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2.2

Financing the Fund Board
The funds of the Fund Board

The funds of the Fund Board may consist of the following:

a) funds to be obtained from His Majesty's Government as grant,

b) funds obtained in the form of assistance or grants from foreign government,
national or international organizations. (Provided that prior to receipt of such
assistance or grant approval of His Majesty's Government should be obtained);

C) funds received from any other sources.

Funds to be obtained from His Majesty’s Government as grant.
The Fund Board Bank Account

All funds received by the Fund Board from His Majesty’s Government as grant, shall be
deposited in a bank account in the name of the Fund Board, hereinafter The Fund
Board Bank Account. The Fund Board Bank Account shall be opened in the Nepal
Rastra Bank or any other commercial bank within the Kingdom of Nepal, as determined
by the Executive Director.

Signatories and authority over the Fund Board Bank Account.

The Fund Board Bank Account shall be operated by the joint signature of the
Executive Director and or an officer designated by him/her and the Chief of the
Administration Division.

Budget preparation and approval

. The Chief of the Administration Division shall prepare a draft budget for each
fiscal year at least 60 days before the commencement of the fiscal year, which
shall be reviewed by the Executive Director before presentation to the Board for
approval.

. The ED will prepare the final annual budget of the Fund Board and will
submit in appropriate time to the Board for approval in timely manner. The
budget will be prepared in Nepalese Rupees under the itemized budget
codes of the Fund Board accounting system and the budget amounts
required in foreign currency will also be specified, in the budget.

. The Fund Board will not be required present its budgets and/or its
expenditures according to the HMG coding system.

. Once approved by the Board, the budget would be forwarded to the NPC
through Ministry of Housing and Physical Planning for further processing.

. The total budget requirements of the Fund Board will be expressed by HMG
as a lump sum amount and entered into the Red Book under 8-3 as separate
heading. The Budget will be expressed under a separate sub heading in the
name of the Rural Water Supply and Sanitation Fund Development Board.

. The Budget will be expressed as a lump sum under the Sub Total Column
and will not be further broken down according to the HMG coding system.

. The Ministry of Finance shall provide its final approval of the annual budget
of the Fund Board. The Budget will be finally approved by Parliament and
announced publicly.
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Flow of funds to the Fund Board

Once the budget has been announced MOF will transfer the total budgeted amount to
the Fund Board Bank Account on a block grant basis at such an interval and in
such amount as shall be required by the Board according to the annual program of
the Fund Board.

The Fund Board would subsequently be responsible to for the management and
proper accounting of the funds so transferred.

Use and Freezing of Funds

All expenses of the Fund Board shall be borne out of the funds held within the Fund
Board Account.

In case the amount allocated for any item of the budget heading is inadequate, the
Executive Director shall have the authority to transfer up to 10 percent of the amount of
one budget heading to another budget heading without affecting the annual program of
the Fund Board. Any transfer greater than 10 percent shall be done with the approval
of the Board.

The funds obtained by the Fund Board from HMGN as grant shall not be frozen.
Financing from IDA

Special Bank Account

To facilitate the efficient disbursement of funds from IDA and the re-imbursement of
HMGN the Fund Board will be provided with a Special Foreign Exchange Bank Account
in the Rastra Bank.

Signatories and authority over the Special Bank Account.

The Fund Board Bank Account shall be operated by the joint signature of the
Executive Director and the Chief of the Administration Division.

Purposes for which the Special Bank Account may be used
The special account has three possible uses, as follows:
1) for receiving funds from IDA.

2) for financing withdrawal applications relating to the re-imbursement of the
HMGN treasury for expenditures to be financed from the IDA line of credit.

3) for financing withdrawal applications relating to IDA approved purchases where
substantial funds are required (over US$ 50,000.00) where foreign exchange
may be required.



3.2

4.1

IDA disbursements

To expedite disbursements from IDA, the Fund Board would be provided with an
authorized allocation equivalent to about four months of the IDA financed
expenditures. The special account would be used to finance all eligible expenditures
and would be replenished from time to time upon IDA receipt and approval of
withdrawal applications, supported by the required documentation.

The ED will be responsible to submit appropriate documents and withdrawal
applications directly to IDA to facilitate the re-imbursement of HMGN and the
replenishment of the special account.

The ED shall be responsible to keep MOF regularly informed regarding the status of
the special account and withdrawal applications.

The Figure below demonstrates diagramatically the transfer of funds from HMGN to the
Fund Board and from the World Bank to HMGN.

The World Bank Ministry of Finance

|___Financial Comptroller General Office
T

HMG Treasury
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name of the Fund Board

| The Fund Board | Up front annual transfer
of entire budget on a
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Operational
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The Fund Board
Bank Acccout

Authority over account
fffffffff Account provided by

——P»  Transfer of funds

Accounting

Bank Accounts of the Fund Board

The Fund Board will in addition to the Fund Board Bank Account and Special
Account open two separate operational bank accounts for the day-to-day transactions

of the Fund Board, as follows:

1. one bank account, to be used in relation to the day to day operations of the
Fund Board (hereinafter the Operational Bank Account)

2. one bank account to be used in relation to the financing of Development and
Implementation Contracts (hereinafter the Project Bank Account)
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4.2.2

Project Bank Account

The Project Bank Account will be used to release the funds advanced to the Support
Organizations(SOs)/Umbrella Support Organizations (USOs) and User Groups from
time to time in relation to the Development and Implementation Contracts approved by
the Fund Board.

In addition the Project Bank Account would be used to release the funds related to the
Implementation Phase Contract Contingency of 5% (five percent) of the total
contribution of the Fund Board specified in the Implementation Contract, hereinafter the
Implementation Contract Contingency. The Implementation Contract Contingency could
be used without the approval of the Board, but only in regard to 5% of the total Fund
Contribution specified in an individual contract.

The approval of the TAC is a pre-requisite for the use of the Implementation Contract
Contingency. The Implementation Contract Contingency would only be used in the
event that minor adjustments, resulting from unforeseen circumstances of genuine
errors, might be required which require minor (up to 5% of the total Fund Board
Contribution) adjustments in the contracted amounts.

The Project Bank Account shall be operated by the joint signature of the Executive
Director or an officer designated by him/her and the Chief of the Administration Division.

The Operational Bank Account
The Operational Bank Account of the Fund Board would be used for the release of all
other expenses, including the costs incurred through the use of service agencies, of the

Fund Board.

The Operational Bank Account shall be operated by the joint signature of the Executive
Director or an officer designated by him/her and the Chief of the Administration Division.

Books of Accounts

All books of account of the Fund Board shall be kept in a commercial (double entry)
accrual accounting system. Additionally the Fund Board shall also keep income
expenditure accounts in accordance with the law in force.

Books of Project Accounts

The Fund Board will keep separate bank account and books of accounts relating to the
financing of projects.

The Project Book of Accounts will record the funds advanced to the SOs/USOs and the
Users Groups from time to time and expenditures incurred by them on authorized
activities.

Books of Operational Accounts

The Fund Board will keep separate books of accounts relating to the day-to-day
operations of the office. The operational books of accounts will provide details on:

a) Fund expenditures for recruitment of Service Agencies
b) Fund expenditures for all Fund operating costs and asset purchase.

The Fund Board will maintain a petty cash account to meet its minor expenses. A
specific amount of Rs. 10,000.00 shall be kept in the petty cash account.
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8.1

Financial and Administrative Manual

Details concerning the operation of the Fund Board accounting system may be found in
the Financial and Administrative Manual, reference annex 4F100.

Internal Audit of the Fund Board

The Internal Audit of the accounts of the Fund Board shall be carried out regularly by an
independent auditor appointed by the ED. Provided that one person or firm shall not be
appointed as the auditor continuously for more than three years. The internal auditor
should submit his report quarterly to the ED.

External Audits of the Fund Board

The records and accounts of the Fund Board (including Statement of Expenditure and
the Special Account) would be audited annually by an auditor nominated by the Auditor
General or an independent auditor appointed by the Auditor General.

It is the responsibility of the Chairperson of the Board to ensure the timely audit of the
Fund Board and to coordinate with the Auditor Generals Office. The ED, however, may
be required to assist the Chairperson of the Board.

Forwarding to IDA financial statements and audit reports.

The Fund Board is required to forward to IDA, no later than three months after the close
of its fiscal year, a copy of its unaudited financial statements and no later than six
months after the close of its fiscal year a copy of its audited financial statements and
audit report.

Fund Board Financing of Development and Implementation Contracts.

The financing mechanism is directly related to the contracting arrangements made
during the development phase and implementation phase.

Contractual relationships
a) Development Phase

The development phase contract is a bi-partite contract between the Fund
Board and the SO/USO. During the development phase with the assistance
of the SO/USO, the WUG becomes established, legally registered, opens its
own bank account and a joint bank account together with the SO/USO and
collects and deposits relevant funds as per the required cash contributions.

b) Implementation Phase

The Implementation Contract is a tri-partite contract between the SO/USO,
the community and the Fund Board as financer of the community’s plan. The
communities plans are being implemented under the communities own
management supported by the SO/USO. The SO/USO continues to act in
support of the community and ensures the correct and quality implementation
of the activities.



8.2 Development and Implementation Contracts related Bank Accounts

Figure IV - 1 below demonstrates pictorially the transition in the contractual
relationship between the Development and Implementation Phase and the relevant
bank accounts utilized in the execution of a contracts.

8.2.1 The SO’s/USO's Account

8.2.1.1 SO/USO Bank Account

a)

b)

Development Phase

The SO/USO prior to the signing of the Development Phase Contract is
required to open a bank account to be used solely for activities and finances
relating to the Fund Board, (hereinafter the SO/USO Bank Account). The
type of account and its location are to be determined by the SO/USO.

The SO/USO Bank Account will receive the entire Fund Board’s contribution
of the contract amount of the development contract, including the amount
allocated for the Sanitation Fund (SF). The amount of the SF payable in the
Development phase is 40% of the total SF component.

The money received for the SF will then be transferred by the SO/USO to the
community’s account (as specified below) once the community’s Bank
account is established.

Implementation Phase

In the Implementation Phase the SOs/USOs Account receives the entire
contract amount to be paid by the Fund Board, excluding those funds relating
to the direct construction costs. The funds to be received into the SO’s/USQO's
bank account include the funds relating to the SF and the WTSS component.
Once the funds for the SF and WTSS components are received then the
SO/USO will transfer them directly to the Community’s Bank Account as
specified below.

Any funds remaining in this account at the end of the satisfactory completion
of the contract will be transferred to the Community’s Bank Account.

8.2.1.2 The SOs/USOs Books of Accounts

The SOs/USOs will maintain a separate bank account and separate books of
accounts in relation to all funds received from the Fund Board and in relation to all
Fund Board activities.

The SOs/USOs must follow the scheme accounting system provided in the SO/USO
Accounting Manual of the Fund Board.

8.2.1.3 Financial Monitoring and Audit of the SO’s/USO's Account

a)

Development Phase

In the development phase, the SO/USO will be contracted for a number of
schemes within one contract. Under normal circumstances, it is assumed that
the schemes will progress, more or less in a uniform fashion.

At the time of making the request for second payment the SO/USO will
provide the Fund Board a financial statement. The Fund Board will then
check the financial statement. Following this, the Fund Board will mobilize an
independent auditor to audit the financial statement.



8.2.2

8.2.2.1

The purpose of the audit is to ensure that the financial accounting system of
the SO/USO is sound. The Fund Board must be provided by with a
satisfactory audit report if the SO is to be contracted for the Implementation
Phase. Notwithstanding the above, prior to Payment # 3 the SO/USO will
also be required to provide the Fund Board with a financial statement, with
the expenditures for all schemes booked in totality and where expenditures
are booked according to the approved budget headings of the Development
Phase Contract, according to the guidelines for the SOs/USOs provided by
the Fund Board Accounting Manual for SOs/USOs.

b) Implementation Phase

In the implementation phase, the SO/USO will be contracted in regard to
individual schemes. The progress of one scheme may differ from the
progress in another.

Prior to the Payment # 3 of the last scheme of a Batch of schemes the
SO/USO will be required to provide the Fund Board with a financial statement
for the purposes of audit, which should be in agreement with the books of
accounts maintained by the SO/USO.

The financial statement should include details of expenditure where indirect
costs will be shown in totality for all the schemes and direct costs attributable
to individual schemes will be shown scheme-wise.

The audit of the SO’s/USO's account should be done only when all the
schemes for a particular Batch have been completed by the SO/USO. The
Audit of one scheme can only be done if there is pre-determined absorption
rate, for indirect cost and the details of total individual scheme costs incurred
are available for verification.

The Fund Board will then check the financial statement and mobilize an
auditor who will audit the financial statement against the book of accounts.

The audit will then be undertaken by an independent auditor appointed by the
Fund Board.

The Fund Board may at any time, during the Implementation Phase require
the SO/USO to provide a financial statement. The Fund Board at any time
during the Implementation Phase may require an audit of this statement.

The WUG/SO’s(USO's) Joint Account
The WUG/SO’s/USQ's Joint Bank Account

During the development phase, following the formation of the WUC and legal
registration of the WUG, the WUC jointly with the SO/USO will open a bank account,
(hereinafter the WUG/SO(USO) Joint Account). The location of this account is to be
determined by the Community in consultation with the SO/USO.

The signatories of the WUG/SO(USO) Joint Account will be the designated
representatives of the WUC and designated field staff members of the SO/USO.

The WUC is responsible to designate the WUC signatories and the SO/USO is
required to provide written authorization concerning the designated field staff member
who will be signatory of the WUG/SO(USO) Bank Account on behalf of the SO/USO.
The account is to be jointly operated.

Prior to the Implementation Phase, this account will receive funds relating to the
community’s up front cash contribution. During the Implementation Phase, this
account will receive two payments relating to the cash requirements of the
construction, including the non-local material, tools, transportation and skilled labor.

9



8.2.2.2

8.2.2.3

The funds are received from two sources, namely the Fund Board which will deposit
approximately 95% of the required funds and 5% of the funds will be received from
the community.

The WUG/SO’s(USQO's) Joint Books of Accounts

The WUG/SOs(USOs) will jointly maintain a separate bank account and separate
books of accounts for the construction related funds. The WUG/SOs(USOs) book of
accounts must follow the scheme accounting system provided in the SO/USO
Accounting Manual of the Fund Board.

The book of accounts will be kept at the field site and be available for inspection
during Payment # 2 and # 3 field monitoring visits.

Financial Monitoring and Audit of the WUG/SO’s(USQO's) Joint Account

The WUC and the SO/USO are required, for each scheme, prior to part payments
and Payment # 2 to submit pro-forma invoices of the materials that are to be
purchased in regard to Part | and Part Il (respectively) of the construction program.
The Pro-forma invoices are to include the brand names of the individual items to be
purchased.

During Payment # 2 and # 3 the brand names will be checked in the field together
with the structures constructed. It is a pre-requisite to payment that the structures be
constructed according to the designs agreed and that the materials and structures be
the same as those specified in the design and provided for in the pro-formas.

Prior to Payment # 2 and # 3 of the Implementation Phase, of each scheme, the
SO/USO on behalf of the WUG is required to submit to the Fund Board a statement
of expenditures of the WUG/SO’s(USQ's) joint books of accounts . The expenditures
will be booked according to the approved budget headings of the items to be
purchased in relation to the direct construction costs, namely:

Non local construction materials

. Pipes

. Cement
. Fittings
. Other
Tools
Transportation
Skilled labor
Other

During the Payment # 2 and # 3 field monitoring visits the monitoring team will be
required to review the WUG/SO’s(USOs) books of accounts to simply establish that:

the books of accounts were found in the field
expenditures are being recorded in the books of accounts
that supporting documents concerning expenditures exists

During Payment # 2 and # 3 field monitoring visits the monitoring team will verify
whether the budget and expenditures of the WUG/SO(USO) Joint Book of Accounts
are publicly displayed. The monitoring team will further verify the minutes of the WUC
to establish that the WUC is recording the decisions concerning the use of the
account.

