purchases made with SIFPSA Funds 
 The following items may not be procured with SIFPSA funds without prior written 

authority from SIFPSA: 
 a. pharmaceuticals 
 b. agricultural commodities 
 c. pesticides 
 d. rubber compounding chemicals and plasticizers 
 e. used equipment 
 f. U.S. excess property 
 g. Fertilizers 
 
 Subcontracts cannot be issued using SIFPSA funds without prior review and written 

approval by SIFPSA. 
 

3.5 Eligibility Date 
 
 No goods and services may be financed pursuant to orders or contracts firmly placed or 

entered into prior to date of signing agreement between SIFPSA and the Grantee. 
 

3.6 Procurement 
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 Capital assets, other than land and building, would be procured by the Grantee through 
the outlined process.  Quotations would be sought directly for all items above a value of 
Rs. 5,000. The Grantee would be required to maintain a list of prospective suppliers to 
whom inquiry letters would be sent. Imprest purchases would also be necessary for 
certain low value items and for emergency purchases.  

 
 The Grantee should atleast get three quotations for the item being procured. The 

decision to purchase from the three or more quotations received would be entirely of the 
Grantee. The Grantee should be able to justify its reasons for purchasing an item, which 
might not be the least, priced of the quotations received.   

 
 The items to be procured must be of Indian make. If it is not possible for the The 

Grantee to follow the above procedure, reasons for non compliance must be specifically 
recorded. 

 
 The Grantee must also comply with the other requirements of the terms and conditions 

including exclusions and restrictions of certain goods and services. 
 

3.7 Travel 
 
 It is envisaged that the project will require travelling. Such travel may be undertaken 

either through rented vehicles or by other modes as deemed fit by the Management of the 
SIFPSA.  

 In the case of rented vehicle, proper quotation from taxi owners will be obtained. The 
lowest quotation will be accepted subject to the budgetary provisions of the agreement. 
An agreement will be made by the Grantee with the taxi owner quoting the lowest rate. 
In case taxies are available at a rate higher than that sanctioned in the budget the 
Grantee will write with proper justification to SIFPSA for further orders. 

 
3.8 Payment Schedule 

 
 SIFPSA shall, upon receipt of your organization's signed acceptance of the agreement, 

provide the project with an initial advance payment. Subsequent payments will be made 
upon receipt of satisfactory completed progress and financial reports. 

 
 This initial advance will cover four months operating costs. Additional funds will be 

provided should major expenditures be anticipated in the initial period. 
 
 The project should, at all times, have sufficient funds on hand to meet obligations. 

During a given quarter, should funds advanced by SIFPSA not be sufficient to cover 
planned activities, the Grantee should send a request with justification for additional 
funds to their project coordinator. This will be reviewed and if approved, processed. To  
this end, each month SIFPSA will Fax a bank balance form  for the project to be 
completed and returned to SIFPSA. 

 
3.9 Acknowledgment of Receipts of Payments 

 
 The Grantee must notify SIFPSA immediately upon receipt of any and all SIFPSA 

payments. The Grantee must complete the letter of acknowledgment sent to you by 
SIFPSA and promptly return it to SIFPSA. It is very important that the Grantee 
acknowledge each of SIFPSA's funds. SIFPSA will not disburse funds if it has no record 
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of receipt of prior payments. The Grantee would also inform the bank account number to 
SIFPSA. 

 
3.10 Unexpended Funds 

 
 Any unexpended funds remaining after the expiration of the approved agreement period 

shall be promptly reported and refunded to SIFPSA.  
  

3.11 Separate Bank Accounts 
  
 All SIFPSA funds must be deposited in a separate bank account preferably an interest 

bearing Savings Account. All interest earned on SIFPSA funds must be used for project 
purpose only with prior approval of SIFPSA. 

 
3.12 SIFPSA Property  

 
 SIFPSA-supplied or financed property must be used only for those activities described in 

the agreement document. In case of misuse of SIFPSA's property the Grantee is liable to 
be terminated and the organization black listed, which would debar the organization 
from availing assistance in future. The agency shall not sell or mortgage any asset 
funded by SIFPSA. Upon completion or expiration of this agreement, SIFPSA will 
notify you on the disposal of the property. 
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3.13 Agreement Modification 

 
 With the exception of line items for salaries and training, the project has reasonable line 

item flexibility, and can, as needed, move funds from one line item to another with prior 
written approval of SIFPSA. For example, if the project requires more travel and less 
supplies, funds can be moved from supplies line item to travel. In case any line item 
expenditure exceeds by 10% of the allocated amount for that particular line item, then it 
need to be reported to SIFPSA.  

 
 Further more, should the Grantee incur allowable costs not initially envisioned when the 

budget was developed, SIFPSA would ensure that the Grantee charge these expenditures 
to a zero (0) line item, with its prior written approval wherein a limit of % of project cost 
would be given for that line item, within the budget category.  For example, if the 
Grantee needs office supplies and no budget line item exists for this, the Grantee may 
create an office supplies line item within the other direct costs category and charge 
against a zero budget. However, these expenditures should be mentioned in the progress 
report. 

 
 In case of projects with a time frame exceeding one year, the unutilized budget from year 

one would be carried forward to the subsequent years. 
 
 Changes in the approved objectives and/or the approved total budget must be authorized 

by SIFPSA through written letters or amendments to the agreement. Should the Grantee 
desire to make such changes in the original agreement, it should contact the SIFPSA 
Project Coordinator responsible for the project. 

 
 Written approval for budget changes are required when: 
 
 
 - Changes are proposed in the scope or objectives of the project; 
 
 - The need for additional funding arises; 
 
 - The Grantee plans to contract or sub grant any programmatic work required 

under this grant; 
 
 - The Grantee plans to incur an expenditure, which requires prior written 

approval (see section 3.4); 
 
 - The Grantee plans to transfer budgeted expenditures to other costs categories; 
 
 - The Grantee plans to increase salaries to individuals and/or increase the total 

salary budget; 
 
 
 All expenditures incurred must meet the provisions of these project terms and conditions. 

Therefore, if the Grantee incurs an expenditure not specifically included in the budget, 
and this expenditure is subsequently deemed by SIFPSA as not allowable, then the 
Grantee will be responsible to reimburse all disallowed costs as per these terms and 
conditions. 
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4. Accountability and Audit 
 
4.1 Accountability 
 
 The accountability of funds, equipment and supplies provided by or purchased with 

SIFPSA grant funds is critical. The Grantee will adhere to the specific requirements of 
these project terms and conditions as well as sound business practices. 

 
4.2 General Requirements 
 
 The Grantee shall maintain ledgers, invoices, vouchers, pay-roll registers, inventory 

records and other documentation to sufficiently substantiate all expenditure made out of 
the funds disbursed by SIFPSA to the Grantee. Comparison of actual expenditures with 
the budget amounts is required. Such records must be preserved by the Grantee for a 
period of three years following the expiry of the agreement or longer if more time is 
required to complete an audit and/or resolve all questions concerning expenditures. 
SIFPSA and any of its duly authorized representatives shall have access to any books, 
documents, papers and records of the Grantee which are directly pertinent to the projects 
for the purpose of conducting audits, examinations, evaluations, excerpts and 
transcriptions. 

 The Grantee shall install and maintain books of accounts on double entry system on 
cash basis with details of outstanding liabilities. Outstanding liabilities can be created 
with proper supporting documents, which will be reported in detail with every QER.  
SIFPSA will take cognizance of outstanding liabilities on merit.  All the vouchers will 
have details about purchased quantity, quality, specification, brand  & purpose etc. It 
will be tbe responsibility of the Grantee to ensure that all narration given on the voucher 
are self-explanatory. 

 A detailed list of books of record to be maintained at the Grantee's office is annexed with 
project document. 

 SIFPSA reserves the right for its staff to visit the Grantee during and after the project 
for the purpose of reviewing project progress, results and financial records. 

 
4.3 Specific Requirements and Records 
 
 The following specific requirements will be adhered to :    
 
a. Project Bank Account for Renewal/Additions 
 
 For a renewal/addition of a project previously funded by SIFPSA the Grantee is not 

required to open up a new account. The signed acceptance of the grant agreement will 
provide specific information on the bank account including bank name and branch, 
address of actual branch, depository, account number, interest rate, if any, and names of 
signatories. Funds provided under these terms and conditions may not be loaned or 
otherwise made available to any other organization or individual, nor can these funds be 
used to pay for any of the organization's other expenses. 

 
b. Project Bank Statement 
 
 Copies of the project's reconciled bank statements must be submitted with the quarterly 

financial reports (section 2.1). 
 



- 71 -  

 A letter of acknowledgment for each disbursement made to the project must be sent 
immediately to SIFPSA. Originals of all these documents must be maintained by the 
Grantee. Failure to maintain and submit copies of these records to SIFPSA may result in 
suspension of project advances and/or reimbursements. 

 
c. Generation of Income 
 
 Any generation of income from project money, need to be used for the project purpose 

only. 
 
4.4 Audit 
 
 After and/or during each grant award period an audit and/or inspection may be 

conducted on the project records by an independent Chartered Acountant selected by 
SIFPSA or SIFPSA's internal auditor or statutory auditor. If the audit is not acceptable 
to SIFPSA, it reserves the right to audit again or appoint a concurrent auditor. The 
Grantee would provide any information both financial and programmatic, required with 
respect to questions concerning the audit. The purpose of the audit shall be to determine 
the propriety and necessity of the expenditures of the Grantee in terms of the purposes 
for which the funds were granted, and to determine the adequacy of the financial 
management of grants. The audit will also include an inventory of equipment, 
contraceptives and unused supplies provided to or purchased for the project. 

 
 The Grantee would take steps to rectify any deficiencies noted as a result of the audit. 

Failure to do so may result in suspension of the grant. 
 
5. Prohibition on Abortion-Related Activities 
 
 None of the funds made available under this grant may be used to finance any costs 

relating to : 
 
 - performance of abortions as a method of family planning, 
 
 - motivation or coercion of any person to undergo abortions, 
 
 - biomedical research which relates, in whole or in part, to methods of, or the 

performance of abortions as a method of family planning, 
 
 - active promotion of abortion as a method of family planning 
 
 
6. Termination  
  
(1)  Executive Director, IFPS Project, Lucknow may revoke this agreement wholly or 

partially and ask the Grantee through a written notice to refund amounts received till 
then with interest accrued thereon, if any, in the following situations : 
(a)  misutilisation of grant, 
(b)  claim for expenses being found fraudulent,  
(c)  failure to observe and perform convenants, stipulations or obligations under this 

agreement,  
(d)  breach of terms and conditions and provisions of the agreement or existence of 

reasonable grounds to apprehend such breach  of terms in future 
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(e)  failure to intimate in writing any material facts subsequent to the grant having 
direct or indirect bearing on the award of the project or its continuance 

(f)  failure to intimate the penalisation or pendancy  or initiation of civil or criminal 
proceedings against the Grantee or any of its members to any court of law inside 
or outside India or by any donor of the Grantee prior to or subsequent to this 
grant, and 

(g)  poor performance 
 
(2)  The notification for revocation shall be effective from the date of  the receipt of 

notification by the  Grantee or such future date as is specified in the notification for 
revocation. 

(3)  Upon receipt of the notification, the Grantee must immediately stop incurring any 
expenses or entering any obligations and refund the amounts received till then with 
interest accrued thereon, if any. 

 
7.  Disputes 
 
 This agreement is governed  by the laws of the Republic of India .  Any disputes arising 

under this agreement shall be decided by the General Manager in SIFPSA who is 
supervising  the project.  You will be notified  of the decision in writing. 

 
 Decisions of the General Manager in SIFPSA shall be final unless within 30 days of the 

receipt of the decision your organization appeals the decision to the Executive Director 
of SIFPSA. A copy of any such appeal shall be sent to the General Manager. 

 
 In connection with any appeal on the original decision of the General Manager, the you 

will be given an opportunity to offer written evidence in support of the appeal. 
 
 A decision under this provision by the Executive Director or his/her duly authorized 

representative shall be final and conclusive, unless overruled by a Court in the Republic 
of India. 

 
8. Non-Liability 
 
 Neither SIFPSA nor its donors assume liability with respect to any claims for damages 

arising out of work supported by this agreement.
 
 9. Publication : 
 
 SIFPSA, the Grantee , or both may wish to publish or disseminate information on the 

results of work carried out under this agreement. Therefore, the grant is awarded with 
the condition that the Grantee will : 

 
a. submit to SIFPSA for comment a copy of the manuscript for any publication based on 

work carried under this agreement. The submission must be 60 days prior to delivery to 
the printer or publisher. Once SIFPSA has submitted its comments, if any, the Grantee 
will consider them and proceed with publication/printing including all reasonable 
changes/deletions suggested by SIFPSA. 

 
b. provide SIFPSA with a copy of all published/printed documents developed under this 

agreement. 
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c. reserve SIFPSA a royalty-free, non exclusive and irrevocable right to reproduce, 
publish, or otherwise use, and to authorize others to use the work. 

 
10. Amendment 
 
 This grant may be amended by formal modifications to the basic grant document by 

means of award letter from the Executive Director. 
 
List of documents to be maintained by NGOs as per provisions of para 4.2 of 
Terms and Agreement: 
 

A. Accounts Books : 
1. Cash book 
2. Bank book 
3. Journal book 
4. Ledger 

 
B. Accounts related documents : 

1. Fixed Asset register 
2. Stock register (for consumable items) 
3. Pay roll register 
4. All  cash/bank/vouchers 
5. All purchase bills/Files 
6. Invoices 
7. Counter foils of all cheque books 
8. Bank reconciliation statements 
9. Bank pass books/statements 
10. Copies of QERs sent to SIFPSA 
11. Utilisation certificate issued by CA 
12. Audit reports and replies 

 
C. Other records : 

1. Attendance register 
2. Record pertaining to week/monthly meetings of CBD worker 
3. Record pertaining to visits of Lady Medical Officers 

Contraceptive stock register 
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CHAPTER 1 
 

INRODUCTION 
 

1.1 Objective of the Section 
 

The objective of the section is to establish consistent and effective policies and procedures 
to ensure uniform practices in respect of various District Action Plans being implemented 
by State Innovations in Family Planning Services Project Agency (SIFPSA). 

 
1.2 Scope of the Section 
 

In this section covers the operating system, policies and procedures in respect of Project 
Management Unit and the District Action Plan projects.  

 
1.3 Deviation 
 

Deviation from the prescribed policies and procedures would not be permitted unless 
accompanied by a justifiable request for the deviation, clearly outlining the following : 
 
- Nature of deviation 
- Reasons for deviation 
- Time – span for which the deviation is required 
- Procedure that would be followed if the deviation is approved. 

 
In case of emergency, the Executive Director (ED) may notwithstanding anything contained 
in these rules, authorise any deviation in the Operating Systems and Procedures be done by 
a written order, recording the reasons for the deviation from existing rules. The GM (FAD) 
would authorise changes in the accounting entries to be passed as and when the requirement 
if felt. In case of any deviation from the existing rules, Governing Body (GB) may delegate 
all its powers except those relating to rule making and accepting donation to the Executive 
Committee (EC) for taking decisions, which shall be communicated to the GB. The EC 
would be chaired by the ED and shall have Additional Executive Director (AED) as 
Member Convenor and representative of Government of India on the GB, USAID 
representation of appropriate level, Director General, Medical, Health, and Family Welfare, 
U.P., GM(FAD) and GM(HAP) as their members. 

 
1.4 Responsibility of the Finance and Accounts Department 
 

The Finance and Accounts Department (FAD) would be responsible for the following : 
- Facilitating prompt disbursements to the DAPs 
- Review of financial reports submitted by DAPs 



- 75 -  

 
CHAPTER 2 

 
ACCOUNTING POLICIES 

 
2.1 Advance to DAPs 
 

Advances given to DAPs for carrying out the project would be accounted for as and when 
such disbursements are made. DAPs would be required to sign (through the District 
Magistrate of the District) and follow the provisions made in the Memorandum of 
Understanding (MOU) [Annexure 1] 

 
2.2 Financial Report of DAPs 
 

The project in process would be accounted for as and when the Financial Report are passed. 
 
2.3 Other Recoveries 
 

The deductions and recoveries from the Financial Report would be accounted for as and 
when these Reports are passed. 
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CHAPTER 3 
 

OPERATING SYSTEMS AND PROCEDURES 
 
 

3.1 Signing of Memorandum of Understanding (MOU) 
 

After the Project Appraisal Committee and / or the Governing Body of SIFPSA has 
considered the DAP proposal and necessary changes, if any, desired by the PAC/ GB have 
been made in the proposal, an MOU shall be drawn in the format suggested at Annexure 1. 
The MOU shall be signed by the District Magistrate (who is also the Chairman of DIFPSA) 
of the concerned district on behalf of the District Innovations in Family Planning Services 
Project Agency (DIFPSA) of the district.  

 
3.2 Implementing Agency 

 
The DIFPSA of the concerned district shall be responsible for implementing the District 
Action Plan project. It will receive funds from SIFPSA upto the limits prescribed in the 
budget and submit monthly reports of physical and financial performance to SIFPSA. It will 
implement all activities as detailed in the Activity Plan in the DAP project document by 
utilizing the district health machinery and infrastructure. If DIFPSA envisages any change it 
shall do so only in consultation with and after obtaining approval of SIFPSA. In each DAP 
district there will be a Project Management Unit (PMU) to help DIFPSA and to ensure 
smooth implementation of DAP project.  
 

3.3 Responsibilities of DIFPSA 
 
(i) It will be responsible to implement all activities as detailed in the Activity Plan in 

the DAP document and in accordance with the provisions contained therein.  
 
(ii) It will utilize the funds in accordance with the limits prescribed in the DAP budget. 

It shall seek prior approval of SIFSPA for any reallocation of budget.  
 

(iii) It will be responsible for maintaining appropriate documents, records and accounts 
in respect of all physical and financial activities.  

 
(iv) It will provide all necessary support and assistance to the Project Manager to help 

him in setting up and smooth running of Project Management Unit. 
 

(v) It will follow the systems prescribed in the project document with regard to project 
and financial management. Periodic physical and financial report shall be submitted 
within the time frames specified in the project document / MOU/financial system. 

 
(vi) It will honor the agreement entered into by SIFPSA with other implementing 

agencies funded by SIFPSA in the district. It will assist, monitor, provide feed back 
and ensure compliance of suggestions/ instructions given by SIFPSA to these 
agencies from time to time. 

 
(vii) It will honor the decisions communicated to it by SIFPSA with regard to any 

changes made in respect of DAP projects after launching of the project. 
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(viii) It will allow SIFPSA or any agency / person authorised by it to carry out periodical 
monitoring / evaluation of the physical progress and to carry out audit of its financial 
records. 

 
3.4 Responsibilities of Chairman, DIFPSA 

 
(i) Holding monthly meetings of DIFPSA. 
 
(ii) Inspecting DIFPSA records from time to time to see that they are maintained 

properly. 
 

(iii) Periodic review to ensure that all operating systems relating to programme and 
finance are in place and are working properly. 

 
(iv) Monitoring progress of activities through periodic meetings with Project Manager 

and district health functionaries. 
 
(v) Providing guidance and help solving problems which might arise from time to time. 

 
(vi) Co-ordinating inputs in private and public sector projects so that activities in both 

these sectors progress simultaneously. 
 

3.5 Project Management Unit (PMU) 
 
A Project Management Unit (PMU) will help the DIFPSA in implementing the DAP 
project. The Project Manager and support staff for PMU shall be appointed by SIFPSA, and 
shall remain under the overall administrative control of SIFPSA. The PMU shall have the 
following staff : 
 
(a) Project Manager  - 1 
(b) Assistant Project Manager  - 1 
(c) Accountant/MIS Assistant - 1 
(d) Office Assistant  - 1 
(e) Chowkidar-cum-Peon  - 1 
(f) Driver    - 1  
 
The PMU shall have adequate infrastructure facilities for the purposes of implementation of 
DAP projects. All staff posted in a PMU shall report to the Project Manager. The Project 
Manager shall have following powers : 
 
(i) To sanction casual leave of the staff working under him.  
 
(ii) To approve tour programme within the district in respect of himself and staff 

working under him.  
 

(iii) To act as the initiating authority in respect of annual confidential reports of 
employees of grade III and IV posted in PMU.  

 
(iv) To draw salary, allowances and other perquisites as per the limit prescribed for 

himself and the staff working under him. 
 

(v) To exercise following financial powers with regard to sanction of expenditure : 
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(a) Full powers for all expenses relating to PMU 
(b) Upto Rs. 5,000 for project related expenses 
 

(vi) To sign cheques as per the powers given below : 
 

(a) With the CMO jointly        : Upto Rs. 1,00,000/- 
(b) With the DM jointly   : Above  Rs.1,00,000/- 
 

(vii) To operate an Imperest Fund account of Rs. 50,000/- for programme related petty 
recurring expenses upto Rs. 5,000/-. He will submit the expenses made out of this 
fund to the Chairman, DIFPSA and seek approval for recoupement of the fund.  

 
Note : For leaves other than casual leave and tours out of the district he will seek 

approval from SIFPSA. 
 

3.6 Responsibility of PMU 
 

The PMU shall be responsible for following activities : 
 
(i) Work as a bridge between SIFPSA and various agencies and authorities in the 

district. 
 
(ii) Provide support and technical assistance to the Health & Family Welfare department 

for all public sector activities. 
 

(iii) Interact directly with various NGOs and private sector implementing agencies who 
have received funds from SIFPSA. Monitor their physical and financial progress, 
obtain quarterly progress reports (physical and financial) and submit analysed 
reports along-with recommendation to SIFPSA in time. Release of installments will 
be done by SIFPSA. 

 
(iv) Local level problem solving and supportive supervision. 

 
(v) Co-ordination between public and private sector. 

 
(vi) Identification of areas where technical assistance is required. 

 
(vii) Maintenance of accounts of District Action Plan as per the accounting and audit 

requirements of SIFPSA. 
 

(viii) Ensure timely submission of monthly report to SIFPSA on the standard monitoring / 
reporting formats. 

 
(ix) Review the activities with reference to the activity plan along-with Deputy CMO, 

Family Welfare of the district on weekly basis. 
 

(x) Obtain adjustment accounts from CMO of the district and all other district 
functionaries on monthly basis in respect of all grants / advances paid to them by 
SIFPSA / DIFPSA. 

 
3.7 Submission of Progress and Financial Reports 
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DIFPSA will prepare progress in financial reports to SIFPSA on monthly basis. PMU  will 
obtain these reports and will carry out preliminary checks to ensure accuracy of data 
supplied in the reports. Monthly report in respect of each activity detailed in the project 
document as well as the activity plan shall be submitted. Each report duly complete in all 
respects must be submitted to SIFPSA within 7 days after end of a month.  
 
The format for monthly activity report is provided at Annexure 2. The following financial 
reports are required to be submitted to SIFPSA.  
 
A. Monthly Reports : 
 
(a) Consolidated monthly report on expenditure (Annexure 3) 
(b) Monthly expenditure report of PMU (Annexure 4) 
(c) Details of outstanding advances of all kind given out of project or PMU funds for 

which adjustment account is outstanding for more than 30 days (Annexure 5) 
(d) Details of payments / instalment released to NGOs/ other Projects (Annexure 6) 
(e) Details of balance of funds for DAP and PMU (Annexure 7) 
 
B. Quarterly Report (additional with monthly reports) 
 
(a) Detailed Quarterly Progress Report in respect of each DAP with variance analysis 

and reasons of variance (For each budget head including sub- heads) (Annexure 8) 
 
C. Yearly Report : 
 
(a) Trial balance of DAP 
(b) Receipts and payment a/c of DAP 
(c) Balance Sheet of DAP 
(d) Yearly variance analysis report (showing yearly budget and actual expenditure) and 

reasons of variance. 
 
 
3.8 Review of Progress Report and Financial Report 
 

The Nodal Officer nominated for a particular DAP would review the progress report with 
the agreed work plan. He / she would cross check these with the financial reports and the 
budget estimate for the month for ensuring consistency in information. After verifying the 
reports and recording comments, he / she would forward the reports to FAD for detailed 
checking of the financial reports. Any shortcoming noticed in the progress / financial report 
shall be reported to the PMU for getting necessary corrective actions taken. After receipt of 
satisfactory response and after assessing the funds requirement and recording comments 
with regard to release of funds the reports shall be forwarded to the Executive Director for 
approval.  
 
FAD would make necessary accounting entries in the books of account and project sub-
ledger.  

 
3.9 Financial Systems 
 

The following financial systems shall be followed in DAPs : 
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(i) The Project Manager heading the PMU shall process all project related matters for 
approval / sanction and disbursements. Approvals will be obtained from the Chief 
Medical Officer (CMO), District Magistrate (DM) or DIFPSA, as per the 
sanctioning powers specified below, through the CMO and all files and papers and 
accounts relating to the project implementation will be maintained by the PMU. 

 
(ii) The powers to sanction expenditure shall be exercised by the following authorities to 

the extent mentioned against each subject to budgetary allocations  
 

(a) DIFPSA   : Full powers for all project  
      related expenses 
 

(b) The District Magistrate : Upto Rs.1,00,000/- for  
as Chairman, DIFPSA   project related expenses 

 
(c) The CMO   : Upto Rs. 20,000/- for 
      project related expenses. 
 
(d) The Project Manager  : a) Full power for all  
      expenses relating to PMU 
 
      b) Upto Rs. 5,000/- for 
      project related expenses. 

