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POLICY GUIDELINES FOR OUR ACCOUNTING SYSTEM AND PROCUREMENT
ACCOUNTING SYSTEM
HUT follows the double entry system of book keeping based on cash accounting method i.e. all expenses / income be booked and reported on actual payment / receipt basis.

Books of Account:

· Separate books of accounts for the projects funded are maintained. 

· Separate cash book and ledger are maintained for different projects 

· All vouchers are supported by adequate supporting documents revealing the purpose 

· The voucher of all payment above Rs 5000/- are affixed with revenue stamp. 

· All the cash payment above Rs 1,000/- are made through a cross cheque 

· All the vouchers are pre-numbered serially and have the space for signed by, approved by and received by 

· All the vouchers are approved before the payment is made 

· Those books of accounts, vouchers, supporting documents are made available to the funding representatives while audit 

· Bank encashment certificate along with acknowledgement letter and money receipt as per the address attached would be submitted to funders on request.

BOOKS / REGISTERS MAINTAINED BY HUT
The Accountant has to maintain the following Books:

1. Cash book

2. Bank book

3. General Ledger

4. Fixed Asset Register (if required) with the following particulars:

a) Serial no.

b) Description of the Assets

c) Purchase Invoice number/date

d) Suppliers Name and Address

e) Quantity

f) Rate per unit

g) Total Amount

h) Location of the fixed assets

i) Details of insurance cover, insurance expiry date

5. Staff Attendance Register

6. Salary Register

7. Register of other grants received

In addition to the above books / registers, the following records are also  maintained, and provided to auditors.

a) Register and minutes relating to participatory meeting. staff Meeting and special training programmes.

b) Valid rental agreement as and when applicable; project office and administrative office – as applicable.

c) Register of movement of fixed assets.

d) Postage register

e) Register for personal telephone calls.

INTERNAL CONTROL

HUT’s system for passing vouchers will be entered by the accountant and passed by the Executive Director or any authorised person as designated by the ED in his/her absence. It will also be ensured that each and every transaction that takes place in day to day activity are checked independently at different levels and approved by authorized officials in order to ensure that there is adequate control over expenses, assets and to ensure that there are no frauds and misappropriations.

 COMPILATION OF ACCOUNTS
The Accountants update the bank pass book, compile their accounts on monthly basis and prepare receipts & payments account and Bank Reconciliation Statement to ensure the correctness and completeness of their financial records for the preparation of monthly financial reports.

REPORTING AS PER FORMAT

The accountant ensures that at the end of each quarter Monthly Financial Reports (MFR) as per the reporting formats furnished should be sent to the funding agency within 7 days of every quarter.

GUIDELINES FOR PREPARATION OF CASH/BANK RECEIPT AND PAYMENT VOUCHERS

1. All payments are made through vouchers only.

2. The vouchers are serially numbered and dated.

3. The expenses are properly classified in accordance with the budget line items and the account heads should be clearly written on the voucher.

4. All vouchers are adequately supported.

5. All payments exceeding Rs.1000/- made by account payee cheque. If payments exceeding Rs. 1000/- are made by cash due reasons be enclosed under special circumstances, 
6. Any payments exceeding Rs. 5000 and above will be duly stamped.

7. Cash bills are stamped if it exceeds Rs.5000 and above.

8. Any advance paid to staff is properly acknowledged by the receiver and also accounted by following proper accounting system.

9. The loans taken/repaid are done only through bank account.

10. Receipt vouchers are prepared for all grant instalments received, loans taken and bank interest earned.

11. The expenses booked shall relate to the period of grant.

12. The basis of valuation of HUT contribution in kind will be made available to auditors.

13. Staff travel expenses are booked on the basis of reimbursement of actual expenses. Staff shall not be paid any fixed allowances towards travel.

14. The vouchers are duly verified and approved by the authorized officials of the organization before posting in the ledger
Reports:

· The liquidation reports (Both soft copy and hard copy) signed need to be sent on a quarterly basis to funders along with the program reports and the Time Sheet. 

· The books of accounts must be audited by a chartered accountant and the auditors report and the accounts and submit the copy of the same to the funders (on a yearly basis) 

POLICIES FOR PROCUREMENT

For procuring new assets or equipments, HUT will acquire sealed quotations from three reputed manufacturers or companies, a comparative statement of quotations prepared, physical inspection of products made and be decided in the procurement committee for each project. The accountant will not be included in finalisation of these procedures. 

Procurement Policies:

· All procurement above Rs 20000/- to Rs 500000/- have to go through the process of Bid Analysis with the signatures of the Bid Committee members. For the purpose a minimum of three bids need to be collected 
· All procurement above Rs 500000/- have to go through the process of tendering process with the signatures of the Tender Committee members 
· Purchase / Work orders should be issued for every purchase worth Rs 20000 and above 
· All capital purchase above Rs 2,40,000 like vehicle needs prior approval from funders 
Staff Recruitment Policy

For recruiting new staff for various projects, HUT would follow a transparent process, inviting application from eligible candidates through local cable TV, from data of potential candidates already available with a dead line. Eligible candidates would then be short listed by a team of committee members including an external consultant based on mandatory criteria. A staff selection questionnaire would be followed for ranking the candidates during the interview. Criteria for selection and marking would be determined by the team and marking done accordingly. 
Staff Holiday policy

HUT would follow the holidays as prescribed by the government. How ever according to the need of the project HUT will decide upon increasing working days without affecting the benefits of the staff. Each staff will be allowed one-day leave a month with salary. However, staff would have to avail only leave against salary more than that. Maternal and Paternal holidays are allowed up to six months for mother and 15 days for father. They can avail this with out salary. They would be inducted in the same post with same experience benefits once they join back the duty.
Staff leaving and termination policy

Staff would be instructed to issue a two months notice prior their leaving the project. HUT holds the right to terminate any staff member who does not fit into the policies of HUT and fails to achieve necessary targets fixed by the funder. HUT would issue a month notice to staff if they are asked to leave the organisation due to reasonable causes. 
Staff welfare/benefits policy

Staff would enjoy the benefits like insurance and incentives as fixed by the respective funder. Staff could also avail loan benefits from the organisation according to their years of service. 

Gender, PLHA, orientation towards sexuality, religion and caste

HUT would not entertain discriminating staff and clients based on their gender, HIV status and orientation towards sexuality, religion and caste. HUT would maintain its integrity on policies of gender inequalities, equity for PLHAs and people with different sexual orientation. As a policy to restore gender inequity HUT would see to that, the proportion of female staff is at least equal in any given project.  