Following Payment # 3 of the Implementation Phase the Fund Board will audit the
WUG/SQO’s(USO's) joint book of accounts. The audit will cover at least 50% of all the
schemes of an individual Batch. With regard to an individual SO/USO at least two
WUG/SO(USO) joint books of accounts will be audited.

10



8.2.3

8.23.1

8.2.3.2

8.2.3.3

The Community Account
The Community Bank Account

During the development phase, following the formation of the WUC and legal
registration of the WUG, the WUC will open a bank account, (hereinafter the
Community Account). The location of this account is to be determined by the
Community.

The signatories of the Community Account will be the designated representatives of
the WUC.

Prior to the Implementation Phase, this account will receive funds relating to the
community’s up front Operation and Maintenance contribution. It may initially also
receive the community’s up front capital cash contributions until these funds are
transferred, prior to the signing of the Implementation Phase Contract to the
WUG/SO(USO) Joint Account.

During the Development Phase the Community’s account will also receive the
Sanitation Funds transferred to the Community from the SO’s/USQO's Account and will
also continue to receive the repayments in respect of the SF loans taken by the
community members.

During the Implementation Phase, this account will receive the fund for WTSS
component. In addition, this account will continue to receive the regular inputs from
the operation and maintenance system of revenue collection from the community.

Following the satisfactory completion of the Implementation Contract any funds still
remaining unused in the WUG/SO’'s/USO's account will be transferred to the
Community’s account.

The Community’s Books of Accounts

The community’s books of account will be maintained by the WUC. It is the
responsibility of the SO/USO to provide the necessary assistance during the
Development and Implementation Phases to ensure that the WUC is able to maintain
the book of accounts in accordance with the Accounting Manual developed by the
Fund Board for SO’s/USO's and WUC alike. The SO/USO will be held accountable to
ensure that the books are kept according to the requirements of the Fund Board.

This account will receive funds collected by the community for operation and
maintenance and in addition, it will receive the funds allocated for the Sanitation Fund
and the WTSS activities provided by the SO/USO.

Financial Monitoring and Audit of the Community’s Account

The WUC with the support of the SO/USO is required to keep their accounts as per
the Accounting Manual provided by the Fund Board.

During Payment # 2 and # 3 field monitoring visits the monitoring team will be
required to review the WUC's books of accounts to establish that:

the books of accounts were found in the field
expenditures are being recorded in the books of accounts
that supporting documents concerning expenditures exists

During Payment # 2 and # 3 field monitoring visits, the monitoring team will also verify

whether the income and the expenditure of the community’s account are displayed
publicly in the community.

11



During Payment # 2 and # 3 field monitoring visits the monitoring team will also verify
that the WUCs are keeping minutes of their meetings and that decisions regarding
the use of the account are being minuted.

Prior to Payment # 3 the WUC with the support of the SO/USO are required to submit
a financial statement of the Community’s accounts.

Following Payment # 3 of the Implementation Phase, the Fund Board will audit the
Community’s book of accounts in 50% of the Communities.

The audit will be undertaken by an independent auditor appointed by the Fund Board.
FigurelVv -1

The contract relationship and the flow of funds in the Development Phase
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Figure IV - 2
The Contractual relationship and the flow of funds in the Implementation Phase
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9. Responsibility for financial monitoring and audit of SO/USO and WUG'’s
9.1 Financial Monitoring

The Portfolio Manager on behalf of the Fund Board is responsible for the regular
monitoring the SO’s/USO's account, WUG/SO’s(USQ's) account and the
Community’s account. The Portfolio Managers are answerable to the Chief of the
Planning and Operations Division in this regard.

9.2 Financial Audit

The ED is responsible to engage the auditor and to supervise and monitor the
activities of the auditor. Upon receipt of the auditor's reports, the ED will present the
findings to the TAC and require that any necessary action be undertaken by the
Division Chiefs and/or the Portfolio Managers.

10. Orientation and Training of WUC and SO/USO Staff in Financial Management

The cost incurred by the SO/USO during the development phase are primarily the
cost of the employment of the staff and trainings relating to the development phase
activities. The accounting requirements early on in the development phase are
therefore quite straight forward.

The SO/USO accountant must be of an educational level of I.Com pass or higher and
he/she will be provided with a brief orientation in the use of the accounting manual of
the Fund Board as part of the SO/USO staff screening activities required prior to the
signing of the development phase contract.

13



11.

Once the WUC and the WUC treasurer have been identified the SO/USO accountant
and the WUC Treasurer will be provided basic accounting training/ (trainers training
to the SO’s/USO's accountant) and detailed orientation in the operational aspects of
keeping of the book of accounts by the Fund Board, according to the requirements of
the Fund Board. The SO/USO accountant will act as a resource person and
additionally benefit from the orientation on the use of the manual. Details of this

training are to be found in the training module (see: Volume II, HRD ref.: D230).

It is important that during the Implementation Phase that the WUC be able to operate,
monitor and report the status and use of the funds in the joint Community/SO(USO)
account. In addition, the account must be operated with signatories designated by the
community and by one field level staff designated by the SO/USO. The status of the
accounts is to be displayed in public at the community level.

To undertake this task the WUC may need additional “hands on” support at the
community level and the SO/USO field staff signatory should must also understand
the accounting procedure, due to the logistical situation, this support may not always
be readily available

In addition, therefore, the accounts manuals will be introduced and the staff will be
orientated as to their use during the software trainings to the CW and the CT for

which details can be found in the training modules, Volume Il ref.: D210, and D220
and the training of Field Coordinators, Overseers and Software Supervisors, ref.

D215 and D205+.

It is important that all the staff of the SO/USO and the entire community are clear that
the money within the WUG/SO(USO) Joint Account is owned by the WUG and not by
the SO/USO. The role of the SO/USO is to ensure that the community utilize their
account wisely and in accordance with the contract and according to the mechanism
described in the accounting manual.

The time inputs of the accounting staff of the SO/USO are quite substantial, as per
the SO/USO staff recruitment guidelines, detailed in the price norms system (ref.:
3F160) the man month input of accountants time provided for, is approximately one
month per scheme. In addition, the field staff of the SO/USO are to be provided with
orientation in the accounting procedures in order to be able to provide regular back
up support to the community. It is important therefore that the SO/USO understand
its obligations to the WUG in that it is their responsibility to ensure the availability of
public information to the community to facilitate the continuous process of public audit
within the community.

Procedures for Contract Payments
a) Development Phase
Payment # 1.
i. The SO/USO will provide a letter of request for payment to the

Portfolio Manager.

ii. The Portfolio Manager will review the request in light of the contract
requirements, consulting the Chief of the HRD/PD Division.

iii. The Portfolio Manager will then:

14



b)

either

provide the Chief of the Planning and Operations Division with a signed
recommendation for payment endorsed by the Chief of the HRD/PD Division.

or

will provide necessary information as to why this endorsement has not been
given.

iv. In the case that the recommendation for payment is not endorsed the
Chief of the Planning and Operations Division may call a meeting
and discuss the issues before deciding whether or not to endorse the
request, submitting the payment request for the approval of the ED.

V. Once approved the payment instruction will be forwarded by the ED
to the Chief of the Administration Division who will be responsible for
checking the issues relating to the finances of the contract.

Vi. The Chief of the Administration Division will then make payment as
defined in the contract

Payment # 2 and 3

The same procedure will apply as in Payment # 1 except that the view of the
Chief of the HRD/PD Division has not necessarily to be sought.

Implementation Phase
Payment # 1.

The same procedure as in Payment # 1 of the Development Phase will be
followed.

Part Payment # 1 and 2, and Payment # 2 and 3

For these payments, the same procedure as in Payment # 1 of the
Development Phase will be followed, except that instead of the Chief of the
HRD/PD Division, the endorsement and the view of the Chief of the
Technical Division will be sought prior to forwarding to the Planning and
Operations Division for payment.

15
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INTRODUCTION

This manual provides necessary guidelines for the day-to-day administrative and financial operation of the
Fund Board. This manual further consolidates the financial and administrative practices of the Fund Board, in
a consistent manner, by providing clear instructions to the Fund Board staff in carrying out their respective
duties and responsibilities.

This Manual is designed to provide the management of the fund Board with necessary guidelines in respect to
the following areas:
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. Budget Preparation

. Bank Accounts

. Book Keeping

. Chart of Accounts

. Procurement

. Inventory Management
. Administrative Rules

. Reporting

. Auditing

ACCOUNTING PRACTICES
Budget Preparation

The budget preparation process shall commence with the preparation of the “Annual Work Plans” of
the Fund Board for the forthcoming fiscal year (July to July).

The Administration Division will be responsible for the preparation of the Draft Annual Budget. All the
Divisions will work in close coordination with the Administration Division in the preparation of the
Annual Work Plans and Budgets for the forthcoming fiscal year.

The Annual Work Plan and Budget are prepared, as per the Format No..... and once prepared the
draft Annual Work Plans and Budgets shall be discussed and agreed with the ED. The ED will then
submit the Annual Work Plans and Budget to the Fund Board for Board approval, 60 days before the
start of the fiscal year.

The Annual Budget and Work Plan approved by the Board, will be forwarded to NPC through Ministry
of Housing and Physical Planning for further processing. The budget will be reflected in the HMG's
“Red Book” under the head “Rural Water Supply and Sanitation Fund Development Board”, under
Section 8.3 and shall be expressed as a subtotal of the budget. The budget will not be further broken
down under the budget codes of HMG.

Once approved by the Parliament, the Ministry of Finance will authorize the Financial Comptroller
General’s Office (FCGO) to release the budget on grant basis. The total annual budget of the Fund
Board will therefore be released to the Fund Board in such an amount and in such interval as shall
required by the Board for the smooth and efficient operation of the Fund Board. The FCGO will
release the budget to the Fund Board.

BANK ACCOUNTS
The Board Bank Account
The grant released from HMG treasury will be deposited in the Fund Board’s Bank Account.

The Fund Board Bank Account shall be opened in the Nepal Rastra Bank or any other Commercial
Bank within the Kingdom of Nepal as determined by the ED.

The Fund Board Bank Account is a non-operating account. The required amount for project/program
and operating expenditures will be transferred from this account to Project Bank Account and
Operational Bank Account respectively on an, as and when needed basis. The program and other
operational expenditure of the Fund Board will be managed through these bank accounts.
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The Project Bank Account and the Operational Bank Account shall be opened in the Nepal Rastra
Bank or any other Commercial Bank within the Kingdom of Nepal as determined by the ED.

Project Bank Account.

All the project related expenditures will be done through this account. This account will be used to
release the funds to the SOs/USOs and User Groups from time to time in relation to the Development
and Implementation Phase Contracts approved by the Board.

In addition this account will be used for the payments on account of contingencies (maximum 5% of
total contribution of the Fund Board in respect of individual Implementation Contracts) as determined
by the ED.

Operational Bank Account:

All the expenses other than project related expenses, including cost incurred through the hiring of
Service Agencies will be done through this bank account.

Signatories on the Bank accounts of the Fund Board

The signatories of the three bank accounts of the Fund Board, namely

. The Fund Board Bank Account
. The Project Bank Account
. The Operational Bank Account

will be ED or any other officer designated by him/her and the Chief of the Administration Division.
BOOK-KEEPING
Accounting Standards and Policies:

The following accounting standards and policies will be followed by the Fund Board for maintaining
it's books of accounts:

. Double Entry Accrual Basis: The books of accounts of the Fund Board will be maintained
according to the double entry book-keeping system, on accrual basis. Under this system the
following principles will be applied:

Each individual transactions will be processed through a double entry accounting
system and all major items of income and expenditure will be brought into books on
accrual basis i.e. a transaction relating to a particular month will be booked in that
month, irrespective of whether or not the actual receipts or payments are effected in
that month.

The classification of expenditures under various heads of accounts will be done as
per the chart of accounts prescribed in this manual.

. Fixed Assets: Fixed assets will be recorded in the books at cost.

. Depreciation: Depreciation on fixed assets will be charged according to the straight line
method and the rate of the depreciation will be as prescribed in this manual.

. Inventory: Stores, spare parts, loose tools will be valued at weighted average cost, whereas
materials in transit will be valued at invoice price.

1.3.2. Accounting Procedures

a) Documents and Books of Accounts:



A separate book of accounts will be maintained for the Program Expenditure and a separate
book of accounts will be maintained for the Operation Expenditure. For this purpose, the
following documents and books of account will be used for day to day operation.

S.N PARTICULARS FORM NO.
Al Journal Voucher (Debit/Credit)
A2 Cash and Check Receipt

A3 Debit Note

Ad Credit Note

A5 Cash Book

A6 Ledger Books

A7 Stock Ledger

A8 Fixed Assets Register

A9 Store Requisition/Issue
A10 Purchase Requisition
All Procurement Analysis

Al2 Purchase Order

Al3 Goods Received Note
Al4 Stores Returned Note
Al5 Store Adjustment

In relation to the serial number specified in the above table, more detailed information
concerning the documents and books of account is provided below:

Al. Journal Voucher

Journal vouchers will be used to pass routine financial transactions as well as adjustment
accounting entries for each and every transaction of the Fund Board. Administration/Account
Division will be responsible for raising Journal Vouchers and ensure that these:

a) are serially numbered by month,

b) contain correct accounting heads and codes,

c) have their debit and credit columns totaled ensuring that the totals of debit and credit
side are equal,

d) are supported by proper documentary evidence of the transaction,

e) are properly approved and signed by authorized personnel.

The procedure for the use of the journal voucher shall be as follows:

a) Account Section will maintain the Journal Voucher master file,
b) Journal vouchers will be raised to pass accounting entries in respect of:

income of the Fund Board
expenses of the Fund Board
purchase of fixed assets and equipment
investment in securities
procurement of materials and stores
loans and advances

payment of liabilities

receipts from parties/staff

receipts of loans from any institution
repayment of loans

other adjustment transaction

c) One copy of voucher will be prepared by the accountant, duly checked by the Chief of
the Administration Division. The voucher will be approved as follows:

for amounts up to Rs. 10,000.00, the voucher will be approved by the Chief of
the Administration Division,
for amounts over Rs. 10,000.00, the voucher will be approved by the ED.



d) The Journal Voucher will be posted in the respective accounts maintained in the
ledger. After having evidence of the posting it will be filed in the Master Journal
Voucher file.



A2. Cash and Check Receipt
Pre-numbered receipts will be used for recording every receipt of cash and checks in favor of
Fund Board. Three copies of this receipt will be maintained as follows:

. the original will be given to the concerned party,
. the 1st copy will be attached to the voucher for necessary accounting entry
. the 2nd copy will be retained in the receipt pad for future reference.

The receipt pad will be kept by the Accounts Section of the Administration Division.

A3. Debit Note

During the course of day to day transactions, if any rectification or adjustment is required, for
which debit is to be given in any personal account, a debit note will be raised. Two copies will
be prepared, the original will be given to the concerned person/party, the copy will be
attached with the voucher for necessary accounting entry in the books of accounts.

A4. Credit Note

During the course of day to day to transactions, if any rectification or adjustment is required,
for which credit is to be given in any personal account a credit note will be raised. Two copies
will be prepared, the original will be given to the concerned person/party, the copy will be
attached with the voucher for necessary accounting entry in the books of accounts.