 

(iii) A new account shall be opened in the name of “DIFPSA - …… DAP” from which 
all transactions relating to activities under the DAP will be made. The cheque 
signing power shall exercise as follows : 

a) Project Manager & CMO jointly : Upto Rs. 1,00,000/- 

b) Project Manager & DM jointly : Above Rs. 1,00,000/- 

All payments above Rs. 2,000/- shall be released through crossed cheques/ demand 
draft. 

iv) The Project Manager shall open a bank account to be named PMU, ……DAP 
account to be operated by him individually or as instructed by SIFPSA from time to 
time. All payments above Rs. 2,000/- shall be made by account payee 
cheques/demand draft. 

v) The bank account opened for PMU will be used for making payments relating to 
PMU and for all payments made out of Imperest Fund or Temporary Advance drawn 
by Project Manager for incurring expenses relating to implementation of various 
programme related activity for which the Project Manager is directly responsible. 

vi) The funding / disbursements to Project Manager from DIFPSA ………. DAP 
account and accounts will be regulated as follows : 

(a) DIFPSA shall disburse an amount equivalent to 6 months’ budget of PMU to 
the account “PMU- ……DAP” operated by the Project Manager. For this 
Project Manager shall make the projections based on the allocations made for 
various items of expenditure of the PMU and put them up for sanction to the 
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appropriate authority through the CMO. After these funds have been 
disbursed to the said bank account, the Project Manager shall operate this 
account keeping budgetary allocations and canons of financial propriety in 
mind. The accounts and vouchers of all transactions shall be maintained by 
the accountant posted in the PMU. The accounts will be regularly checked by 
the Project Manager and incorporated in the DIFPSA- …..DAP accounts 
before these accounts are forwarded to SIFPSA.  

(b) For programme related petty recurring expenses upto Rs. 5,000/-, the District 
Magistrate shall sanction an Imperest Fund of Rs. 50,000/- initially to the 
Project Manager to the paid out of DIFPSA- ……DAP account. The Project 
Manager will deposit this amount in his bank account and will incur such 
expenses from the Imperest Fund from time to time. He will submit the 
accounts of the expenses made out of this fund to the DM who will sanction 
an equal amount for recoupement of the Imperest Fund. For this purpose the 
Project Manager will maintain a separate Imperest Fund Cash Book. 

(c) For programme related expenses of more than Rs. 5,000/- or expenses of 
non-recurring nature for which the Project Manager is specifically 
responsible, he will seek sanction from appropriate authority. In case, the 
sanction is made in the name of a specific person, firm, party or department 
the payment will be released directly in the name of that party from the 
DIFPSA- ……..DAP account. If the sanction is not in the name of any 
specific person, firm, party or department or if the expenses are to be 
incurred in parts by the Project Manager, a consolidated cheque will be 
issued in favour of Project Manager as Temporary Advance. As soon as the 
expenses have been incurred by the Project Manager for the purposes for 
which they were sanctioned the Project Manager will prepare an adjustment 
account and will put up the same to CMO/DM for approval. The adjustment 
account will then be taken in the books of accounts DAP. 

(viii) The Accountant of PMU will maintain all necessary books of accounts relating to 
DAP and will assist the Project Manager in maintaining and finalizing of the 
accounts relating to Imperest Fund, Temporary Advance and PMU. The Quarterly 
Expenditure Report or any other financial report will be prepared by the Accountant. 
The Project Manager and Accountant will provide necessary cooperation to the 
auditors sent by the USAID, SIFPSA, or to any officer sent to PMU for financial 
monitoring or auditing.  

(ix) The CMO with the assistance of Project Manger will obtain Quarterly Reports of 
physical and financial progress from all implementing authorities and will ensure 
that after compilation and consolidated reaches within one month of end of each 
quarter. The formats for consolidated QPR and QER are enclosed. The reports will 
be analysed by the Project Manager and feedback given to implementing agencies 
and to SIFPSA. 

(x) If any activity is to be carried out by an authority other than the Project Manager, the 
Project Manager will initiate the case and will seek sanction from the appropriate 
authority. The money required for the activity along with detailed budget provision 
for that activity will be sent to that authority. The adjustment account will be 
obtained by CMO and will be put up to DM for approval of the same. The accounts 
will then be incorporated in the main accounts by PMU. 
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(xi) For payments released by SIFPSA on behalf of District Action Plans (DAP) or vice 
versa or by one DAP for another DAP the following accounting procedure will be 
followed : 

a) The unit making payment on behalf of another unit will pass the following 
accounting entry in its books : 

Debit   :   Transfer account with SIFPSA or …(name of dist.)….DAP (as the 
case may be) {on whose behalf the payment has been made} 

Credit :    Cash/Bank 

[Narration :  Being payment released on behalf of …..(name of dist.)..DAP 
and debit advice raised through DA no……dated….] 

b) Simultaneously, a Debit Advice (DA) will be raised by the unit releasing the 
payment on the unit on whose behalf the payment has been released in the 
format at Annexure 9. The DA shall be signed by the Project Manger of the 
unit. 

c) The DA shall be sent to the unit on whose behalf the payment has been 
released through fax/courier. The documents mentioned in the DA format 
shall be enclosed with the DA. 

d) The DA shall be serially numbered for proper control and future reference.  
DA shall be serially numbered each year and for each DAP the serial no. 
shall start from 1 each year. 

e) Four copies of the DA shall be prepared and its distribution will be as 
follows : 
(1) Original & 3rd copy :  To the unit on whose behalf the  

        payment has been made. 
   (2) 2nd copy  : In a separate file (to be opened 
        for each DAP) 
   (3) 4th copy  : To be enclosed as supporting 
        document to the payment 
        voucher through which the  
        payment has been accounted. 

f) On unit receiving the DA from paying unit, will pass the following 
accounting entry in its books of accounts through a general entry on the 
basis of the DA which shall be enclosed to the voucher as supporting : 

Debit :   The relevant expense head 

Credit :  Transfer Account with SIFPSA/…….(name of dist)…….. DAP 
(name the unit which has released the payment) 

[Narration :  Being adjustment of DA no. …….Dated……..raised by 
…(name of DAP) ….] 

The other copy of the DA received will be kept in a separate file opened for 
each DAP. 

g) Every six months a Transfer Account Reconciliation Meeting will be held 
where all DAPs will verify and ensure that the DAs raised by them has been 
received and accounted by the units on whom the DAs were raised.  The 
discrepancy noticed, if any, will be sorted out on the spot. After ensuring that 
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the accounts of both the units are in agreement, the Project Mangers of the 
two units between whom the transfers have taken place will sign a balance 
certificate (Annexure 10) and will keep them in record. A copy of the 
certificate will be forwarded to GM (FAD), SIFPSA. 

h) The balances thus agreed will be paid by the DAP on which the balance 
becomes payable. The payment will be released within a week by way of a 
bank draft. 

i) While making the payment for settlement of the DAs the balance paying unit 
will make the following accounting entry : 

Debit :   Transfer Account with SIFPSA / ……(name of dist.)…….DAP (as 
the case may be) 

Credit :    Bank A/c (by the amount paid) 

 

j) The unit receiving the payment will pass the following accounting entry in 
its books : 

Debit  : Bank A/c (by the amount paid) 

Credit : Transfer Account with SIFPSA / ……(name of dist.)…….DAP (as 
the case may be) 

k) After each settlement after the reconciliation meeting all the Transfer 
Accounts will show a nil balance. 
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Annexure DAP – 1 
 

MEMORANDUM OF UNDERSTANDING 
BETWEEN 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES  
PROJECT AGENCY, LUCKNOW 

AND  
DISTRICT INNOVATIONS IN FAMILY PLANNING SERVICES  

PROJECT AGENCY, (NAME OF DISTRICT) 
REGARDING 

(NAME OF DISTRICT) DISTRICT ACTION PLAN PROJECT 
(….. Year…..)  

 
 In order to raise contraceptive prevalence rate of all modern methods from the current level 
and thereby to decrease the total fertility rate from the current level in (Name of District) district, it 
has been agreed by DIFPSA, (Name of District) and SIFPSA, Lucknow to implement a …… year 
innovative family planning project in (Name of District) district which will be called (Name of 
District) District Action Plan (.... DAP). Details of the Plan are in the document annexed. Thus, to 
achieve this objective DIFPSA, (Name of District) agrees to achieve following physical targets in 
three years : 
 
 

Outcomes Year – 1  Year – 2 Year – 3  Total 
     
New Limiting 
Clients 

    

New Spacing 
Clients 

    

100 IFA 
Tablets 

    

2 TT     
 
 It has been agreed by both the agencies that : 
 
a. SIFPSA will provide financial assistance upto the limit of Rs. 

…………………….. subject to budgetary allocation as mentioned below for 
……… years and limited to actual expenditure to facilitate implementation of 
.... DAP. The first instalment of Rs…….. lakhs will be released on signing of 
this MOU by both the agencies: 

 
Sl. 
No. 

BUDGET  
HEADS 

Year 0 Year 1 Year 2 Year 3 TOTAL 

1.     
2.     
3.     
4.     
5.     
6.     
7.     
8.     
9.     
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b. SIFPSA will provide technical assistance either directly or through its co-
operating agencies to facilitate proper and smooth implementation of .... DAP. 

 
c. DIFPSA, (Name of District) will be the implementing authority and will receive 

funds on half yearly basis and submit quarterly reports of physical and financial 
progress on prescribed formats to SIFPSA.  Chairman, DIFPSA, (Name of 
District) shall be responsible for utilisation of funds only on the activities for 
which they have been allocated in the .... DAP Project document and for 
maintaining appropriate documentation and accounts through Project 
Management Unit (PMU).  The funds shall be utilised subject to limits 
prescribed in the budget annexed to .... DAP.  If DIFPSA, (Name of District) 
requires any reallocation of budget, it shall seek prior approval of SIFPSA. 

 
d. DIFPSA, (Name of District) will implement all activities as detailed in the 

Activity Plan in the .... DAP project document and in accordance with 
provisions contained therein.   If DIFPSA, (Name of District) finds any activity 
or part of any activity difficult to implement or envisages any change, it shall do 
so only in consultation with and after obtaining approval of SIFPSA. No new 
activities will be taken up without prior approval of SIFPSA. 

 
e. DIFPSA, (Name of District) and SIFPSA agree on the persons/ agencies 

responsible for each activity and the time frames prescribed against each 
activity as detailed in the `Operational Plan’, which forms part of  the .... DAP 
project document annexed. The same may be revised with the approval of 
SIFPSA.  each. 

 
f. DIFPSA, (Name of District) will work through a Project Management Unit, 

which will be headed by a full time Project Manager to be based at (Name of 
District).  The Project Manager and support staff will be appointed by SIFPSA. 
The PMU will be responsible for following activities: 

  
 (i) Work as a bridge between SIFPSA and various agencies and authorities in 

the district. 

 (ii) Provide support and technical assistance to the Health & Family Welfare 
department for all public sector activities. 

 (iii) Interact directly with various NGOs and private sector implementing agencies who 
have received funds from SIFPSA either directly or through DIFPSA. He will monitor 
their physical and financial progress and will obtain quarterly progress reports (physical 
and financial) on quarterly basis and will release instalments to them after obtaining 
prior approval of the authority competent to sanction as per the delegation of financial 
powers. 

 (iv) Local level problem solving and supportive supervision.  

(v) Coordination between public and private sector. 
 (vi) Identification of areas where technical assistance is required.  

 (vii) Maintenance of accounts of District Action Plan as per the accounting and 
audit requirement of SIFPSA. 

 (viii) Ensure timely submission of monthly report to SIFPSA on the standard 
monitoring /reporting formats (copy enclosed).     
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 (ix) Review the activities with reference to the activity plan along-with 
Deputy CMO, Family Welfare of the district on weekly basis. 

 
g. DIFPSA, (Name of District) will further utilise the district health machinery and 

infrastructure to achieve the objective laid out in the plan and will ensure that 
all assistance and co-operation is rendered by all the authorities made 
responsible in the Activity Plan. 

 
h. DIFPSA, (Name of District) will provide all necessary assistance to Project 

Manager to help him set up and run the PMU efficiently. 
 
i. DIFPSA, (Name of District) and SIFPSA agree with regard to the ‘Project 

Management System’ as detailed in the project document. They further agree to 
the `Financial System’, which is annexed to this Memorandum of Understanding 
as Annexure - B and which shall form part of the .... DAP project document. 

 
j. DIFPSA, (Name of District) and SIFPSA agree to the following 'Monitoring 

System', which is detailed in the .... DAP project document: 
  

 (i) The Management Information System formats are enclosed which is 
required to be maintained from right from the beginning of the DAP. 

 (ii) A monthly report on the required format recording the progress of each 
identified activity will be submitted by DIFPSA, (Name of District) to SIFPSA. 

 (iii) The Project Manager and the DY. CMO, Family Welfare of the District 
will review the activities weekly to identify and sort out exceptions and 
problems. The items which need action by SIFPSA/ State Government/ 
CAs will be communicated to SIFPSA. 

 (iv) A nodal officer who will be stationed at SIFPSA, Lucknow will visit the 
district once a month (Quarterly after initial six months) to review 
progress, identify bottlenecks and chalk out future course of action. 

 (v) A rapid assessment will be carried out at the end of each year to 
determine the progress made and future directions needed. 

 (vi) DIFPSA, (Name of District) will hold a monthly meeting to review and 
monitor the progress of the DAP made during previous month. Release of 
instalments to private sector projects and for other activities which fall 
within the powers of DIFPSA, (Name of District) will also be sanctioned 
in these meetings. Actions required to be taken/ authority required to take 
action will be identified to clear bottlenecks, instructions issued, which 
will again be reviewed in next meeting with reference to the action taken. 

    
k. DIFPSA, (Name of District) will prepare a detailed work plan, as required, for 

implementation of each activity/sub-activity with approval of SIFPSA. The same 
will be reviewed and monitored by a joint team as described in relevant portion 
of .... DAP project document. Revised plan, if necessary, will be developed each 
year by the PMU on the basis of implementation experience and progress made. 

 
l. DIFPSA, (Name of District) agrees that the agreements entered into by SIFPSA 

with the implementing agencies whose project form part of the .... DAP project 
document will be binding on DIFPSA, (Name of District) which will honour 
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them in full and will assist, monitor and release the instalments to the agencies 
in time in terms of the agreement clauses. 

 
m. SIFPSA, will have absolute right to drop, withdraw, change, alter or replace any 

activity/intervention(s) at a later date, if it, in its opinion is ineffective or 
impractical. DIFPSA, (Name of District) also agrees that SIFPSA will have 
absolute right to modify any or all of the provisions of the `Financial System’. 
SIFPSA also reserves the absolute right to withdraw any power given under this 
MOU to DIFPSA, (Name of District) regarding monitoring, supervising and 
disbursement of funds to the implementing agencies (NGOs) under agreement 
entered with them. 

 
 
n. DIFPSA, (Name of District) agrees that the evaluation and monitoring of 

physical progress of .... DAP will be carried out periodically by SIFPSA or by 
any agency nominated by SIFPSA. 

 
o.  In addition to above, Chairman DIFPSA, (Name of District) will be responsible 

for : 
  

 (i) Holding meetings of DIFPSA, (Name of District) regularly. 

 (ii) Inspecting DIFPSA records from time to time to see that they are 
maintained properly. 

 (iii) Periodic review to ensure that all operating systems relating to 
programme and finance are in place and are working properly. 

 (iv) Monitoring progress of activities through periodic meetings with Project 
Manager and district health functionaries. 

 (v) Providing guidance and help solving problems which might arise from 
time to time. 

(vii) Coordinating inputs in private and public sector projects so that activities 
in both these sectors progress simultaneously. 

 

 
   Sd/-                        Sd/- 
  Executive Director, SIFPSA   District Magistrate, (Name of Dist.) 
  For and on behalf of SIFPSA,                                    & Chairman, DIFPSA 
   Lucknow                                                      For and on behalf of DIFPSA, 
                    (Name of Dist.)   
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Annexure DAP – 2 
 

MONTHLY PROGRESS REPORT  
 

Name of DAP : …………………………     Month  :…………… 
 
(A) Public Sector and Other Trainings : 
 

Proposed Held Cumulative 
Progress 

Sl. 
No. 

Training Type 

Batches Number Batches Number Batches  Number 

Remarks 

1 ANM        
2 Laproscopic Refresher 

Course 
       

3 Minilap        
4 NSV        
5 IP        
6 Counselling        
7 CBFPT        
8 MDP for Mos        
9 Male Supervisors        

10 MIS        
11 Pradhan’s training        
12 ISMP        

 
(B) RCH Camp held during the Month : 
 

1. No. Camps held : _________ 
2. Sterilization done :_________ 
3. IUD done :  _____________ 
4. ANC  :  ________________ 
5. TT :     _________________ 
6. Dy. CMO Present :________ 
7. PM/APM of PMU present : ___________ 
8. Publicity done : _______________ 
9. Medicines/Packets distributed : _________ 
10. Cards / Formats distributed : ___________ 
11. Remarks : _________________________________________________________ 

     _________________________________________________________ 
 
(C) Private Sector Projects Progress : 
 

1. Total Projects :  _________________________________ 
2. Visits made during the month :  _____________________ 
3. Monthly Reports sent by PMU : _____________________ 
4. No. of QPRs/QERs Received :  _____________________ 
5. No. of QPRs/QERs sent to SIFPSA : _____________________ 
6. Visits by SIFPSA nodal officer : _____________________ 
7. Feedback given to NGOs : ___________________________ 
8. Instalments pending : _________________________________ 
9. Amount Disbursed during the Month (In Rs.) : _______________ 
10. Remarks : ______________________________________________________ 

     ______________________________________________________ 
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(D) Private Sector Projects Progress : 
 

1. Assessment done : __________________________ 
2. Estimates made : 
3. Verifications with regard to following completed (Y/N) ? 

a. Civil Work : _________ 
b. Electric Work : _______ 
c. Water Supply : ________ 
d. Equipment :  __________ 

 
4. Approval of SIFPSA : __________ 
5. Technical Sanction obtained : ________ 
6. Tender Process Completed (Y/N) ? : ________ 
7. Contact with the Agency signed (Y/N) ? : _______ 
8. Completion of Work (Y/N) ? : ___________ 

If ‘N’ then %age of Work Done : _________ 
9. Remarks : _________________________________________________________ 

                _________________________________________________________ 
 

(E) States of Upgradation of PHC/CHC : 
 

1. Assessment done : ___________ 
2. Estimates made : ____________ 
3. Verifications with regard to following completed (Y/N) ? 

a. Civil Work : _________ 
b. Electric Work : _______ 
c. Water Supply : ________ 
d. Equipment :  __________ 

4. Approval of SIFPSA : __________ 
5. Technical Sanction obtained : ________ 
6. Tender Process Completed (Y/N) ? : ________ 
7. Contact with the Agency signed (Y/N) ? : _______ 
8. Completion of Work (Y/N) ? : ___________ 

If ‘N’ then %age of Work Done : _________ 
9. Remarks : _________________________________________________________ 

                _________________________________________________________ 
  

(F) Sub centre Assessment : 
 

1. Assessment job complete (Y/N) ? :_________ 
2. If not completed, then status : ___________ 
3. Date entered/ Verified (Y/N) ? : __________ 
4. Reports received from SIFPSA (Y/N) ? : __________ 
5. Stock of items available at district identified (Y/N) ? : ______________ 
6. Final list for procurement prepared (Y/N) ? : _____________ 
7. Approval of SIFPSA on actual quantity/ cost taken (Y/N) ? : ___________ 
8. Approval of DIFPSA (Y/N) ? : _________ 
9. Order placed (Y/N) ? : _________ 
10. Material procured / supplied to sub centres (Y/N) ? : ___________ 

If ‘N’ then % age is of Material Procured : __________ 
      11. Remarks : ________________________________________________________ 
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  ___________________________________________________________ 
 
 
 
 
(G) District Family Planning Performance (At the end of the Month) 
 
 
Sl. No. Particulars Target (No.) Achievement (No.) Last year Achievement 

During the same Period 
(No.) 

1 Sterilization    
2 IUD    
3 Condoms    
4 Oral Pills    
5 IFA    
6 TT    
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Annexure DAP - 3 
 

CONSOLIDATED MONTHLY REPORT ON EXPENDITURE 
 
Name of DAP__________________    Month __________________ 
 

S.No
. 

Budget Head Budget for the 
Year 

Expenditure 
during the month 

Total expenditure 
during the period 

1 
 

Conducive Environment 
Strategy : 

   

a 
 

Meeting with local elite and 
religious leaders 

   

b Training of Pradhans    
c Contingency    

2 Technical Training :    
a ANM Training     
b IP Training    
c Contingency    

3 Other trainings :    
a Training of Male Workers 

and Supervisors 
   

b MDP for MOs and LMOs    
c Supervision Training to 

Female Supervisors 
   

4 Upgradation of Health 
Facilities : 

   

a Rural Facilities    
b Urban Facilities    
c Contingency    

5 RCH Camps    
6 Mobility    
7 Logistics and Supplies    
8 MIS    
9 NGO Projects (Give 

Project Wise Details) 
   

a     
b     
c     
d     

10 ISMPs Training    
11 IEC    
12 Support to CMO Office    
13 PMU Expenses    
 Grant Total    

 
 
 
 
Accountant         Project Manager 
 

 
 
 

Annexure DAP - 4 
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MONTHLY REPORT ON EXPENDITURE ON PROJECT MANAGEMENT 
UNIT (PMU) 

 
Name of DAP__________________   Month __________________ 

 
S.No

. 
Budget Head Budget for the 

Year 
Expenditure 

during the month 
Total expenditure 
during the period 

1 Personal Cost :    
a Project Manager    
b Assistant Project Manager    
c MIS Officer    
d Accountant    
e Office Assistant    
f Chowkidar cum Peon    
g Driver    

 Sub - Total    
2 POL and Maintenance :    

a POL for vehicle     
b POL for genset    
c Maintenance of office 

equipment 
   

d Maintenance of Vehicle    
 Sub – Total    
3 Office Expenditure :    

a Stationery and Printing    
b Communication    
c Electricity    
d Rent    
e Registration of rent 

agreement 
   

f Travel Expenses    
g Entertainment of visitors     
h Contingency    

 Sub – Total    
4 Equipment & Furniture 

(Give details) : 
   

a     
b     
c     
d     
e     
f     
g     
 Sub - Total    

 Grant Total    
 
 
 
 
Accountant         Project Manager 
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Annexure DAP - 5 
 

DETAILS OF ADVANCES OUTSTANDING FOR MORE THAN 30 DAYS 
 
 

Name of DAP ____________________  Month _________________ 
 
 

S.No. Advance Given to Date of 
Payment 

Amount 
Paid 

Purpose for 
which paid Reasons 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

   

 
 
 
    
 
Accountant        Project Manager 
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Annexure DAP - 6 

 
DETAILS OF PAYMENTS / INSTALMENTS RELEASED TO NGOs / OTHER PROJECTS 

 
 
 
Name of DAP ______________________   Month ______________ 
 
 
 
Sl. No. Name of NGO Instalment 

No. 
Date of 

Payment 
Amount Paid 

     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
Accountant        Project Manager 
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Annexure DAP - 7 
 
 

DETAILS OF PROJECT AND PMU FUND BALANCES 
 
 

 
 
Name of  DAP ______________________   Month ______________ 

 
 

Sl.No
. 

Balance DAP Funds PMU Funds 

1 Bank Balance 
 

  

2 Cash in Hand 
 

  

 Total 
 

  

 
 
Interest earned upto the period (if any) :- 
 
 
 
 
 

Accountant        Project Manager 
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      Annexure DAP - 8 
QUARTERLY EXPENDITURE AND VARIANCE REPORT 

 
 
Name of DAP ______________________           Quarter ending____________ 
 

Sl. 
No. 

Budget heads (including sub-
heads as provided in the 

budget) 

Total budget 
for the 
period 

Total budget 
upto the 

period (as per 
the work plan) 

Amount 
spent till last 

quarter 

Total 
expenditure 
during the 

present quarter 

Total 
expenditure 
so far (5+6) 

Total variance 
upto the period 

(4-7) 

Reasons for 
variance 

1 2 3 4 5 6 7 8 9 
         

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Accountant                Project Manager 
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Annexure DAP – 9 
 

……(name of dist.)……DISTRICT ACTION PLAN/ SIFPSA 
DEBIT ADVICE 

 
Debit advice No……………      Date ………….. 
 
To, 
 GM (FAD)/ Project Manager 
 (Name & Address of the Unit on whom behalf the payment has been released) 
 
_____________________________ 
 
_____________________________ 
 

Sub : Debit Advice 
 
Kindly note that the following payment has been released by us on hour behalf as per 
details below and your account has been debited in our books by corresponding 
amount :- 
 
Payment released to  : 
 
Purpose for which released  : 
 
Date of release : 
 
Mode of  release  : 
 
Sanctioning Authority : 
 
Amount Paid :  In figures  :  ……………………………………………. 
 
             In words :   ……………………………………………. 
 
You are requested to make the necessary entry in your books. The amount payable by 
you will be settled at the time of next Inter – unit Reconciliation. 
 
 
(Accountant) / Officer (A/cs)    Manager (Fin)/ Project Manager) 
 
____________________________________________________________________ 
 
Documents to be enclosed with Debit Advice (originals to be retained) : 
(i) Photocopy of sanction. 
(ii) Photocopy of receipt of payee 
(iii) Photocopy of bills and other related papers. 
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Annexure DAP - 10 

 
INTER – UNIT RECONCILIATION CERTIFICATE 

 
 

Between : ………………..DAP / SIFPSA  and  …………….DAP 
 
Date of Reconciliation : 
 
 

DAs issued by…………….DAP/SIFPSA DAs issued by ……………DAP 
No. Date Amount No. Date Amount 

      
 
 
 
 
 
 
 
 
 
 
 
 
 

Total Total 
 
 
Balance : 
Amount : In figure 
………………………………………………………………….. 
  In words 
………………………………………………………………….. 
 
Payable to : 
 
Payable by : 
 
We have reconciled our mutual transfer account and agreed to the balance derived 
above. The balance will be settled within a week by way of a bank draft. 
 
 
 Manager (Fin)/ Project Manager    Project Manager 
 SIFPSA                 ………DAP     …..DAP 
 
Place  : 
Date   : 
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CHAPTER 1 
 

INTRODUCTION 
 
1.1 Objective of the Section 
 
This Cash, Bank and Sales Accounting section for State Innovations in Family 
Planning Services Project Agency (SIFPSA) aims at establishing consistent and 
effective policies and procedures to ensure uniform practices in the movement of cash 
/ funds and their accounting.  The main objectives of Cash, Bank and Sales 
Accounting system under the accounting principles are: 
 
- To ensure that all receipts (by cash, cheques/demand drafts and transfer to Bank 

Accounts) are accounted for in a proper manner, according to the date of 
transactions. 

- To ensure that all payments (by cash, cheque/demand draft or transfer to bank 
account) are made on time and are correctly booked according to the date of 
transaction. 

- To act as a guideline with regards to cash and bank accounting procedures. 
 
