Tl e Wi RegiRFs= o

SHaRp  IGTIE TATG, TAHIRIST, Frareriy




A A A A A A Al a
o0 oo 00 oo

0 ol 5 343

) —_— e
IR SGITAI (FTefer g W%

ST oz s | 3

ot @t g S

I i -

ik 2 . e
I effSrame g 30

v ot E 2
Ww g " $ Qb

Safia Khatun M o IR

Director-SHARP Vice President-SHARP Prosident-SHARP




«

4

<

<« GFA @

< CSITG SHTH T CHCA

<« e wHE

<« VEG cAEnE IR o1ow

< VFIE T

<« O pfS/ree

<« TG St

<« PO/WO @ st 3

<« PO/WO *Fi3fe w=et

< THATIHCNR T R 8 TRPoR
« e RIS I Farer wee
R |

Saj zla Khatun

Director-SHARP

| oo oo

(=1.] oo o0 o0 | o0 o0

o6 oo oo o0 ©00 o0

o0 o0 oo oo (-1-] oo oo o0 oo o0 oo ©0 ©00 00 ©00 00 ©0 ©O0 ~1-] o0 o0 o0  r~

| o0 o0 o0

elal Ahmed

Vice President-SHARP

24
24
24
29
N
b

-3
SN
W
B
Q0
Yo
Q0
©3
95
©)
°N

-9
D9

08
8 .
¢

President-SHARP



« YR W G =
<« M TFES 0
<« G T S1oY g
« Rk :
S T R e
AT FACA 1
<« Wi e |8 | obr
<« BIF qOTEH @REE lg | o
<« IRTF IF EfeoR g | 86
« R qesE T lg | 83
« Rt § oo (Rsfber) s | 4
« o RfT @B (Rremaa) s 88
« oo RERRRT @ (Riftaw) I 1 S
<« qESH EHPHTTO |3 8y |
<« T IS /TefIG SresR :3 89 |
< T5% COTT0 SE6I g | 8t :
<« TEHH Sfes g 8%
« WWH g ¢o
<« G ©ISh g @
< FER G g @
<« T3 Y @feoE ; )
<« THACTECTS s @8
<« AfOPraBR Fwres AT s ee
<« AfRTISR qrores Ao Tofaw Eres o ey
< AMBPCFET qrbTres Rb Soirert ¢ HREF @ r @q
« 1 fou/fEy Rer 4 ev
<« GRIANT 4 @5
« e aftrem wf g Yo
< TOZCF # Ao g b3
A T TR :
< W/ @ (SR awe ) . s
< EE SRR AR (SR dEe F907) g i
<« T SRR G AIm(IH0 e I g o8
< TFINE FRRACE PICC= Wi
(TR /SRR 27 F03) g o
< TFNITET TE/TRI6# FHT & g LY
T — |
Safia Khatun W M
Director-SHARP L_ulc? :’?alsis:nrt‘-SH?Rc}% Md. S t Ali

Precident.SHARD



QA S

3.5 9% (Introduction) ¢
1 @ TS afSPT ReTT sea) T afelde ware | fevE e a0
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PR | G R0 TR A A @ T R (SN e I A |
fRerfba &fS werg s w0 =1of Gage FrF @ R v rgE S AT
TRE PR TTAII Q2 FCACR | HIFONT BN AfR5ieTe 2= Sy e S wae
YIS 20T GF TSI N e S FTIH (NP1 ] 7287 207 |

5. Ttaer (Objectives) ¢

fAsfefre oy Sreitem w1ewy =1t -a7 ot srfa “ifnifErs 20d
« OfE Feaael e e st e wrom Feg 5 |
<« ARIBERT 8 ICEHG LTS NS T |
« P e e todt =9 |
« @A 3w (Internal Audit) e @ (External Audit) sifaswem
STEAF TA |
« S TR7 TR ACE 1 g FA0S 204 |
« A0 fae seme w9 |
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SR Q03¢ BN Affee =3 |
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21 7% 4%(® (Accounting System)

YR @1 25719 (Accrual Basis & Dobule entry basis) e fofers o4 =4 |
AT ARG, T 475, S SR 8 IoF, T, AR R S A A=A |
GRTTE (B TR - S ARGS WIS G 6 FAPIC (sl TPt I
2T 7ol g AAfABET F41 I |