Ab. Cash Book

All the cash transactions (receipt and payments) of the Fund Board will be recorded in this
book through receipt and vouchers on a daily basis. At the end of the day this book should be
balanced, confirming the actual cash balance. A petty cash account will also be maintained
for the day to day recurring expenditures such as fuel, maintenance, and other small day to
day office expenses. The maximum ceiling in this account will be Rs. 10,000.00. The
expenses incurred from this petty cash should be regularly reimbursed, or as required
(normally every two weeks or as and when the petty cash balance reaches a figure of less
than Rs. 2,000.00).

A6. Ledger Book

Ledgers will be kept in the Account’s Section for the purpose of reference and record of all
transactions duly accounted for. Two types of ledgers will be maintained as mentioned below.
Up-to-date self balancing system will be adopted for all the ledgers.

i) General Ledger:

In this ledger accounts relating to expenditure and income, assets and liabilities, debtors and
creditors control accounts, advance control account will be maintained. This ledger is the
main source of information for the preparation of trial balance.

ii) Subsidiary Ledger:
The following types of subsidiary ledger will be maintained for the sake of control and detailed
information:

. Debtor’s ledger: All the accounts of the individual debtors will be maintained in this
ledger. The total balances of individual accounts in this subsidiary ledger and the
control account balance in the general ledger will be reconciled on a monthly basis.
Any deviation will be rectified immediately.

. Creditor’s ledger: All the accounts of the individual creditors will be maintained in
this ledger. The total of the balance of individual accounts in this subsidiary ledger
and the control account balance in the general ledger will be reconciled on monthly
basis. Any deviation will be rectified immediately.

. Advance ledger: All the accounts relating to personal advance or to SAs or
SOs/USOs or other advance of the staff of the Fund Board will be maintained in this
ledger. The total of the balance of individual accounts in this subsidiary ledger and
the control account balance in the general ledger will be reconciled on monthly basis.
Any deviation will be rectified immediately.



A7. Stock Ledger
Inventories of the Fund Board will be controlled through this stock ledger. All the receipts and
issues of non durable office supplies, such as stationery will be recorded in this ledger.

A8. Fixed Assets Register

This register will be maintained for the purpose of controlling durable goods (fixed assets)
belonging to the Fund Board. Every item of asset will be recorded separately giving the
information as mentioned in the Format No.......

A9. Store Requisition/Issue

If any durable or non durable goods are required by any Division or Staff, a request for the
same should be made through this requisition/issue form duly signed by the respective Chief
of the Division and approved by the Chief of the Administration Division.

On the basis of the approved requisition, materials will be issued and the stock ledger will be
updated by accountant/store in charge.

A10. Purchase Requisition

For the procurement of any materials for the Fund Board, a Purchase Requisition Form
should be filled by the accountant/store in charge. Two copies of this Purchase Requisition
Form will be prepared and the original will be attached with the voucher along with other
necessary documents required for the payment and the copy will be kept in store for
reference.

The approval of the purchase requisition form will be as follows:

. Up to Rs 10,000.00 by the Chief of the Administration Division
. Over Rs 10,000.00 by the ED

A1l. Procurement Analysis

In case of procurement through quotations/tenders this form will be used for comparison of
the prices quoted by the different vendors. This form provides the necessary justification upon
which the order will be placed with the vendor.

The Procurement Analysis form will be attached to the Purchase Order and approved,
together with the Purchase Order, by the ED.

A12. Purchase Order
In the case of procurement through quotations/tenders or in the case of direct credit
purchase, this form will be used.

In case of procurement through quotation/tender the purchase order will be issued to the
vendor for required materials specified in the quotation/tender on the basis of the approved
procurement analysis form.

In the case of direct purchase the procurement analysis form may or may not be used, as
determined by the method purchase.

Three copies of this order will be prepared by the accountant/store in-charge. The original will
be issued to the vendor, a copy will be attached with voucher along with invoice/bill, goods
received note for the purpose of necessary accounting entries and a copy will be retained in
store for reference.

Purchase Orders will be approved as follows:

. Up to Rs 10,000.00 by the Chief of the Administration Division
. Over Rs 10,000.00 by the ED

A13. Goods Received Note (GRN)

All the items received in the store whether through procurement or any other source should
be documented through Goods Received Note. Two copies of this GRN will be prepared by
the accountant/store in-charge and approved by the Chief of the Administration Division. The



b)

original will be sent to the Accounts Section for necessary accounting entries and one copy
will be retained in store for making necessary entries in the stock ledger/fixed assets register.
A1l4. Stores Returned Note (SRN)

If the items issued previously to any staff or person/organization from the store are returned
back to the store this should be recorded through the Stores Returned Note. Two copies of
this note will be prepared, the original will be given to the staff/person/organization returning
back the item/s and one copy will be retained in the store for necessary adjustment in the
stock ledger/fixed assets register. If items returned have been damaged, the accountant/store
in charge will immediately inform the Chief of the Administration Division so that necessary
action can be taken, further s/he will record this in the store returned note as well as the stock
ledger.

A15. Store Adjustment Form

For proper management and control of stores (durable and non durable items), physical
verifications of the items will be conducted twice a year. After each physical verification this
Store Adjustment Form will be filled up, so that balance in the store, as per the stock
ledger/fixed assets register and actual balance as per the physical verification, could be
compared and necessary adjustment entries may be made for any deviations.

At the time of the verification the present conditions of the items will also be mentioned for
taking necessary remedial measures (dispose, auction, repair, etc.) by the management. Two
copies of this form will be prepared by the accountant/store in-charge and approved by the
physical verification team. The original of this form will be sent to the Account Section for
necessary adjustment and one copy will be retained in the store for record and necessary
adjustment.

Physical verification will be carried out by a team nominated by ED consisting of:
DED as chair person
One of the Division Head (other than Administration Division) as member
One support staff (other than Administration Division) as member.

Financial Statements

On the basis of the information derived from the books of accounts maintained, the following
Financial Statements will be prepared for monitoring, analysis and control of the Fund Board's
financial operation.

S.N PARTICULARS FORM NO.
Bl Trial Balance
B2 Balance Sheet
B3 Income and Expenditure Account
B4 Bank Reconciliation Statement
B5 Monthly, Quarterly, Annually comparative
budget and expenditure analysis sheets
B6 Consolidated Financial Statement
B7 Project Expenditure Summary Sheet
B8 Summary of Annual Budget

B1. Trial Balance

For proper monitoring and financial control a Monthly Trial Balance will be prepared. All the
accounts maintained in the general ledger will be reflected in the Trial Balance either in debit
side or in the credit side. The total of the debit side and the total of credit side must be tallied
to ensure correctness of the accounting entries.

B2. Balance Sheet

To show the actual financial position (assets and liabilities/fund) of the Fund Board at the end
of the fiscal year a balance sheet will be prepared according to the format given in this
manual. The source of information for preparation of the balance sheet is the trial balance as
of end of the fiscal year.

B3. Income and Expenditure Account

To show the financial operation regarding operating and project expenditure for the fiscal
year, an Income and Expenditure Account will be prepared at the end of the fiscal year. The

10



source of information for preparation of the Income and Expenditure Account is the trial
balance, prepared at the end of the fiscal year.
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B4. Bank Reconciliation Statement

Monthly Bank Reconciliation Statement will be prepared for each and every bank account
according to the format given in this manual. The purpose of this statement is to reconcile the
balances in the bank accounts as per the books maintained by the Fund Board and the
balances as per the bank statements/confirmations.

B5. Monthly, Quarterly, Annually Comparative Budget and Expenditure Analysis Sheet
For monitoring and control of the financial operation of the Fund Board this analysis sheet will
be prepared. The sources of information for this sheet are the approved budget and financial
statements prepared by the Fund Board.

B6. Consolidated Financial Statement

To provide the information on the overall financial position of the Fund Board this statement
will be prepared every month according to the format given in this manual. This statement
basically provides the information regarding the sources and application of the fund. The
sources of information for this statement are the financial statements prepared by the Fund
Board.

B7. Project Expenditure Summary Sheet (Scheme-wise)

To provide detailed information regarding the incurred expenditure in regard to Development
and Implementation Phase Contracts this statement will be prepared according to the format
given in this manual.

B8. Summary of Annual Budget

To establish a system of proper budgetary control in the Fund Board, a Detailed Budget as
per Format No:____ will be provided to the Chief of each Division, together with details of
actual expenditure on a quarterly basis.

CHART OF ACCOUNTS

BALANCE SHEET

The Assets of the Fund Board must be equal to its Accumulated Fund and its Liabilities. In the
Balance Sheet the Funds and Liabilities will be shown on one side and the assets which will be
shown on the other side.

ASSETS

The assets of the Fund Board will be grouped under the following heads.

a)

Fixed Assets

Under this head the assets will be classified as follows. Any grant in kind will also be included
in the corresponding classification.

) Land and buildings:
Investment in the land and building including land development cost, building
renovation cost and other direct cost incurred for acquiring land and building will be
shown under this head.

(i) Equipment and Materials
The equipment and materials will be classified as follows:
1. Vehicles:
Investment in all types of vehicles, such as car, jeep, motorcycles, etc. will be
shown under this head.
2. Computer Equipment
Investment in Computer Equipment’'s, such as Computer and Software,

network board, power supply (UPS), laser printer, peripheral computer
equipment (scanner, digitizer), lab equipment and reagents (field and in-

12
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c)

house), plotter, photocopy machines, generators, fax machine, etc. will be
shown under this head.

3. Furniture and fixtures:
All types of wooden and metal furniture, such as desks, tables, chairs,
revolving chairs, chairs for conference, shelves, sofa sets, black boards,
computer tables, office racks, filing cabinets, etc. will be shown under this
head.

4, Other Assets
Capital expenditure other than the above-mentioned items, such as bicycles,
electric fans, kerosene heaters, calculators, emergency lights, telephone
sets, intercom, sleeping bags, etc. will be shown under this head.

Investment

Investment in Govt. and non-Govt. securities, treasury bills, Bank deposits (short and long
term) will be shown under this head.

Current Assets, Loans and Advances
0] Current Assets

These are the assets, which can be converted into cash with in a fiscal year. Current
Assets will be classified as follows:

. Inventories (office supplies and others)
. Sundry debtors
. Cash and bank balances
(ii) Loans and Advances
Loans and advances are classified as follows:
. Advances and pre-paid expenses
. Security Deposits i.e. telephone, postal and others

1.4.1.2 FUNDS AND LIABILITIES

1.

Accumulated fund

The excess of income over expenditure for a particular fiscal year, will be added to the
accumulated fund of the previous year. The result is the accumulated fund for the current
year.

Liabilities
The liabilities of the Fund Board are expressed under the following headings:

a) Secured and Unsecured Loan
The Secured and unsecured loans included:
. Bank Loan
. Other Loan
b) Current Liabilities and Provisions
0] Current Liabilities
The current liabilities include:
. Sundry Creditors (including outstanding expenses)
. Advance, deposits received, earnest money
(ii) Provisions

13



1.4.2 INCOME AND EXPENDITURE ACCOUNT

1.4.2.1 INCOME

The possible incomes of the Fund Board will be as specified in the Formation Order of the RWSS
Fund Development Board, summarized below:

HMG grant
Grant or assistance from foreign government, national or international organizations
Others

1.4.2.2 EXPENDITURE

1.

Project Expenditure

All Project related expenses will be shown under this head as follows:

. Pre-Development Phase Cost
. Development Phase Cost
. Implementation Phase Cost

Operating Expenditure

All the expenses other than project related expenses will be shown under this head as
follows:

a) Costs relating to the Operations of the Fund Board

i Staff Salary
Includes monthly salaries for regular and temporary staff, wages, leave and
annual increments, Dashain expenses, Overtime, etc.

ii. Allowances
Includes medical benefit, travel allowance and daily travel allowance
(national and foreign), cost of travel such as bus/air fare, insurance, fuel for
field trip, local tax (vehicle), etc.

iii. Office Operating Expenses
The office operating expenses include such items as:

. Rent and Rental charges for house, office equipment, machinery,
etc.

. Water and Electricity

. Insurance and Insurance premium for accident, fire, etc.

. Printing and Stationery, including the cost of all types of stationery,

technical and administrative, photographic supplies, etc.

. Telephone, Telex and fax

. Legal Expenses, including all types of expenses incurred for legal
advise, court fees, preparation of legal documents for Fund Board,
etc.

. Fuel for vehicles including cost of petrol, diesel, mobil, break oil and

other lubricants, etc.

. Board Meeting Cost and Fees, including all types of expenses
incurred for the Board Members, such as Board meeting allowances,
traveling expenses for the Board Members, hospitality expenses for
Board Meeting, etc.

14



b)

(iv)

v)

(vi)

(vii)

(viii)

. Postage, including domestic and international postage, courier

charges, etc.

. Bank Charges, including the costs of making payments to the

SO/USO, WUG/SO(USO)’s and SA’s accounts, bank commission
and other service charges, etc.

Repair and maintenance
Includes wages (service charge), cost of parts and materials used for repair
and maintenance of computer, vehicle and other machinery and equipment’s.

Miscellaneous Expenses
Cost of newspaper, magazines, books, cost of curtains, carpets, fuel for other
purposes, provision for unforeseen expenditure, penalties, late fees, etc.

Technical Assistance
Includes cost of Expatriate Technical Advisor such as remuneration, travel
allowance, perquisites, benefits, etc.

SO/USO and SA Training Expenses

Support Organization, Community, Service Agency and Fund Board Staff

training expenses. Monitoring and Evaluation Costs.

Depreciation

Fixed assets of the Fund Board will be depreciated at the following rates:
Percentage of Cost Price

Building (Cemented) 5%
Furniture’s/Fixtures

- Wooden 15%
- Steel 10%
Vehicle

- Motor 15%
- Bicycle 20%
Computers 20%

The above depreciation rates are based upon the existing government rates
and are therefore subject to changed.

The assets costing Rs. 500.00 or less will be depreciated at the rate of 100%.

Costs relating to Research and Studies

Includes the cost of local, and foreign consultant, and the costs of equipment required

for:

KAP Baseline Studies for Batch-V, VI and VII
KAP Impact Studies for Batch IV and V
Immediate Impact Study of Batch IV and V
Study on Social Inclusion

Study on Micro-enterprises and IGAs
Sustainability Study of Batch-Ill and IV

Long Term Sustainability Study of Batch-I and Il
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2.2

PROCUREMENT

General

The following procedures will be followed for the procurement of services, equipment and supplies by
the Fund Board. However, procurement in project implemented under foreign loan or grant aid shall
be governed by the agreement between the donor agency and His Majesty's Government.

Types of Procurement
Procurements will be of two types as follows:

a)

b)

Procurement utilizing the system of Price Norms

Unless otherwise specified the Fund Board will use the price norms system for establishing
the price to be paid for all individual procurements.

The price norms will be established through regular market survey and the collection of
quotations as follows:

. Setting of price norms for items valued at less than Rs 50,000 will be executed
through solicitation of quotations from three different vendors.

. Setting of price norms for items valued at more than Rs 50,000 will be executed
through solicitation of quotations from five different vendors.

At the beginning of each fiscal year the price norms will be revised based on the market
survey conducted and submitted to the Fund Board for their approval. In case that an
individual item increases in cost during the course of the year the Chief of the Administration
Division will solicit quotations as required and modify the price norms as accordingly. The
Chief of the Administration Division is required to inform the TAC of any changes so resulting
in the price norms. The ED will approve any changes in the price norms. The ED is further
required to report all changes in the price norms to the Board on a trimesterly basis.