1.2 Scope of the Section 
 
This section covers the operating system, accounting policies and procedures related 
to cash / funds movement at SIFPSA. 
 
1.3 Deviation 
 
Deviation from the prescribed policies and procedures would not be permitted unless 
accompanied by a justifiable request for the deviation, clearly outlining the following: 
 
- Nature of deviation 
- Reasons for deviation 
- Time – span for which the deviation is required 
- Procedure that would be followed if the deviation is approved. 
 
In case of emergency, the Executive Director (ED) may notwithstanding anything 
contained in these rules, authorize any deviation in the Operating Systems and 
Procedures be done by a written order, recording the reasons for the deviation from 
existing rules.  The GM (FAD) would authorize changes in the accounting entries to 
be passed as and when the requirement is felt.  Incase of any deviation from the 
existing rules, Governing Body (GB) may delegate all its powers except those relating 
to rule making and accepting donation of the Executive Committee (EC) for taking 
decisions, which shall be communicated to the GB.  The EC would be chaired by the 
ED and shall have Additional Executive Director (AED) as Member Convenor and 
representative of Government of India on the GB, USAID representation of 
appropriate level, Director General, Medical, Health, and Family Welfare, U.P., GM 
(FAD) and GM (HAP) as their members. 
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1.3 Responsibility of the Finance and Accounts Department 
 
The responsibilities of the Finance and Accounts Department (FAD) with reference to 
cash and bank transactions would be  
 
- maintain an interface with all departments of SIFPSA with regards to cash / fund 

movement. 
- receipt, disbursement and custody of cash; 
- maintenance of Cash Book (s) and Bank Book (s), and related books and registers; 
- preparation of cheques/demand drafts; 
- reconciliation of the balances with bank pass books; 
- cross-checking the bank’s interest computations; 
- Insurance of cash in the cash-chest and cash in transit 
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CHAPTER 2 

 
ACCOUNTING POLICIES 

 
2.1 Movement of Cash and Funds 
 
Accounting for the movement of cash and funds of SIFPSA would be done on a daily 
basis and their balance determined at the day’s end.  The procedure for this is detailed 
in the subsequent chapters. 
 
2.2 Recording of Transactions 
 
All the transactions would be entered in the relevant books of accounts on a daily 
basis.  Transactions involving receipts and payments through bank accounts would be 
separately recorded in the concerned books of accounts. 
 
Accrual method of accounting would be followed.  Payments made immediately on 
receipt of  bills or  claims would be recorded in the General Ledger under the 
particular account head.  If payments are to be made at a latter point of time, a 
liability would be created when the payment actually falls due and the payments when 
made would be recorded in the respective liability account. 
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CHAPTER 3 
 

OPERATING SYSTEMS AND PROCEDURES 
 
3.1 Introduction 
 
This chapter specifies the procedures to be followed by the FAD at SIFPSA Cash 
funds transactions may be segregated as: 
 
- Cash/funds receipt transactions 
- Cash/funds payment transactions 
 
Important principles of internal check: 
 
- all payments (other than request for Imperest cash and Sundry Advance) would be 

made be cheque; 
- all receipts would be deposited in the Bank as soon as possible after collection. 
- petty cash payments would be controlled by an imperest system and made by the 

Cashier of SIFPSA; 
- all cheques received would be payable to SIFPSA; 
- all cheques should be crossed; 
- the accountants who are preparing cheques and receiving & disbursing cash 

should not maintain bank/cash books; 
- blank invoices/cheque books/money receipts books should be kept in the dual 

custody of Manager (B & A) and concerned accountant; 
- GM (FAD) should carry out surprise physical verifications of cash. 
 
3.2 Delegation of Powers for Signing of Cheque 
 
The authority for signing cheques would be as follows : 
 

Amount Authority for signing cheques 
Upto Rs. 25,000/- Any 2 Managers (F) 
Rs. 25,000/- to Rs. 2,00,000/- 1 Manager (F) and GM (FAD) / AED 
Above Rs. 2,00,000/- GM (FAD) & any one of the AEDs or the 

ED * 
 
* In the absence of GM (FAD) any 2 of the Managers (F) and AED or the ED will 
be the authority to sign the cheques.  
 
3.3 Receipts 
 
3.3.1 Cash Receipts 
 
Cash receipts comprise: 
 
- Cash withdrawal from bank; 
- Settlement of advances (by employees) 
- Other receipts. 
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a. Cash Withdrawals 
 
In respect of withdrawals to be made from the Bank, the FAD would prepare the Bank 
Payment Voucher (BPV) (Form CA 4) attached with supporting documents, have the 
same authorised by the GM (FAD) and forward it to the accountant responsible for 
the preparation of the cheque.  The accountant would prepare the cheque, record the 
details in the Bank Book (Form CA 5), cheque Book, maintained for  that bank 
account and in the Cheques Issued Register and forward the cheque to the authorised 
Official for withdrawal from the Bank.  On encashing the cheque, the FAD would 
record the details of the receipt in the Cash Book maintained by him. 
 
The accountant would be responsible for encashing the cheques.  The cash withdrawn 
would be based on the requirements projected.  While there are no specific time 
intervals for withdrawing cash, as a matter of policy, cash withdrawals would be 
made, on an average, once in two days to optimize utilisation of funds. 
 
Cash Receipt Vouchers (CRV) (Form CA 6) would not be prepared for cash 
withdrawal, as these would be recorded through the Bank Payment Voucher. 
 
b. Settlement of Advances 
 
Cash advances taken by employees for expenses would be settled within three days, 
the unutilised balance would be returned to the accountant.  The employee would 
submit supporting Bills, vouchers, documents to the accountant who would prepare a 
CRV for the cash received (or Cash Payment Voucher in case of cash payment).  The 
money receipt would be prepared in triplicate, and distributed as follows: 
 
- original for the depositor, 
- one copy would be retained by the FAD, and  
- the other copy to be attached with the CRV. 
 
c. Other Receipts 
 
On receiving cash on any other account, the FAD would prepare a CRV crediting the 
appropriate account.  The three copies of the money receipts would be distributed as 
detailed in 3.3.2(b ) above. 
 
If a money receipt has to be canceled, all the three copies of it would be retained in 
the book.  These would be defaced with a ‘CANCELED’ stamp. 
 
d. Issue and Custody of Money Receipts Books 
 
The Money Receipts would be pre-numbered and bound, in books of 100 Money 
Receipts.  The unused Money Receipts books would be in the custody of the Manager 
(Budgeting & Accounting).  Once a Money Receipts book is fully used, the FAD 
would hand over the used Money Receipts book to the Manager (B & A).  A fresh 
Money Receipts book would be issued by him/her after ensuring that all Money 
Receipts of the previous book have been utilised and that all three copies of canceled 
Money Receipts are intact Details of issue of Money Receipts books would be 
maintained by the Manager (B&A). 
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3.3.2 Cheque Receipts 
 
Bank receipts of SIFPSA would include: 
 
- receipts from tender, 
- receipts from suppliers in the form of Security Deposit or Earnest Money Deposit, 
- other deposits. 
 
All the collections from sale of application / tender forms would be directly carried 
out by FAD. 
 
The FAD would check the authenticity of the information regarding sale of forms and 
post relevant details in the general ledger.  The FAD would then make arrangements 
to deposit cash/cheque/demand draft in the bank. 
 
Procedures for collection and routing of cheques/drafts: 
 
i   Cheques received by post would be opened by the person involved in dispatch 

within the Administration Department, who would prepare a ‘List of cheques 
received’ (Form CA 7) in duplicate.  They would forward the cheques with the 
covering letters to the FAD, along with the first copy of “List of cheques 
received”, which would acknowledge the same on the second copy.  It would be 
the responsibility of FAD to prepare money receipt for the received amount and 
send it through mail to the concerned party. 

 
ii   On  receipt of cheques or demand drafts in person, the FAD would issue a 

Money Receipt in acknowledgement thereof. 
 
iii   The FAD would enter the details of cheques in the Cheque Received Register 

(Form CA 8) 
 
iv   The cheques would be sent to the bank for collection. 
 
v.   On receiving of cheques in the bank for collections, the FAD would record the 

remittances in the Bank Book. 
 
The procurement Department would be responsible for all the documentation with the 
suppliers in respect of the transactions relating to the Earnest Money Deposit (EMD) 
and it would then forward a summary (Form CA 9) of collections along with demand 
drafts to the FAD.  The FAD would cross check the cheques with summary.  It would 
also maintain accounting record of these transactions by passing the following entry 
in the books of accounts of SIFPSA. 
At the time of selection of supplier, the FAD would be notified A payment Advice is 
prepared by the Procurement Department regarding refund of EMD amount to the 
parties not selected For the party selected, their EMD would be transferred to Security 
deposit (SD) account when the concerned party provides for the balance amount of 
Security Deposit. 
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3.3.3 Cheque Dishonor 
 
When a cheque remitted in the bank for collection gets dishonored, the details of such 
dishonored cheque would be prepared by the FAD in the Statement of Cheques 
Dishonored (Form CA 10) in duplicate.  The first copy would be sent to the 
Procurement Department with the cheque.  They would indicate to the concerned 
payer the fact of dishonor of cheque.  Until the cheque has been received from the 
Party, the FAD would reverse the initial debit entry in the Bank Book, when the 
cheque was initially deposited, by the preparing a Bank Payment Voucher. 
 
3.3.4 Outstanding Cheque 
 
Cheques issued by SIFPSA but not presented by the payee within a period of six 
months would be transferred to a ‘State Cheque Account’ by passing the following 
entry: 
 
Debit  Bank Account 
Credit   Stale Cheque Account 
 
Before re-issue of the cheque at the request of the payee, the Accountant handling 
bank transactions would cross-check the details of the payment with the Cheques 
Issued Register and the Stale Cheque Account.  After due verification of the 
outstanding payment, he/she would issue a fresh cheque (as per procedure given in 
section 3.4.2).  The fresh cheque number would be cross-referenced with the original 
cheque in the Cheques Issued Register. 
 
The following entry would then be passed, to reverse the above entry. 
 
Debit   State Cheque Account 
Credit   Bank Account 
 
3.3.5 Depositing Revenues into Bank Account 
 
At the end of each day, the FAD would prepare a Pay-in-slip in respect of the Cash. 
Demand Drafts and Cheques to be deposited.  Separate slips would be prepared for 
different Bank Accounts.  High-value cheques and Demand Drafts would be 
separately deposited on a priority basis. 
 
Subsequently the documents would be forwarded to the accountant liaisoning with the 
Bank for deposit into the Bank. 
 
3.3.6 Bill Check for the Sales Proceeds 
 
The receipts for SIFPSA would include income from the sale of scrap, waste and 
Fixed Assets.  The HAP Department would dispose wastes on a periodic basis either 
on unit or weight basis depending of the type of item. 
 
The Procurement Department would prepare three copies of Delivery Challan (Form 
CA 1) of which one would be given on the buyer, one to the FAD and one copy 
would be retained by the HAP department for their record. 
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The FAD would prepare Sales Invoice (Form CA 2) on the basis of Delivery Challan 
and it would receive the payment from the party against the sale on showing copy of 
the delivery challan and issue the invoice and money receipt (Form CA 3) which 
would also acts as the Gate pass for the wastes being taken out of SIFPSA premises. 
In case the sale is to be on credit, the concerned party’s account would be debited.  At 
the time of payment, the entries would be correspondingly made. 
 
3.3.7 Investment of Surplus funds 
 
(i) Each department estimates its quarterly fund requirement (QFR) and 

forwards to GM (FAD) within 10 days prior to the commencement of the 
next quarter. (For example, the QFR for January – March should be 
submitted by 21 December). For each quarter month-wise fund requirement 
would be indicated. It shall be the joint responsibility of the concerned 
programme officer and Manager (F) dealing the individual projects of the 
programme officer to ensure timely submission of the estimate to GM 
(FAD). The GMs of the respective divisions will coordinate and compile the 
overall estimates for his division. 

 
The existing budgeting format as set out in the Finance manual (form BA-1) 
may be used as the QFR. 

 
(ii) The QFR  would give the FAD division an overall estimation of the month-

wise requirement of funds in the coming quarter. The QFR would be used 
by the FAD division as input for treasury management. The FAD 
department must provide for a 10% fluctuation in the fund estimates 
provided by the departments. 

 
(iii) The surplus funds shall be invested in Fixed Deposit Receipts (FDRs) of 

nationalised banks for a duration upto one-year. The total surplus funds 
available for investment should be categorised into various month-wise slab 
upto which the funds are likely to remain surplus. The amount of funds, 
which are likely to remain surplus for longer duration, may be invested 
accordingly to earn better rate of interest. For this purpose surplus funds for 
30 days, 60 days, 90 days, 180 days, 270 days and on year may be worked 
out. 

 
(iv) The rate of interest offered by banks would vary amongst banks as the 

volume of funds mobilised would be large. As such, the Manager (F) 
entrusted with the work of investment of surplus funds should collect rates 
from each bank every time a decision regarding investment is to be made. 
The rates from all leading nationalised banks would be obtained. 

 
(v) The Manager (F) shall prepare a comparative statement of interest rates 

offered by nationalised banks in the region for FDRs. He should also rate 
the banks according to network of the bank, promptness, rate of interest 
offered, services provided, etc. 
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(vi) The comparative statement shall be reviewed by GM(FAD). GM(FAD) 
would, on the basis of the statement, make recommendation regarding 
selection of the bank(s) in which the funds are to be mobilised. The 
recommendation, together with the comparative statement and rating of 
each bank shall be forwarded to the AED and ED who would accord their 
approval after taking into consideration the rate of interest offered and 
rating of that bank. The bank with higher rating offering higher rate of 
interest shall be selected. In no event should funds be mobilised before such 
approval is accorded. 

 
(vii) Over a period of time, all deposit cycles  would coincide with those of the 

QFR. The Manager (F) would be responsible for monitoring of the deposits. 
A list of deposits falling due in the next month would be furnished to the 
GM (FAD) within 15 days prior to the end of the current month. For 
reinvestment of the funds the procedure specified at sl.no.(iv), (v) and (vi) 
above would be repeated. 

 
(viii) The Manager (F) would prepare a comparative statement showing 

department-wise variance between the projected requirement of funds and 
the actual utilisation. This would be put up to the GM (FAD) within 15 days 
of end of a quarter. The statement would be reviewed by the GM (FAD), the 
AED and ED. In case of any variation in excess of 10% (both positive and 
negative), the GM of the concerned division along with the concerned 
programme officer and the Manager (F) responsible for each programme 
officer’s work would be required to furnish explanations for the same.  

 
 
3.4 Payments 
 
3.4.1 Preparation of Payment Voucher 
 
In the case of payments to be made, the concerned department would initiate a 
payment  Advice.  It would be authorised by the HOD of the concerned Department. 
It would furnish details  regarding the purpose of the payment and other related 
references including the Bill received from the concerned Party.  The Accountant 
responsible for Bills in the FAD would prepare the Payment Voucher on receipt of 
payment advice. 
 
The Payment Voucher, after it has been duly approved by the GM (FAD), would be 
forwarded for preparation of the Cheque / Demand Draft/ payment through cash as 
the case may be. 
 
However in case of payment as per contract agreement or as per set norms of SIFPSA, 
payment advice would be authorised by the Project Coordinator / Manager of the 
concerned Department.  The payment voucher prepared by the accountant on the basis 
of the payment Advice would need to be approved by Manager (Budgeting and 
Accounting).  
 
3.4.2 Cheque / Demand Draft Preparation 
 



- 108 -  

On receipt of the authorised Payment Voucher, the FAD would verify the Voucher 
with the attached documents  On finding the documents in order, the FAD would 
prepare a Cheque for the amount, record the details of the same in the attached 
Payment Voucher and Cheque Book and would, also enter these details in the 
Cash/Bank Book and Cheques Issued Register (Form CA 11) 
 
The following care would be adhered to by the FAD while preparing the cheques: 
 
- All Payments except cash purchases to outside parties would be made through 

Cheques / Demand drafts only. 
- All cheques issued would be crossed ‘Account Payee Only’. 
- Payments through cash would be done only in respect of employee advances and 

Reimbursement of expenses to the employee etc. 
 
The cheques, along with the Voucher and the Cheques Issued Register, would be sent 
to the GM (FAD) and the AED, for their signatures. 
 
The GM (FAD) would, after verifying the amount of the Cheque with the documents, 
sign the Cheque and initial the voucher and Cheques Issued Register.  AED would 
sign the cheque. 
In case the payment is required to be made through a Demand Draft, the same would 
be specified by the concerned Department in the Payment advice itself.  On receiving 
the Voucher, the FAD would prepare a crossed cheque in favour of the concerned 
Bank, that would issue the Demand Draft.  The details of the Cheque/Demand Draft 
would be recorded in Bank Payment Voucher and the Cheque Book and Cheques 
Issued Register.  The Cheque would be signed by the authorised signatory, as 
specified above, subject to verification. 
 
On receipt of the signed cheque, the accountant would forward the same to the 
concerned Bank and arrange to obtain the Demand Draft.  On receipt of the Draft, the 
concerned Official in the FAD would record the details in the ‘Bank Book’ 
maintained for the said Bank and also on the remarks column. 
 
3.4.3 Bank Payments 
 
Bank Payment in SIFPSA would comprise the following: 
 
- Payment to Sub-Grantee, suppliers, etc. 
- Payment for expenses 
- Payment of Refunds to tenderer 
- Withdrawal of Cash 
- Transfer of Funds 
- Salary for all employees 
 
3.4.4 Cash payment  
 
Cash payments would be made towards 
 
- Cash expenses incurred not paid through imperest money. 
- Advances given to employees for travel or expenses 
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Cash payments would made through a Cash Payment Voucher (CPV) (Form CA 12) 
 
 
a. Disbursal to Employees 
 
The payments made to the Employees include the following: 
 
- Advances 
- Imperest 
 
In respect of the disbursal of each of the above, the procedures as mentioned in the 
Personnel Accounting section would be followed. 
 
b. Cash Payments 
 
In case of payments to be made by cash, the concerned Department would prepare a 
Payment advice, get it authorised and forward the same to the FAD for effecting 
payment to the Claimant. 
 
The procedures as mentioned in section 3.4.6 would be followed with respect to the 
disbursement of the payment and the defacing of the supporting Document. 
 
c. Advances to Employees 
 
In case an employee of SIFPSA requires an advance for expenses or for travel, the 
concerned employee would request for the same in the Sundry Advance form (Form 
CA 13) and obtain the recommendation of the departmental head and approval of the 
AED.  The concerned employee would then submit the form to the FAD, who would 
then process the form.  On payment of cash to the employee, the FAD would obtain 
the recipient’s signature of the CPV for the payment. 
 
d. Sundry Advance to employees 
 
The FAD would maintain a Sundry Advance Ledger (Form AD 4) with respect to 
travel or other advances given to employees.  This register would have a folio for each 
employee . The following details would be recorded in the register. 
 
Details         Source Document 
Advance given        CPV 
Amount of expenses               Tour expense report / Journal voucher 
Amount of refund collected on settlement     CPV 
Amount paid on settlement       CPV 
Deduction from salaries       FAD 
 
The total of advances due from all employees would be taken from the Sundry 
Advances Ledger and agreed with General ledger Account.  If an employee has not 
settled his advance within the stipulated time, a list of advances overdue would be 
prepared at the end of the month by the FAD for deduction from salaries. 
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3.4.5 Imperest Cash Payments 
 
The imperest cash would be maintained by the Cashier in FAD.  The imperest cash 
amount limit would be Rs. 15,000. 
 
Rolling imperest cash maintained by FAD would be settled on a fortnightly basis. 
However, in cases of shortfall maintained by them, the imperest cash would be settled 
before the expiry of the period, claiming reimbursement for the payments made by 
them.  The FAD would receive, from the cashier, Imperest Cash Adjustment 
Statements (Form CA 14) on the 15th and the last day of every month, along with the 
supporting documents.  On settling the statement, maybe even before, the FAD would 
reimburse amount equivalent to the expenditure incurred.  In case if imperest cash 
given for a specific purpose or objective the same would be settled within three days. 
 
A CPV would be prepared by the FAD for every payment/reimbursement to imperest 
account.  On receipt of the Imperest Cash Adjustment Statement from the cashier, the 
accountant would scrutinise the statement to ensure the following:  
 
- Each purchase bill would be accompanied by proof of receipt of the items 

purchased or expenses incurred.  In case MIN for the item is not made an 
authorisation from the user department regarding receipts of goods would be 
obtained. 

 
The imperest cash control accounts would be maintained in the General Ledger.  The 
payments and reimbursements to the imperest would be recorded on the basis of 
CPVs. 
Expenditure for the petty cash amount would be recorded in the Cash Book. 
 
3.4.6 Payment Procedures 
 
Payments through cash (subject to the limits on such payments) or cheques would be 
made to the Claimant or his representative, who has been duly authorised by the 
Claimant.  The representative’s authorisation would be carefully verified by the FAD, 
before the said payment is to be disbursed. 
 
On disbursement of the amount, the FAD would obtain a Receipt form the Claimant 
or in case the Claimant does not have his own printed Receipt, an acknowledgement 
would be obtained through signatures on the Voucher and Cheques Issued Register. 
 
In cases where the payment has to be dispatched through mail, a covering letter would 
be attached to the Cheques/Demand Drafts being posted and also the dispatch 
reference would be noted in the Cheques Issued Register.  These would be verified by 
an Official in the FAD to ensure that the cheques are properly crossed and that the 
mail has been addressed to the right person.  Details of the same would be recorded in 
the Outward Mail Register and later dispatched. 
 
On issue of the payment to the party, the corresponding covering documents would be 
defaced by the FAD by marking it with rubber stamp (in such form and format as 
SIFPSA may deem fit). 
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3.5 Recording Transactions 
 
The cash transactions would be recorded in the Cash Book on the basis of CRVs and 
CPVs, on a daily basis.   The accountant would analyze and merge the receipts and 
payments during the day into specific account heads and record the same through a 
single voucher in the Cash Book. 
 
The Cash Book would be balanced at the end of the day to ascertain the cash balance.  
This cash balance would be compared with the physical cash and the balance as per 
the Cash Book. 
 
On deposit of Cash, Demand Drafts and Cheques with the Bank, the concerned 
Official would return the acknowledged Pay-in-slips to the FAD.  The FAD would 
then record the details of such deposits in the Bank Book for the concerned Bank and 
in the Cash Book. 
 
3.6 Insurance of Cash 
 
SIFPSA is required to insure the cash it would be keeping in its premises for daily 
operations. The cash in transit would also be insured.  The contract with the insurance 
agency would be negotiated by the management. 
 
3.7 Fidelity insurance of employees handling cash 
 
SIFPSA is required to cover risks associated with handling of cash by taking 
fidelity insurance of employees handling cash. The contract with the insurance 
agency would be negotiated by the management.  
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CHAPTER 4 
 

ACCOUNTING PROCEDURES 
 
4.1 Books to be Maintained 
 
For recording the collections and payments of funds, the FAD would maintain the 
following books: 
 
- Cash Book (Form CA 15) 
- Separate Bank Books for each Bank 
 
4.2 Accounting for Receipts 
 
Receipts would be recorded in the Cash Book ‘or Bank Book on the basis of voucher 
against the respective account heads.  Separate entries would be made for cash and 
cheque remittances. 
 
On receipt of the same, the FAD would account for these in the following way: 
 
a. Receipts through Cheques and Demand Drafts 
 
On receipts of the Cheques and Demand Drafts along with the Daily Statement from 
the concerned Departments, the FAD would record the total receipt as per the 
Statement in the Bank Book. 
 
b. Receipts through Cash 
 
The FAD would record the details of the receipt in the Cash Book.  The credit would 
be given to the concerned receipt / liability account, depending on its nature. 
 
The FAD would post the cash receipts, as per the Cash Book to the concerned 
accounts in the General Ledger. 
 
4.3 Accounting for Payments 
 
Payments would be recorded in the Cash Book/Bank Book on the basis of vouchers 
against the account head mentioned in the voucher. 
 
Payments would be made by the FAD through any of the following modes 
 
- Cheques, Demand Drafts 
- Cash 
 
The mode of making the payment would depend on the concerned Department’s 
instructions, the Claimant’s request and the policy of the Company as regards the 
limit on the cash payments. 
 
4.3.1 Payments through Cheques and Demand Drafts 
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On the preparation of the crossed Cheque per the Payment Voucher, the FAD would 
record the details of the same in the Bank Book.  The debit would be given to the 
concerned expenditure / asset account, depending on its nature. 
 
The FAD would post payments, as per the Bank / Cash Book to the concerned 
accounts in the General Ledger. 
 
4.3.2 Payments through Cash 
 
On payments being made through cash through a Cash Payment Voucher, an entry 
would be made in the Cash column of the Payment Cash Book. the debit in respect of 
the same would be given to the said expenditure account, depending on the type of the 
expenses. 
 
At periodic intervals, the FAD would post the sum total of such cash payments, as per 
the Cash Book to the concerned accounts in the General Ledger. 
 
4.4 Accounting for Other Banking Transactions 
 
a. Deposit into the Bank 
 
On deposit of an amount with the Bank an entry would be made in the Cash Book and 
the concerned Bank Book would be debited for the amount deposited. 
 
b. Withdrawals from the Bank 
 
In respect of the cash withdrawn from the Bank, an entry would be made in the Cash 
Book. An entry would also be made in the credit side of the concerned Bank Book. 
 
4.5 Disbursals to Employees 
 
The FAD would prepare the Pay rolls and Pay-Slips for each employee.  On 
preparation of the Pay-Roll, the FAD would make an entry on the Credit side of the 
Bank Book and debit the following accounts 
 
- Salary and Wages Payable A/c 
   Office Staff 
   (Account Code .........) 
 
Other entries in respect of such disbursements to the employees would be done as 
mentioned in the Personnel Accounting section. 
 
4.6 Balancing of the Cash Book 
 
At the end of each day the FAD would prepare a summary of the total collections and 
the total payments made from the Cash Book, in Balance Summary Statement (Form 
CA 16). 
 
4.7 Accounting for Returned Cheques 
 



- 114 -  

Details of the returned cheques would be recorded, on receipt of an intimation from 
the bank regarding such cheques, in the concerned Bank Book.  The cheque amount 
would be debited from the account which was initially credited when the cheque was 
received. 
 