21 TR &Y FERRS erfie wermeRt (Primary Documents) TREF 341 9 8

<

4

4

L

4

a1f& 7f*w (Money Receipt)

wr/2ifé eres (Credit/Receipt Voucher)
475 /eww ©res@ (Debit/Payment Voucher)
s ©res@ (Journal Voucher)

@ T @ (Purchase Requisition)
e 5ifEmt 9@ (Store Requisition)

Srai@ sifzmr 9@ (Money Requisition)
Contra Voucher

mmmqﬁwwﬁmﬂrmwwwm (Primary
Documents) B ffs a0 e witen &y fEfRe e 3Rl (Books of
Accounts) JRTH TN I ¢

<« 3f2 (Cash Book)

«¥fe7 3f2 (Ledger Book)

«Tgw @fEsE (Stock Register)

<38 sifaq @fesoE (Fixed Assets Register)

«Tqew @& (Salary Register)

«T5% 35 @B (Cheque Issue Register)

<98 @5 (Advance Register)

I ST @RePEE (oW wedr %37) (Local Contribution Register)

<1 TS @fessa (Welfair Fund Register)

<357 @f&e ( Depreciation Register )

«nfas 2T fafeee (Cash Counting Register)

«apr3fafs wfersa (Gratuatity Register) oy i e 92 |
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R TR T ey (Accounting Office)

WW&WWWWWWE@W@WWW@WWWW
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0 IR I wifig (Responsibilities of Accounts Management) g
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IR AT FFT - e Wy A9 | ot 7% e
(TR A1 wferief Bota fofe wea oo 326 s (Maintain) 263,
ﬁﬂﬁﬁ«%ﬁrwﬁwmwMiﬂmawmmmwwm-
ity i R wifteg Meafers afew Bvi7 7% |

p WWWWW%WWWGWWW
TS 20O 27T |

« Affeg MEFS Fund Disbursment TR M e famen wifttg kR
SAVSEE $of7 A |

X8 TR TR T @ ©iTER (Accounting Form & Vouchers) 3

< WWWWQWWWW’EGWWW
FACS T |

< SRR ACATE T 6 SChRe AR $er @S g |

“ wﬁwﬁmw%%memﬁﬁwmﬁm&?wﬁqm@w
1 & 9T w3 e ore =9 |

e IR AR ARGEET 5% (Bank Account Operating System) s
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T SR AT @t e T2z 41 204 O12 TS *01of -q7 W7 S
W%WI%MWWE@E%WWWW@?W
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GR YA *IfaoeTs 77 © mmmmﬁm|wmwmﬂq
GCAE (M A SreE T4l AT | (R G WG AR A SR QRS
2T)
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QR AT e Al A | (R ST 04y “AfbrT wree SeE e 2 )
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X TS %S (Transactions Procedure) ¢

Q0.5 @R (Receipts) 8
c@%ﬁmwmwmﬁﬁﬁ%f&m-m%wﬁﬁ%%mm-m
f&s (Books of Accounts ) e s 203 | aaza i, fEomee 4re ¢ wfiE
WWWWWWWWWWWWIWWW,
W,Wa«wmewwm|mm
mfﬁ?mawwm@@ﬂ@@@m?wwmwmmﬂmaw
mmmmwmmlmmwmm@mw
ﬂawmm[aﬁsﬁ‘mwm@?wﬁﬁmmmw&@mm
el

< RYA AP R O QR &y fife fepra/afm (Acknowledgement) awre
FACS TA |

< WW@@@WW—@W&%W@WWWWW%WW@?
&7 Ao fFifors T 2 |

<« TSl Y M e wa@rdt W ez Fa0S 209 Gk T 9 @y NGO
T SIS SRYR AR RS B wwi firrs = |

¥ WWWW@@WWWWW@%M(MMW

Receipt & Acknowledgement Letter) skf® wiret siey/afos1 157rs 274 |
RV MR (Payments) §
wmﬂmmmwww%ﬁmmmwm@%
ﬁﬂma&w%ﬁwmmmﬁ@wﬁwﬁwwmmwm
BT | AT I KR fEmeas <re, wifan Fenfir wely Srae A =04 |
WM,W,WﬂWWWWWW@
SICHITH ARCS T | 2S5 ©rora-« SICHI A AR 23 GR SRS OITHT IS
wmmﬁm~mmmamawmmmmwmmm@m
mmqummmmﬁﬁmmmmwmm
T3 |