The system of price norms is utilized in the procurement of:

i SO/USO staff
ii. Non local materials, tools and skilled labor within SO/USO contracts

iii. SA staff

iv. The operational reimbursable for SA Contracts

V. Office materials and equipment

Vi. Hiring of equipment

Vii. Hiring of Vehicles for Fund Board Staff operations
Viii. Other items

Procurement, which do not utilize the system of Price Norms

Procurements which do not utilize the system of Price Norms involve specific procurements
that will not be repeated on a regular basis and include:

0] Procurement of Board Staff
In the case of the Fund Board regular staff, the salary guidelines are included in the
Rules. In the case of each type of staff there is a range of salaries that can be paid.
The ED is responsible to negotiate with the individual within this salary range.

(ii) Expatriate Expert and Expatriate Advisory Services
For expatriate expert and expatriate advisory services, the Board will solicit proposals
from three qualified and experienced firms/consultants. Award is made, through a

suitable selection procedure, to the firm/consultant determined most appropriate for
the assignment.
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2.3.2

(i) Established prices of goods and services

In the case of such items as:

. bus and plane fares

. vehicle fuel

. water, electricity, telephone, gas
. government controlled items

The established prices of the above will be included directly in the system of price
norms

(iv) Monopoly supply
In the case that a specific unique item is to be purchased for which Administration
Division will engage in direct negotiations with the supplier. For items of more than Rs
5,000 a decision and authorization form (Format ) will then be approved by the
ED prior to a Purchase Order being issued.

(v) Sundry items or one time purchases
Procurements of items, of value less than Rs. 5,000.00 will be executed through
solicitation of quotations and/or direct discussions with individual vendors. The Chief

of the Administration Division will determine the modalities of the procurement as the
situation demands.

Payments
SO/USO Payments

SO/USO payments will be as per the terms and conditions detailed in the Development Phase and
Implementation Phase contracts.

Payment made by the Fund Board to the SO/USO’s Account and/or the WUG/SO(USO)’s Joint
Account will be made using the following methods:

1. Direct payment by Account Payee Check from the Fund Board’s Head Office
2. Telegraphic/Fax Transfer in payee’s Bank Account
3. Account Payee Bank Draft

If any new system of payment will be introduced in Nepal, which will better facilitate the needs of the
Fund Board, the system will be proposed to the Fund Board and will be adopted with the mutual
agreement of all parties concerned.

Note: If the payments will be made as per above No.2 or/and 3, bank charge and commission will be
borne by the Fund Board itself.

SA Payments

a) Documents required for Payment
Before making any payments to the Service Agency the following documents will be required:

1. Time Sheets certified by the SA Team Leader and approved by SA Manager

2. Statement of Expenditures (item-wise expenditures should be mentioned)

3. All the related bills, such as: Transportation, stationery, rentals, etc. and if the bills are
not available, SA Team Leader should request the SA Manager mentioning the cause
of not availability of the bills and should get approval from SA Manager.

4, Copy of purchase order and copy of amendment document, if any, must be attached.

5. Recommendation for Payment by the concerned SA Manager and clearance from
Administration Division.
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2.3.3.

3.1

3.2

b) Method of Payment
Payment made by the Fund Board to the SA’s Account will be made using the following

methods:

1. Direct payment by Account Payee Check from Fund Board Office Kathmandu
2. Telegraphic/Fax Transfer in payee’s Bank Account

3. Account Payee Bank Draft

Provided the ED agrees, an individual consultant on his/her request may also be paid by a
bearer check.

If the payments will be made as per above No.2 or/and 3, bank charge and
commission will be borne by the Fund Board itself.

All payments to SAs will be made upon the approval of the ED.
c) Use of Price Norms

The price for the individual consultants will be as per the system of price norms established.
The fee to be paid is based on the assumed salary of the individual. The assumed salary is
fixed, dependent upon the qualifications and experience of the individual grade of consultant
to be proposed. A 15% overhead has been added, based upon the total manpower costs, to
this amount to establish the invoicing rate.

The price to be paid for expenditures incurred during the assignment is also as per the
system of price norms. Night allowances will be paid at the rate of Rs. 350.00 for each night
spent in the field.

The Fund Board will not provide transportation in the undertaking of SA assignments. All SA
assignments will be undertaken using public transport and the Fund Board will imburse to
SAs all transportation costs undertaken by SA staff through most economic and direct route.

The SA will be provided with the list of prices (price norms) which will form part of the contract
between the SA and the Fund Board. For re-imbursement of expenses incurred by the SA,
unless otherwise agreed, the re-imbursement will be based on the quantities used by the SA
and the system of price norms and not the price paid by the individual SA.

On the ED's request the Board may approve a higher rate than the rates provided in the Price
Norms for individual consultants with specific skill and expertise hire for short term (maximum
of two months) on sole-source basis.

Payments for Regular Fund Board Staff

Upon receiving the Monthly Summary Time sheet, at the end of the each month salary will be paid.
Income tax will be deducted as per the HMG'’s rules and regulation at the time of salary payment and
amount so deducted will be deposited in the Tax Office within 35 days.

INVENTORY MANAGEMENT

Store In-charge:

For proper inventory management and control one of the account assistants under the Administration
Division will work as the “Store In-charge”. S/he will be responsible for maintaining up-to-date store
records and follow the procedures for store keeping and accounting as explained in preceding
paragraphs.

Disposal of Assets:

During the course of physical verification if any assets of the Fund Board are found to be damaged or
not suitable for use by the Fund Board, the verification team may recommend for disposal of these
assets in the Store Adjustment Form. In such case the following procedures will be followed for
disposal of the assets:

. If the expected realizable value of the asset is less than Rs. 25,000.00, it can be disposed off
by negotiation subject to the approval of ED.
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4.1

4.2

4.2.1

4.2.2

4.2.3

4.3

4.4

4.5

4.6

. If the expected realizable value of the asset is more than Rs. 25,000.00, and less than Rs.
50,000.00, it may be disposed off, subject to ED's approval, through public auction by
advertisement in the national daily newspaper.

. If the expected realizable value of asset is more than Rs. 50,000.00, it may be disposed off,
subject to the Board's approval, through public auction, by advertisement in the national daily
newspapers.

Provided there is no sound basis for determining the realizable value of the asset, the Board may
form, in consultation with the ED, a committee to determine such value unjder the chairpersonship of
the ED.

ADMINISTRATIVE RULES

Rent
The Board will fix price norms based on market survey conducted by a team assigned by ED for the
purpose of acquiring office building or any equipment on rent.

Rent will be paid as per the contract. Rent Tax will be deducted at source as per the prescribed rate
and the tax so deducted will be deposited in the Tax Office within 35 days.

Hiring of Regular Fund Board Staff
As per Fund Board Rules and as detailed under para. 3.3 of Section Il - Procurement and Eligibility
Criteria of Volume | - Operations Manual.

Personal History Form
Personal History Form as per the Format No: must be filled by all the staff who will join Fund
Board as regular staff.

Beneficiary Form

All regular Fund Board Staff must complete a beneficiary form and submit this to the Administration
Division.

Definition of Relatives

Any close relatives, as defined in the Implementation Manual Volume | -Operation Manual, Section
Il Procurement and Eligibility Criteria Para 3.3, of any of the Fund Board staff and/or Board
Members will not be allowed to work as a Fund Board staff.

Dashain Allowance

Employees of the Board will get Dashain expense on an annual basis an amount equivalent to one
month's current salary. Provided that an employee, who has not completed 6 months of service
period before 15 days of Ghatasthapana (beginning of Dashain), shall receive Dashain expense in an
amount calculated for his/her service period proportionate to the Dashain expense equal to the
amount of one month's salary receivable on the completion of a 6 month period. An employee
appointed for a period of less than one year shall not be entitled to Dashain expense.

Salary Advance

Regular Fund Board staff are entitled to get one month’s salary in advance. This salary advance will
be adjusted at the end of the same month. Before taking the salary advance, the written application
should be given with reasons and must be recommended by the concerned Division Chief and
approved by the ED. Without prior approval of the ED salary advance will not be given.

Operational Travel Request

Regular Fund Board staff have to fill 3 copies (1 copy for personal file, 1 for payment and 1 copy for
the staff) of Operational Travel Request Form No: before visiting the field and should get the
approval in advance from their Division Chief. The ED will approve the travel requests of the Division
Chiefs and DED.

Daily Allowance to Fund Board Staff, other than the ED, for Travel within the Country

Daily allowance will be paid to all staff, other than the ED, at the rate of Rs. 500.00 for each night
spent in the field. However, only 50% of the daily allowance will be paid for the day of his/her return
from the field.
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4.7

4.8

4.9

4.10

411

4.12

4.13

4.14

Daily Allowance to the Board Members and the ED for Travel within the Country

Daily allowance will be paid to the Chairperson, Board members and the ED at the rate of Rs. 750.00
for each night spent in the field. However, only 50% of the daily allowance will be paid for the day of
his/ her return from the field.

Daily Allowance to Fund Board Staff, other than the ED
The staff members of the Fund Board are entitled to get a DSA of US$ 110.00 for the night spent
abroad. However, only 50% of the DSA will be paid for the day of his/her return from abroad.

Daily Allowance to the Board Members and the ED for International Travel

The Chairperson and the members of the Fund Board are entitled to get a DSA of US$ 150.00 for the
night spent abroad. However, only 50% of the DSA will be paid for the day of his/her return from
abroad.

Traveling Costs
Travel costs will be paid as per actual. All international travel will be allowed for most direct route and
on economy class.

Overtime Payments

Support staff are normally not encouraged to work overtime. However, if the concerned supervisor will
authorize in writing in advance the support staff to work before and after office hours as well as on
holidays, the support staff will be paid OT allowance at the rate of 1.5 times based on hourly rate of
his/her monthly salary. Two copies (one for payment and one for personal file) of the Overtime Form
No: should be filled and endorsed by concerned Division Chief and approved by the ED.

Medical Facility
As per Fund Board Rules.

Insurance

Following insurance arrangements will be made.

e Accident insurance (while on official business) for Rs. 1,000,000.00/staff will be taken out by the
Fund Board.

« Hospital Cash Plan Insurance Policy (applicable to those staff only who complete at least two
years term of office)

e All the Fund Board Assets will be insured in book value.

Leave
. Public Holidays:

As per the Fund Board rules.
. Annual leave:

Two days for each month’s work.
. Sick leave:

Six days for each year.
. Maternity Leave:

As per the Fund Board rules.
. Leave without pay:

As per the Fund Board rules.
. Mourning leave

Death of the father and the mother 15 days.

and death of the father-in-law and the mother-in-law (in case of married lady staff) 15 days
. Accumulation of Leave

As per the Fund Board rules

* Two copies (one copy for Administration Division and one copy for the concerned staff) of the
Leave Application Form No: should be filled and approved by the Division Chief. In the
case of Division Chiefs and DED, the ED will give his/her approval.
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4.15

4.16

4.17

4.18

4.19

4.20

4.21

4.22

4.23

For the purposes of calculating reimbursements in relation to accrued leave the average time units
will apply:

. 8.00 working hours per day

. 5 working days per week

. 40.00 working hours per week
. 22 working days per month

. 176 working hrs per month

. 4.17 weeks per month

Working Days and Hours
As per the Fund Board rules.

Notice to Leave Job

Any regular staff member who wishes to leave the job before the expiry of the contract will have to
submit the resignation letter to the ED (in case of ED, to the Board) one month in advance mentioning
effective date and as well as clearance letter must be acquired from Administration Division before
leaving the job. Reference letter/certificate will not be issued unless and until the official dues and
property, if any, have been cleared.

Advance for Expenses

Advance for office expenses may be provided if required, which should be settled within 10 days after
the completion of related works. No further advance will be made before settling the previous
advance except in the situation, which in ED’s opinion, the settling of the previous advance was not
possible before the second advance.

Vehicle Facility
The ED shall be provided with official vehicle facility on official working days. The ED will determine
the facility to be provided to other Fund Board staff.

The ED will be entitled to use official vehicle for official duties within and outside the Kathmandu
Valley. For other staff the ED will determine the need of the official vehicle for the use of the staff
visiting the field/site.

Official Secrecy
As per the Board rules.

Annual Salary Increment
Each employee will be entitled for salary increment at the rate of three percent of the initial salary
upon completion of one year's term of office.

Disciplinary Action
As per the Board rules.

Meeting Allowance
As per the Board rules.

Complaint Recording

All the complains/comments received from local paper/ letter/ telephone / personal meeting etc.
regarding the Board and its staff will be confidentially recorded and informed to the Board. If
necessary, the Board and/or the ED may initiate necessary action over such complaints and
grievances.
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4.24

4.25

4.26

4.27

4.28

4.29

4.30

Regular Meetings
Regular and non-scheduled meetings will be held as follows:

Meeting type: Freguency Chaired by:

Board At least once a Month Chairperson

TAC As required ED

Division Chiefs As required/Monthly ED or DED
Professional Staff Monthly ED or DED

Support Staff Monthly Chief of Admin. Division

Before conducting the meetings, agenda should be provided to the participants at least 24 hours
before the meeting.

Delegation of Authority

The Board may delegate any of its authority conferred by the Formation Order or by the Rules to a
member, to sub-committee or to the ED. The ED, as necessity, may delegate his/her power to any of
the employees of the Fund Board.

Identity Card

An identity card shall be issued to all Fund Board regular staff. Name and designation of the staff as
well as validity date of the card shall be clearly mentioned in the card. All the staff will have to submit
3 copies of the passport size photos.

Personal Uses of Telephone/Fax

Before making any personal STD/ISTD call or sending any personal fax, prior approval must be taken
from the Administration Division Head/DED/ED. Without approval, the personal use of STD/ISTD will
not be allowed. The staff has to pay for the personal use of STD/ISTD and fax on actual cost basis.

Board Office Seal
The Board will have its own Office Seal and logo and that will be used in all the official documents.

Staff Termination Grant

(1) Fund Board staff retiring from his/her service after completing at least 3 years' term of
service, is entitled to get a lump sum amount as termination grant in the proportion of two month's
prevailing salary per year for his/her total term of service in the Fund Board.

(2) The term of service of the Fund Board staff for the purpose of Sub-rule (1) above shall also
include the extension of the term of service and change of position from one to another.

3) A separate termination grant fund shall be created for the purpose of payments to be made to
the staff under Sub-rule (1) above and an annual expense to be incurred under this grant for every
financial year shall be calculated and shall be deposited in the said fund.

Annual Performance Evaluation
Introduction:

Performance Evaluation of the Fund Board staff (except Executive Director) will be carried out
annually with the objective to evaluate optimum potentiality of the staff and their consolidated
performance in a particular year. The evaluation will be done on the basis of the effective application
of the technical, managerial and operational skill in their assign responsibility against previously
agreed Job Description and Performance Indicators of the individual staff. The system will expect to
promote healthy professional competition of the staff and their moral attitude. Such changes will bring
positive result on successful completion of the project within time. The immediate supervisor of the
respective staff will be responsible for performance assessment.

Basis of Evaluation:

Annual Performance Evaluation Form of Project Staff, Instructions for Performance Evaluation, and
Key Service Standard of Fund Board Staff Performance (executive/professional and support staff) will
be used as tools by the immediate supervisor of the respective staff for the purpose of the annual
performance evaluation. Please see attached Annex- A, B and C for reference.
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ED will develop and update the service standard of the individual post as and when required. Periodic
monitoring of the performance of such service standard will be the basis of the annual performance
evaluation of the staff.

Process of Evaluation:

The concerned staff should fill in the Section-A of Performance Appraisal Form of Project Staff
(Annex-C) and submit to immediate supervisor by 15 July each year.

The immediate supervisor should assess the staff performance, fill in Section-B of the firm (Annex-C)
and get observation of staff assessed in Section-C and submit to Executive Director by 15 August of
each year.

Reward:

Based on the performance evaluation, all staff members scoring 20 points and above that is excellent
or very good rating will be provided Letter of Appreciation from FB.