The concerned department would be intimated regarding the dishonor of the cheque to 
initiate further action. 
 
4.8 Balancing of Cash and Bank Books 
 
Each Cash/Bank Book would be balanced on a day to day basis.  The totals of the 
receipt and payment sides would be extracted and the difference carried forward to 
the next day.  This represents the funds available. 
 
4.9 Reconciliation of Bank Books with Bank Records 
 
The Bank Books would be reconciled with the Statement of Accounts given by the 
bank on a monthly basis (Form CA – 17).  Corrective action would be initiated in case 
of discrepancies between the Bank Book and the Bank Statements. 
 
4.10 Accounting Entries at the Month-end 
 
The FAD would post the total amount in each column of the Cash Book/Bank Books 
into the respective accounts in the General Ledger. 
 
 
 



- 115 -  

FORM CA - 1 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 

DELIVERY CHALLAN 
 
 
CHALLAN NUMBER                                                                      DATE 
 
       
                                  
 
M//S   NO. OF CASES 
   WEIGHT 
   NO. OF RR/LF 
FROM TO   
  FREIGHT INVOICE NUMBER 
INSURED BY US TO PAY PAID 
YES NO   

 

 
S. NO. DESCRIPTION QUANTITY REMARK (S) 
    
    
    
    
    
    
    
    
    
 
 
 
          FOR SIFPSA 
 
 
 
         AUTHORISED   SIGNATORY 
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FORM CA - 2 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
SALE INVOICE 

 
 
TO 
                                                  BANK   
 
          NUMBER   
 
 
DELIVERY CHALLAN       DATED   
 
 
 
 
S. NO. PARTICULARS RATE QUANTITY AMOUNT 
     
     
     
     
     
 TOTAL    
  
  
  
 

                                                                                                                                                            SALES TAX 
 
                                                                                                                                               FREIGHT & INSURANCE 
 
RUPEES                                                                                                                                GRAND TOTAL 

 

     
TERMS & CONDITIONS 
1. PAYMENT MAY PLEASE BE MADE BY CROSSED BANK DRAFT/ CHEQUES IN FAVOUR OF STATE INNOVATIONS IN FAMILY PLANNING SERVICES 

PROJECT AGENCY PAYABLE AT  
2. PAYMENT IN CASH IS DEDUCTED ONLY IN FINANCE AND ACCOUNTS DEPARTMENT 
3. DELIVERY ON OUR OFFICE AND ALL TRANSIT RISKS ARE OF CONSIGNEE  ONCE GOODS HAVE LEFT OUR OFFICE. 

 

 

THOUSAND   HUNDRED   TEN    UNIT    PAISE



- 117 -  

  
FORM CA - 3 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 

MONEY RECEIPT 
 
.................................................................................................................................................................................................................................................................. 
 
         DATE     NUMBER   
 
RECEIVED with thanks for ................................................................................................................................................................................................................... 
 
 
a sum of Rupees             by cash/cheque/demand draft 
 
No. ...........................................................dated ....../........../......... on account of .................................................................................................................................. 
 
 
 
 
 
 
                FOR SIFPSA 
 
 
 
SUBJECT TO REALISATION                AUTHORISED SIGNATORY 
 
 
 
 
 
 

D    M    Y  

Lakh            Thousand          Hundred            Ten          Unit           Paise 

ACCOUNT CODE 
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FORM CA - 4 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
BANK PAYMENT VOUCHER (BPV) 

 
 
BY NUMBER                                                  DATE 
 
…………………………………………………………………………………………………………………………………………………………………… 
 
NARRATION 
………………………………………………………………………………………………………………………………………………………………….. 
 
 

CODE NUMBER ACCOUNT HEAD PARTICULARS DEPTT. DEBIT CREDIT CHEQUE / DO 
                
                
                
                
                
                
                
 
     TOTAL    
 
 
 
RUPEES ………………………………………………………………………………………………………………………………………………………. 
 
 
PREPARED BY                                    CHECKED.BY         AUTHORISED SIGNATORY 
…………………………………………………………………………………………………………………………………………………………………. 
Received with thanks a sum of Rs.  ……………………………………………………………… (Rupees ……………………………………………….) 
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FORM CA - 5 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
BANK BOOK 

 
 

RECEIPTS  SIDE PAYMENTS SIDE 
DATE VOUCHER NO. PARTICULARS LEDGE

R FOLIO 
AMOUNT DATE VOUCHER 

NO. 
PARTICULARS LEDGER 

FOLIO 
AMOUNT 

            
            
            
            
            
            
            
            
            
            
            
            
  TOTAL      TOTAL    
 
SEPARATE BANK BOOK SHOULD BE MAINTAINED FOR EACH BANK  
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FORM CA - 6 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
CASH RECEIPT VOUCHER (CRV) 

 
 
CRV NUMBER             DATE 
 
 
 
NARRATION 
 
 
 
CODE NUMBER ACCOUNT HEAD DEPTT. MONEY RECEIPT AMOUNT 
             
             
             
             
             
             
             
             
             
 
 
                                                  TOTAL 
 

  

 
PREPARED BY                          AUTHORISED SIGNATORY                                                                                PAID BY 
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FORM CA – 7 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
STATEMENT FOR CEHQUE RECEIVED 

 
 
The following cheques were received by the Dispatch section in the Administration Department on ........................................  The details of the same are given below : 
 
 

S. No. Cheque / DD No. 
(Name of Bank / branch ) 

Amount Remarks 

  
 
 
 
 
 
 
 
 
 

  

 
 
                                                                                                                                                                                                              ( Authorised Signature ) 
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FORM CA – 8 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
CHEQUE RECEVIED REGISTER 

 
 
 
 
DATE NAME OF THE PARTY CHEQUE / DD 

NUMBER 
NAME OF 
BANK AND 
BRANCH 

MONEY RECEIPT 
NUMBER 

AMOUNT NAME OF 
BANK IN 
WHICH 
DEPOSITED 

REMARK (S) 
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FORM CA – 9 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
STATEMENT OF TENDER SALE / EARNEST MONEY DEPOSIT / SECURITY DEPOSIT 

 
PROJECT               TENDER DATE 
 
DATE AND TIME OF OPENING OF TENDER 
 
S.NO. DATE NAME OF THE PARTY CHEQUE / DD NUMBER & DATE AMOUNT (Rs.) REMARK (S) 
      
      
      
      
      
      
      
      
      
      
      
 
   TOTAL      
 
PREPARED BY   CHECKED BY           HEAD OF DEPARTMENT 
                                     (TO BE FILLED IN BY FINANCE AND ACCOUNTS DEPARTMENT  ) 
Amount Rs. ............................................................... (Rs. in works                                                       ) received on ....../...../...../ and deposited on ...../...../ ...... in 
........................................... BANK VOUCHER NO. ............................................................ 
DEPOSITED BY              HEAD OF DEPARTMENT 
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FORM CA – 10 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
CHEQUE DISHONOUR FORM 

 
  The following Cheques have been dishonored by the concerned people. 
The details of the same are given below : 
 
 
S.NO. DATE Party Concerned Cheque / DD No.  

(Name of Bank drawn) 
Reasons For Dishonor 
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FORM CA – 11 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
CHEQUE ISSUED REGISTER 

 
 
 
DATE CHEQUE 

NUMBER 
AMOUNT NAME OF 

THE PARTY 
PURPOSE SIGNATURE 

OF PERSON 
PREPARING 
CHEQUE 

SIGNATURE 
OF 1ST 
SIGNATORY 

SIGNATURE 
OF 2ND 
SIGNATORY  

SIGNATURE 
OF PARTY 
RECEIVING 
CHEQUE 

BANK 
NAME  
& 
ACC. NO. 
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FORM CA – 12 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
CASH PAYMENT VOUCHER (CPV)  

 
 
CRV NUMBER             DATE 
 
 
 
NARRATION 
 
 
 
CODE NUMBER ACCOUNT HEAD DEPTT. PAYEE AMOUNT 
             
             
             
             
             
             
             
             
             
 
 
                                                  TOTAL 

  

 
PREPARED BY                          AUTHORISED SIGNATORY                                                                                PAID BY 
 
 
Received with thanks a sum of Rs. ................................................................................................... (Rupees...................................................) 
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FORM CA – 13 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
 
                Voucher No. ................................... 
               Dated.............................................. 

Location ........................................ 
 

SUNDRY ADVANCE FORM 
   (This form must be submitted to the Finance and Accounts Department at least two working days  in advance of the requested date ) 
 
Name : ......................................................................................................................................................................... 
 
Advance Required Rs.  (in figure ).............................................................................................................................. 
 
Rs. ( in words) .............................................................................................................................................................. 
 
On (date ) ....................................................................................................................................................................... 
 
Purpose ........................................................................................................................................................................... 
 
.......................................................................................................................................................................................... 
 
  This is to certify that I have cleared all my previous advances with the society and I undertake to clear the above advance immediately on completion of the above 
transaction. 
 
           ........................................................................ 
                  SIGNATURE 
 
            ......................................................................... 
             Authorised Signatory 
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FORM CA – 14 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
IMPREST CASH ADJUSTMENT STATEMENT 

 
FOR THE PERIOD                                                       TO 
 
NAME OF THE EMPLOYEE 
 
EMPLOYEE CODE ............................................DEPARTMENT................................................................................. 
 
S.NO. DATE PARTICULARS HEAD OF ACCOUNTS TOTAL 
           
           
           
           
           
           
           

 
TOTAL 

 

        

 
OPENING BALANCE    .......................................................................................................................... 
ADD \ RECEIPTS  .......................................................................................................................... 
 
LESS \ PAYMENTS  .......................................................................................................................... 
BALANCE IN HEAD   .......................................................................................................................... 
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FORM CA – 15 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
CASH  BOOK 

 
 
 
 

RECEIPTS  SIDE PAYMENTS SIDE 
DATE VOUCHER NO. PARTICULARS LEDGER 

FOLIO 
AMOUNT DATE VOUCHER NO. PARTICULARS LEDGER 

FOLIO 
AMOUNT 

            
            
            
            
            
            
            
            
            
            
            
            
  TOTAL      TOTAL    
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FORM CA – 16 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
BALANCE SUMMARY STATEMENT  

 
Denominations No. of Notes Amount 

 
CASH  BOOK 

100 
50 
20 
10 
5 
2 
1 

 
Coins 
 
Postage / Revenue Stamp 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

Grand Total 

 

 
  I here by certify that I have personally verified the above balances as at the closing of Books of Accounts on the 31st March .......................... by the actual count and 
the total amount to be in agreement with the  
 
Counter Signed By : 
 
(Signature )            (Signature ) 
 
Name             Name 
 
Designation            Designation 
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FORM CA – 17 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 

BANK RECONCILIATION STATEMENT  
 
.................................................................................................................................................................................................................................................................. 
BANK NAME AND BRANCH 
.................................................................................................................................................................................................................................................................. 
 
................................................................................................................................................................................................................................................................. 
                             AMOUNT 
................................................................................................................................................................................................................................................................. 
BALANCE AS PER BANK BOOK                                      DEBIT/CREDIT  
ADD/LESS CHEQUES ISSUED BUT NOT PRESENTED TO 
  BANK AS ON ..../..../...... AS PER LIST ‘A’ ATTACHED 
ADD/LESS WRONG DEBITS GIVEN BY THE BANK AS PER 
  LIST ‘B’ ATTACHED 
ADD/LESS CHEQUES/DD’S DEPOSITED BUT NOT CREDITED BY 
  BANK AS ON ...../..../.... AS PER LIST ‘C’ ATTACHED 
ADD/LESS WRONG CREDITS GIVEN BY THE BANK AS PER 
  LIST ‘D’ ATTACHED 
ADD/LESS AMOUNT  DEBITED BY BANK BUT NOT CREDITED BY 
  US AS PER LIST ‘E’ ATTACHED 
ADD/LESS  AMOUNT CREDITED BY BANK BUT NOT DEBITED BY  
  US AS PER LIST ‘F’ ATTACHED 
.................................................................................................................................................................................................................................................................. 
BALANCE AS PER BANK STATEMENT          DEBIT / CREDIT 
.................................................................................................................................................................................................................................................................. 
 
SIGNATURE 
NAME 
DESIGNATION 
IN ALL LISTS COMPLETE DETAILS i.e. DATE, AMOUNT PARTICULARS CHEQUE NUMBER ETC. SHOULD BE GIVEN 
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CHAPTER 1 
INTRODUCTION 

 
1.1 Objective of the Section: 
 
The Administration accounting section for State Innovations in Family Planning 
Services Project Agency (SIFPSA) aims at establishing effective and uniform policies 
and procedures in the Administration Accounting. The specific objectives of the 
section are: 
 
- To specify policies and procedures for effective monitoring of and control over 

the Administrative Accounting 
- To establish an interface between Administration and Finance and Accounts 

Department (FAD) for operation of Accrual Account System 
- To evolve persistent and effective policies and procedures to ensure uniformity in 

practice 
 
1.2 Scope of the Section: 
 
The scope of the section is to cover the accounting policies, procedures and operating 
system of the Administrative Accounting System of SIFPSA.  
 
1.3 Deviation: 
 
Deviation from the prescribed policies and procedures would not be permitted unless 
accompanied by a justifiable request for the deviation, outlining the following: 
 
- Nature of deviation 
- Reasons for deviation 
- Time – span for which the deviation is required 
- Procedure that would be followed if the deviation is approved 
 
In case of emergency, the Executive Director (ED) may notwithstanding anything 
contained in these rules, authorize any deviation in the Operating Systems and 
Procedures be done by a written order, recording the reasons for the deviation from 
existing rules. The GM (FAD) would authorize changes in the accounting entries to 
be passed as and when the requirement is felt. In case of any deviation from the 
existing rules, Governing Body (GB) may delegate all its powers except those relating 
to rule making and accepting donation to the Executive Committee (EC) for taking 
decisions, which shall be communicated to the GB. The EC would be chaired by the 
ED and shall have Additional Executive Director (AED) as Member Convenor and 
representative of Government of India on the GB, USAID representation of 
appropriate level, Director General, Medical, Health and Family Welfare, UP, GM 
(FAD) and GM (HAP) as their members.  
 
1.4 Responsibility of the Finance and Accounts Department: 
 
The Finance and Accounts Department (FAD) would be responsible for facilitating 
prompt payments that may arise against the administrative expenses of SIFPSA. It 
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would also be the responsibility of the Department to ensure that all related books are 
maintained as per the requirements.  
 



- 134 -  

CHAPTER 2 
ACCOUNTING POLICIES 

 
2.1 Regular Activity: 
 
All the expenses would be accounted for at the time of passing the bills and making 
payments. 
 
2.2 At the end of the Financial Year: 
 
At the end of the financial year, the bills, which remain pending for payments would 
be provided for on the basis of expenses charged on the bill. 
 
The transaction for which no expense bills are received but can be estimated 
accurately like Rent and Insurance would be provided for in the period in which the 
charges accrue. 
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CHAPTER 3 
OPERATING SYSTEMS AND PROCEDURES 

 
3.1 Receipt of the Bills by the Administration Department: 
 
The Administration Department would receive the bills against the various 
administrative expenses borne by SIFPSA. It would cross check the bills submitted on 
the following parameters: 
 
- Particulars given in the bill are in conformity with the corresponding books 

maintained in SIFPSA. 
- Any personal expenses need to be identified and segregated. 
- The rates being charges are standard 
 
In case the Administration Department detects any discrepancy then it would direct 
the bill back to its source along with its remarks. 
 
When everything is in line with the requirements, then the bill would be forwarded to 
the FAD. 
 
3.2 Bills Check in the FAD: 
 
The bills on receipt by the FAD would be first categorized in the following categories: 
 
- Communication 
- Vehicle Running 
- Vehicle Maintenance 
- Travelling Expenses 
- Travel Advance 
- Printing and Stationery 
- House Keeping and Security  
- Transport 
- Miscellaneous 
 
The check for each category is essentially different. 
 
The bills in each category, however, would be checked with regards to it being within 
the budgetary limit and the contract agreement for the concerned. Expenses and it 
should be arithmetically correct  
 
The check has been built in for safeguarding SIFPSA’s resources. Under no 
circumstances, would the bill be effected for payment before it has been thoroughly 
processed. 
 
3.2.1 Communication 
 
The bills for communication would be for Telephone, telex and fax payments. Each of 
these would be recorded in the Communication log book to be maintained by the 
Receptionist of SIFPSA. The FAD would initially check the bill with the 
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corresponding entries in the Communication log book. It would also check the rates 
being charged and arithmetically accuracy of calculation in the same.  
 
In case of any discrepancy, the FAD would inform the Administration Department. It 
would be the responsibility of the Administration Department to follow the bill with 
its originating source and get rectification of the detected error. Once the matter is 
resolved, the bills would be again forwarded to the FAD, wherein another check 
would be conducted.  
 
Once the bill is deemed complete, the bills would be forwarded for payments. 
 
The entries would be made in the concerned books of Accounts and the 
Communication Registers (Form AD 1). 
 
3.2.2 Vehicle Running: 
 
The Drivers in SIFPSA would be required to maintain a vehicle log book. A separate 
Vehicle Log Book would be maintained for each of SIFPSA’s vehicle. The vehicle 
log book would record the purpose of trip, number of kilometers run by the vehicle, 
the amount of petrol / diesel consumed by it and the signature of the official using the 
vehicle. For every petrol / diesel intake, the drivers would have to produce 
corresponding vouchers to support the same. 
 
The vehicle running account would be maintained on an imperest basis. On receipt of 
bills, a tally would be made with the log book and verify the supporting documents. 
The FAD, in case, of any discrepancy, would direct the bills to the Administration 
Department where the check would be re-effected. After the rectification, the bill 
would be forwarded to the FAD, where a check would be made to assess the changes 
made.  
 
Once the FAD is satisfied, the bills would be forwarded to the Cashier who would 
reimburse the amount. The entries would be made in he concerned Books of Accounts 
and the Vehicle Running and Maintenance Register (Form AD 2). 
 
3.2.3 Vehicle Maintenance: 
 
For every repair / servicing done on SIFPSA’s vehicle, the bills would be forwarded 
to the FAD by the Administration Department for payment. 
 
On receipt of the bill, the FAD would check whether the aforementioned repair / 
servicing has been carried out at appropriate rates approved by the Administration 
Department. In case of any emergency repairs, the drivers would be allowed to get 
repairs done at other rates, but permission of the official using the vehicle needs to be 
obtained. 
 
In case FAD requires some additional documents / rectification to the submitted bills, 
the bill would be sent back to the Administration Department. It would be the 
responsibility of the Administration Department to get necessary changes made to the 
bill in accordance with the requirements stated by the FAD. 
 



- 137 -  

Once all the rectification has been effected, the bills would be submitted to the FAD, 
wherein a recheck is made. On satisfaction with the bill submitted, the bill would be 
forwarded, for effecting of payment, with no further delay.  
 
The entries would be made in the books of accounts and Vehicle Running and 
Maintenance Registers (Form AD 2). 
 
3.2.4 Travelling Expenses: 
 
The bills received from employees would be checked on the basis of: 
 
- Duly approved by the concerned HOD of the Department 
- The admissible limit for the particular grade as outlined in the human resource 

manual 
- The arithmetical accuracy of the submitted bills. 
 
If the FAD determines, a discrepancy, it would coordinate with the concerned 
employee for rectification of the mistake. The department would check the document 
and if satisfied, the bill would be forwarded for further processing i.e. payment or 
receipt in accordance with the travel advance taken by the concerned employee. 
 
In case a limit against a particular head has been exceeded by the employee, then the 
FAD would deduct the amount exceeded from the bill submitted, from the salary of 
the concerned employee and then effect the payments. 
 
All such transaction would be recorded in the Travelling Expenses Register (Form 
AD 3) and Sundry Advance Register (Form AD 4). 
 
All vouchers for local transport would be submitted to the Administration 
Department, which after processing by the FAD would be reimbursed to the 
concerned employee. All such transactions would be recorded in the Local 
Conveyance Register (Form AD 5). 
 
3.2.5 Travel Advance: 
 
The Sundry Advance from submitted to the FAD by the concerned employee would 
be recommended by the concerned department head and sanctioned by the AED. 
 
On receipt of the Sundry Advance Form, the FAD would check with the Sundry 
Advance Ledger (Form AD 4) whether any previous advance is lying pending against 
the employee for adjustments. In case an amount is pending against the employee, 
then either the FAD would withhold the payments and the employee would be 
expected to furnish the details of the previous. Advance or the FAD would deduct the 
amount pending against the amount requested and make the required payments. The 
decision of the GM (FAD) would be the final in the matter. 
 
In case of any discrepancy, the form would be sent back to the concerned employee 
wherein the required changes would have to be made. After all the changes have been 
made, the form would be forwarded to the FAD, where a recheck of the advance form 
would be made.  
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Once it is considered complete by the FAD, it would be sent to the accountant for 
payments. 
 
The entries would be made in the books of Accounts and Sundry Advance Ledgers.  
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3.2.6 Printing and Stationery: 
 
The bills received for any printing and stationery item purchased by SIFPSA would 
be sent to the Administration Department. The bill would be checked as per the 
parameters mentioned above. Once approved, the bill would be forwarded to the 
FAD. 
 
On receipt of the bill, the FAD would check the bill in accordance with the MIN 
issued by the Procurement Department. The bill would be cross checked with the 
Purchase order for the item under consideration, which would be issued by the 
Procurement Department also. In case the MIN has not been issued for a particular 
item, then a check with the user department would be done.  
 
In case of any discrepancy detected, the bill would be sent back to the Administration 
Department, who would be responsible for all the rectification required in the bill. 
Once all the necessary changes have been effected, the bill would be redirected to the 
FAD. 
 
On receipt of the bill, a check would be done to ensure all changes as requested earlier 
have been incorporated and the bill under consideration is complete in all respect. The 
bill would be forwarded to the FAD for immediate payments. The entries would be 
made in the Books of Accounts and Printing and Stationary Register (Form AD 6). 
 
3.2.7 House Keeping and Security: 
 
These two functions for SIFPSA would be entrusted to the co-agencies with the 
responsibility for the same. The agencies would be under contractual agreement with 
SIFPSA. The assets of SIFPSA would be insured against loss by fire and theft. The 
bills would be submitted by the agencies monthly / according to the agreement signed.  
 
After a routine check of bills in the Administration Department, the bills would be 
forwarded to the FAD. Here, the bill would be checked whether it is in accordance 
with the agreement and also the rates stated are standard. If any discrepancy would be 
noticed in the bill, it would be sent back to the Administration Department. It would 
be the responsibility of the Administration Department to take the matter with the 
concerned agency and sort out the discrepancy. 
 
Once the discrepancy has been resolved, the bills would be forwarded to the FAD 
where a check would be initiated. If the bill is complete to the FAD requirements, the 
payment procedure would be initiated. 
 
The entries would be made in the books of accounts and House Keeping Register 
(Form AD 7) or Security Register (Form AD 8) as the case may be.  
 
3.2.8 Transport: 
 
The bills raised on this account would be routed through the Administration 
Department wherein preliminary check is made and the bill would be forwarded to the 
FAD. 
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On receipt of the bills, the FAD would check whether the rate charged are in 
accordance with the agreement signed between SIFPSA and the concerned 
Transporter. The payments would only be effected after the goods have been 
delivered to the Procurement Department and a MIN has been raised, signifying 
arrival of goods.  
 
In case of any discrepancy, the bill would be sent back to the Administration 
Department. The responsibility would lie with the Administration Department for 
resolving the discrepancy. 
 
Once he discrepancy in the bill has been removed, the bill would be redirected to the 
FAD where a check would be made regarding changes that were requested. After the 
bill is complete in all respect and passed by the FAD, the payment procedure would 
be initiated.  
 
The entries would be made in the books of accounts and Transporter Register (Form 
AD 9). 
 
3.2.9 Miscellaneous: 
 
The following bills would be processed under this category, rent etc. The bills raised, 
in the time of any contingency, may not fall under the above mentioned categories. 
Their processing would be dependent on the nature of the bill raised. The FAD would 
have to check the bill raised against the supporting documents the permission from 
the concerned official on whose premise the bill has been raised.  
 
Only after the FAD is thoroughly satisfied with the supportings along with the bill, 
the bill would be forwarded to the accountant responsible for making payments.  
 
The entries would be made in the Books of Accounts and Memoranda Registers like 
Rent Register (Form AD 10). 
 
3.3 Payment Procedure: 
 
After all the above bills have been processed and ascertained complete in all respects, 
FAD would approve them. The FAD would prepare a payment voucher, giving details 
of the payment to be made. The approval of the GM (FAD) / Manager (Budgeting and 
Accounting) as the case may be, would be taken before any payment would be 
effected. 
 
After the approval, the payment nature would be ascertained from the payment advice 
forwarded by the Administration Department. If the payment has to be made through 
cheque, then accordingly the procedure would be followed as detailed in the Cash, 
Bank and Sales Accounting section. 
 
Once the FAD is ready for the Payment, the cheque / cash would either forwarded to 
the Administration Department or the payment would directly be made to the 
authorized representatives of the concerned party after taking proper 
acknowledgement receipt.  
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The expenses that have been segregated as personal have to be accounted for and 
would be charged against the concerned employee salary. Appropriate entries would 
be made in the Sundry Advance Register and other Memoranda Register.  
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CHAPTER 4 
ACCOUNTING PROCEDURES 

 
4.1 Bill Payments: 
 
On payment of bills, the same would be recorded in the cash / bank book under the 
relevant books of accounts on the basis of the cheque / cash issued. 
 
E.g. Payment for Communication: 
 
Debit  Communication Account 
Credit  Bank Account 
 
The debit would also be recorded in the memoranda registers. 
 
4.2 Advance for Travelling: 
 
Advances given to the employee for travelling would be recorded in the cash book 
under the head ‘Travelling Advance Account’ on the basis of the cash given. 
 
4.3 Adjustment of the Travel Advance Bill: 
 
On submission of the TA bill by the employee and their subsequent passing by the 
FAD, the same would be posted in the Journal Register on the basis of the amount 
passed. The following entries with regards to this would be made as follows: 
 
Debit:   Travelling Account 
Credit: Travelling Advance Account 
 
The section 4.2 and 4.3 would also be recorded in the Memoranda Registers named as 
Travel Advance Register for proper monitoring and Control. 
 