< T R LG0T G (S5 S[SHI7 (oA FACS T(A |

< WW@WWK&TWW@WWWW'W@QW
TR T “T5” WS SR Bre s =9 |

< Wmmbo,oooWWWW&?{)O,OOW—WWWW

BT (5T IS5 ¢of (A/C Payee) 215 s e 909 204 |
O G P (OB [ THRIAG ARS GHCT (R GUHCE THOA TG S
AT & 71 A GBI (RAHEFET T 30 003/~ B (TF ©¢ ,000/- BT 8 @ARE
(O T 4T TICS AT |

8
Safia Khatun M Md. SM

Director-SHARP Vice President-SHARP President-SHARP




R.b.0 EH# esR (Journal Voucher) s
23 /S AT G ST SIEHE JITE FACS 24 | &S T ©resita ©renE W
Tre APS 2T | TR Qe SITHITa ISR U (AF SIGHE 79 o 2T 2R IS
(0T ©ITHI T T I FACS T | OIOHE WY WA B ©rSera widea A
BEHE FRAF IS F(F | AfSfS @FTwmea A MY Wl e Ay RIS
TS B[ |

R.Y.8 e ¢ & A% (Withdrawals & Deposit Procedure) 8

TRF S 9 TCEFT 0 r@Ea wew 4@ (Money Requisition) I4@d sace
I | I e 9 TrariTd td 5% TP @@ (Cheque Issue Register) @i
s =03 | foTR “Hfasreme S=r Towiw 98 (Cash Book) $90® 209 | I7RCE F9% Bl &=l
53 Tl (I g FTe ferAfEs @6 (Fund Deposit Register) @ «ff firs =4
3o FOrAES e TARRISR 3 =% A2 s o o focn feranfes feif e
SIEHITA FRAT fA5® FaC® 204 |

R.Y.¢ A1 o e (Petty Cash Control)
PO /AP v 2R sAfaseEm e ift I Sege @fERE eEw F | |
faferfs faoiar crreraes gpar om & sfeiee z@-
« feE/ereom ot sifareicaa s seen2 “oifieeire” 9 “PAID” e 9aa $90® =04 |
« P T (Petty Cash) 3 d0,000/- B WEHE foi@/afea sgRUs
P |
<« i fefers Loar 7w & e a1 i 3frs fafors Fare 23 |
<oA1 T AT &S Ao g SEE SR A0S 54 |
« o1 7o faca (Petty Cash Control) &y S@=78 71 SI0f62 SIe6d Seprae
FACS T |
.4 Seame afferr 3
ffa <wvsrat fofq e Sresm toft wreEr ez I O JARCRER 7 56 20e Feiifa
(Recommand) e Fatad | SR 2R o &= e |

feoTa e e fagffes fampmiz faaser o & 9o sreom ofe Te12 Faeaw |
<« YE5FS BT ECHH Wy fowT b
< ¥FG T O AT 1 T AH1E T

« VN @RE CFCE N G976 T 8 TSI A& Toy FMIF S0g 1

« fat@rerE o, GUSEE TN, GAPEAE TH, qe7 Bt i ¢ Ae zEns

« ¥ ¥ oy aum s@ faw fJenm slima awebee @/eesm Jofar 4
AfabEea TS Ao areons Wwe B ofam offe Seame Faea |

« e f3e SITHE AGR ARBETE/TAA BT v T |

<« THAARIBRETRA e SIep “AfF5ee M FaE |

« e fe/erees R Afram Sgeme s |
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U

oy S ¢ ¢ gedad %S (Project Approval and Fund Release
Procedure) 8

fieffe Amfors wrer sy AF M g SY JeHad 0 AP

wrel MYE 66 AufTe oy @R SEuMcad & &N e e @R ¢
s feo@ (Letter of Intent) WISl SRy [0 (ATF AT F4CS 20 |
efeufona “Angma #17 %7 NGO IR e ey em@er (o a8 NGO
FETS G re 27 @R NGO Jra Teamaq ez $90S 204 |