The Executive Director will then select best two staff (one from executive and professional staff and
one from support staff level among staff members scoring 20 points and above). The best staff will be
rewarded with his/her one-month's prevailing salary.

Similarly, the Executive Director will then select second best two staff (one from executive and
professional staff and one from support staff level among staff embers scoring 20 points and above).
The second best staff will be rewarded with his/her half-month's prevailing salary.

For the reward, staff members should score at least 20 points on their performance evaluation.

Punishment:

The staff member scoring less than 10 will be rated unsatisfactory in the staff annual performance
evaluation will be taken action as per Clause 26 of Fund Board Rules, 2053.

Similarly, if the staff scores 10 to 14 will be rated below average level of performance will be warned

for improvement in the performance during subsequent year. If same staff score below average
during subsequent year will be taken action as per Clause 26 of Fund Board Rules, 2053.
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Annex- A

KEY SERVICE STANDARD
OF
RWSSFDB STAFF

Job Title: Deputy Executive Director

Co-ordinates and produces Annual Plan and Budget according to Project Plan.

Organises regular consultative meetings with Divisional Chiefs and Program staff to take necessary
actions on program related issues timely.

Ensures decision from TAC timely.

Acts for timely disbursement of SAs and SOs/USOs accounts according to quarterly disbursement plans.
Oversees publication of Quarterly and Annual Report of the Fund Board timely.

Reviews and monitors project MIS timely to provide adequate MIS system and services.

Evaluates performance of the Divisional Chiefs annually.

Ensures timely procurement of SOs(USOs)/SAs services.

Finalises TOR and Cost Estimate (for LOI) before two months of the commencement of the assignment
and Evaluates Technical Proposal within two weeks of its opening.

Mobilize, monitor and evaluate SAs.
Undertake field visit as and when needed.

Prepares summery of issues/lesson learned /insight gain from different studies and overall learning
regularly and recommends the appropriate suggestions for improvement of the program.

Performs as per job descriptions.
Briefs progress status to ED weekly.

Follows instructions and advises as provided by the ED.
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Annex- A
KEY SERVICE STANDARD

OF
RWSSFDB STAFF

Job Title: Chief of Planning and Operations Division

e Prepares Annual Work Plan according to annual work plan of the Fund Board

« Implements activities according to the agreed Work-plan and job-description of individual staff

e Acts for timely disbursement of SAs and SOs/USOs accounts according to quarterly disbursement plan

* Mobilises relevant SAs for Monitoring within five working days of receiving complete progress report from
SOs/USOs and acts for SA payment within 30 working days after submission of final report performing

overall SA management responsibility.

< Identifies problems, discrepancies and other management related issues and presents to discuss with
relevant staff to solve it at the appropriate level.

e Maintains SA’s & SO’s/USO's performance records (including discrepancies) regularly.

* Monitors performance of all divisional staff and conducts annual performance evaluation of individual staff
by the 15" June.

e Supervises updating of the MIS information by all divisional staff monthly.

e Initiates activities of all Incoming correspondence from SOs(USOs)/SAs within next working day and
ensures timely decision on the matters.

e Finalises Relevant TOR and Budget (for LOI) before two months of the commencement of the assignment
and ensures timely procurement of SAs. Evaluates SA’s proposal jointly within two weeks after opening
it.

e Plans and executes at least 25 days field visit in one year as per requirement.

e Prepare Quarterly/ Annual Progress Report of the Division.

e Prepares summary of issues/lesson learned /insight gain from different studies and overall learning of the
Divisions regularly and recommends the appropriate suggestions for improvement of the program.

e Briefs progress status to ED/DED weekly.

e Performs related work as advised and instructed by the ED and DED.
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Annex- A
KEY SERVICE STANDARD

OF
RWSSFDB STAFF

Job Title: Chief of Project Monitoring and Evaluation Division

e Assess the scheme applications against the criteria set by the Board and present the results to the
DED. Take assistance of the Technical Division for technical assessment.

< Monitor the appropriateness of the indicators used and suggest changes if necessary.

e Evaluate the performance of all components of the Fund programs through the progress report of the
SO/WUG, operational monitoring carried out by the Planning and Operations Division and/or Service
agencies and regular as well as special studies carried out by the Service agencies.

e Analyze and document the results, especially in the changes and development of the SOs and SAs
performance and manpower quality. Feed the results back into the SO/SA selection and development
of the overall project procedures.

e Undertake the impact monitoring activities. Analyze and document the results and feed back into the
program development.

e Follow-up and manage the long-term impact and sustainability studies to be undertaken in a selected
number of schemes. Analyze and document the results and feedback into the program development.
Disseminate the lessons learned to other projects and donor agencies.

e Identify and present for the Board’s approval special studies to be undertaken for the purposes of
strategic monitoring, analyze the results and feedback to the program development. Disseminate to
the lessons learned to other projects.

e Oversee sector monitoring and compare achievements of the Fund with other sector agencies.

e Suggest provisions for the inclusion and safeguarding of the disadvantaged groups and appropriate
linkages with local governance.

e Carry out special studies required to improve system for effective service delivery of the Fund's
Office.

e Preparation of reports other documents as required by other divisions based on M&E report.

e Prepare periodic progress reports, annual operational plan and budget of the Project Monitoring and
Evaluation Division. and

e Self-monitoring of the work done.
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Annex- A

KEY SERVICE STANDARD
OF
RWSSFDB STAFF

Job Title: Chief of Technical Division

Prepares Annual Work Plan according to annual work plan of the Fund Board
Implements activities according to the agreed Work-plan and job-description of individual staff

Mobilizes relevant SAs and Acts for timely disbursement of SAs and SOs/USOs accounts according to
quarterly disbursement plan performing overall SA management responsibility.

Identifies problems, discrepancies and other management related issues and presents to discuss with
relevant staff to solve it at the appropriate level.

Maintains SA’s & SO’s/US'Os technical performance records (including discrepancies) regularly.

Monitors performance of divisional staff and conducts annual performance evaluation of subordinate staff
by the 15 of June.

Initiates activities to manage incoming correspondence from SOs(USOs)/SAs within next working day and
ensures action timely.

Updates technical guidelines and FMIS every year.
Prepare Quarterly/Annual Progress Report of the Division.

Prepares summary of issues/lesson learned /insight gain from different studies and overall learning of the
Divisions regularly and recommends the appropriate suggestions for improvement of the program.

Finalises Relevant TOR and Cost Estimate (for LOI) before two months of the commencement of the
assignment and ensures timely procurement of SAs. Evaluates SA’s proposal jointly within two weeks
after opening it.

Plans and executes field visit at least 25 days a yearly.

Briefs progress status to ED/DED weekly.

Follows instructions and advises as provided by the ED and DED.
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Annex- A

KEY SERVICE STANDARD
OF
RWSSFDB STAFF

Job Title: Chief of Human Resource Development/Program Development Division

Prepares Annual Work Plan according to annual work plan of the Fund Board
Implements activities according to the agreed Work-plan and job-description of individual staff.

Mobilizes relevant SAs and Acts for timely disbursement of SAs and SOs/USOs accounts according to
quarterly disbursement plan performing overall SA management responsibility.

Identifies problems, discrepancies and other management related issues and presents to discuss with
relevant staff to solve it at the appropriate level.

Maintains SA’s & SO’s/USO's staff and software related performance records (including discrepancies)
regularly.

Reviews SA’'s performance records regularly and analyses discrepancies of the SA’s training
programmes.

Monitors performance of divisional staff and conducts annual performance evaluation of subordinate staff
by the 15th of June.

Initiates activities for managing incoming correspondence from SOs(USOs)/SAs within next working day
and ensures timely decision.

Prepares summary of issues/lesson learned /insight gain from different studies and overall learning of the
Divisions and recommends measures for improvement in the future program.

Finalises relevant TOR and Budget (for LOI) before two months of the commencement of the assignment.
Evaluates SA jointly within two weeks after opening of the Technical Proposal.

Plans and executes field visit at least 25 days in a year for assessing training needs and examining
impacts of different training programmes.

Prepares quarterly/annual progress report of the Division
Briefs progress status to ED/DED weekly.

Follows instructions and advises provided by the ED and DED.
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Annex- A
KEY SERVICE STANDARD

OF
RWSSFDB STAFF

Job Title: Chief of Administration Division

e Collects estimated budget and plans of all divisions prior to 5 months of the commencement of the Fiscal
Year.

e Prepares Annual Work plan and budget and implements agreed Work-plan.

* Responsible for timely disbursement of budgeted amount according to Quarterly Disbursement Plan.

e Prepares Monthly Disbursement Statement and makes review to the ED in the first week of each month.
e Arranges all annual procurements of goods and materials within agreed Quarterly Plan.

« Identifies problems, discrepancies and other management related issues and presents to discuss with
relevant staff to solve it at the appropriate level.

< Initiates activities of all incoming correspondence within next working day and ensures timely decision.

« Monitors performance divisional staff and conducts annual performance evaluation of subordinate staff by
the 15" of June.

e Ensures vehicle management according to the agreed monthly field visit plan of staff.
e Arranges for audit of books of financial accounts according to agreed work plan.
< Initiates activities to recruit the vacant post within a week.

e Finalises Relevant TOR and Budget (for LOI) before two months of the commencement of the assignment
and ensures timely procurement of SAs. Evaluates SA’s proposal jointly within two weeks after opening it.

e Prepares Quarterly/Annual Progress Report of the Division timely.
e Plans and executes field visit as per requirement.

e Prepares summary of issues/lesson learned /insight gain from different studies and overall learning of the
Divisions regularly and recommends the appropriate suggestions for improvement of the program.

e Performs as per the job-description.
e Briefs progress status to ED/DED weekly.

e Follows advises and instructions as provided by the ED and DED.
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KEY SERVICE STANDARD
OF
RWSSFDB STAFF

Job Title: Regional Manager

Monitoring projects and SAs.

Conducting and finalising all preliminary works in the selection of SOs and SAs
Recommending payments for SOs.

Checking, supervising SA’s reports.

Developing relationship with communities, DDC, VDC etc..

Oversee projects at the regional level that are ask for implementation by the center.
Regular field visit to know the status of project, SAs and SOs at the regional level.
Undertake routine M&E at the regional level and recheck SA’s reports.

Regular communication with different Divisions and Units at the central office.
Arrange post project completion support.

Extension of Board'’s activities at the regional level to increase competitiveness in the sector.
Review activities of SOs, SAs and communities.

Assist in the final evaluation of the projects.

Involve in training and development activities.

Work as per the instruction of the Head of the Division.
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Annex- A

KEY SERVICE STANDARD
OF
RWSSFDB STAFF

Job Title: Portfolio Manager

Prepares Quarterly Work plan according to Annual Work plan of the Fund Board and approves it from the
Divisional Chief.

Implements all activities according to agreed Work-plan and Job Description of individual staff.

Complies all the activities necessary for the timely disbursement to the SO/USO according to the agreed
Quarterly Disbursement Forecast performing overall responsibilities of the schemes.

Mobilize SAs timely and finalises SAs monitoring report within 15 days from the date it received and
prepares necessary documents for SOs/USOs and SAs payment.

Updates MIS information of the individual scheme monthly.

Initiates activities of all Incoming correspondence from SOs/SAs within next working day and ensures
decision timely.

Plans and executes at least 75 days of field visits in a year as per requirement with minimum of one field
visit in Development Phase and one field visit in Implementation Phase for each scheme.

Submits field visit report within five days from the date of return from visit.
Prepares quarterly/annual progress report of the portfolio timely.

Prepares Development Phase Completion Report and Scheme Completion Report for all schemes and
draws lessons.

Briefs progress status to Division Chief weekly.

Performs related work as assigned and advised by the Division Chief.
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Annex- A
KEY SERVICE STANDARD
OF
RWSSFDB STAFF

Job Title: Monitoring and Evaluation Officer

Prepares Quarterly Work plan according to Annual Work Plan of the Fund Board and approves it from the
Divisional Chief.

Implements activities according to agreed Work-plan and Job Description of individual staff.

Oversee that the MIS system is adequate to cover all field of operations necessary for monitoring and
evaluation of schemes.

Compiles and analyses MIS/M&E data of various activities for the Development/Implementation phase in
each batch, draw lessons and recommends for future improvement in Quarterly and Annual Reports from
such analysis.

Monitors the appropriateness of monitoring indicators used in monitoring and suggest changes as
necessary.

Updates the M&E guidelines (including formats) and MIS yearly as per requirement.

Analyse project impacts, draw lessons and suggest improvements for future. In this connection carry out
necessary co-ordination for M&E activities and impact studies.

Initiates activities of all incoming correspondence within next working day and ensures decision timely.
Finalises relevant TOR and Budget (for LOI) before two months of the commencement of assignment.

Plans and executes field visit of at least 50 days according to the requirement to monitor M&E activities
being conducted and submits report within five days after returning to the office.

Prepares summary of issues/lesson learned/insight gain from different studies regularly and recommends
appropriate measures to improve in the future.

Follows advises and instructions as provided by the Division Chief.
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Annex- A

KEY SERVICE STANDARD
OF
RWSSFDB STAFF

Job Title: Programme Development Officer

Prepares Quarterly Work plan according to Annual Work Plan of the Fund Board and gets approval from
the Division Chief.

Implements activities according to the agreed Work-plan and Job Description of individual staff.

Maintains SA’s & SO’s/USO's staff and software related performance records (including discrepancies)
regularly.

Assesses the efficiency of the software activities implemented in development and implementation phase
of each batch including verification of reliability and quality of SO(USO)/SAs works, draw lessons and
recommends for future improvement including in Quarterly and Annual Reports.

Provides and improves guidelines to improve HSE, NFE, WTSS and CAP activities and gender analysis
and planning for women'’s involvement.

Design and modify necessary training to SO(USO)/SAs on those different software aspects and provide
necessary inputs through regular training.

Oversee that the MIS system is adequate to cover all software components necessary for analysis.
Compiles and analyses MIS/M&E data on software components for the Development/ Implementation
phase in each batch, draw lessons and recommends measures for future improvement in Quarterly and

Annual Report.

Initiates activities of Incoming correspondence from SOs(USOs)/SAs (except report) within next working
day and ensures decision timely.

Finalises related TOR and Budget (for LOI) before two months of the commencement of the assignment.

Updates Operational manual dealing with CDA guidelines (NFE, HSE, WTSS and SRLF) and MIS
regularly.

Plans and executes at least 50 days of field visit in a year to monitor and assess software activities at the
field level and submits field visit report within five days of returning from the field.

Prepares summery of issues/lesson learned /insight gain from different studies regularly and recommends
appropriate measures for improvement in the program.

Follows instructions and advises provided by the Division Chief.
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Annex- A

KEY SERVICE STANDARD
OF
RWSSFDB STAFF

Job Title: Water and Sanitation Engineer

Prepares Quarterly Work Plan according to Annual Work Plan of the Fund Board and approves from the
Division Chief.

Implements all activities according to the agreed Work-plan and Job Description of individual staff.
Updates technical records, MIS and guidelines monthly and annually.

Compiles monthly technical data trends and recommends measures for future improvement in Quarterly
and Annual reports.

Updates technical guidelines and MIS annually and technical records once in a month.

Prepares rate norms of construction materials one month prior to receiving the final proposal of
implementation phase by end of January each year.

Ensure quality of construction materials procured, record discrepancies and assist SOs(USOs)/
Community for efficient procurement.

Initiates activities to handle Incoming correspondence from SOs(USOs)/SAs (except report) within next
working day and ensure decision timely.

Finalises TOR and Budget (for LOI) before two months of the commencement of the assignment.

Prepares summery of issues/lesson learned /insight gain from different studies and recommends
appropriate measure for improvement in the future program.