4.4 Provision for Liability: 
 
The bills, which are received by SIFPSA but remain unpaid at the end of the year, 
would be provided in the books of accounts by making entries in the Journal Register 
on the basis of the bill amount. The following entry would be passed: 
 
Debit:  Relevant Head of Account 
Credit: Provision for Liability Expenditure 
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Form – AD - 1 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
COMMUNICATION EXPENSES PAID REGISTER 

 
Telephone Numbers STD Facility 

(Yes / No) 
Installed at Office / 

Residence 
Officer in Charge Tele Number PAs Number 

1. 
2.  
3.  
4. 

     

 
Telephone Number Month 

1 2 3 4 
Telex Fax Amount if any recoverable 

from employee 
Remark (s) 

April         
May         
June         
July         
August         
September         
October         
November         
December         
January         
February         
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Form – AD - 2 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
VEHICLE RUNNING AND MAINTENANCE REGISTER 

 
VEHICLE NO.:            NAME OF OFFICER: 
              UNDER WHOSE DUTY: 
 

Voucher Amount (S) 
No. Date 

Particular (s) 
Petrol Repairs Others 

Authorized By Remarks 

        
 

 

        
 

 

        
 

 

        
 

 

        
 

 

        
 

 

   
 

      

 
 

        

 
 

        

 
SEPARATE FOLIO FOR EACH VEHICLE SHOULD BE ALLOTED. 
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FORM AD-3 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

TRAVELLING EXPENSES REGISTER 
 
NAME OF THE EMPLOYEE:     DEPARTMENT: 
 
EMPLOYEE CODE:      DESIGNATION: 
 
PAY SCALE: 
 

Place Period Amount Claimed S. 
No. From To From To Fare Hotel Fooding Other 

Total Amount Passed Remarks 
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FORM AD-4 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

SUNDRY ADVANCE REGISTER 
 
 
EMPLOYEE NAME:        DEPARTMENT: 
  
EMPLOYEE CODE:        DESIGNATION: 
 

Amount Date Voucher Number Particulars L. F. 
Debit Credit 

Balance Remarks 
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FORM AD-5 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

CONVEYANCE REGISTER 
 

NAME OF THE EMPLOYEE:       DEPARTMENT: 
  

DESIGNATION: 
         

Month Total Entitlement Amount Actual Reimbursed
 

Voucher Number Remarks 

April 
 

    

May 
 

    

June 
 

    

July 
 

    

August 
 

    

September 
 

    

October 
 

    

November 
 

    

December 
 

    

January 
 

    

February 
 

    

March 
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FORM AD-6 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

PRINTING AND STATIONERY REGISTER 
 

Amount S. No. Date Voucher 
Number 

Name of the Supplier 
Letter 
Heads 

Registers Vouchers Photostat Others 
Remarks 
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FORM AD-7 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

HOUSE KEEPING REGISTER 
 
NAME OF THE CONTRACTOR:         PERIOD OF CONTRACT: 
 

ADDRESS:            AGREEMENT DATE: 
 

Date Voucher Number Bill Number Period Particulars of Bill 
 

Amount Remark (s) 
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FORM AD-8 

 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

SECURITY REGISTER 
 
NAME OF THE CONTRACTOR:         PERIOD OF CONTRACT: 
 

ADDRESS:            AGREEMENT DATE: 
 

Date Voucher Number Bill Number Period Particulars of Bill 
 

Amount Remark (s) 
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FORM AD-9 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

TRANSPORTER REGISTER 
 
NAME OF THE CONTRACTOR:         PERIOD OF CONTRACT: 
 

ADDRESS:            AGREEMENT DATE: 
 

Date Voucher Number Bill Number Period Particulars of Bill 
 

Amount Remark (s) 
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FORM AD-10 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

RENT PAID REGISTER 
 

NAME OF THE LANDLORD:    ADDRESS OF BUILDING:   PERIOD: 
 
DATE OF TENANCY AGREEMENT:   USE OF BUILDING:   OFFICE/RESIDENCE/OTHER: 
 
MONTHLY RENT:      NAME OF TENANT:   ADVANCE:  DEDUCTIONS: 
 

Month Amount Payment   Particulars Payment Authorized By Remark (s) 
Cheque   

Number Date Amount 
  

April 
 

      

May 
 

      

June 
 

      

July 
 

      

August 
 

      

September 
 

      

October 
 

      

November 
 

      

December 
 

      

January 
 

      

February 
 

      

March 
 

      
SEPARATE FOLIO WILL BE ALLOTTED FOR EACH BUILDING PROPERTY
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CHAPTER 1 
INTRODUCTION 

 
1.1 Objectives of the Section: 
 
The objective of this section is to establish consistent and effective policies and procedures 
to ensure uniform practices in administration and accounting of salaries, wages, provident 
fund, superannuation and other personnel related payments in the State Innovations in 
Family Planning Services Project Agency (SIFPSA). 
 
1.2 Scope of the Section: 
 
This section covers the operating systems, accounting policies and procedures, related to 
Personnel Accounting System of SIFPSA. 
 
1.3 Deviation: 
 
Deviation from the prescribed policies and procedures would not be permitted unless 
accompanied by a justifiable request for the deviation, clearly outlining the following: 
 
- Nature of deviation 
- Reasons for deviation 
- Time – span for which the deviation is required 
- Procedure that would be followed if the deviation is approved 
 
In case of emergency, the Executive Director (ED) may notwithstanding anything 
contained in these rules, authorize any deviation in the Operating Systems and Procedures 
be done by a written order, recording the reasons for the deviation from existing rules. The 
GM (FAD) would authorize changes in the accounting entries to be passed as and when 
the requirement is felt. In case of any deviation from the existing rules, Governing Body 
(GB) may delegate all its powers except those relating to rule making and accepting 
donation to the Executive Committee (EC) for taking decisions, which shall be 
communicated to the GB. The EC would be chaired by the ED and shall have Additional 
Executive Director (AED) as Member Convenor and representative of Government of 
India on the GB, USAID representation of appropriate level, Director General, Medical, 
Health and Family Welfare, UP, GM (FAD) and GM (HAP) as their members.  
 
1.4 Responsibility of the Finance and Accounts Department: 
 
The Finance and Accounts Department (FAD) would be responsible for timely payment of 
salary and other dues of the employees of SIFPSA. It would be responsible for 
maintaining all employee wise details too.  
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CHAPTER 2 
ACCOUNTING POLICIES 

 
 
2.1 Salaries, Wages, Ex-Gratia and Provident Fund Contribution: 
 
Liability towards salaries wages, Ex-Gratia, if any, and PF contribution would be provided 
for in the period in which such charges accrue. 
 
2.2 Other Personnel Costs: 
 
Certain other personnel costs such as medical reimbursement, encashment of earned leave 
and leave travel advance, the incidence and quantum of which cannot be estimated with 
certainty, would be accounted for as and when such payments are made.  
 
2.3 Interest Income on Advances: 
 
Interest income on advances given to employees would be treated as income in the period 
in which such interest is received. 
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CHAPTER 3 
OPERATING SYSTEMS AND PROCEDURES 

 
3.1 Employee Categories and General Procedures: 
 
Employees in SIFPSA would be broadly classified into 
 
- SIFPSA employees 
- Employees on deputation 
 
The accounting for the personnel cost under each of these classifications would be done 
under a single head of account with differentiation being done as Governmental / Non 
Governmental employees. 
 
The Personnel Department would be in charge of delegating the employees to its various 
Departments and informing the FAD thereof.  
 
The FAD would ensure that all statutory remittances (PF, ESI, TDS etc.) are made within 
the respective due dates.  
 
For employees on deputation from Government, leave and Pensionary Register (Form PR 
15) would be made. It would record: 
 
3.1.1. Appointment / Transfer from other Organizations: 
 
On the appointment of a person to the services of SIFPSA, details of the Appointment 
Letter with respect to the salary and date of joining issued by the Personnel Department 
would be forwarded to the FAD. 
 
If an employee is to be transferred from any other organization to SIFPSA i.e. on 
deputation, a copy of the Transfer Order and the Last Pay Certificate (Form PR 1) would 
be forwarded to the FAD. 
 
The FAD would update the Individual Employee Register (Form PR 2) on the basis of the 
Appointment Letter or the Transfer Order and the LPC, which would contain details of the 
name of the post, the name of the employee, period of incumbency, place of posting, 
reference to appointment / transfer order, incumbent’s pay records etc.  
 
3.1.2 Personnel Allocation: 
 
The FAD would be informed about the grades / designation of the employees by the 
Personnel Department.  
 
The FAD would be responsible for verifying and approving personnel related activities 
like preparation of pay roll, claims made and submitted by the Personnel Department to 
them.  
 
3.2 Transfer, Promotions, Resignations, Dismissals and Retirement: 
 
3.2.1 Transfers: 
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On transfer of an employee, a copy of the transfer order prepared by the Personnel 
Department would be forwarded to the FAD. 
 
3.2.2 Promotion: 
 
A copy of the Promotion Order would be forwarded to the FAD. Increments, if any, on 
promotion would be specified in the proceedings. The increments would be recorded in 
Increment Control Register (Form PR 3). 
 
3.2.3 Resignation: 
 
Once a resignation has been accepted, a copy of the order passed by the Personnel 
Department would be sent to the FAD. 
 
Once such information (i.e. resignation / transfer back to the parent organization) would be 
received by the FAD, calculation of all dues have to be determined against the concerned 
employee. Necessary action should be taken to get all his / her dues cleared, as soon as 
possible.  
 
3.2.4 Retirement: 
 
The retirement age for the employees of SIFPSA would be 58 years. Retirement date 
would be communicated to the FAD by the Personnel Department, giving such notice as 
required under the rules governing the retirement, so as to enable them to proceed with 
superannuation procedures. 
 
Similar proceedings taken in case of resignation would be initiated by the FAD, as 
outlined in the section 3.2.3. 
 
3.2.5 Suspension and Dismissals: 
 
Copy of Suspension orders issued by Personnel Department would be forwarded to the 
FAD mentioning the amount of subsistence pay to be paid in the suspension period to the 
employee. 
 
The FAD would initiate steps to make the requisite payment due to the employee. The 
payments would be dependent on the decision taken. 
 
In case of dismissal, similar proceedings would be carried out by the FAD in the case of 
employee's resignation, as outlined in the section 3.2.3. 
 
3.3 Leave and Attendance Records: 
 
3.3.1 Leave 
 
The Personnel Department would send to the FAD a monthly statement of the leaves of 
employees whose leave has exceeded the limit sanctioned or the leave has not been 
sanctioned. 
 
Then payroll would be prepared based on the same by the FAD, after making appropriate 
deductions wherever applicable.  
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3.3.2 Attendance: 
 
(i) Attendance Register would be maintained with AO in the Administration 

Department and would contain the following information with respect to each 
employee: 
- Signature of the employee on each day 
- No. of days present 
- Leave taken, with its analysis (i.e. earned leave, half pay leave, leave without 

allowances, casual leave, etc.) 
 
3.4 Pay Bill Preparation and Disbursement: 
 
3.4.1 Pay Fixation, Revision and Increment: 
 
Pay fixation / revision, which would be applicable from time to time, would be authorized 
by GM (HAP). The relevant orders passed for any fixation/revision etc. would specify the 
employee’s name, his/her present pay, scale of pay, date of increment, date of promotion, 
post to which promoted and the pay fixed/revised in the new post/revised scale of pay. 
Copy of the order would be forwarded to the FAD, where it would be recorded in the 
Increment Control Register, Individual Employee Register etc.  
 
Increment Control Register would be maintained by the FAD, wherein the details of 
increment due to employees would be recorded. This Register would be updated with the 
details of promotion, revised scales and cessation of employment in SIFPSA due to 
transfer, retirement or suspension. 
 
3.4.2 Recoveries Deductions: 
 
An Employee Recoveries / Deductions Register (Form PR 4) would be maintained by the 
FAD wherein the details of the various recoveries or deductions to be made from the 
salaries would be recorded employee wise. The FAD would rely on the register at the time 
of pay roll preparation.  
 
3.4.3 Advances: 
 
The types of loans and advances that the employee of SIFPSA would be entitled to, can be 
broadly classified under two heads, which would be given in details below: 
 
(i) Advances not bearing interest: 
 
This category of Advances would include: 
 

- Pay advance 
- Advances taken against Provident Fund (refundable) 

 
Application for such advances would be made by individual employees authorized by the 
concerned HOD and forwarded to the Personnel Department. Such applications would be 
sanctioned by the competent authority. A copy of the sanction order would be forwarded 
to the FAD. In case of any discrepancy, the sanction order would be returned to the 



- 158 - 

Personnel Department who would be responsible to make the appropriate rectification. 
The FAD would disburse such loans or advances on the basis of the approval of GM 
(FAD) and keep the details of employees, advance sanctioned and the recovery 
instructions.  
 
The FAD would maintain an Employees Advances Register (Form PR 5) wherein the 
details of advances given, recovery made and balance outstanding would be noted, 
employee wise. The total of each type of advance given to employees as per this Register 
would be tallied with the General Ledger.  
 
The recovery instructions would be noted in the Recovery / Deduction Register in the 
FAD. 
 
(ii) Advances bearing interest: 
 
This category of advances includes: 
 
- Advances from other organizations in case of employees coming on transfer / 

deputation from such other organizations. 
 
The details of such advances and the recovery instructions would be recorded in the 
Recoveries / Deductions Register on the basis of communication from the external bodies, 
or from the Last Pay Certificate in case of employees who would be transferred from other 
organizations. 
 
Other related type of Advances to which the employees would be entitled would be 
decided by the Management. 
 
On sanction being accorded by the competent authority, a copy of the sanction order 
would be sent to the FAD for advance disbursement. In case of any discrepancy, the order 
would be returned to the Personnel Department who would be responsible to make the 
appropriate rectification.  
 
The FAD would disburse the advance to the employee on the basis of the sanction order, 
after approval from the GM (FAD). 
 
The FAD would maintain an Employees Advances Register wherein the details of 
advances given, recovery made and balance outstanding are noted, employee wise. The 
total of each type of advance given to employees as per this Register would be tallied with 
the General Ledger. 
 
The recovery instructions would be noted in the Recovery / Deduction Register in the 
FAD. 
 
The FAD would calculate the interest on the advances given to employees at the agreed 
rate on the principle. This interest calculation would be done on the date of full repayment 
of principle amount. The interest would be recorded in the Employees Advances Register, 
mentioning the period of interest. On the full repayment of principle amount of advances, 
total interest accrued and payable would be recovered in such number of installments as 
prescribed in the sanctioned letter.  
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3.4.4 Deductions: 
 
Deductions would be made from salaries on various accounts like: 
 
- Contribution to Provident Fund 
- Medical Insurance Scheme 
- Income tax as per provisions of Income Tax Act, 1961 
- Advances 
- Others 
 
Details of any such deductions would be recorded in the Recovery / Deductions Register. 
Deduction would be made accordingly by the FAD while preparing the pay bill. 
 
Income tax would be deducted every month, unless the employee gives an undertaking 
that he would invest in tax deductible securities / investments. Further, the employee 
would also substantiate such investments with necessary proof before the 15th of 
December, failing, which the tax for the year would be deducted from the salary of the 
month of February. 
 
Income tax deducted would be recorded in Income Tax Deduction Register (Form PR 6) 
and a Certificate (in Form 16) issued to the employee for the total tax deducted during the 
year.  
 
FAD would prepare Form 21, 23 and 24 prescribed by the Income Tax Act, 1961 and 
submit them to the IT Department in time.  
 
3.4.5 Pay Roll Preparation: 
 
The pay roll would be prepared by the FAD for all on the basis of the following 
information provided by the Personnel Department. The information would be entered in 
the following registers: 
 
- Increment Control Register 
- Recovery / Deduction Register 
- Employees Advances Register 
 
The pay roll has to be authorized by the GM (FAD) 
 
The FAD would record the details of the salaries in the Pay Roll Register (Form PR 7).  
 
3.4.6 Pay Disbursement: 
 
The FAD would verify the pay rolls for arithmetical accuracy. After obtaining the 
approval of the Manager (B&A), payment of net salary would be made to the employees. 
 
It would then be disbursed by the FAD. The salaries would be transferred directly in the 
Bank Accounts of the concerned employees. 
 
At the end of the pay day, if there remains any salary or wages that remains unpaid, the 
details of salaries and wages would be entered in the Unpaid Salaries Register (Form PR 
8). 



- 160 - 

 
Thereafter, any salary disbursements would be effected after such identification as may be 
necessary and proper endorsement made in the Unpaid Salaries Register.  
 
3.4.7 Recording Payment of Deductions / Recoveries: 
 
The FAD would record the various deductions or recoveries from salaries and make 
payments towards the same. 
 
They would then prepare cheques for the amount of deduction payable to each of the 
outside entities and forward the same to the concerned entities.  
 
3.4.8 Payment of Arrears Salaries: 
 
As and when arrears of salaries and wages, arising out of revision of pay scales, would be 
paid, a statement of computation of arrears salary would be prepared by the FAD, which 
would disclose: 
 
i. Salaries payable as per revised scale of pay, under various heads of Gross Salary 

and Deductions for the period under revision. 
ii. Amount already paid to the employees as per pay bill under the various heads of 

Gross Salary and Deductions for the period under revision. 
iii. Difference between (i) and (ii) above, under the various heads.  
 
The difference in salary would be recorded in a pay bill and thereafter the procedure for 
the preparation of pay roll and disbursement of pay would be followed. 
 
While administering the arrears salary, care would be exercised to deduct adequate income 
tax at source, as applicable under the Income Tax Act, 1961. 
 
3.4.9 Records for Provident Fund: 
 
The FAD would maintain such records in the PF Register (Form PR 14) for the 
administration of Provident Funds. 
 
3.5 Other Personnel Payments: 
 
3.5.1 Ex Gratia: 
 
The FAD would prepare an employee wise Ex-Gratia register (Form PR 9) of Gross 
Earnings eligible for Ex-Gratia. Procedures for Ex-Gratia disbursement would be similar 
to those for pay disbursement. An Ex-Gratia Statement would be issued to all the 
employees receiving it. 
 
3.5.2 Medical Reimbursement: 
 
Claims for Medical Reimbursement would be supported by such documents / vouchers as 
may be necessary under the rules applicable. Personnel Department would sanction and 
get approval from GM (HAP). The copy would be forwarded to the FAD. On receipt of 
such claims, the FAD would check the claims for arithmetical accuracy and for other 
parameters like availability of documents, admissibility of the claim, including any 
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monetary limit thereof, with reference to the relevant rules and payments already effected 
for the same. In case of any discrepancy, the sanction order with supportings would be 
returned to the Personnel Department who would coordinate with the concerned employee 
to make appropriate rectification. After approval by the GM (FAD), payment would be 
made to the concerned employee and the details would be recorded in the Medical 
Reimbursement Register (Form PR 10) to be maintained employee-wise. 
 
3.5.3 Encashment of Leave: 
 
Application for encashment of earned leave would be forwarded to the GM (HAP). The 
application would be checked to ensure that: 
 
- The employee would be entitled for encashment of leave 
- The number of days of leave as stated in the application would be available for 

encashment and approved by appropriate authority. 
 
On his approval, it would then be forwarded to the FAD for further processing. In case of 
any discrepancy, the application would be returned to the Personnel Department who 
would be responsible to make the appropriate rectification. Once the application would be 
approved, payment proceedings can be initiated and details would be recorded in leave 
encashment register (Form PR 11).  
 
3.6 Recruitment Expenses: 
 
At the time of recruitment, the candidates called for interview would be entitled to avail 
TA/DA charges as deemed admissible by the Management. The Personnel Department 
would prepare a payment advice for such payment only after checking the documents. The 
payment advice would be sent to the FAD along with the requisite vouchers. The FAD 
would prepare a corresponding payment voucher, which would be sanctioned by the GM 
(FAD). After the approval, the payments can be effected. In the matter of urgency, the 
advance payments can be made, which can be cross-checked later.  
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CHAPTER 4 
ACCOUNTING PROCEDURES 

 
4.1 Salaries and Recoveries: 
 
Accounting of salaries and wages would be done in the Journal Register (Form PR 12) by 
passing Journal Voucher (Form PR 13) as follows, on the basis of the pay bills. 
 
Debit side: Relevant head of salaries (Account codes) 
  (with the gross amount of such salaries or wages) 
Credit side: Provident Fund payable account (Account code) 
  IT deducted at source account (Account code) 
  Insurance Premium payable account (Account code) 
  Employee Advance accounts (Account code) 
  Employee Advances Accounts (Account code) 
  Payable to External Bodies Account (Account code) 
  Salaries payable account (Account code) 
 
4.2 Salary Disbursement: 
 
On disbursement of salary, the entry would be recorded in the Cash/Bank Book on the 
basis of cheques issued under the head Salaries Payable Account (Account code). 
 
4.3 Unpaid Salaries: 
 
The amount of unpaid salaries would be recorded in the General Ledger under the head 
Unpaid Salaries Account on the basis of the Unpaid Salaries Register. 
 
4.4 Payment of Unpaid Salaries: 
 
When unpaid salaries are paid later, the same would be recorded in the Cash Book, under 
the head Unpaid Salaries Account (Account code) on the basis of a voucher.  
 
4.5 Payment of Recoveries / Deduction to Outside Agencies: 
 
Payment of recoveries / deduction to outside agencies would be recorded in the Cash/Bank 
Book on the basis of cheques issued under the relevant liability accounts (Account code).  
 
4.6 Ex-Gratia: 
 
For Ex-Gratia payable, the following entry would be recorded in the Journal Register: 
 
Debit side: Ex-Gratia for the year Account (Account code) 
Credit side: Provision for Ex-Gratia Account (Account code) 
 
4.7 Advances Given: 
 
Advances disbursed to employees would be recorded in the Cash/Bank Book, under the 
relevant head of accounts (Account code) on the basis of the cheques issued. 
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4.8 Interest on Advances: 
 
On the basis of the total interest on the various employees’ loan accounts would be 
recorded in the Journal Register as follows: 
 
Debit side: Relevant Employee Advance Account  (Account code) 
Credit side: Relevant Advance Interest Account (Account code) 
 
4.9 Medical Reimbursement: 
 
On payment of the Medical Reimbursement claim, it would be recorded in the Cash/Bank 
Book under Employees Medical Reimbursement Account (Account code). 
 
4.10 Provident Fund Contribution: 
 
The following entry would be passed in the Journal Register: 
 
Debit side: Provident Fund Contribution (Account code) 
Credit side: Provident Fund Contribution Payable Account (Account code) 
 
On payment of the Provident Fund Contribution, the same would be recorded in the 
Cash/Bank Book under the head Provident Fund Contribution Payable Account on the 
basis of cheques issued.  
 
4.11 Payment of Arrears of Salaries / Wages: 
 
On payment of salaries in arrears, the same would be recorded in the Cash/Bank Book 
under the head Arrears Salaries Account (Account code) on the basis of the cheque issued 
and the arrears pay bill. 
 
4.12 Encashment of Leave: 
 
On payment of leave encashed, the same would be recorded in the Cash/Bank Book under 
the head Leave Salary Account (Account code) on the basis of the cheque issued and the 
voucher supporting such encashment.  
 
4.13 Recruitment Expenses: 
 
On payment of recruitment expenses, the same would be recorded in the Cash/Bank Book 
under the head Recruitment Expenses Account (Account code) on the basis of the 
supporting documents furnished by the concerned person. 
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FORM PR-1 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

LAST PAY CERTIFICATE 
 

1. This is to certify that Shri / Smt. ______________________________________________ 
has been transferred to ______________________________________________________ 
from this office vide order no. _______________ dated ___/___/_____ 

 
2. He / She has been paid salaries upto ____________________________________________ 

at the following rates: 
 
    PARTICULARS    RATE 

    Salary      
    House Rent Subsidy 
    Education Allowance  
    Others 

     
    TOTAL     --------- 
          --------- 

Give details 
3. His/ Her  increment is due on _________________________________________________ 
4. His / Her PF Account No. is __________________________________________________ 
5. He / She has handed over charge of office on ____________________________________ 

and has been relieved ________________________________________________________ 
6. The following are the recoveries to be made from his / her salaries: 

a) PF Subscription of Rs. _________________________________________ p.m. 
b) ESI of Rs. _________________________________________ p.m. 
c) Income tax (Please see note 7) 
d) Loan recoveries to be made (details appended in page ____) 

7. The salary paid to him/her in the financial year _____________) 
(Cont...) 
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Salary: 
House Rent Subsidy: 
Others: 
TOTAL   ---------------------- 
    ---------------------- 

 
Rs. ______________________ has been deducted towards Income Tax till date with respect to previous year ___________________ 

 
8. He / She has availed _______________ days of casual leave during the year 
9. His / Her Service Book duly completed is enclosed herewith.  
 

        For SIFPSA 
 

 
Authorized Signatory 

10. Loan recoveries to be made: 
 
S. No. Nature of Loan Amount of Loan Monthly Installment Amount 

Recovered till 
date 

Amount 
Recoverable 

Remittance to be 
made 
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FORM PR-2 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 

EMPLOYEE REGISTER 
Name: 
 
Employee Code: 
 
Designation: 
 
Period of Incumbency: 
 
Place of Posting: 
 
Incumbents Pay Records: 
A. Basic Pay 
B. Leave Salary 
C. Deputation Allowance 
D. H. R. S.  