NGO J@E 5id gosae=@ wrel g 0 &l fiee 29 |

@77 NGO w1 e@ifes aaegd Sefns o qaoiesr @ e arger g
T ST eyl greead A |

HaSl T O AW 8 BOFACNT G beIfs oY q2F (*1¥ Qe AL AN
NGO e o Se@iE e fauais’ e wf#E wrel kg« @6 8 NGO
AR 76 S (A Y] PACS A |

uf ¢ o IAyeE GifFe e (Basic Rules of Finance and
Accounts Management) 8

SRS W RGNS FFAONE ARGEN T G e alifes fFez
NGOAB-99 spamvtg 7td *1sf-9a Mother Account (Xt &8 Project
Account-4 g«Ed 41 I =T |

NGOAB-7 Seamtea 74 oy SfEarera B! 4a5 41 A0 91 GRS S2f0e18
TS YR F41 A0 7 |

NGOAB-7 I SR SHoTH ¢ IS H7he] O] 9@ I F00 A |

s @ 7ga (8 NGO e Registered Audit Firm w1 f&ia fdifirs 2o 29 |
Afe—fEs NGO Fwad Raw-Flae P F909 204 |

0% @ 476 T @ | 30% 7 @ W6 FAS A AL FEF/ATS] FRFE
LAV NS | & ICGOT O #3200 DIP] S A3 SRBCH 495 4
A T | TAAE CFCET (P FFOGCH WG] IRYF T e AFCS 2T |

Afels Tro/aemEs v TEv TRT IR (e Twd 9R Sl oFEE T
SETSICE fEIEd UroHiE, @fERE 92 AREAT ARG FTHI FAS 2 |
PET &S BIP] SI*T2 &P ACEHA AS TFAA ¥F6 FACO 2 G (B[ HAGLOR
4% SRfICER BT S SA0E G Tl A 7 ST A e
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Yol I eI =T & (FIF QS F FA1 I 1 | AP & AL 7 FS 77
G (PN PCETE G UG5 P4 AT 7 |

afsfb Afareined sy (ofib ©reve, afefb azria & (et SIesH adR EFWmMEa
ST AR G G SIObId (ol /FILT FACO (A |

2fSfb alzet @ &AW SIE6[A St %4 ©f wwW 42 (Cash Book) @ e
3fere (Ledger Book) e e =q |

ATSTE WO (477 VST AR vl &1e Fgd s e [difrs ws ted
A Ml WY 6 & s =3 |

ofe R tF RS AR e gferams seE@l (Bank Reconciliation
Statement) (S $CS Z(A |

TP IR GR FHI WeepnR oW SReE SFRs Sy A0S 20T |

ored Tfre i, B wAfare, SrareeTg Sy W (6F JRIPIEE TH A
A |

e AR Afoepe (Gaefem sty AfS# (Cancelled) *% (b e aes =3
Over writing, Erasing and Fluiding 732 bill t¥ &N Q20300 ¥ |
afefb f4eT @9 1ta Paid seal 37329 F90® A |

AT o ST ST RO N ST A6 AT I G F1EE PCS 2 |
Water bill, Electricity bill, Telephone bill-43 Photocopy-3 &y af3 w1fe
fwta @ e 9 E12 TR 99 @ SR @ e BF Fre e 209 |

g o1 S2PIa ©resE (oar da@ W Bill Summary Sheet T2 $40
ISl

FAHE (@ MHT RS NI Tgw ARy FAS WA | @ CF@ @OF
AT GG B 3 EEw (8 | O3 (@ @feriea e [{fg / wrer
TRY FEF AP T TP FACS A |

Bill-93 Main Page-a el o1 A& 4406q ¥ Reta & oo S @
wiRgel® e 1w *wapz Fe 2R 303 1w Wes =07 |

Movement Sequence, Transport bill-a &Y A&TS 203 | TSRS f{Lema A
Movement Register «a fit 470 23 |

sqefrs Purchase Requisition SERIET 79 fafeoia @ sace =09 | f[qee@
e Sefrs Requisition IS F¢a re =4 |