Plans and executes field visit at least 60 days in a year to monitor technical quality and inputs at the field
level and submit field visit report within five days after returning from the visit.

Follows advises and instructions as provided by the Division Chief.
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KEY SERVICE STANDARD
OF
RWSSFDB STAFF

Job Title: Management Information System Officer

Prepares Quarterly Work plan following Annual Work Plan and approves from the DED.
Implements activities according to the agreed Work-plan and job-description.

Ensure that adequate and efficient MIS system established. In this connection, carries out necessary
system analysis and program development work.

Ensures updated database in the organisation and provides updated information whenever it is
requested.

Carry out necessary data analysis as per the requirement ensuring MIS system addresses it adequately.
Compiles Quarterly and Annual Progress Reports submitted by Divisional Chiefs.
Initiates activities of all Incoming correspondence within next working day and ensures decision timely.

Prepares summary of issues/lesson learned /insight gain from different studies regularly and recommends
measures for improvement in the future programmes.

Follows instructions and advises provided by the ED and DED.
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KEY SERVICE STANDARD

OF
RWSSFDB STAFF

Job Title: Administrative Officer

e Manage petty cash.

e Ensure timely release of Budgets from HMG/Nepal.

e Maintain record of fuel coupons.

e Make local purchases of goods and supplies following the Fund's Office procurement guideline.
e Maintain procurement and inventory records.

e Obtain clearances of concerned authorities for duty free purchases.

e Check receipt of office goods and ensure timely delivery of goods procured.
e Ensure that the office goods are stored safely.

e Obtain value for money in the procurement.

e Arrange staff travel and maintain travel records.

e Arrange physical facilities for office operations and for program activities including logistics for workshops,
training's and field trips.

< Ensure that physical resources are delivered to the concerned parties timely.

e Ensure that the office premises, equipment and vehicles are maintained properly.

e Maintain and update personnel records including time sheets and leave records.

e Ensure proper handling of incoming and outgoing correspondences.

e Ensure timely follow up of correspondences with government and/or other agencies.
e Supervise the overtime work records of the support staff.

e Performs as per job descriptions.
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KEY SERVICE STANDARD

OF
RWSSFDB STAFF

Job Title: Finance Officer

e Maintain books of accounts including Special Account.

e Ensure expenditures are made in accordance with the Fund's Office rules and procedures:
e Prepare periodic statement of accounts including audited and un-audited financial statement.
» Reconcile the Fund's Office Bank accounts at least once in a month.

e Assistin carrying out internal and statutory audit timely.

e Maintain database to track payments.

e Prepare withdrawal applications and maintain their records.

< Initiate required actions to regularize audit discrepancies.

e Maintain documentation of all payments.

e Manage travel advances and settlement of claims.

e Ensure that payments are made to the contracting parties timely.

e Maintain payroll and payroll records.

e Performs as per job descriptions.
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KEY SERVICE STANDARD
OF
RWSSFDB SUPPORT STAFF

Job Title: Assistant Officer (Senior Secretary)

Ensure that the revision on Board Rules and Manuals are incorporated within ten working days in
all copies in the Fund Board Head Office.

Maintain the documentation of all reports and literature produced or received by and to the Fund
Board.

Prepare final copy of letter of invitation within four working days of receive of the draft copy from
the concerned division.

Prepare final copy of contract/s to be signed between the Fund Board and the Consultant/s for
any assignment/s within four working days of receipt of the approved documents of the selection
of the consultant/s.

Performs as per job descriptions.

Job Title: Assistant Management Information System Officer

Code and make data entry of collected field information into the computer.
Update the databases as defined by MISO.

Assist MISO in selecting appropriate software, hardware and accessories for maintaining MIS
database and computer network system

Prepare necessary summaries of the defined database as required.

Develop and maintain internal/external website and e-mail system.

Develop and upgrade system as per the requirements of the Fund Board.

Carryout regular backup of MIS database and electronic documents stored in computers.
Provide necessary support to Board staff and program in use of computers

Performs as per job descriptions.

Job Title: Office Assistant (Secretary)

Complete word processing of documents within two working days or receive of the draft
documents from the concerned official/s.

Ensure the hundred percent maintenance of record keeping including all files.
Update Vehicle movement log and Staff movement logs every working day.

Performs as per job descriptions.

Job Title: Office Assistant (Finance)

Complete word processing of documents, prepare spreadsheets and databases for accounts
and administration

Providing support and assistance in project related activities

Assisting the administrator-accountant in his/ her daily activities

Maintaining a good record keeping system

Assist in arranging meetings, travels, and providing other project related logistic support
Performing any other project related tasks assigned by project authorities

Performs as per job descriptions.

38



Job Title: Receptionist

Ensure that the outgoing correspondences are delivered or mailed to the respective addresses
within one working day from the date of issue.

Ensure that the incoming correspondences are handed over to the concerned officials within one
hour of receive of such correspondences.

Ensure that the documents from the post box are collected at least twice in a week.

Performs as per job descriptions.

Job Title: Messenger

Initiate action for the collection and delivery of the documents within three hours of the instruction
from the receptionist or any other concerned official.

Serve tea to the Office staff thrice in every working day.
Ensure monthly payments of Electricity, Telephones and Water Supply bills always on time.

Ensure the renewals of post box and subscriptions of newspapers on time and maintain files to
put the newspaper in order every working day.

Performs as per job descriptions.

Job Title: Driver

Ensure always that the vehicle is maintained properly.

Maintain Vehicle logbook daily with duly signed by the using officials and submit it to the CADMIN
every month.

Report immediately to the nearest Police Office in case of accident and inform in this effect to the
CADMIN by quick means of communication.

Performs as per job descriptions.

Job Title: Watchman

Ensure that no any unauthorized outsider is allowed to enter into the office premises beyond
office working hours.

Ensure that telephone calls are received beyond office working hours.
Maintain record of visitors at the Main Gate of the office premises during office working hours.

Report immediately to the CADMIN on the security issue from the suspicious behavior of the
visitor.

Performs as per job descriptions.

39



Annex- B

Instruction manual for Employee Performance Evaluation

Performance of employees shall be evaluated strictly against job description and key service standard following the instruction provided
below:

1) Job knowledge and skills: Understanding of the functional components of own job as well as awareness of work relationships with
other areas. Knowledge of own specialised and technical fields of work. For example, technical and procedural knowledge. application
of knowledge, accuracy and reliability, analytical ability, communication skill, proficiency in working language.

Performance | Excellent Very good Average Below Unsatisfactory
dimension average
Job Understands Through Adequate Insufficient No comprehension
knowledge of all activities exceptionally knowledge and knowledge and knowledge of the requirements
and skills and uses technical, managerial | skill of all activities. | skills for normal and skills to of job.
and operational skills on the Has interest to performance. Job | perform on Inadequate skill to
job. Works independently. work on the job. is performed with | the job. Resist | perform on current
Performs consistently Works sometimes | little supervision. order and job.
accurately and precisely. superior but Meets schedule. instruction. Makes lot of errors.
Updates information and plan. usually accurate.
Manages time precisely.
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2. Effectiveness: Works for achieving key service standard, the attainment of specific goals an objectives as well a the quality, reliability
and thoroughness of work. For example, organisation of work, output, timeliness resourcefulness, judgement, extent of supervision

required.

Performance | Excellent Very good Average Below average Unsatisfactory

dimension

Effectiveness | Output consistently and Work regularly Carefully Works frequently | Works almost
exceptionally exceeds meets standard. | organises work. below acceptable | worthless. Seldom
service standard. Superior | Frequently Meets standard quality and meets service
ability to think intelligently. | exceed consistently. reliability. A low standards.
Unusual compliance and standards. More | Works at steady performer. Excessive amount
understanding of work than normal average speed. Needs frequent needs to be redone.
discipline. effort. Normal follow up. Needs | Slow performer.
Works independently. Minimal supervision close supervision. | Chronic procrastinator.
Establishes priority to meet | supervision required. An Decision needs to | Frequently wants
deadlines. required to useful employee be checked special privilege.
No backlogs and delays. complete on the job. Fairly | before Tendency to assume

Monitors performance
continuously.
Maintains time schedule.

assignments.

progressive, with
normal sense.

implementation.

and misinterpret.
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3. Responsibility: Staff's ability and willingness to accept given duties, self control and commitment to the organisation. For example,

Annex- B

conscientiousness, team spirit, initiative, willingness to assume additional responsibilities, commit to the FB objectives.

Performance | Excellent Very good Average Below average Unsatisfactory

dimension

Responsibility | Ingenious self-starter. Very resourceful. Fairly Frequently turns out Excessive
Desires for additional Sometimes desires for progressive, less than normal amount needs
responsibility. additional responsibility. with normal amount of work. Does | to be redone.
Superior ability to think Co-operates well. sense of only what is Unreliable.
intelligently. Understands and complies | responsibility. | specifically requested. | Unfriendly
Well liked by associates. | with all rules. Usually Often needs Reluctant to work ina | and
Highly committed and demonstrates a good to be team. Limited insight uncooperative
motivated to work in a attitude and commitment motivated. into job or Board’s towork in a
given responsibility. on the job. Meets objectives. Rarely team. Needs
Exceptional team sprit. Maintains high rate of standard makes suggestions. close
Exceptional amount of achievement in the given consistently. supervision
output. responsibility. and detalil

instructions.
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4. Supervisory role: Capacity to supervise, co-ordinate, control activities of others so tat work can be done within the controllable limit.
Effectiveness in communication, co-ordination the assignments of subordinates and application of control over technical performance. For

example, ability to motivate, develop, guide and direct, ability to work with others and effectiveness of unit supervised.

Performance | Excellent Very good Average Below average Unsatisfactory
dimension

Supervisory Demonstrates highly Has the ability to | Fairly well Little ability to Unable to be

role effective leadership train and will lead | informed on job interpret or objective or reason

and motivates

by example rather

related subjects

implement. Seems

logically. Inarticulate

subordinates to work. | than technique. but has some uninterested in and stilted in
Accurately judges Speaks and writes | difficulty training or helping expression.
subordinates’ well and can communicating others. Careless

performance. Trains organise and plan | with others. speech and writing

subordinates on the
job. An articulate and
artful communicator,

planner and organiser.

with help.

Nothing distinctive
about spoken or
written work.

habits.
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5. Others: Capable to perform in pressure, work relations with co-staff, superior and subordinate, relations with SAs and SOs, role in
predevelopment, development and implementation phases of the schemes, capacity to negotiate, capacity to plan and control the
situation.

Performance | Excellent Very good Average Below average Unsatisfactory

dimension

Others Always congenial | Co-operates well. Usually courteous and | Does only what specifically | Unfriendly
and co-operative. Understands and co-operative. Follows | requested. Sometimes and
Enthusiastic and complies with all orders but at times complains about following uncooperative
cheerfully helpful in | rules. Usually needs reminding. instructions. Reluctant to . Refuses to
emergency. demonstrates a Gets along will with help others. help others.

good attitude. associates.
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Point Scoring and Performance Dimension:

Performance Excellent Very good Average Below Un-
dimension average satisfactory
Point scoring 5 4 3 2 1

Ranking interval/ 21to 25 18 to 20 15 tol7 10to 14 5t09

Total score

Other necessary guidelines:

1. Employee must score at least 3 points in each job dimension.

Annex- B

2. Employee scoring a total point in between above 5 and below 10 on these job dimensions are closely supervised, trained and if
necessary warned for the improvement. In fact, top management can use its conscience to decide about employee’s job career in such

case.

3. Employee who scores between above 1 and up to 5 points will be dismissed immediately from the job.

4. A fraction numerical shall not be assigned to evaluate employee in particular job dimension. For example 1.5 or 2.5.

5. If any of the dimensions is not completely applicable to the nature of job of an employee, he or she will entitled to receive the highest
point in the same job dimension.

6. The selection of a particular point scale of the job dimension depends on the evaluator’s ability to understand relation between

employee and job in particular time frame and staff performance on set service standard.

7. Above-mentioned instructions are the benchmark to facilitate evaluator to initiate performance evaluation. The judgement and

perception of evaluator plays significant role to decide about particular scale of performance.
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Confidential

RURAL WATER SUPPLY AND SANITATION FUND DEVELOPMENT BOARD

Refer Instruction Manual for Employee Performance

Performance Appraisal Form of Project Staff _
Evaluation

Name of Employee

Position

Division

Review Period From To

Purpose for Review To provide an objective assessment of how well individual is performing his or
her current responsibility, based on goals and tasks set and results achieved.

Date of Review Date Last Review

Review drawn up by (Name of Supervisor/assessor)

Section A: This part of the form is to be completed by the individual staff member. Briefly describe
the tasks/ targets/ duties required to fulfill during the review period and the achievement against

them.
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a.

Key Task areas as defined in the Job Description and Service Standard:

Task areas

Achievement

2-ADMINMAN-revised 22Jan05.doc.DOC
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Section B: To be completed by Immediate Supervisor:
(Assessment of job performance with regard to job components)
| Grade | Performance [Explanation
1 Unsatisfactory Performance is unsatisfactory and does not meet the requirements
2 Below Average Does not meet expected standards and requirements.
3 Average/ Good Performance meets expected standards and the requirements
4 Very Good Performance exceeds expected standards and the requirements
5 Excellent Performance is consistently outstanding

B.1. Performance Dimension

Observations/results | Grade 1-5 |

a. Job Knowledge and Skills Dimensions:

Understanding of the
functional components of
own job as well as
awareness of work
relationships with other
areas. Knowledge of owns
specialized and technical
field of work. For example,
technical and procedural
knowledge. application of
knowledge, accuracy and
reliability. analytical ability.
communication skill,
Organizational ability,
Negotiation skills, Proficiency
in working language.

b. Effectiveness:

Works for achieving standard of
performance, the attainment of
specific goals and objectives as
well as the quality reliability and
thoroughness of work. For
example, organization of work.
output. Meeting deadlines.
timeliness. Decision making
resourcefulness. judgement.
extent of supervisor required.)
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c. Responsibility

Staff's adaptability and
willingness to accept given
duties, self control and
commitment to the
organization. For example,
conscientiousness. team
spirit. initiative. willingness to
assume additional
responsibilities. commit to the
FB objectives and team
spirit).

d. Supervisory Role

Capacity to supervise, co-
ordinate, control activities of
others so that work can be
done within the controllable
limit. Effectiveness in
communication, co-ordination
the assignments of
subordinates and application
of control over technical
performance. For example,
ability to motivate, develop,
guide and direct. ability to
work with others.
effectiveness of unit
supervised.

e. Others Skills:

( comment on the factors
such as: performance on
pressure, work relations with
co-staff, superior and
subordinates, relations with
SAs and SOs, role in
predevelopment,
development and
implementation phases of the
schemes, capacity to

2-ADMINMAN-revised 22Jan05.doc.DOC 49(53) 11/02/09



negotiate, capacity to plan
and control the situation,
Decision making capacity, Vision)
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Section B.2: Conclusion of job performance as a whole

1. Considering the employee’s overall performance, what conclusions or general assessments can
be made?

a. Strong points of the staff:

b. Weak points of the staff:

c. Formal job training needs(if any):

d. Staff who is not yet confirmed on the job indicate whether his/her probationary period should be
extended (if applicable):

e. Overall rating:

Rating: : Excellent : Very Good : Good : Below Standard
Unsatisfactory

2. How relevant was the employee’s Job Task Description to the actual assignment?

3. Overall recommendation of the immediate supervisor:
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Section C: Observations of the Person Assessed

Section D: View of Executive Director ( Assessment Authority )

Comments (in words):

LeveIofRating:|5| |4| |3| |2| | 1|

One copy of this report will be:

e Filed in Employee’s Personal File

e Given to the person assessed.
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5. FINANCIAL INFORMATION AND REPORTING
5.1 Reporting

. The ED shall provide the Board with a quarterly report. The report shall include the
financial statement of the Board and the progress made in implementation of the
annual program.