 

Appointment  Letter No.: 
 
Details of Transfer Order: 
 
 
 
 
Revision in Salary: 
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FORM PR-3 
 

 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

INCREMENT CONTROL REGISTER 
 
DEPARTMENT:              MONTH: 
 
S. No. Employee’s Name Designation Present Pay Pay Scale Date of 

Increment 
Enhanced Pay After 

Increment 
W. E. F. 
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FORM PR-4 

 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

RECOVERIES / DEDUCTIONS REGISTER 
 
DEPARTMENT:             
 
NAME OF THE EMPLOYEE:       DESIGNATION: 
 
EMPLOYEE CODE: 
 
a. ADVANCES: 

Date Particulars Amount No. of 
Installments 

Monthly 
Installment 

Payment/Accounting 
Instruction 

Reference 
Document 

       
       
       
       
 
b. OTHER RECOVERIES: 

Date Particulars Amount No. of 
Installments 

Monthly 
Installment 

Payment/Accounting 
Instruction 

Reference 
Document 
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FORM PR-5 
 

 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

EMPLOYEE ADVANCE REGISTER 
 
NAME:          NATURE OF ADVANCE: 
 
DESIGNATION:         AMOUNT SANCTIONED: 
 
RECOVERY INSTRUCTIONS:       INTEREST RATE: 
 
INITIAL OF HOD:         EMPLOYEE CODE: 
 

Date 
 

Particulars Debit Credit Balance Remark (s) 
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FORM PR-6 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

INCOME TAX DEDUCTION REGISTER 
 
NAME OF THE EMPLOYEE:          PREVIOUS YEAR: 
 

Month Salary House Rent 
Subsidy 

Education 
Allowance 

Other 
1 

Other 
2 

Other 
3 

Ex-Gratia TOTAL Income Tax 
Deducted 

Deposited 
On 

Remark (s) 

April 
 

           

May 
 

           

June 
 

           

July 
 

           

August 
 

           

September 
 

           

October 
 

           

November 
 

           

December 
 

           

January 
 

           

February 
 

           

March  
 

           

 
TAX DEDUCTION CERTIFICATE NO. (FORM 16) ________________________________ DATED _____________________ ISSUED __________________ 
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FORM PR-7 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

PAY ROLL AND SALARY STATEMENT REGISTER 
MONTH: 
 

DEPARTMENT: 
 

S. 
No. 

Code Name of Employee Designation Salary House Rent 
Subsidy 

Education 
Allowance 

Other 1 
Allowance 

Other 2 
Allowance 

Other 3 
Allowance 

Gross Salary 

           
           
           
           
           
           
           
           

 
Provident 

Fund 
Income Tax HRS ESI PF Advance Loan 

Deduction 
Other 1 

Deduction 
Other 2 

Deduction 
Other 3 

Deduction 
Total 

Deduction 
Net Pay 
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FORM PR-8 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

UNPAID SALARY REGISTER 
MONTH: 
 

DEPARTMENT: 
 

Salary Details S. No. Code Name of Employee Designation 
Gross Deduction 

 
Net Pay 

Date of Payment Signature of 
Employee 
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FORM PA – 9 
 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 

EX-GRATIA REGISTER 
 
DEPARTMENT 
 
YEAR  
 

S. 
No. 

CODE NAME OF EMPLOYEE DESIGNATION CALCULATION 
FORMULA 

SALARY 
QUALIFIED FOR 
CALCULATION 

AMOUNT 
CALCULATED 

AMOUNT 
PAID ON 

SIGNATURE OF 
THE EMPLOYEE 

         
         
         
         
         
         
         
         
         
         
         
         
         

 
 
TOTAL FOR THE DEPARTMENT    
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FORM PR-10 

 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
EMPLOYEE MEDICAL REIMBURSEMENT REGISTER 

 
NAME OF THE EMPLOYEE:         DEPARTMENT: 
 
EMPLOYEE CODE:          GRADE AND PAY SCALE: 
 
ENTITLEMENT: 
 

Date Voucher Number Relationship with 
Patient 

Illness Amount claimed 
and passed 

Cumulative for 
the year 

Remark (s) 
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FORM PR-11 

 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
LEAVE ENCASHMENT REGISTER 

 
NAME OF THE EMPLOYEE:         DEPARTMENT: 
 
EMPLOYEE CODE:          GRADE AND PAY SCALE: 
 

Date Voucher Number Leave Encashment 
Period 

Cheque Number Amount Remark (s) 
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FORM PR-12 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

JOURNAL REGISTER 
 

Date Voucher Number Account Code Particulars 
 

L. F. Debit Credit 

               
               
               
               
               
               
               
               
               
               
               
               
               
               
               
               
               
               
               
               
 



- 177 - 

FORM PR-13 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

JOURNAL VOUCHER (JV) 
 
 

JV NUMBER           DATE: 
 
 
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ 
NARRATION: 
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ 

Account Code Account Head 
 

Particulars Debit Credit 

              
              
              
              
              
              
              
              
              
              
              
         

    

 
 
 

PREPARED BY      CHECKED BY      AUTHORIZED BY 

TOTAL
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FORM PR-14 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

PROVIDENT FUND REGISTER 
 

NAME OF THE EMPLOYEE:          EMPLOYEE CODE: 
 
DEPARTMENT: 

 
 

Date Voucher 
Number 

Particulars Amount Contributed 
Employee Share (1) 

Amount Contributed 
Employer Share (2) 

Interest (3) Advance 
Taken (4) 

Advance 
Recovered (5) 

Balance 
(1-2-3-4-5) 
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FORM PR-15 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

LEAVE AND PENSIONARY REGISTER 
 
 
EMPLOYEE NAME:          EMPLOYEE CODE: 
 
DEPARTMENT: 
 
LEAVE ENCASHMENT DETAILS: 

Period Date 
From To 

Percentage Voucher Number Amount of Leave
 

Remark (s) 

       
       
       
       
       
       
 
PENSIONARY DETAILS: 

Date Month Particulars Voucher Number Amount 
 

Remark (s) 
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CHAPTER 1 
INTRODUCTION 

 
1.1 Objective of the Section: 
 
This Material accounting section for State Innovations in Family Planning Services Project 
Agency (SIFPSA) aims at establishing effective and uniform policies and procedures in 
the Materials Accounting. The specific objectives of the section are as follows: 
 
- To specify policies and procedures for effective monitoring of and control over the 

Material in stock 
- To establish an interface between Procurement Department and Finance Department 

for operation of Accrual Accounting System 
- To evolve consistent and effective policies and procedures to ensure uniformity in 

practices 
 
1.2 Scope of the Section: 
 
This section covers the operating system, accounting policies and procedures related to the 
Material Accounting System of SIFPSA.  
 
This section has been divided into two major heads: 
 
- Material Accounting 
- Procurement Accounting 
 
The distinction is purely to simplify accounting of the two separately. This document 
details the Material Accounting. The proceeding section is on Procurement Accounting. 
 
1.3 Deviation: 
 
Deviation from the prescribed policies and procedures would not be permitted unless 
accompanied by a justifiable request for the deviation, clearly outlining the following: 
 
- Nature of deviation 
- Reasons for deviation 
- Time – span for which the deviation is required 
- Procedure that would be followed if the deviation is approved 
 
In case of emergency, the Executive Director (ED) may notwithstanding anything 
contained in these rules, authorize any deviation in the Operating Systems and Procedures 
be done by a written order, recording the reasons for the deviation from existing rules. The 
GM (FAD) would authorize changes in the accounting entries to be passed as and when 
the requirement is felt. In case of any deviation from the existing rules, Governing Body 
(GB) may delegate all its powers except those relating to rule making and accepting 
donation to the Executive Committee (EC) for taking decisions, which shall be 
communicated to the GB. The EC would be chaired by the ED and shall have Additional 
Executive Director (AED) as Member Convenor and representative of Government of 
India on the GB, USAID representation of appropriate level, Director General, Medical, 
Health and Family Welfare, UP, GM (FAD) and GM (HAP) as their members.  
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1.5 Responsibility of the Finance and Accounts Department: 
 
The basic responsibility of the Finance and Accounts Department (FAD) would be to 
record the Stores transactions and to value the store items of SIFPSA. The FAD would 
also be responsible for periodic physical verification of SIFPSA’s stores.  
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CHAPTER 2 
ACCOUNTING POLICIES 

 
2.1 Accounting for Receipts and Issues: 
 
Accounting for materials would be for the period in which physical events such as receipts 
and issues take place. Accounting for all items would be done at the landed cost. 
 
2.1.1 Accounting for Receipts: 
 
The material receipts would be accounted for on acceptance of material by the 
Procurement Department.  
 
2.1.2 Accounting for Issues: 
 
Accounting for issues would be carried out as soon as the materials are moved out of the 
Procurement. The materials issued would, for all accounting purposes, be charged to the 
User Department. 
 
2.1.3 Timing Control: 
 
Physical verification for exercising control over the items would be carried out on an 
annual basis or at such periodic intervals as the GM (HAP) may deem fit.  
 
2.2 Pricing: 
 
2.2.1 Pricing Received Materials: 
 
Materials received from suppliers would be priced. Pricing would include the following: 
 
- Basic price 
- Sales tax 
- Excise duty 
- Customs duty (if any) 
- Insurance on the transportation of materials 
- Octroi 
- Other purchase related costs 
 
2.2.2 Pricing Issued Material: 
 
The issue of materials would be priced on the ‘weighted average’ basis. 
 
2.3 Usage: 
 
Materials would be strictly used for the purpose for which it was issued as mentioned on 
the Material Requisition Note. 
 
2.4 Valuation of Closing Stock: 
 
The closing stock of the materials would be valued on the ‘weighted average’. 
 



- 183 - 

2.5 Obsolete and Damaged Materials: 
 
Obsolete or damaged materials and their residual value would be conclusively determined 
only after a technical assessment. The value of such obsolete or damaged materials would 
be charged to Income and Expenditure Account in the same period in which the 
assessment takes place, after obtaining the approval of GM (HAP). 
 
Obsolete or damaged material would be sold only against receipt of money. The received 
money from such sale would be treated as part of the income for the period in which the 
material is sold.  
 
2.6 Scrap / Waste: 
 
Sale of scrap / waste materials would be accounted for as income for the period in which 
the sale take place.  
 



- 184 - 

CHAPTER 3 
OPERATING SYSTEMS AND PROCEDURES 

 
The Stores in Procurement Department would be responsible for accounting of all store 
items. To enable the smooth operation of the department, the following two departments 
need to interact closely.  
 
i. The Procurement Department, which would perform the purchase of the materials, 

stocking of materials and the relevant quantitative records maintenance. 
ii. The FAD, where one of the responsibilities would be accounting of materials 

related transactions. 
 
This chapter provides an insight into the systems and procedures regarding Stores 
Accounting. 
 
3.1 Receipt of Material at Procurement: 
 
On receipt of the material the original MIN would be sent to the Indenting Department. 
The indenting Department would make necessary arrangements for inspection of the good 
received. After the material has been duly inspected and the MIN is complete in all 
respects (i.e. with the inspector’s remarks and PO number), copies of the MIN would be 
distributed as follows: 
 
 1st copy - FAD 
 2nd copy - Supplier 
 3rd copy - File copy 
 
For cash purchases, MIN would be prepared for all items that are routed through the 
Stores.  
 
The material rejected during the inspection and testing would be kept separately and 
supplier would be informed about it. The material would be replaced as per the terms and 
conditions mentioned in the PO. The material rejection details would be recorded in the 
Purchase Returns and Rejection Register (Form MA 2).  
 
3.2 Issue of Material to User Department: 
 
The User Department would prepare the Material Requisition Note for required item in 
triplicate and forward it to the Procurement Department. 
 
In case the MRN is found to be inadequate, the MRN would be returned to the User 
Department for rectification. Once the MRN received is complete, material would be 
issued from the Procurement Department, after getting approval from concerned authority 
as identified by GM (HAP), depending on the nature of the item under consideration. 
Acknowledgement of the User Department with regard to receipt of goods would be 
obtained in MRN.  
 
The Procurement Department would maintain Stock Register (Form MA 1) and record the 
transaction mentioned above in section 3.1 and 3.2. The pricing and fixation of rate per 
unit would be informed by FAD on the basis of section 2.2. 
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Copies of the MRN would be distributed as follows: 
 
 1st copy - Procurement Department 
 2nd copy - FAD 
 3rd copy - User Department 
 
3.3 Insurance of Store Items: 
 
SIFPSA would be required to insure the stock it would be required to keep in its premises. 
The contract with the insurance agency would be negotiated by the management.  
 
3.4 Periodic Physical Verification: 
 
The Procurement Department would conduct periodic physical verification of the stock. In 
case of any inconsistency, GM (HAP) has to be informed. The recoveries against the 
discrepancy highlighted would be either made against the employee responsible for the 
stock or it would be written off.  
 
A copy of this verification (Form MA 3) would be forwarded to the FAD. The FAD would 
re-evaluate the stock. This would be to ensure that there is no mistake in the computation 
of the Final Accounts of SIFPSA.  
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CHAPTER 4 
ACCOUNTING PROCEDURES 

 
4.1 Receipts of Materials: 
 
The Procurement Department would prepare MIN and record the details of the receipts in 
the Stock Register (MA 1). 
 
4.2 Accounting for Issues of Materials: 
 
On receiving a copy of MRN and the corresponding issue of the material, the Procurement 
Department would update the details of the material issues in the Stock Register. The 
approval of the concerned authority depending on the nature of item to be issued would be 
sought. Only after approval, the material can be issued to the User Department. The details 
would be forwarded to the FAD. The Stock Register would be credited in respect of the 
materials issued.  
 
The issue of the materials from the Procurement would be valued on ‘weighted average’ 
basis. The necessary entries would be passed in the Journal Register.  
 
Debit: Relevant Project in Process Account 
Credit: Purchase Material Account 
 
4.3 Accounting for Wastage / Scrap / Damaged / Obsolete Materials: 
 
If stock has been identified as obsolete / damaged / scrap / waste, FAD would make entries 
in the Journal Register on the basis of information provided by the Procurement 
Department.  
 
Debit: Stock Written Off 
Credit: Purchase Material Account 
 
In case of sale of scrapped materials, an invoice would be issued to the party for the value 
approved by a competent authority as decided by the GM (HAP) and the following entry 
would be made in the Journal Register: 
 
Debit:  Other Receivables Control A/C 
  (Account Code_________) 
Credit: Sale of Scrap A/C 
  (Account Code_________) 
 
The sale value of scrapped materials, on its receipt, would be accounted in the debit side 
of the Cash Book under the account head ‘Other Receivables Control Account’. 
 
4.4 Accounting for Shortages noticed during Physical Verification: 
 
The discrepancy, noticed during Physical verification would be either recovered from 
employee’s salary or written off. The FAD would make the following entries in the 
Journal Register. 
 
Either 



- 187 - 

Debit:  Advance to Employee (Misc.) Account 
Credit: Purchase Material Account 
Or 
Debit:  Stock Written Off 
Credit: Purchase Material Account 
 
4.5 Accounting Entries at the Year end 
 
At the end of each year, the Procurement Department would compile a ‘Closing Stock 
Statement’ (Form MA 4) from the Stock Ledgers. This statement would provide the 
following details in respect of each of the material in stock: 
 
- Material Name 
- Material Type 
- Material Code 
- Unit of Measurement 
- Closing Stock Quantity 
- Value of the Closing Stock 
 
The Procurement Department would forward a copy of the ‘Closing Stock Statement’ to 
the FAD. 
 
The FAD would record the entries in the Journal Register to account for the closing stock 
in financial statements. 
 
In respect of this entry, the debit would be recorded on the Asset side of the Balance Sheet 
as the stock of materials at the end of the year.  
 
The credit part of the entry would be indicated as a deduction from the sum of opening 
stock and material stock (material purchased during the year) to compute the materials 
consumed during the year for entering in the Income and Expenditure Account.  
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FORM - MA 1 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

 
STOCK LEDGER 

 
NAME OF ITEM: 
 
ITEM CODE: 
 

Receipts Issues Balance 
Quantity 

Date MIN No. 
Bill No. 

Quantity Rate Amount Date MRN No. Department 
and Project 

Quantity Rate Amount  
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FORM - MA 2 

 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 

PURCHASE REJECTION AND RETURN REGISTER 
 
Party’s Name: 
 
Challan MIN MRN Replacement 

No. Date No. Date 
Item Quantity 

Rejected 
Mode of 
Despatch

Date 
No. Date 

Quantity 
MIN 
No. 

Date Quantity 
Remarks 

          
 

     

          
 

     

          
 

     

          
 

     

          
 

     

          
 

     

          
 

     

 
 

              

 
SEPARATE FOLIO SHALL BE ALLOTTED TO VARIOUS SUPPLIERS 
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FORM - MA 3 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

 
STATEMENT OF PHYSICAL VERIFICATION 

 
 
 
DATE: 
 

Inventory as per Difference S. No. Unit 
Stock Register Physical Verification Shortage Excess 

 

Remarks 

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
PREPARED BY ______________________  CHECKED BY_______________________ AUTHORIZED BY______________ 
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FORM - MA 4 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

 
CLOSING STOCK STATEMENT 

 
 

S. No.
 

Item Code Item Specification Quantity Remarks  
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CHAPTER 1 

 
INTRODUCTION 

 
1.1 Objective of the Section 
 
This Procurement Accounting section for State Innovations in Family Planning Services 
Project Agency (SIFPSA) aims at establishing effective and uniform policies and procedures in 
Procurement Accounting. The specific objectives of the section are as follows : 
 
- To specify policies and procedures for the effective monitoring of and control over the 

Procurement accounting in SIFPSA. 
- To establishment an interface between the Procurement Department and Financial 

Department for the operation of Accrual Accounting System. 
- To evolve consistent and effective policies and procedures to ensure uniformity in 

practices. 
 
1.2 Scope of the Section 
 
This section covers the operating system, accounting policies and procedures related to 
Procurement of material in SIFPSA. 
 
1.3 Deviation 
 
Deviation from the prescribed systems and procedures would not be permitted unless backed 
by a justifiable request for the deviation, clearly outlining : 
 
- Nature of deviation 
- Reasons for deviation 
- Time – span for which the deviation is required 
- Procedure that would be followed if the deviation is approved. 
 
In case of emergency, the ED may not withstanding anything contained in these rules, 
authorise any work to be done and payment for it made except that pertaining to retirement 
benefits by a written order, recording the reasons for the deviation from existing rules. 
 
1.4 Responsibility of the Finance and Accounts Department 
 
The finance and Accounts Department (FAD) would be responsible for facilitating quick 
processing of the Bills raised by the Suppliers and ensuring all the payments are made on time. 
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CHAPTER 2 

 
ACCOUNTING POLICIES 

 
2.1 Accounting of routine activities of the Procurement Department 
 
- Liability towards procurement would be provided for in the period in which such 

charges accrue. 
- Sale of Tender Forms would be accounted for as and when such amounts are received. 
- Receipt of Earnest Money would be accounted for as and when such payments are 

received. 
- Procurement related payments, like Security Deposit Money, final settlement and 

Penalty deduction, would be accounted for at the time of providing liabilities of 
Procurement. 

- Refunds of Earnest Money, Security Deposit would be accounted for as and when such 
payments are made. 
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CHAPTER 3 

 
OPERATING SYSTEMS AND PROCEDURES 

 
3.1 Credit Purchase 
 
In case of credit purchase, the option of the Procurement Department in inviting concerned 
parties for tender/enquiry/bid procedure for a particular item has been outlined in the 
Procurement Manual of SIFPSA, on the basis of the monetary value of the item under 
consideration. 
 
3.1.1 Sale of Tender Documents 
 
Sale of Tenders  would be conducted by FAD. The accountant would prepare a list (Form PA 
I) detailing the sales proceeds. He/she would prepare a CRV for the cash deposited and BRV 
for all the cheques/Demand draft deposited as per the procedure given in Cash, Bank and Sales 
section of SIFPSA. 
 
3.1.2 Receipt of Completed Tender Forms and Earnest Money Deposit (EMD) 
 
The Procurement department would prepare a list of EMD (Form PA-I), in duplicate, giving 
the following details : 
 
- Name of the Party 
- Reference number of the Party 
- Amount of EMD 
 
All demand drafts would be attached to original copy of the list which would be handed over to 
the FAD and an acknowledgement for this would be obtained from the FAD on the second 
copy. 
 
The accountant handling bank transaction would ensure that all demand draft would be 
deposited in the bank on time, the procedure for which has been outlined in the cash, bank and 
sales section. 
 
3.1.3 Selection of Supplier 
 
The final decision on selecting the supplier would lie with the GM (HAP) /Approval 
Committee, as the case may be. Before the final decision would be taken, financial 
concurrence would be required from GM (FAD) for which he/she would be provided with the 
indents, evaluation sheet and the selected bid. Only after the Financial concurrence can the PO 
be raised against the selected party. 
 
Once the selection has been made, the Procurement Department would provide the FAD with 
the list of name of the selected supplier along with the list of names of unsuccessful 
contractors/suppliers (Form PA-2). If any further clarification would be required from the 
Procurement department that would be sought from it. The FAD would prepare 
cheques/demand drafts of the unsuccessful /suppliers for refunding of EMD following the 
procedures given in the cash, bank and sales section of SIFPSA. For the selected 
contractor/supplier the EMD may be converted to Security Deposit and would be recorded in 
Security Deposit Register (Form PA-3). 
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3.1.4 Purchase Order Preparation 
 
After the selection has been finalised, PO would be raised by the Procurement Department. 
Four copies of PO would be forwarded to the following : 
 
- two copies to the Supplier  
- One for FAD 
- One for Procurement Department 
 
Special terms relating to the warranty on the defects, commissioning of the equipment of the 
supplier’s service personnel, insurance etc. would be incorporated in the PO to safeguard the 
interests of SIFPSA. 
 
The FAD would file the copy of the PO in the ‘Purchase Order File’. 
 
3.1.5 Receipt of Security Deposit 
 
The Selected party would pay the security deposit with adjustments being made in the EMD 
amount already submitted, details of which would be recorded by FAD in Security Deposit 
Register (Form PA-3). 
 
If the security deposit is received in the form of cheques/demand draft then it would be 
expeditiously deposited in bank by the accountant handling bank transactions. 
 
In the case of enquiry/bid, the sections 3.1.1, 3.1.2 and 3.1.5 would be ignored. 
 
3.1.6 Payment of Advance 
 
The Procurement Department would initiate the Payment advice (Form PA-4), in case any 
advance payment would be made, on the basis of which the FAD would effect the necessary 
payments. However, all payments would be approved by the GM(FAD)/Manager(B&A), as the 
case may be. 
 
Advance payment to the supplier would be made on satisfying the following : 
 
- the supplier has submitted the security deposit in acceptable form 
- the supplier has submitted bank guarantee from an acceptable bank equivalent to the 

amount of advance, if required 
- the request for payment of advance has been duly accorded in the PO. 
 
 
3.1.7 Bill Payment  
 
The Procurement Department would forward MIN along with the Supplier’s bill and delivery 
challan to the FAD after inspection and acceptance. A payment advice prepared by the 
Procurement Department would also be attached with the above mentioned documents. 
 
The FAD would check the bill in accordance with the MIN, Supplier’s delivery challan and the 
terms and conditions of the PO. In case of any discrepancy, the Bills would be returned to the 
Procurement Department where rectification of the error identified would be made along with 
the concurrence of the concerned party who has raised the bill. 
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On rectification, the bill would be routed to the FAD where it would be again evaluated. In 
case of intermediate payments, the Supplier would be required to furnish bank guarantee, it 
would be ensured that all such formalities are complied with before the payment is released. In 
case of final payment, the Supplier would be required to furnish Performance Guarantee, it 
would be ensured that all provisions are fulfilled before the payment is released. In case the 
requirements have not been fulfilled, the Procurement Department would obtain the 
requirements from the concerned party and then inform the FAD so that payments can be 
effected. 
 
In case of transit loss, necessary claim/action would be made by the Procurement Department 
and a copy of claim would be given to the FAD for passing the entry on the basis of the claim 
bill. 
 
Once the bill has been approved and the requirements of bank guarantee etc., if required from a 
supplier, are met, the FAD would prepare Purchase Voucher (Form PA-5) which has to be 
sanctioned by the GM (FAD). 
 
FAD would make appropriate entries in the Purchase Register (Form PA-6) which give details 
of the category wise purchases during a specific period. The payment to the concerned party 
would be done according to the terms and conditions of PO and procedure outlined in the 
Cash, Bank and Sales section of SIFPSA. 
 
The FAD would also issue Sales Tax form to suppliers against their bills wherever applicable 
and such forms would preferably be issued and send to the supplier along with the payments. 
Further, in order to avoid issuance of double forms to a party, entry would be made in the 
relevant bills/Purchase Register mentioning the form number and the date of issue. An entry of 
the same would also be made in the Sales Tax Forms Book (Form PA-7). 
 
All the above transactions would also be posted in Sundry Creditors Register (Form PA-8). 
 
 
3.2 Cash Purchase 
 
All cash purchases in SIFPSA have to be done through imperest cash kept in the custody of the 
Cashier in FAD. imperest cash limit for the society would be Rs. 15,000.  In case a cash 
purchase is to be made, it needs to have sanction of GM (HAP). Once the sanction has been 
received, the money required, as stated in the sanctioning letter would be collected by the 
Procurement Officer from the Cashier. 
 
Once the Bill would be received for a purchase, it would be forwarded to the FAD. The FAD 
would cross check the bill with the MIN in case it has been prepared for the item under 
consideration. In case of any discrepancy, the bill would be sent back to the Procurement 
Department for necessary rectification. After the required rectification has been made, the bill 
would be routed to the FAD, wherein it would be re-checked. 
 
In case the MIN is not required to be prepared for the item under consideration, then 
declaration of the user Department has to be obtained on cash memo that the material has been 
taken in charge. 
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If the bill would be deemed complete in all respect, the purchase would be accepted and its 
mention in the Imperest Cash Adjustment Statement would be made. Necessary entries would 
be made in the concerned books of account. 
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CHAPTER 4 

 
ACCOUNTING PROCEDURES 

 
 

4.1 Sale of Tender Forms 
 
Sale of tender forms would be recorded in the Cash/Bank book under the head ‘Sale of Tender 
Forms Account’. 
 
4.2 Receipt of EMD/Security Deposit 
 
When EMD/Security deposits would be received from the tenderer the same would be 
recorded in the cash/bank book, under the heads ‘EMD Account’ or ‘Security Deposit 
Account’ as the case may be, on the basis of checklist, cash/cheques/demand drafts received 
and Voucher prepared. 
 
4.3 Refund of EMD 
 
When EMD would be refunded to unsuccessful tenderers, the same would be recorded in the 
bank book under the head ‘EMD Account’ on the basis of list and payment advice sent by the 
Procurement Department. 
 
4.4 Advance to Suppliers 
 
Whenever any advance would be given to supplier under the terms and conditions of PO then 
the same would be recorded in the bank book under the head ‘Sundry Creditors-Material’ on 
the basis of the Payment advice forwarded by the Procurement Department to the FAD. 
 