. Monthly financial statement consisting of statement of expenditure, bank balance,
cash balance and advance balances of both the Funds (Operating and Project)

. Withdrawal application along with quarterly statement of expenditure supported by
vouchers and supporting documents will be sent to IDA.

. The Board will forward a copy of its unaudited financial statements to IDA, not later
than three months from the close of its fiscal year. And the audited financial
statements and audit reports will be sent to the IDA, not later than nine months from
the close of its fiscal year.

6. AUDITING

6.1 Regular Audits
Regular internal as well as external audit will be conducted as follows:

a) Board External Audit:
The annual accounts of the Fund Board shall be audited by the office of the Auditor
General or an independent auditor appointed by the Auditor General. The external
audit of the current fiscal year should be conducted within three month from end of
the fiscal year.

b) Board Internal Audit:
The Internal Audit of the accounts of the Fund Board shall be carried out regularly by
an independent auditor appointed by the ED. Provided that one person or firm shall
not be appointed as the auditor continuously for more than three years. The internal
auditor should submit his audit report quarterly to the ED.

c) Audit of Project Accounts:
The audit of the SO/USO and SO(USO)/WUG Joint Account in respect of project
accounts will be conducted by the Auditor appointed by the Fund Board under SA
contract as follows:

Particulars Book of Accounts Timing
Development Phase

SO’s/USO's Account After Payment # 2
Implementation Phase

SO’s/USO's Account After Payment # 3

SO(USO)/WUG'’s Joint Account  After Payment # 3

6.2 Audit Irregularities/Comments:
Immediate action should be taken to implement the instructions/recommendations of the
auditor. The management should give due consideration to ensure that similar objections are
not raised subsequently.
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INTRODUCTION

This manual is prepared for SOs/USOs and Water User Committees (WUC) alike. The manual has been
prepared to assist SOs/USOs and WUCs to maintain proper financial and material recording and control
systems. This accounting manual provides necessary guidelines for recording financial and other relevant
transactions.

The SOs/USOs and the WUCSs are required to maintain their books of accounts and store records, at least to
the level prescribed and detailed in this manual.

This manual further provides details on the relevant information that must be provided by the SO/USO and
by the WUC with the support of the SO to the Fund Board from time to time.

This manual has been prepared taking into considering the level of understanding of the members of the
Water User Committees and Small Community Based Support Organisations as well as the requirements of
the Fund Board. The systems prescribe for a simple system of accounting and stores management and are
designed so that they can be maintained at the community level.

OBJECTIVES

The manual serves the following major purposes, it provides:

. The basic guidelines for maintaining books of accounts and financial records in a transparent and
consistent manner,

. For the generation of accurate and up-to-date financial information,

. For a proper store accounting and control system,

. Systematic procedures for procurement of materials,

. Guidelines for preparation of financial statements and reports,

. Guidelines for the financial monitoring and auditing, and

. Clarification of doubts, if any, in respect of accounting system and procedure to be followed.

ORGANISATION OF MANUAL

This manual has been divided into three chapters as follows:

1. Receipt and Payment/Expenditure
2. Procurement and Store accounting
3. Financial Statements and Reporting

Each chapter deals with the subject matter in general and it is further sub-divided into paragraphs to cover
specific areas within the subject matter. Each chapter as well as each paragraphs has been suitably
numbered to provide easy reference.
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Chapter |
RECEIPT AND PAYMENT/EXPENDITURE

RECEIPTS

The amount of money received by way of grant from the Board and by way of Community
Contribution towards the project cost should be recognized at the time of occurrence of the
transaction as receipts of the project.

Every receipt should be documented by the use of Receipt Pad as and when the amount of money
is received in the name of the project. Two copies of receipt signed by the SO’s/USO's Accountant
in case of SO/USO Account and WUC Treasurer and the SO’s/USO's Representative, in case of
WUG/SO(USO) Joint Account should be prepared. The original will be given to the concerned party
and the copy will be used for the preparation of the Credit Voucher. While preparing the credit
voucher the account head under which the money has been received and the form of receipt i.e. -
cash/cheque should be indicated clearly. All the documentary evidence of receipts including a copy
of receipt must be attached with the voucher.

The credit voucher should be prepared by the accountant in case of SO/USO Account and WUC
treasurer and SO’s/USO's Representative in case of WUG/SO(USO) Joint Account.

The credit vouchers should be numbered serially starting from the 1st and progressing to next
numbers for succeding vouchers. For example C.V.01, C.V.02, C.V.03 for recording 1st, 2nd and
3rd receipts respectively.

The approved credit vouchers should be entered in the Receipt side of the Receipt and
Payment/Expenditure Book on daily basis and a separate file should be maintained for all the credit
vouchers. The page/sheet number of the Receipt and Payment/Expenditure Book in which the
voucher is entered should be mentioned in the Folio column of the credit voucher to ensure the entry
of each and every voucher.

PAYMENT/EXPENDITURE

Every payment/Expenditure should be recorded as and when the transaction occurs through the use
of debit voucher. The voucher should be supported by proper evidence of payment/expenditures or
supporting documents such as receipient’s signature, cash bills, invoices, receipts of the party,
acknowledgements, etc.

While preparing the debit voucher detailed information regarding the payment should be indicated
clearly and the expenditures incurred should be booked under appropriate account head as per the
approved budget heads.

The debit voucher should be prepared by the accountant in case of SO/USO Account and WUC
treasurer and SO/USO Representative in case of WUG/SO(USO) Joint Account.

The debit vouchers should be numbered serially starting from the 1st and progressing to next
numbers for succeding vouchers. For example, D.V.01, D.V.02, D.V.03 for recording 1st, 2nd and
3rd payments respectively.

The approved debit vouchers should be entered in the Payment/Expenditure side of the Receipt and
Payment/Expenditure Book on daily basis and separate file should be maintained for all the debit
vouchers. The page/sheet number of the Receipt and Payment/Expenditure Book in which the
voucher is entered should be mentioned in the Folio column of the debit voucher to ensure the entry
of each and every voucher.

Classification of Expenditure

The expenditures in relation to SO/USO Account and WUG/SO(USO) Joint Account will be classified
on the basis of budget heads provided in the contract documents.



1.2.1.1 SO/USO Account

The SOs/USOs will maintain a separate bank account and separate books of accounts in relation to
all funds received for different phases from the Fund Board to carry out the activities as per the
contract. The expenditures should be classified as follows for development and implementation

phase:

1. Development Phase
The project expenditure in respect of the Development Phase will be shown under the
following heads where the indirect cost will be shown in totality for all the schemes under
Non Scheme-wise Costs and the direct cost attributable to individual schemes will be shown
under Scheme-wise Costs.

A) Non scheme-wise costs to be booked in totality
Al. Salary
. Team leader

A2

A3

A4

Technical Supervisor/Overseer

Software Supervisor

Community Technician

Community Worker

Engineer

Accountant

Other personnel (not specified in contract)

Other Staff Costs
Traveling expenses, TADA, other staff cost

Materials

Non durable materials (costs for stationary etc.)
Durable materials (survey and training equipment etc.)
Other materials used for trainings

Others
Other expenditures relating to the project, which are not specified above will
be included under this head, including all overhead expenses.

B) Scheme-wise costs to be booked to individual schemes

Bl

Sanitation Fund

The Sanitation Fund received in the Development phase (40% of the total
Sanitation Fund amount to be received) to be transferred directly to the
WUC Account.

B2 Non Formal Education

Funds provided to SOs/USOs to enable NFE classes to be conducted within
a community during the development phase.

2. Implementation Phase
The project expenditure in respect of the implementation phase will be shown under the
following heads where the indirect cost will be shown in totality for all the schemes and the
direct cost attributable to individual schemes will be shown scheme-wise.

A) Non scheme-wise costs to be shown in totality
Al. Salary
. Team leader

Technical Supervisor/Overseer

Software Supervisor

Community Technician

Community Worker

Engineer

Accountant

Other personnel (not specified in contract)

5



A2

A3

A4

Other Staff Costs
Traveling expenses, TADA, other staff cost

Materials
Non durable materials (costs for stationary, etc.)
Durable materials (survey and training equipment, etc.)

Others
Other expenditures relating to the project, which are not specified as above
will be included under this head, including overhead expenses.

B) Scheme-wise costs to be booked to individual schemes

B1

B2

B3

Sanitation Fund

The Sanitation Fund received in the Implementation Phase (the remaining
60% of the total Sanitation Fund amount to be received) to be transferred
directly to the WUC Account.

The Women'’s Technical Services amount (WTSS)
The Funds provided by the Board for the WTSS.

Additional Costs/Penalties
In the event that re-visits have to be made the penalty of Rs. 8,000 will be
charged to SO/USO and the amount will be deducted at the time of payment
and the SO/USO is required to book this cost under this head and make
necessary adjustment in its book of accounts.
In the event that materials arriving on site are not of the brand names
specified and/or not of suitable quality and/or not as per the design
requirements the SO/USO will be liable to replace these items and if the SO
is required to incur additional cost such additional costs will also be booked
under this head.

1.2.1.2 WUG/SO Joint Account

Separate bank account and separate books of accounts for the construction related funds will be
maintained for WUG/SO(USO) joint account. The books of accounts will be kept at the field site and
be available for inspection by the person/team designated by the Fund Board. The expenditure and
all direct construction costs incurred for the scheme will be booked under the following heads as
provided in the contract document:

Construction Material

a)

b)
c)
d)

e)

. Cement

. HDPE Pipes

. Gl Pipes

. Pipe Fittings, Valves and Pumps

. Other construction material

Tools

. All tools

Skilled Labor

. The costs of mistri and other construction related personnel
Transportation

. The costs of transporting all materials from the supplier to the road head
Other Construction Material Costs

. All other construction material costs

It must be made very clear to the SO/USO and the WUC that this account may only be used for
expenditures specified, any additional costs of the Construction will be borne by either the WUG’s or
by the SO’s/USQO's own account.



1.2.1.3 WUG’s Account

Separate bank account and separate books of accounts will be maintained for the WUG’s Account.
The books of accounts will be kept at the field site and be available for inspection by the
person/team designated by the Fund Board. The expenditures incurred for the scheme will be
booked under the following heads:

1

2)

Investment Costs:

a) Construction Material for structure and pipeline maintenance
. All materials purchased for structure and pipeline maintenance
b) Tools
. All tools
c) Labor
. The costs of mistri and other construction related personnel
d) Transportation
. The costs of transporting all materials from the supplier to the road head
e) Other Investment Costs
. All other costs incurred not specified above

Recurrent/Overhead Costs:

a) Staff remuneration
. The regular costs of the VMW as determined by the WUG
. Remuneration of relevant persons as determined by the WUG
. Costs of annual audit expenses
b) Travel allowances and transportation costs of WUG members
. Traveling costs of WUG members in relation to procurement and review and
other meetings
c) Other miscellaneous expenses
. Cost of bank charges, ledgers and stationary

1.2.2 Procedures of Payments by SO’s/USQO's
The following procedures should be followed for expenses in case of SO/USO Account during the
development and implementation phases.

1.

Salary:

Salary/Wage payable to the staff/laborer will be computed each month on the basis of time
sheet or attendance register. For the payment of salary/wages debit voucher will be
prepared and signature or acknowledgement of the receipient will be obtained.

TA/DA and other Staff Costs:

Traveling and night allowances/expenses of staff working in the field. These cost may be
included as part of the salary and therefore not apply, or may be paid on the basis of actual.
The system agreed between the SO/USO and the employee, forms the basis for the way
that these costs are shown in the book of accounts. In the case of actual re-imbursement, a
debit voucher will be prepared for the payment, which should enclosed all the documentary
evidence such as bus/plane ticket, travel order, bills of other related expenses made during
the visit, etc or as per the arrangement between the SO/USO and the employee.

Materials:

For the payment of any materials purchased under SO/USO Account, the debit voucher will
be prepared which should be supported by necessary documentary evidence, such as the
invoices/bills and receipt of the supplier. In the case of durable materials the materials
should be entered in the stores of the SO/USO.

Others

All the expenditure other than above mentioned and falling under specified heads should be
booked under this head through debit voucher. The voucher should be supported by the
necessary documentary evidence of payment.



Debit and Credit Vouchers
Debit and credit vouchers will be used for recording all receipts and payment/expenditures as
explained above. The format of this voucher is as follows:

Debit/Credit Voucher

Name of SO/USO or WUG/SO(USO): V. No:
Address : Date:
Account Head .........covvviviiini i e, Cash/Cheque No.
Particulars Folio Amount Remarks
Total
LI o] o L PP P PPP PPN
Prepared by Checked by Approved by Received by
Name:
Date:

Explanatory Note:

. Preparation of Voucher: In case of SO/USO Account, this voucher should be
prepared for each and every transaction by the SO/USO Accountant, checked by
the staff designated by the SO/USO and approved by the President/Chairman. In
case of WUG/SO(USO) Joint Account, this voucher should be prepared by WUC
Treasurer, checked by the authorized representative of the SO/USO and approved
by WUC Chairman or person authorized by chairman in writing.
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1.4.1.
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Debit or Credit Voucher: If the voucher is to be raised for payment/expenditure
Debit Voucher will be prepared and if any receipt is to be accounted for Credit
Voucher will be prepared. Cut the word Debit while for preparing Credit Voucher
and cut the word Credit for preparing the Debit Voucher.

Voucher Number and Date: Every voucher should be given separate serial number
and prepared on the date of transactions. Date and number should be entered in the
space provided.

Cash/Cheque No: If the transaction is made through cash, cut the Cheque No. and
if the transaction is made through cheque, cut the cash and if the transaction is
made through both cash and cheque mentioned in the remarks column and do not
cut any.

Account Head: In this space, the main budget headings under which
payment/expenditure is made or amount is received should be entered.

Particulars: Description of transaction in detail should be writen in this column.

Folio: In this column page/sheet number of receipt and payment/expenditure book
where this voucher is entered should be mentioned.

Amount: In this column the actual transaction amount should be entered.

Remarks: In this column, any comments/remarks regarding the voucher should be
mentioned, if any.

Books of Accounts

Following books of account will be maintained for SO/USO Account and WUG/SO(USO) Joint

Account:

141
1.4.2
143
144

Receipt and Payment/Expenditure Book
Monthly Expenditure Sheet

Bank Account

Stock Book

Receipt and Payment/Expenditure Book

SO/USO Account
The SO/USO will maintain receipt and payment/expenditure book for recording the transactions
relating to development and implementation phase activities as follows:



Name of SO/USO
Address

Receipt and Payment/Expenditure Book

(Development and Implementation Phase)

Month
DATE
RECEIPTS PAYMENTS/EXPENDITURES
NON-SCHEMEWISE COST SCHEMEWISE COST GRAND
TOTAL
Particulars R.No./V. Amount Particulars V.No. Staff cost Material Other TOTAL SF NFE WTSS TOTAL
No costs Costs
Total Receipts of the Month
Total Payment/Expenditure of the Month ..........cccccvieiiiinenn,
Balance C/F to Next Month e,
Prepared by Checked by Approved by

10




Explanatory Note:

1.41.2

Entry in Receipt and Payment/Expenditure Book: Every voucher whether Debit or Credit
should be entered on daily basis. All debit vouchers should be entered in the
Payment/Expenditure Side showing the specified budget headings under particular column
and amount under specified budget heads as mentioned in the format and all credit
vouchers should be entered in the Receipt Side. The entries in the receipt and payment
book should be made by the Accountant and checked by the staff designated by the
SO/USO and approved by the president/chairman of the SO/USO.

Date: In this column, the date of vouchers should be entered.