4.5 Receipt of Supplier’s Bill 
 
The FAD on receipt of the Supplier’s bill for the material supplied, would match the PO, MIN 
and the delivery challan received from the supplier with the quantity accepted. 
 
The FAD would approve the bill and update the Purchase Register that contains the date wise 
details of the invoices received for the materials purchased. The Purchase Register would be 
bifurcated to give details of the category wise purchases during a specific period. 
 
The FAD would also update the value column of the received material in the Stock Register. 
The concerned supplier’s account in the Sundry Creditor Register would also be credited in 
respect of the Bill received. 
 
At the end of each month, the FAD would prepare the following entry from the Purchase 
Register and record it in the Journal Register (Form PR 12) by preparing Journal Voucher 
(Form PR 13). 
 
Debit Side Purchase Materials A/c 
Credit Side To Sundry Creditors – Material Suppliers A/c 
  (Account code ................) 
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4.6 Pending MIN 
 
At the end of the Financial year, all pending MIN would be recorded in the Journal Register on 
the basis of the Purchase Order. The entry would be 
 
Debit   Purchase Material Account 
Credit   Outstanding Liabilities-Material Account 
 
However individual account under the head outstanding liabilities can be matched and paired 
off with the Supplier’s debt Balance appearing elsewhere for the purpose of preparing Final 
Balance Sheet. 
 
Next year, when the bills would be received and passed for payment, the same would be 
recorded in bank book under the head ‘Outstanding Liabilities Material Account’. 
 
4.7 Bill Payment 
 
On receipt of Supplier’s bill duly approved by Procurement Department and checked by FAD, 
the following entry would be recorded in the Journal Register. 
 
Debit Side :  Relevant Supplier account (Account Code         ) 
Credit Side : Supplier Security Money Account (Account Code        ) 
     (For money retained as per agreement) 
    Penalty and fines recovered account (Account Code      ) 
     (For penalty and fine recovery) 
    Other Recoveries from Supplier Account (Account Code) 
    Sundry Creditor – Supplier Account (Account Code) 
     (For the net amount payable) 
 
The FAD would verify the bills and make payments to the supplier, which would be recorded 
in the Cash/Bank book under the head ‘Sundry Creditors – (Account Code  ) on the basis of the 
voucher. 
 
All the transactions pertaining to the supplier would be routed through the Supplier’s Register. 
This Register would be maintained by the accountant maintaining General Ledger. After a 
Suppliers’ bill would be passed it would be entered in their account in the Suppliers’ Register. 
Before making any payments to the supplier their account in this Register would be scrutinized 
to ascertain any previous balance outstanding in the account of the supplier. If there would be 
any debit balance in the suppliers account then payments would be accordingly adjusted 
justifying its reasons. If the balance is to be credit then the payment to its extent would only be 
made or reasons for higher payment would be mentioned on the Voucher. 
 
4.8 Insurance/ Recoverables 
 
In case of Transit losses, FAD would record the following entries in Journal Register on the 
basis of the copy of claim received from the Procurement cell : 
 
Debit  Insurance claim recoverable Account 
Credit  Sundry creditors- Material 
 
Whenever insurance claim would be realised, the same would be accounted for in the book 
under the Head ‘Insurance claim recoverable Amount’. 
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Excess/ Short/ Not recoverable claims would be written off and charged to Income & 
Expenditure Statement’. 
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FORM  PA - 1 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
STATEMENT OF TENDER SALE/EARNEST MONEY DEPOSIT/SECURITY DEPOSIT 

 
PROJECT               TENDER DATE 

 
DATE AND TIME OF OPENING OF TENDER 
 
S.NO. DATE NATE OF THE PARTY CHEQUE/DD 

NUMBER & 
DATE 

AMOUNT (RS.) REMARK (S) 

      
      
      
      
      
      
      
      
      
      
     

TOTAL 
      
PREPARED BY                                              CHECKED BY                                                HEAD OF DEPARTMENT 
 
 (TO BE FILLED IN BY FINANCE AND ACCOUNTS DEPARTMENT) 
 
Amount Rs..........................(Rs. in words..................................) received on ../../.. and deposited on ../../.. ...in .....................BANK VOUCHER NO................. 
 
 
DEPOSITED BY             HEAD OF DEPARTMENT 
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FORM PA- 2 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 

LIST OF UNSUCCESSFUL TENDERERS 
 

 
 The following Tenderers had applied for Tender No.........................They had submitted Earnest Money Deposit as per the requirement of 
the tender. However, they were not selected, hence their deposit should be refunded latest by ........................Their details are given below : 
 

S.No. Name of the party concerned Amount deposited Address of the Party 
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 FORM PA- 3 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 

SECURITY DEPOSIT REGISTER 
 
 

NAME OF CONTRACTOR            DATE OF REPAYMENT  
 
AMOUNT OF DEPOSIT            DATE OF INTEREST 
 
DATE OF DEPOSIT 
 

VOUCHER PERIOD AMOUNT REMARK (S) 
NUMBER DATE    
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FORM PA- 4 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 

PAYMENT ADVICE 
 

NUMBER              DATE    
 

 
Please make necessary arrangements for payment of Rs. ..................................... (Rupees ........................................................................................) 
by way of crossed account payee cheque/demand draft in favour of .................................................................................................................... This 
amount represents the cost of ....................................................................... as per details below : 
 
 
a. Bill number and date ............................................................................................................ 
 
 
b. Advance / Part / Final Payment ............................................................................................ 
 
 
c. Details of supplies / services rendered ................................................................................... 
 

.................................................................................... 
 
..................................................................................... 
 
 
 

SIGNATURE 
DESIGNATION 

D.D / CHEQUE NO. .................................................................................................................................................................. 
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FORM PA- 5 
 

 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
PURCHASE VOUCHER 

 
   
Voucher No. ............... . Voucher Date .................................... . MIN No..........................  Date................................ 
 
Bill No..............................  Bill Date .................................  Challan No............................  Date................................ 
 
Purchase Book FOL 10........................ 
 
S.No. PARTICULARS CODE DEBIT CREDIT 

            
            
            
            
            
            
            
            
            
            
            
            
 
 
  
CHECKED BY      PREPARED BY      AUHORISED BY 
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FORM PA- 6 
 

 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
PURCHASE  BOOK 

 
DATE VR. 

NO. 
PARTY 
NAME 

BILL 
NO. 

ACCOUNT 
HEAD 

PARTICULARS L.F. AMOUNT SALES 
TAX 

DETAIL 

REMARK (S) 
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FORM PA- 7 
 

 
STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 

 
SALES TAX FORM BOOK 

 
 
S. No. DATE OF ISSUE BILL NO. PARTY NAME SALES TAX 

FORM NO. 
REMARKS 
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FORM PA- 8 

 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 

SUNDRY CREDITORS LEDGER 
 
 
NAME OF SUPPLIER         ADDRESS 
 
DATE VOUCHER 

NO. 
PARTICULARS DEBIT CREDIT BALANCE 

         
         
         
         
         
         
         
         
         
         
         
         
 
 
1. SPECIAL ATTENTION SHOULD BE PAID TO OLD ITEMS OF LIABILITY. 
 
2. REASONS FOR NON PAYMENT SHOULD BE  RECORDED 
 
3. IF ANY AMOUNT REMAINED UNCLAIMED FOR MORE THAN THREE YEARS AFTER PROPER SANCTION SAME 

SHOULD BE  WRITTEN BACK. 
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CHAPTER 1 
 

INTRODUCTION 
 
 

1.1 Objective of the Section 
 
The Fixed Assets Accounting section for State Innovations in Family Planning Services Project 
Agency (SIFPSA) aims at establishing effective and uniform policies and procedures in the Fixed 
Assets Accounting. 
 
1.2 Scope of the Section 
 
This section covers the operating system, policies and procedures related to the acquisition, 
depreciation, disposal and accounting of Fixed assets. Fixed assets can be classified as the items 
like land, building, office equipment, furniture, fixture and electrical installations which would 
have a useful life of two or more years and are procured when the need arises. 
 
1.3 Deviation 

 
Deviation from the prescribed policies and procedures would not be permitted unless 
accompanied by a justifiable request for the deviation, clearly outlining the following : 
 
- Nature of deviation 
- Reasons for deviation 
- Time – span for which the deviation is required 
- Procedure that would be followed if the deviation is approved. 
 
In case of emergency, the Executive Director (ED) may notwithstanding anything contained in 
these rules, authorise any deviation in the Operating Systems and Procedures be done by a written 
order, recording the reasons for the deviation from existing rules. The GM (FAD) would authorise 
changes in the accounting entries to be passed as and when the requirement is felt. In case of any 
deviation from the existing rules, Governing Body (GB) may delegate all its powers except those 
relating to rule making and accepting donation to the Executive Committee (EC) for taking 
decisions, which shall be communicated to the GB. The EC would be chaired by the ED and shall 
have Additional Executive Director (AED) as Member Convenor and representative of 
Government of India on the GB, USAID representation of appropriate level, Director General, 
Medical, Health and Family Welfare, U.P., GM (FAD) and GM (HAP) as their members. 
 
1.4 Responsibility of the Finance and Accounts Department 
 
The Finance and Accounts Department (FAD) would be responsible for the following: 
 
- To charge depreciation 
- To carry out Physical verification 
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CHAPTER 2 
 

ACCOUNTING POLICIES 
 
 

2.1 Disclosure at Historical Cost 
 
The historical cost of the fixed assets of SIFPSA would be recorded in the Books of Accounts and 
so disclosed in the annual accounts. Revaluation of the assets would not be permitted unless felt 
necessary and accordingly approved by ED/ AED. In case of a revaluation, suitable disclosure 
would be made in the Notes to the Annual Accounts. 
 
Fixed assets, the values of which are not easily determinable, would be valued through technical 
analysis carried out by the Administration and Procurement Department. 
 
2.2 Cost of Fixed Assets 
 
The cost of the various fixed assets would include the actual costs incurred in putting the asset to 
use. Such cost would include, to the extent applicable, the purchase price and direct costs, like 
freight, taxes, labour charges for installation, professional fees, and other expenses that could be 
directly attributed to the purchase of the concerned asset. 
 
In accordance with these norms, the expenditure on specific types of assets would include the 
following : 
 
a. Land and Land Rights 
 
i. Freehold Land 

 
- Acquisition price of the land 
- Site preparation expenses 
- Compensation paid for the acquisition 
- Cost of other add on facilities surrendered by the seller 
- Registration charges including stamp duty, legal charges etc. 
 
ii. Leasehold Land 

 
- Lease premium payable or the fair market value of the land where premium or a negligible 

premium would be payable, in accordance with the terms of the lease. 
- Cost of clearing other add on facilities if any 
- Cost of site development including costs like leveling charges, filling charges, etc. 
- Legal and professional charges. 
 
b. Buidlings 
 
The cost of buildings would be determined in a manner similar to the one adopted for estimating 
the cost of land and land rights. 
 
c. Vehicles 
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- Purchase price 
- Registration charges, including life tax, if payable 
- Fabrication charges, if applicable 
- Initial insurance charges, if any, for the transportation of the vehicle. 
 
d. Furniture, Fixtures, Office Equipment and Others 

 
- Purchase price 
- Installation charges, if applicable. 
 
2.3 Revaluation of Fixed Assets 
 
The assets would be revalued, after approval from ED/AED, as and when applicable, after a 
technical evaluation. The increase / decrease in the value of the asset on account of such 
revaluation would be credited to a ‘Asset Revaluation Reserve Account’. 
 
The method adopted, the frequency and the quantum of such revaluations would be disclosed 
separately in the financial statements. 
 
2.4 Improvements to Existing Assets 
 
The value of the asset would be increased if any substantial improvements, alterations or 
renovations to the existing assets results in any of the following : 
 
- Extension in the estimated useful life of the asset 
- Enhancement to the utility, capacity or performance of the concerned asset to a substantial 

degree. 
 
If the modification does not yield in either of these benefits, the expenditure would be charged off 
as expense in the year it was incurred. Accordingly, any extensive repairs to the assets would not 
be capitalised. 
 
2.5 Disclosure in the Final Accounts 
 
The expenditure incurred on assets that are yet to be commissioned would be disclosed in the 
Balance Sheet as ‘Capital Work-in-progress’. 
 
2.6 Point of Capitalisation 
 
An asset would be capitalised on the date of its first use. The value for such capitalisation would 
be the aggregate of all the concerned costs incurred on the asset up to the time the asset would be 
first put to use, in accordance with the policies stated in this section. 
 
2.7 Depreciation 

 
Depreciation would be charged on the capitalised assets from the year of capitalisation. The rate 
and the method for providing depreciation would be based on the relevant sections of the Income 
Tax Act, 1961. 
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The value of the lease of leasehold assets would be written off equally over the period of the lease 
or the useful life of the asset, whichever would be less. 
 
2.8 Profit/Loss on the Sale of an Asset 

 
Any profit or loss from the sale of an asset would be bifurcated into capital and revenue profits in 
the year of such sale. Profit would, to the extent of the accumulated depreciation, be treated as 
revenue and the excess, if any, would be treated as capital reserve in the Balance Sheet. 
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CHAPTER 3 
 

OPERATING SYSTEMS AND PROCEDURES 
 

 
The acquisition, maintenance and accounting transactions for fixed assets would be carried out by 
the following departments : 
 
i. The Administration Department, would authorise the acquisition, maintenance and the 

disposal of fixed assets. 
ii. The Administration Department, would co-ordinate the purchase, receipt, issue of fixed 

assets to the user and the subsequent disposal of scrapped assets. 
iii. The FAD would maintain the relevant records and accounts with regards to the fixed 

assets. 
 
3.1 Purchase of Fixed Assets 

 
3.1.1 Requisition for an Asset 
 
Purchase of fixed asset would be carried out by the Procurement Department as and when the 
requisition for the same is raised by the User department. The policies and procedures laid down 
in ‘Procurement System Manual’ would be followed. 
 
3.1.2 Advance Payment to Supplier 
 
Administration Department would forward a payment advice duly authorised by GM (HAP) to 
FAD only if the contract has an advance payment clause. 
 
FAD would make advance payment after checking with purchase order and asking approval of 
Manager (B&A). 
 
3.1.3 Receipt of Fixed Asset 
 
The Procurement Department would prepare Material Inward Note (MIN) on receipt of Fixed 
Asset. After the inspection, testing and acceptance of the Fixed Assets, MIN along with challans 
and bills would be send to FAD for payment. 
 
FAD would check the bills with MIN, challans and P.O. and if it would be found in order, 
payment voucher is prepared. Payments would be made on approval by the GM (FAD). However, 
if the bill is not in accordance, then it would be referred back to the Procurement Department for 
clarifications and necessary actions. 
 
3.2 Sale of Fixed Asset 
 
For effective control over sale of fixed asset, SIFPSA would make a fixed asset disposal 
committee which comprises of GM (HAP), GM (FAD) and GM (User Department). 
 
The concerned user department would prepare a ‘Fixed Assets Disposal Requisition’ (Form FA 1) 
for the fixed assets that requires to be sold, discarded or scrapped. This requisition would be 
prepared in triplicate and distributed as follows : 
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- 1st & 2nd Copy  - Procurement Department 
- 3rd Copy  - File copy 
 
The GM (HAP) in consultation with ED/AED would indicate his/her decision on the sale of the 
asset through the Fixed Assets Disposal Requisition. It would return a copy of the requisition to 
the concerned department. The other copy would be forwarded to the FAD. 
 
The concerned user department would on receiving the approval from the GM (HAP), forward the 
asset to the Procurement Department for disposal. 
 
The Procurement Department would, depending on the value of the asset to be disposed as 
decided by the management, intimate the Fixed Asset Disposal Committee, which in turn would 
invite tenders for sale of assets. The tender invitation procedure would be same as defined in 
Procurement system manual. On receipt of the tenders from the potential buyers for the assets 
being scrapped, the committee would select the most appropriate buyer after a thorough analysis 
of all the tenders. 
 
The selected buyer would be issued a delivery challan (Form FA 2) prepared by the Procurement 
Department in duplicate. The FAD would prepare the ‘Sale Invoice’ (Form CA 2) on the basis of 
delivery challan in triplicate and distribute its copies as follows : 
 
- 1st Copy - Buying party 
- 2nd Copy - Procurement Department 
- 3rd Copy - FAD 
 
The buyer would make payment against the Invoice raised. On receipt of the money by the FAD, 
it would prepare Money Receipts in triplicate and distribute its copies as follows : 
 
- 1st Copy - Buying party 
- 2nd Copy - FAD (CRV) 
- 3rd Copy - File copy 
 
3.3 Improvements/ Alterations to Fixed Assets 
 
The expenses incurred on increasing the future benefits from an existing asset beyond its 
previously assessed standard of performance would be capitalised to the value of the asset. Such 
future benefits would include the following : 
 
- Extension in the asset’s estimated useful life 
- Increase in the capacity of the asset 
- Substantial improvement in output quality 
- Reduction in the assessed operating cost of the asset. 
 
3.4 Insurance of Fixed Asset 
 
SIFPSA would be required to insure the Fixed asset. The contract with the insurance agency 
would be negotiated by the management. 
 
3.5 Periodic Physical Verification 
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The Administration Department would conduct periodic physical verification of the Fixed Asset. 
In case of any inconsistency, GM (HAP) has to be informed. 
 
A copy of this verification (Form MA 3) would be forwarded to the FAD. The FAD would re-
evaluate the Asset. This would be to ensure that there is no mistake in the computation of the 
Final Accounts of SIFPSA. 
 
 



- 216 - 

CHAPTER 4 
 

ACCOUNTING ENTRIES 
 

The accounting records of transactions related to fixed assets would be maintained by the FAD. 
 
4.1 Fixed Asset Accounting Categories 
 
The details of the fixed assets would be maintained and accounted for under the following heads 
of account : 
 
- Land A/c     (Account Code .............) 
- Land – Freehold A/c    (Account Code .............) 
- Land- Leasehold A/c    (Account Code .............) 
- Development Expenditure   

for Freehold Land A/c    (Account Code .............) 
- Development Expenditure    
 for Leasehold land A/c    (Account Code .............) 
- Buildings A/c     (Account Code .............) 
- Buildings – Office A/c    (Account Code .............) 
- Buildings – Canteen A/c   (Account Code .............) 
- Buildings- Temporary Structures A/c  (Account Code .............) 
- Buildings – Guest House A/c   (Account Code .............) 
- Office Equipment A/c    (Account Code .............) 
- Furniture & Fixtures Tables A/c  (Account Code .............) 
- Furniture & Fixtures Chairs A/c  (Account Code .............) 
- Furniture & Fixtures Others A/c  (Account Code .............) 
- Electrical Fittings A/c    (Account Code .............) 
- Vehicles – Cars A/c    (Account Code .............) 
- Vehicles – Jeeps A/c    (Account Code .............) 
- Vehicles – Two – wheelers A/c   (Account Code .............) 
- Air Conditioner and Cooler A/c  (Account Code .............) 
- Fire Fighting Equipment A/c   (Account Code .............) 
 
4.2 Accounting for Purchase of Fixed Assets 
 
4.2.1 Fixed Assets Invoices 
 
The FAD would credit the concerned supplier’s account in the General Ledger based on the 
Purchase Register and record the following entry through the Journal Register at the end of the 
month : 
 
Debit  Fixed Assets Control A/c 
  Type of asset 
  (Account Code .............) 
 
Credit  Sundry Creditors – Fixed Assets Control A/c 
  (Account Code .............) 
 
The same entry would be recorded in Memoranda Registers (Sundry Creditor Register) 
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4.2.2 Payments 
 
The FAD would, on receiving an intimation from the Procurement Department prepare a Payment 
Voucher for the amount, have the same authorised by GM (FAD) would prepare the cheque and 
send it to the supplier. 
 
After making payment to the supplier, entry would be recorded on the credit side of the Bank 
Book and debit the following account : 
 
- Sundry Creditors  -   Fixed Asset A/c 
 (Account Code .............) 
 
Accordingly the FAD would debit the concerned supplier’s account in the Sundry Creditor 
Register. 
 
4.3 Sale of Fixed Assets 
 
The FAD would, on receiving an approved intimation from the ‘Fixed Asset Disposal’ committee 
in respect of the sale of the scrapped asset, prepare the ‘Asset Sale Invoice’. The FAD would 
record the details of the transaction in the ‘Fixed Assets Sale Register’. 
 
4.3.1 Sale of Assets 
 
At the end of the month, the General Manager, FAD would prepare the following entry and record 
them in the Journal Register. 
 
Debit  Sundry Debtors A/c – Sale of Fixed Assets 
  (Account Code .............) 
Credit  Fixed Assets – Sale 
  Type of asset 
  (Account Code .............) 
 
This entry would also be recorded in Memoranda Registers and Sundry Debtor Register. 
 
4.3.2 Receipt of Payment 
 
The FAD would on receiving the amount of the consideration from the party buying the asset 
record an entry on the debit side of the Bank Book and credit the following account in the General 
Ledger. 
 
- Sundry Debtors A/c -  Sale of Fixed Assets 

(Account Code .............) 
 
The concerned party’s accounts would be credited for the receipt by Sundry Debtor Register. 
 
4.3.3 Accounting for Depreciation on the Asset Sold 
 
The FAD would compute the depreciation written off and the following details in respect of the 
asset sold from the Fixed Asset Register (Form FA 3) : 
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- Original cost 
- Depreciation written off 
 
The following entry would be recorded in the Journal Register for the adjustment of the 
depreciation : 
 
Debit  Accumulated Depreciation A/c 
  Type of asset 
  (Account Code .............) 
Credit  Fixed Assets – Sale A/c 
  Type of asset 
  (Account Code .............) 
 
The depreciation provided in respect of the sold asset under the Income Tax Act would be 
recorded in a separate memorandum book. 
 
4.3.4 Accounting for Profit/Loss on the Sale of an Asset 
 
The FAD would compute the profit or loss from sale of an asset. The profit loss computed would 
be accounted for by making the following entry in the Journal Register : 
 
i. Profit on Sale 
 
Debit  Fixed Asset – Sale A/c 
  Type of asset 
  (Account Code .............) 
Credit  Profit on Sale of Assets A/c (i.e. Sale Value – W D Value of asset) 
  (Account Code .............) 
-  Capital Reserve A/c (i.e. Sale Value – Original Cost of asset) 

 (Account Code .............) 
 
ii. Loss on Sale 
 
Debit  Loss on Sale of Fixed Assets A/c 
  (Account Code .............) 
Credit  Fixed Assets – Sale A/c 
  Type of asset 
  (Account Code .............) 
 
4.4 Changes in Valuation to Fixed Assets 
 
Expenses (including salaries and wages) incurred on increasing the future benefits for the existing 
asset beyond its previously assessed standard of performance would be capitalised to the value of 
the asset. 
 
The Administration Department would intimate the FAD regarding expenses incurred on 
improvements/alterations to fixed assets. The FAD would record the following entry to capitalise 
the expense in the Journal Register : 
 



- 219 - 

Debit  Fixed Assets Control A/c 
  Type of asset 
  (Account Code .............) 
Credit  Expenses A/c 
  Nature of expense 
  (Account Code .............) 
 
The Administration would also update the ‘Fixed Assets Register’ in this regard. 
 
4.5 Revaluation of Assets  
 
The FAD would record the following entry in the Journal Register on receiving an intimation 
from a competent authority regarding the revaluation of an asset after technical evaluation : 
 
Debit  Fixed Assets -  Revaluation A/c 
  (to the extent of increase in fixed asset value) 
  Type of asset 
  (Account Code .............) 
Credit  Asset Revaluation Reserve A/c 
  (Account Code .............) 
 
Depreciation on the revalued asset would be debited from ‘Asset Revaluation Reserve Account’. 
In case the depreciable assets would be revalued, the provision for depreciation would be based on 
the revalued amount and an estimate of the remaining useful life of the asset Revaluation, which 
would have a material effect on the amount of  depreciation, would be disclosed separately along 
with the financial statements of the year in which revaluation has been carried out. 
 
4.6 Payment of Lease Rentals 
 
Details of the assets taken on lease, would be recorded in the ‘Leased Assets Register’ maintained 
by the Administration Department. 
 
The FAD would record the following entry in the Journal Register and credit the concerned 
lessor’s account as and when the lease rentals become due : 
 
Debit  Lease Rental A/c 
  (Account Code .............) 
Credit  Sundry Creditor – Lease Rental A/c 
  (Account Code .............) 
 
On payment of the lease rentals to the lessor, the FAD would make an entry in the Bank Book and 
debit the following account in the General Ledger : 
 
- Sundry Creditor  -  Lease Rental A/c 

(Account Code .............) 
 
These entries would also be recorded in Memoranda Registers ‘Sundry Creditor Register’. 
 
The pre-dated cheques issued to pay lease rentals would be accounted for in ‘Advance Lease 
Rental A/c’. This account would be adjusted as and when the rental is due for payment. 
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4.7 Closing Entries at the Year-end 
 
4.7.1 Accounting for Depreciation 
 
The fixed assets would be depreciated annually based on the rates provided under the Income Tax 
Act, 1961. 
 
In the case of the leasehold assets, the value of the lease would be written off equally over the 
period of the lease or the useful life of the asset, whichever is less. 
 
The depreciation provided would be recorded in the Fixed Asset Register by the Administration 
Department and a ‘Statement of Depreciation’ prepared by the FAD (Form FA 4) 
 
The FAD would record the following entry in the Journal Register : 
 
Debit  Depreciation A/c 
  Type of asset 
  (Account Code .............) 
Credit  Accumulated Depreciation A/c 
  Type of asset 
  (Account Code .............) 
 