Receipts: Credit voucher should be entered serially on daily basis showing account heads
under particular column and other information under the specified columns.

Payment/Expenditures: Debit voucher should be entered serially on daily basis showing
specific account heads under particular column and the amounts in the column under which
budget heads the expenses are incurred.

Total: Total Receipt, Payment/Expenditure and Balance of the Month should be entered in
the corresponding space provided.

WUG/SO(USO) Joint Account

WUC treasurer and representative of the SO/USO will maintain receipt and payment/expenditure
book in respect of implementation phase activities as follows:

11



Name of WUG/SO(USO)

Receipt and Payment/Expenditure Book

(Implementation Phase)

Address
Month
DATE RECEIPTS PAYMENTS/EXPENDITURE
Particulars | R.No. | Amount Particulars V.No. Cement HDPE Gl Fitting | Tools Other Transport Skilled Total
: : Valves
Pipeg Pipes . Const. Labor
Material

Total
Total Receipts of the Month
Total Payment/Expenditure of the Month ............ccccceeeneee.
Balance C/F to Next Month e

Prepared by Checked by

12

Approved by



Explanatory Note:

1.4.1.2

Entry in Receipt and Payment/Expenditure BooK: Every voucher whether Debit or Credit
should be entered on daily basis. All debit vouchers should be entered in the
Payment/Expenditure Side showing the specific budget headings under particular column
and amount under specific budget heads as mentioned in the format and all credit vouchers
should be entered in the Receipt Side. The entries in the receipt and payment/expenditure
book should be made by the Treasure of WUC, checked by the SO representative and
approved by the president/chairman of the WUC. This book should be maintained for each
and every individual scheme separately.

Date: In this column, the dates of vouchers should be entered.

Receipts: Credit voucher should be entered serially on daily basis showing account heads
under particular column and other information under the specified columns.

Payment/Expenditure: Debit voucher should be entered serially on daily basis showing
specific account heads under particular column and the amounts in the column under which
budget heads the expenses are incurred.

Total: Total Receipt, Payment/Expenditure and Balance of the Month should be entered in
the corresponding space provided.

WUG Account

WUC treasurer will maintain receipt and payment/expenditure book in respect of implementation
phase activities as follows:

13



Receipt and Payment/Expenditure Book
(Implementation Phase)

Name of WUG
Address
Month
DATE
RECEIPTS PAYMENTS/EXPENDITURES
INVESTMENT COST RECURRENT/OVERHEAD GRAND
cosT TOTAL
Particulars | R.No./V. Amount Particulars V.No | Construct. | Tools Labor | Transport. Other Staff TA/ Misc.
e Material Invest. Remu. DA Exp.
Total Receipts of the Month .
Total Payment/Expenditure of the Month ..........ccccoiiiiiiinne
Balance C/F to Next Month
Prepared by Checked by Approved by

14




Explanatory Note:

143

1431

1.4.3.2

1433

. Entry in Receipt and Payment/Expenditure Book: Every voucher whether Debit or Credit
should be entered on daily basis. All debit vouchers should be entered in the
Payment/Expenditure Side showing the specific budget headings under particular column
and amount under specific budget heads as mentioned in the format and all credit vouchers
should be entered in the Receipt Side. The entries in the receipt and payment/expenditure
book should be made by the Treasure of WUC and approved by the president/chairman of

the WUC.
. Date: In this column, the dates of vouchers should be entered.
. Receipts: Credit voucher should be entered serially on daily basis showing account heads

under particular column and other information under the specified columns.

. Payment/Expenditure: Debit voucher should be entered serially on daily basis showing
specific account heads under particular column and the amounts in the column under which
budget heads the expenses are incurred.

. Total: Total Receipt, Payment/Expenditure and Balance of the Month should be entered in
the corresponding space provided.

Bank Account
Separate bank accounts will be maintained for SO Account and WUG/SO(USO) Joint Account.
SO/USO Bank Account

The SO/USO is required to open a bank account to be used solely for transactions relating to the
Fund Board. The type of bank account and its location will be determined by the SO/USO. All the
funds received will be deposited in this account and all the expenses relating to the contract will be
borne from this account.

The signatories of this Bank Account will be the persons designated by the SO/USO.
WUG/SO(USO) Joint Bank Account

After the formation of the WUC and legal registration of the WUG, the WUC jointly with the SO will
open a bank account. The type and location of this bank account will be determined by the
Community in consultation with the SO/USO. All the funds received from Fund Board under the
contract as well as the cash contribution of the community for construction will be deposited in this
account and all the direct cost relating to construction of the scheme as provided in the contract will
be borne from this account. The signatories of the WUG/SO(USO) Joint Account will be the
designated representatives of the WUC and designated field staff member of the SO/USO.

Procedure

All the transactions affecting bank balance will be recorded in the Bank Account maintained by
SO/USO Accountant or WUC treasurer in their respective books of account. Every bank transaction
(deposit or withdrawal) should be recorded on daily basis as and when the transaction occurs so
that the up-to-date bank balance is always known. Bank reconciliation statement should be prepared
as prescribed below on monthly basis to confirm the balance in the bank account as per the books of
account with the balance in the bank as per bank statement/confirmation. This bank account will be
prepared on the basis of information derived from the Receipt and Payment/Expenditure Book. The
format of Bank Account and Bank Reconciliation Statement will be as follows:

15



Name of SO or WUG/SO(USO):

Bank Account

Address :

Bank A/C No.

Date Particulars Folio Dr. Cr. Amount | Dr./Cr | Balance
Amount | (Withdrawal)
(Deposit)

Explanatory Note:

Date: In this column, date of transaction will be entered.

Particulars: Description of transaction will be mentioned in this column.

Folio: Corresponding Page/Sheet of Receipt and Payment/Expenditure Book will

be entered in this column so that reference may be made if required.

Dr. Amount (Deposit): The amount deposited in the Bank will be entered in this

column for each and every transaction.

Cr. Amount (Withdrawal): The amount withdrawn from the Bank will be entered in

this column for each and every transaction.

Dr./Cr.: In this column either debit or credit

balance in the account.

Balance: In this column the net balance amount that is difference of Debit and

Credit column will be shown.

16
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Bank Reconciliation Statement
For the Month of ......coovvvvvvviieieiiiinnn, , 199......

Name of the Bank:
Account No:

Balance As per Ledger (Debit/Credit) Amount
Add:

1) Cheque issued but not presented in Bank

Date Cheque No |Payee Amount
Total

2) Credit given by but not accounted for

Date Particulars Amount
Total

Less:

1) Amount deposited but not credited by bank in account

Date Particulars Amount
Total

2) Debited by Bank but not accounted for

Date Particulars Amount
Total

Balance as per Bank Statement (Debit/Credit)

1.4.4 Stock Book

For proper store accounting and control of the materials procured, the Stock Book will be
maintained by SO/USO Accountant/Store Keeper at SO/USO Office and by SO/USO Accountant
/WUC Store keeper at WUC level as follows:

17



Name of Item

Stock Book

Date

Particulars Ref. No. Unit Receipt Issues Balance

Explanatory Note:

Preparation: This stock book will be maintained at SO/USO Office and WUC Office by the
respective store keepers. Separate account should be maintained in the Stock Book for
each item. Every receipt and issue of items should be recorded as and when the transaction
occurs.

Date: In this column, the date of receipt or issue will be entered.

Particulars: In this column, the description and information regarding transaction will be
mentioned.

Ref No.: In this column, invoice/bill number in case of receipt and requisition/issue number
in case of issue will be entered.

Unit: In this column the measuring unit of item such as No., Kg, packet, bag, etc. will
mentioned.

Receipt: The quantity of material received will be entered in this column.
Issue: The quantity of material issued will be entered in this column.

Balance: The difference of receipt and issue column will be in this column. This column
should be filled up after every transaction so that up-to-date balance is always known.

18
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Chapter Il
PROCUREMENT AND STORE ACCOUNTING

PROCUREMENT

Introduction

The quality of scheme depends upon the quality of materials used for construction. Therefore, high
attention should be given to ensure the quality and quantity of the material to be used in the
schemes. At the time of procurement of materials, consideration should also be given for competitive
price and trade mark as mentioned in the contract. If possible, material should be procured directly
from the manufacturer or the authorized dealer to ensure the competitive price and quality. For the
procurement of construction materials both SO and WUC representative must be involved. The
accounting treatment and entries to be made for procurement has already been explained in the
para...1.4.3

STORE ACCOUNTING

Introduction

All the materials procured for the schemes should be properly accounted for and recorded in the
stock book under specific headings as mentioned in the contract. For transparency and updated
information regarding the materials every receipt and issue of material should be recorded on daily
basis in the Stock Book by Store Keeper/Accountant. The Store Keeper/Accountant should ensure
that the items and quantity received in the store are in accordance with the items and the quantity
mentioned in the invoice/bill. The procedure for maintaining the stock book has already been
mentioned in para.. 1.4.4

Store Requisition/Issue

If any material is required by any staff/person for construction of scheme or any other purpose, the
same should be made through this requisition/issue form duly signed by the requester and approved
by president in case of SO/USO and by the WUC Chairman in case of WUG/SO(USO) Joint
Account.

On the basis of the approved requisition, materials will be issued and the stock book will be updated
by store keeper. The format of the store requisition/issue will be as follows:
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STORE REQUISITION/ISSUE FORM
Requisition No:

Date:
ITEM QUANTITY QUANTITY| REMARKS
S.N NAME PARTICULARS REQUESTED| UNIT | ISSUED
Requested by: Recommended by: Approved by: Received by:
Name
Signature

Explanatory Note:

Requisition No: Separate requisition number will be given for each and every requisition by
the respective store keeper at the time of issue of the goods/material from the store.

Date: The person who will fill the requisition/issue form will mention date in the specified
space.

S.N.: Serial number will be given based on types of items requested.

Item Name.: The specific name of the item as mentioned in the stock book should be
mentioned in this column.

Particulars: In this column, the description of the material/goods will be mentioned.

Quantity Requested: In this column, the total requested quantity of the item will be
mentioned.

Unit: In this column the measuring unit of item such as No., Kg, packet, bag, etc. will be
mentioned.

Quantity Issued: In this column, the total issued quantity of the item will be mentioned.

Remarks: Folio number of Stock book and other comments/remarks regarding the
requisition/issues of material will be mentioned in this column.
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Chapter Il
FINANCIAL STATEMENTS AND REPORTING

3.1 FINANCIAL STATEMENTS

3.1.1 Introduction
Financial statements reveal the summary of all the financial transactions made during the specified
period, which will indicate the financial position of the SO/USO and WUG/SO(USO) Joint Account in
relation to the Fund Board activities. On the basis of the financial statements, the performance of
SO/USO and WUC with regards to progress in the schemes will be evaluated. Monthly Trail Balance
will be prepared for the SO/USO as well as WUG/SO(USO) Joint Account on the basis of
information derived from Receipt and Payment/Expenditure Book and Bank Account. And on the
basis of the trail balance the following financial statement will be prepared as per the requirement:
. Summary of Funds Received
. Statement of Expenditures
. Statement of Bank and Cash Balance
The Format of Trail Balance will be as follows:

TRIAL BALANCE AS OF...............
S.N. PARTICULARS LEDGER DEBIT CREDIT
FOLIO NRs NRs.

TOTAL

Prepared by:

Explanatory Note:

3.2

Preparation: All the account heads maintained in the books of account under different accounting
heads will be reflected in the Trial Balance either in debit side or in the credit side. The total of the
debit side and the total of credit side must be tallied to ensure correctness of the accounting entries.
The Trial Balance will be prepared by Accountant in case of SO Account and by WUC Treasurer in
case of WUG/SO Joint Account every month.

Particulars: Name of account head will be mentioned in this column.

Ledger Folio: Corresponding Page/Sheet number of an account head will be entered in this column
so that reference may be made if required.

Debit: The excess of total debit amount over total credit amount of an account head which is termed
as debit balance will be entered in this column.

Credit: The excess of total credit amount over total debit amount of an account head which is
termed as credit balance will be entered in this column.

FINANCIAL REPORTING
WUG/SO should submit the financial statements as per the formats given below in respect of SO
Account and WUG/SO Joint Account.
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321 SO Account
Financial Statement
(to be completed by SO on the total contracted amounts for the Fund Board)
SO Name:
Reporting Period (From.........ccocceeviveennnen. TO it )
Figures in NRs
S. DETAILS GRAND | DEVELO- IMPLEMENTATION PHASE
N. PMENT
TOTAL | PHASE |Scheme 1 |Scheme 2|Scheme 3 |Scheme 4|Scheme 5
Name: Name: Name: Name: Name:
1|Staff Cost
1.1 Administrative and Support Manpower
a) Team Leader
Income
Expenses
Balance
b) Adm. Officer/Accountant
Income
Expenses
Balance
c) Others
Income
Expenses
Balance

1.2 Health Related Manpower

a) Software Supervisor/Field Coordinator

Income

Expenses

Balance

b) Community Worker

Income

Expenses

Balance

c) Other

Income

Expenses

Balance

1.3 Technical Manpower

a) Engineer

Income

Expenses

Balance

b) Overseer/Field Coordinator

Income

Expenses

Balance

¢) Community Technician/Plumber

Income

Expenses

Balance

d) Other

Income

Expenses

Balance

Sub-total Staff Cost

Income

Expenses

Balance
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DETAILS

GRAND

TOTAL

DEVELOP
-MENT
PHASE

IMPLEMENTATION PHASE

Scheme 1
Name:

Scheme 2
Name:

Scheme 3
Name:

Scheme 4
Name:

Scheme 5
Name:

Material

Income

Expenses

Balance

Other Costs

Income

Expenses

Balance

I

Sanitation Fund

Income

Expenses

Balance

NFE

Income

Expenses

Balance

WTSS

Income

Expenses

Balance

A) Total

Income

Expenses

Balance

B) Total Upto Last Period

Income

Expenses

Balance

Grand Total (A+B)

Income

Expenses

Balance

Payment-wise Total

Payment 1

Income

Expenses

Balance

N

Payment 2

Income

Expenses

Balance

(%)

Payment 3

Income

Expenses

Balance

Total Payment

Income

Expenses

Balance
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3.2.2 WUG/SO Joint Account
Financial Statement

(To be completed by WUG/SO(USO) on the total contracted amount of the Implementation phase for the Fund Board)

WUG/SO(USO): .ottt
For the Period: from..

A. Receipt:

S. No. Particulars Total Budget Total Receipts Balance
1. | Part Payment # 1
2. | Part Payment # 2
Total Receipt (A):

B. Expenditure:

Expenses Expenses
S. Budget Headings Total Budget up to Last made this Total Balance
Period Period Expenses

Z
o

(N[O [OT [ Lo N fi= -

Cement
HDPE Pipes
Gl Pipes
Pipe Fitting, Valves and Pumps
Tools
Other Construction Material
Transportation
Skilled Labor
Total Expenditure (B):

Net Balance (A-B):

C. Balance Represented by:
* Reason of Difference (SO Comments):
SH Particulars Amount
No.
1. | Bank
2. | Cashin Hand
3. | Other (Specify):

Total:
Difference *:

Note: WUG/SO(USO) will have to provide a copy of the bank statement or a photocopy of the bank pass-
book of WUG/SO(USO) Joint Bank Account along with this financial statement.
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TIME SHEET

(To be filled by each of the WUG/SO(USO) staff involved in the Fund Board

activity)
Name of the SO/USO:
Name of the SO/USO Staff:
Designation:
Month: Year:
SUMMARY
Field Non-Field Total
S.N. Activities (No. of days | (No. of days | (No. of days
spent) spent) spent)
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Day

Location

Purpose

OIONO|O|A|W[N]|F=
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