4.7.2 Adjustment of the Fixed Asset Control A/c 
 
Separate accounts would be operated during the year to account for the different fixed assets 
transactions like purchase and sale. To avoid the multiplicity of such accounts in the Trial Balance 
at the end of the year, all accounts related to fixed assets would be consolidated into ‘Fixed Asset 
Control A/c’. 
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FORM FA- 1 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 

DELIVERY CHALLAN 
 

CHALLAN NUMBER           DATE 
 
 

NO. OF CASES  
M/S WEIGHT 

DESPATCHED 
 

MODE OF DESPATCH NO. RR / LB 

FROM TO   
  

 
FREIGHT INVOICE NUMBER 

INSURED BY US TO PAY PAID 
YES NO 

 
  

 

S. NO. DESCRIPTION QUANTITY REMARKS 
    
    
    
    
    
    

 
 

FOR SIFPSA 
 
 

AUTHORISED SIGNATORY 
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FORM FA- 2 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 

FIXED ASSET DISPOSAL REQUISITION 
 

DATE  
TO, 
THE APPROVING AUTHORITY 
 
------------------------------------------ 
 
------------------------------------------ 
 
The following assets are sought to be sold / discarded / scrapped / destroyed. We request you to consider the same and do the needful to this 
regard. 
 
S.NO. ASSET PARTICULARS LOCATION GROSS 

VALUE 
DEPRECIATION 
WRITTEN OFF 

WRITTEN DOWN 
VALUE 

REMARKS (S) 

       
       
       
       
       
       
       
 
 
 
 
 
             SIGNATURE OF  
            CONCERNED OFFICER 
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FORM FA- 3 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 

FIXED ASSET REGISTER 
 

NAME OF ASSET 
 
ASSET CODE 
 
DATE OF INSTALLATION 
 
DATE ON WHICH PUT TO USE 
 
VOUCHER 
 

PARTICULARS NAME OF SUPPLIERS MIN NO. VALUE FREIGHT ERECTION 
COST 

MISC. 
EXPENSE 

TOTAL DEPRICIATION NET 
VALUE 

NO DATE           
            
            
            
            
            
            
            
            
 
 

PHYSICAL VERIFICATION 
VERIFICATION OFFICER  

DATE 
NAME DESIGNATION SIGNATURE REMARK (S) 
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FORM FA- 4 
 

STATE INNOVATIONS IN FAMILY PLANNING SERVICES PROJECT AGENCY 
 
 

DEPRECIATION CHART AS ON 31-03--------- 
 

S.NO. NAME 
OF 
ASSET 

CROSS BLOCK DEPRECIATION NET BLOCK AS ON 

  VALUE 
AS ON 
01-04----- 

ADDITI
ONS 
DURING 
THE 
YEAR 

SALE 
ADJUST
MENT 
DURING 
THE 
YEAR 

TOTAL AMOUNT 
AS ON 
01-04---- 

DEPREC
IATION 
DURING 
THE 
YEAR 

ADJUS
TMENT 

TOTAL 31-03--- LAST 
BALAN
CE 
SHEET 
DATE 
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CHAPTER 1 
 
 

INTRODUCTION 
 

1.1 Objective of the Section 
 
The objective of this section is to provide guidelines to the Internal Audit Department 
regarding matters to be paid attention to in each of the accounting subsystems (and in the 
different functional areas). Accordingly, this section sets the items to be examined by 
providing a checklist against each area. The process of preparing reports, raising queries 
and obtaining satisfactory explanations for the same have also been set out in the section. 
 
1.2 Scope of the Section 
 
This section covers the objectives of internal audit, scope of internal audit, audit coverage, 
audit cycles and the process of completing the audit, the method of report preparation, the 
reporting relationship of internal audit department. 
 
1.3 Deviation 
 
Deviation from the prescribed policies and procedures would not be permitted unless 
accompanied by a justifiable request for the deviation, clearly outlining the following : 
 
- Nature of deviation 
- Reasons for deviation 
- Time – span for which the deviation is required. 
- Procedure that would be followed if the deviation is approved. 
 
In case of emergency, the Executive Director (ED) may notwithstanding anything 
contained in these rules, authorise any deviation in the Operating Systems and Procedures 
be done by a written order, recording the reasons for the deviation from existing rules. The 
GM (FAD) would authorise changes in the accounting entries to be passed as and when 
the requirement is felt. In case of any deviation from the existing rules, Governing Body 
(GB) may delegate all its powers except those relating to rule making and accepting 
donation to the Executive Committee (EC) for taking decisions, which shall be 
communicated to the GB. The EC would be chaired by the ED and shall have Additional 
Executive Director (AED) as Member Convenor and representative of Government of 
India on the GB, USAID representation of appropriate level, Director General, Medical, 
Health and Family Welfare, U.P., GM (FAD) and GM (HAP) as their members. 
 
1.4 Responsibilities of Internal Audit Department 
 
The main responsibilities of Internal Audit Department shall be : 
 
- to carry out periodic audit of all functional areas of SIFPSA. 
- appoint auditors who have sufficient knowledge and work experience in social 

sector field. 
- provide guidelines about objectives, time schedule, method of report presentation 

of internal auditor. 
- ensure that internal auditor shall get books/ records of accounts upto date. 
- ensure that internal auditor gets co-operation from all departments. 
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- discuss the audit report in detail with the auditors. 
- send copy of relevant portions of report to concerned departments for compliances. 
- ensure that all departments are complying with the suggestions given by Internal 

Auditor. 
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CHAPTER 2 
 

SCOPE, OBJECTIVES AND COVERAGE 
 
 

2.1 Scope of Internal Audit 
 
Internal Audit shall cover and ensure the following : 
 
i) Economic and Efficient Use of Resources 
 
Evaluate the deployment of resources periodically to determine whether they are used 
economically and efficiently. 
 
ii) Accomplishment of Established Objectives and Goals for Operations 
 
A review of the operations shall be periodically carried out to examine whether the 
operations of SIFPSA are consistent and moving towards the targets and objectives. 
 
iii) Compliances with Policies & Procedures 
 
The compliance / conformity with plans, policies, rules and regulations (including legal 
matters) which are likely to have an impact on the operations of the SIFPSA shall be 
ensured. 
 
iv) Security and Safety of Assets 
 
The systems and procedures for ensuring safety of assets with respect to their adequacy 
and effectiveness need to be assessed and established Physical verification of assets to 
ensure their existence and accuracy with respect to records shall be carried out 
periodically. 
 
v) Reliability and Integrity of Information 
 
Review the reliability and integrity of financial and operating information and the means 
used to identify, measure, clarify and report such information. 
 
2.2 Objectives of Internal Audit 
 
The objectives of internal audit shall be to: 
 
i) ensure adequate and effective internal control. 
ii) examine compliance with plans and policies by the various operating units. 
iii) ensure accurate, faithful and prompt representation of the actual operations by the 

financial/accounting books and records. 
iv) ensure quality of activities performed. 
v) assist the various departments by providing information to them through analysis, 

appraisals, reports and suggestions regarding their respective activities. 
vi) ensure MIS is working effectively and is constructive in nature. 
vii) assist Statutory Auditor in carrying out Balance Sheet audit. 
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2.3 Coverage 
 
2.3.1 Selection of Internal Auditor 
 
- GM (Internal Auditor) shall invite proposals in a specified format from leading 

Chartered Accountant firms, who have sufficient amount of experience in the field 
of social sector activities. 

- On receiving invitation from CA firms, the GM (IA) and ED shall select the 
auditors on the merits of work experience, team strength and financial proposals 
(Audit Fees). 

- GM (IA) shall then award the audit, periodically whenever an external audit is to 
be conducted, he shall provide to auditor a detail guidelines about objectives & 
scope, periodicity and method of reporting of audit. 

 
2.3.2 Periodicity of Internal Auditor 
 
Appointed CA firm shall conduct audit annual and it shall not take more than 3 weeks for 
conducting and submitting audit report after allotment of audit.. 
 
2.3.3 Team Strength of Auditor 
 
The firm shall depute one Chartered Accountant, one semi qualified CA one who has 
qualified the Intermediate level, and three article clerks for carrying out the bi-monthly 
audit. 
 
2.3.4 Areas to be covered by Auditor 
 
The areas to be covered by the auditor would vary in their scope and frequency. The 
details of the audit are given below : 
 

AREA    PERCENTAGE  FREQUENCY 
 

Procurement Accounting   100    bimonthly 
Personnel Accounting    25   bimonthly 
Administration Accounting   50   bimonthly 
Fixed Assets Accounting   100   bimonthly 
Material Accounting    50   bimonthly 
Revenue Accounting    100   bimonthly 
General Accounting    25   bimonthly 
Physical Verification of Cash & Stock 100   quarterly 
Generating genuine inferences from 
budget and actual performance comparison 100   quarterly 
Correctness and punctuality of MIS reports 100   quarterly 
Reconciliation of bank accounts and  
memoranda books    100   Half yearly 
Grant Disbursement Accounting  100   Half yearly and 
yearly* 
 
*The audit for Grants Disbursement for a specific Sub-Grantee would be conducted half 
yearly twice initially and later the audit would be conducted yearly. 
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2.3.5 Guidelines for Conducting Audits 
 
- The auditor is required to obtain sufficient appropriate audit evidence, which shall 

be relevant, reliable and adequate in drawing reasonable conclusions. 
 
- While auditing a transaction the auditor obtains appropriate evidence through the 

performance of two kinds of procedures. 
 
a) Substantive Procedures 
 
An auditor undertakes substantive procedures in order to obtain reasonable assurance 
about the following assertions : 
 
Existence The financial information involves an assertion that the assets or liabilities 
included therein exist at a given date. 
 
Rights and Obligations SIFPSA has a legal title or similar rights of ownership in relation 
to its assets. Similarly it is asserted that the liabilities included in the balance sheet 
represents the obligations of SIFPSA at a given date. 
 
Occurrence  This assertion implies that a transaction or event took place which pertains to 
SIFPSA during the relevant period. 
 
Completeness  This implies that all transactions balances etc. which ought to be included 
in the financial information are so included and there are no unrecorded assets, liabilities 
or transactions. 
 
Valuation  This assertion implies that an asset or liability is recorded at an appropriate 
carrying value. 
 
Measurement  This implies that the transactions are recorded at proper amounts and 
revenues and expenses are allocated to the proper period. 
 
Presentation and Disclosure  This assertion implies that all items of financial 
information are disclosed, classified and described in accordance with recognised 
accounting policies and practices and the relevant statutory requirements. 
 
b) Compliance Procedures 
 
These procedures are tests designed to obtain reasonable assurance that those internal 
controls on which audit reliance is to be placed are in effect. 
 
- In case auditor is not getting sufficient co-operation from other departments, he 

should inform this immediately to the GM (IA) and ED. 
 
- GM (IA) and ED shall take necessary steps for directing/guiding departments to 

provide required information/records to auditor. 
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- Auditor shall always check whether departments have implemented the 
suggestions/recommendations mentioned in previous report. 

 
- In case compliance have not been carried out then the auditor should inform ED 

and GM (IA) for the same. 
 
- ED and GM (IA) shall ensure that all the suggestions/recommendations stated in 

audit report should be implemented. 
 
- The auditor shall submit his audit report within 3 weeks from the completion of the 

two months. 
 
2.3.6 Method of Reporting 
 
- Auditor shall prepare two reports. 
 
- One report would contain all the observations, suggestions and remarks of the 

audit. 
 
- Other report is a summary of major points and observations, suggestions and 

remarks for ED/AED. In this report references of detailed report shall also be 
given. 

 
- The main report shall contain the following : 
 
a) Observations, suggestions and remarks on all the points of checklist/questionnaire 

given by GM (IA) 
 
b) Status of compliance of previous audit report(s). 
 
c) Deviations from the checking percentage of particular area and the reason for the 

same e.g. if in a particular period auditor checks only 70% of purchases instead of 
100%, then he must specify this along with the reasons for it. 

 
d) Efficiency and punctuality of MIS. 
 
e) Physical verification report of cash and stock verification. 
 
f) Suggestions on the improvement of systems and procedures. 
 
g) Comments on statutory formalities/requirements to be followed by SIFPSA. 
 
h) Comments on suggestions given by Statutory Auditor. 
 
i) Report shall be constructive in nature. 
 
2.3.7 Follow up of audit points : 
 
The audit division shall follow up the audit points with the help of concerned 
programme officers and the officers of FAD. The programme officers and the officers 
of FAD shall ascertain the status of/ compliance of the audit points outstanding against 
an implementing agency during monitoring visits. In this regard the following system 
shall be followed : 



- 231 - 

 
1. Internal audit division shall write the initial letter to the implementing agencies 

bringing out all objectionable points and required corrective action. A copy of 
the letter shall be provided to the concerned programme officer as well.  

 
2. On points which require correction action on the part of the implementing 

agencies, the concerned programme officers and officer of FAD shall verify 
compliance (in case compliance has been reported) and follow up with the 
agency and ensure compliance (in case no corrective action has been taken 
compliance reported) during field visits. This aspect shall invariably be address 
in the trip reports. A separate ‘Audit Follow Up Report’ (AFUR) (form AUD – 1) 
shall be prepared and shall form part of the trip report. 

 
3. For implementing agencies in DAP districts the concerned officers can obtain 

help of the Project Manager Unit. Based on their findings the ‘Audit Follow Up 
Report’ shall be prepared by the concerned programme officer/officer of FAD 
which shall be got approved by ED. 

 
4. A copy of the approved AFUR shall be forwarded to audit division to enable it to 

update its records.  
 
5. The compliance/non-compliance on corrective actions by the implementing 

agencies which can be made out from the QERs shall be pointed out by FAD at 
the time of analysis of QPRs, QERs. After approval by ED the same shall be 
incorporated in AFUR and forwarded to Audit Division. 

 
6. As regards the expenses which has been recommended for disallowance by the 

Audit Division, the same shall be deducted from the next instalment payable to 
the agency.  

 
2.3.8 The following shall be adhered : 
 

1. The annual audit of implementing agencies shall be allotted in the month 
of April each year.  

2. The internal audit of SIFPSA shall be carried out by internal audit 
division on a regular basis. For this purpose Dy. General Manager 
(Audit) shall put up a detailed plan.  

3. For follow up and closure of outstanding audit points Dy. General 
Manager (Audit) shall coordinate and interact closely with the 
programme officers of public and private sector and PMU of DAPs and 
do a detailed monthly review.  

4. A status of outstanding audit paras shall be prepared and put up by Dy. 
General Manager (Audit) to AED/ED through concerned General 
Manager on monthly basis.  
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CHAPTER 3 

 
INTERNAL AUDIT CHECKLIST 

 
The checklist provided in the section would be only indicative of the major areas to be 
covered and is not fully exhaustive to cover all aspects. The Internal Audit department 
shall examine the same and include any other area/item as found necessary from time to 
time and as desired by the top management. This needs to be carried out in consultation 
with the Executive Director. The list has been given below under major heads : 
 
3.1 Grants Disbursement Accounting 
 
To ensure the genuineness of expenditure, consistency and accounting policies, the auditor 
would check the Grant Disbursement records in light of following points : 
 
i) Whether selection of Sub-Grantee has been carried out by the competent/authorised 

authority. 
 
ii) Whether appropriate number of Sub-Grantee were selected for each activity. 
 
iii) Whether Sub-Grantee has been provided with a work plan. 
 
iv) Whether Sub-Grantee has submitted a work plan which is finally approved by 

concerned GM. 
 
v) Whether advances given to Sub-Grantee are as per the agreement contract. 
 
vi) Whether Sub-Grantee are submitting Progress report and Financial Report in time. 
 
vii) Whether every report has been reviewed thoroughly technically and financially. 
 
viii) Whether necessary actions are being taken on unsatisfactory reports. 
 
ix) Whether every reports were sent to ED/AED for their approval. 
 
x) Whether next disbursement was made only after the approval of ED. 
 
xi) Whether proper work monitoring is carried out by concerned departments. 
 
xii) Whether MIS regarding grant disbursement is effective. 
 
3.2 Procurement Accounting 
 
To ensure the genuineness of expenditure consistency and accounting policies, the auditor 
would check the Procurement Accounting records in light of following points : 
 
i) Whether procurement procedures in respect of tenders, receipt of tenders 

/quotations, evaluation of tenders/quotations and placement of purchase orders as 
laid down in the Procurement System were followed. 
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ii) Whether sale of tender forms are supported by a statement, and receipt amount was 
tallying with the list. 

 
iii) Whether purchase orders are issued only by authorised personnel. 
 
iv) Whether EMD were refunded promptly to the unsuccessful tenderers (on the basis 

of information and list provided by the Procurement Department). 
 
v) Whether EMD on successful tenderer has been transferred to security deposit. 
 
vi) Whether security deposit/ performance / bank guarantee has been obtained from 

successful bidder. 
 
vii) Whether MIN is prepared immediately on receipt of goods. 
 
viii) Whether stocks were tested and inspected by concerned officials. 
 
ix) Whether the purchase order register is upto date and necessary follow up action is 

taken by the Procurement department on pending purchase orders. 
 
x) Whether proper deductions for shortages/damages, if any, are made from the bills 

of the transporter /suppliers. 
 
xi) Whether insurance claims were lodged, in the cases where SIFPSA has to bear the 

loss of shortage/damage. 
 
xii) Whether bills forwarded to FAD are supported by MIN and challans. 
 
xiii) Whether bills were tallied with purchase order, MIN and challan before processing 

of payments. 
 
xiv) Whether payment vouchers were authorised by GM (FAD)/ Manager (B&A) for 

preparing cheques/demand drafts and making payments. 
 
xv) Whether proper receipts were obtained from the concerned suppliers at the time of 

making payments. 
 
xvi) Whether all the purchase bills were recorded properly in purchase register. 
 
xvii) Whether sales tax forms were issued to the suppliers promptly. 
 
xviii) Whether details of sales tax forms issued are recorded in purchase register and 

sales tax form book. 
 
xix) Whether entries of all the transactions are made in books of accounts and 

memoranda registers. 
 
xx) Whether periodic reconciliation were carried out between the books of accounts 

and memoranda registers. 
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xxi) Whether cash purchases were in the limits prescribed in the Procurement System 
Manual. 

 
xxii) Whether cash purchases are well supported by supportings. 
 
xxiii) Whether MIS regarding procurement is effective. 
 
3.3 Material Accounting 
 
To ensure the genuineness of expenditure, consistency and accounting policies, the auditor 
would check the Material Accounting records in light of following points : 
 
i) Whether all receipts of stocks are taken and MIN prepared by the Procurement 

Officer 
 
(ii) Whether all stocks received were tested and inspected. 
 
(iii) Whether rejected stocks are kept separately from accepted stock. 
 
(iv) Whether necessary steps are taken for replacement of rejected stocks. 
 
(v) Whether there is adequate management over obsolete materials. 
 
(vi) Whether stocks reviewed periodically to identify slow moving, dormant or 

obsolete items. 
 
(vii) Whether issuance are carried out on approved and complete indents. 
 
(viii) Whether actual losses during storage are computed periodically and compared with 

standards. 
 
(ix) Whether proper acknowledgment has been taken from the concerned person on the 

issuance of stock. 
 
(x) Whether stock registers are upto date. 
 
(xi) Whether stocks are valued properly, and whether all the information for valuation 

are received from FAD. 
 
(xii) Whether physical stocks are verified on a continuing basis by internal auditor and 

internal audit department. 
 
(xiii) Whether proper actions were taken on discrepancies noticed between actual stocks 

and book stocks. 
 
(xiv) Whether MIS regarding inventories is effective. 
 
3.4 Personnel Accounting 
 
To ensure the genuineness of expenditure consistency and accounting policies, the auditor 
would check the Personnel Accounting records in light of following points : 
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i) Whether orders/details received from Personnel Department are recorded properly 

in memoranda registers. 
 
ii) Whether payrolls are prepared on the basis of orders/details provided by Personnel 

department. 
 
iii) Whether deductions towards PF, LIC and TDS are made appropriately and 

regularly. 
 
iv) Whether remittances of above deductions are carried out within the respective due 

dates. 
 
v) Whether unpaid salaries are promptly recorded. 
 
vi) Whether dues recoverable/payable were calculated on the information of no dues 

certificate given by personnel department. 
 
vii) Whether retirement benefits are calculated as per the procedures laid down on 

Human Resources Manual. 
 
viii) Whether loans and advances are disbursed after checking the Sundry Advance 

register. 
 
ix) Whether regular deductions (principal & interest) are made against advances 

provided to employees. 
 
x) Whether proper documentary evidences were obtained to ensure correct utilization 

of advances given. 
 
xi) Whether proper lien is marked on legal ownership papers. 
 
xii) Whether ex-gratia was given as per the policies and procedures laid down in 

Human Resources Manual (HRM). 
 
xiii) Whether medical reimbursement and leave encashment claims are paid as per the 

policies and procedures laid down in HRM. 
 
xiv) Whether compliance with statutory regulations such as Income Tax Act and other 

regulations applicable are carried out. 
 
xv) Whether proper recording of transactions were made in books of accounts and 

memoranda registers. 
 
xvi) Whether MIS regarding Personnel accounting is effective. 
 
3.5 Administration Accounting 
 
To ensure the genuineness of expenditure consistency and accounting policies the auditor 
would check the Administration Accounting records in light of following points : 
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i) Whether bills forwarded by administration department are properly supported. 
 
ii) Whether bills are checked with relevant records e.g. log book etc. 
 
iii) Whether personal expenses of employees included in bills are segregated. 
 
iv) Whether personal expenses recovery advice is given to FAD. 
 
v) Whether travelling advances are given to employees only in the cases where no 

advance is pending for adjustment. 
 
vi) Whether travelling expense bills are passed as per the procedures and limits 

prescribed in HRM. 
 
vii) Whether fuel consumption bills show consumption within the permissible limits. 
 
viii) Whether vehicle repairs are carried out at authorised rates. 
 
ix) Whether bills are paid within the stipulated time for payment. 
 
x) Whether proper penalties, wherever required, were levied on transporter. 
 
xi) Whether proper deductions were made from the bills of transporter for shortages 

and damages in supplies. 
 
xii) Whether all the transactions are properly recorded in books of accounts and 

memoranda registers. 
 
xiii) Whether MIS of administration accounting is effective. 
 
3.6 Fixed Assets Accounting 
 
To ensure the genuineness of expenditure consistency and accounting policies, the auditor 
would check the Fixed Asset Accounting records in light of following points : 
 
i) Whether the capital expenditure incurred has been approved under the capital 

expenditure budget. 
 
ii) Whether purchase of land and building are approved by ED/AED. 
 
iii) Whether purchase of fixed asset has been made as per the proceedings laid down in 

procurement manual. 
 
iv) Whether the amount capitalised includes expenses that have been incurred till the 

time asset has been first put into use. 
 
v) Whether the fixed assets register is maintained and updated regularly. 
 
vi) Whether movement of asset from one location to another is recorded in fixed assets 

register. 
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vii) Whether assets have been sold or discarded only after approval of ED/GM (HAP). 
 
viii) Whether proper analysis of repairs/improvements to the asset is made before 

charging the same either to revenue or capital. 
 
ix) Whether registration books of vehicle are upto date. 
 
x) Whether periodical verification of assets is carried out. 
 
xi) Whether proper and adequate insurance cover is taken for all the assets. 
 
xii) Whether depreciation charged on assets is as per the Income Tax Act, 1961. 
 
xiii) Whether MIS regarding fixed assets accounting is effective. 
 
3.7 Cash, Bank and Sales Accounting 
 
To ensure the genuineness of expenditure consistency and accounting policies, the auditor 
would check the Cash, Bank and Sales Accounting records in light of following points : 
 
i) Whether payment vouchers have been approved by GM (FAD) before preparing 

the cheques/making cash payments. 
 
ii) Whether cheques issued are crossed. 
 
iii) Whether prepared cheques are entered in Cheque Issue Register. 
 
iv) Whether acknowledgment are being taken at the time of giving cheques. 
 
v) Whether imperest advances are being settled weekly. 
 
vi) Whether pre-audit has been carried out as per requirements. 
 
vii) Whether all the cash/cheque/drafts receipts are deposited in bank promptly. 
 
viii) Whether necessary claims of interest have been lodged against delayed transfers. 
 
ix) Whether sale invoices are in accordance with delivery challans. 
 
x) Whether physical verification of cash balance is conducted at the end of each day 

by a responsible officer and whether the outcome of such verifications are 
recorded. 

 
xi) Whether bank reconciliation are carried out periodically. 
 
xii) Whether the discrepancies noticed in reconciliation are settled with the bank. 
 
xiii) Whether cash withdrawn and brought to office confirms to limits specified. 
 
xiv) Whether the cash-in-safe policy and the fidelity guarantee policy are adequate to 

cover the day to day transactions. 
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xv) Whether periodic review of the balances held as security, guarantees and other 

items are carried out to ascertain the necessity for their continued maintenance. 
 
xvi) Whether the unused receipt vouchers are kept in safe custody. 
 
xvii) Whether the concerned departments are informed promptly about the cheques 

bounced. 
 
xviii) Whether proper authorisation has been taken for sales of scraps and obsolete items. 
 
xix) Whether proper authorisation has been obtained for credit sales. 
 
xx) Whether the proper follow up action is taken to collect the amounts due from 

debtors. 
 
xxi) Whether the unused sales invoices are in the custody of a responsible officer. 
 
xxii) Whether all the transactions are recorded in cash/bank books and memoranda 

registers. 
 
xxiii) Whether MIS for cash, bank and sales accounting is effective. 
 
3.8 Areas Generally Requiring the Attention of Internal Audit 
 
To ensure the genuineness of expenditure, consistency and accounting policies, the auditor 
would check the records in light of following points : 
 
i) Whether the accounting records are maintained upto date and the memoranda 

registers are reconciled with the general ledger. 
 
ii) Whether periodic comparison of budgeted targeted and actual achievements are 

carried out. 
 
iii) Whether statutory reports were submitted to government/other agencies (Income 

Tax Office etc.) promptly. 
 
iv) Whether compliance stated in audit reports of internal/statutory auditors were 

carried out. 
 
v) Whether MIS is effective and constructive in nature. 
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Form AUD – 1 

 
AUDIT FOLLOW UP REPORT 

 
Name of implementing agency ………………………………… 
 
 

S.No. Audit 
Report for 
the period 

Ref. 
No. 

Corrective action required Corrective action taken Observed 
During 

Recommendations 

1 2 3 4 5 6 7 
 
 
 
 
 
 
 
 
 
 
 
 
 

      

 
Date :               Signature : 
             Name of Report Officer : 
Note : 1. Under column 3 write the sl. no. assigned to the audit objection in the ‘gist of audit objections’  

2.  Under column 6  write any of – field visit, compliance reported by agency, analysis of QPR/QER , others. 
 3.  Under column 7 give clear recommendations regarding closure of audit para.  
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