Project Coordinator/Project Manager 4 Accountant eTetgd «¥ (»)
AT A9 @ e Faraw @3 Sfes 2ea I 496 I A AP O
PR TrE FE G SfSTaW doT W 2N d¢ e Wy todl TS A | TS
effstamtaa ©o fofe ata saaze b1@l 476 41 & @b Revised Action or
Implementation Plan ¢l S0 AATGAI WY &2 FACS A | GF T AT
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o5 WP W@" Wt Donor Fund-a3 Proper Utilization faf6s sate mw\;
EIC

fooTe T 991 gew A ST 7 W FEE @, @1 [GE e Supporting
Document(s) Bill-47 e Y& I & W7 AR S I IEefe Fa1 2
ME, O T e e el (pee fre g Ao | iR qewd e
2T Document(s) fRTeTa AT IS F1 20Q 1 1 TOHA 4@ F17 el
P41 ZA 7 ooF e A9 7% (@ Bill 929 F90a9 71 | (@6-

e wiferd crean

G (TG

e R w40

SIfAC4d WA K& e,

Transport Bill-a Movement Sequence St& S

e Byroe Bonifn G<=ra w4 |

Tf5 ©IE6IR toaiw @<+ (Debit Voucher Preparation Tecnique) ¢

(CfAG ©ISER TR FAg7Na W3 gy wlew | W% Sreitad Uoiw fof oa g
774 | fEfefie Serefe <atse SIesEa Ty Brad AR §-

«

<

L

«

L]

Afaeamcys wife (Date of payment)

“fseey #%fe (Mode of payments, Cash/Cheque)
L&qeed @9 (Reason of payments)

©esTead w54 (Voucher Number)

Breel azoiieia /1% @ 9w (Name & Sign of the Receipent)
f&aaa < (Head of Account)

feoTcaa ©91-21s (Sub-head of Account)

©ICHA emoPiaa wrwd (Prepared by)

©1es BRI 7 (Checked by)

S 4r®a (Approved by)

7@ farer w2 (# of Enclosure) 951w |

sqrEers faRfefes Supporting documents &ff XA OISO AN TIF FACO A §

4

A

r's

<eed <151 f4e1 / Cash memo / Money Receipt
Purchase Requisition

Quotation RIS SRR

Comparative statement (CS)
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<« Work order
<« Good Receiving Notes (GRN)
« Acknowledgement 2w |

Training related bill @3 3t supporting documens f&1ta AL s-
« Training schedule (if possible)
<« Training Invitation letter
« Attendance sheet
« Participants- Tvs 9% << Payment sheet.
<« Approved training budget
« WS SRR 9T APE @3B Training Report

2.3 7 3R (Cash Book)s
T 98 998 g «fl fEoTae 9% | @8 IB-9 el o e e ewged
wieT RO 916 S04 | (aaias SN Ao STqara Pire 42-9 (@6 A0S 20T |
<« 79 Iy 32 (Double Columns Cash Book) SIEl I424 FaCS 23 T4
HRWE SAMIA FoW @ FF T A |
« R GO &A@ T 32 AW A0 (Credit Side) TS =07 3R 59T G@ew
@6 FW q203@ B 0§ (Debit Side) fomite 23 |
« 2SS 7% efifes @ sifarery e S FomE s s 9 203 |
« TR F2F 7B T9G I I3 TS =A |
« 2fSfG gz @ oM SIebItaa 9 M P Faa 0o A |
« &fs e ity @R e WdRe 3@ I 9 IR @ I o e
/23 TS| /ARBETE T 92 AT PAEH |
<« effSfaraa st B sifase *[asf e erafess 9ea ffers =4 |
« S ST TH, TG FleAe T, FTCAd olfad 351y wvy fer4rs 20 |
<« FPE @MW TP IORIG, TEEE 8 FRC A I AT A | ATGHINY
GBICH (O 27 o0 ArFa (731 (A0S 217 |
< RCE G BT, FRS BIE, AT S, TRF 3| 29717 [anels i [eadics
T A | OAR WO 108 JRF [0 A% 3d Te oyl e 12
ferforam @a0e 24 |

.52 w3 (Ledger Book)s

ST 3fZ U ©T 92T FACS S TS (©f0, (@ s ¢ w8 W2 foafb wq sAmiraiif
FCE | G (e IO AF5 T, IO W 2 GR T FE A7 TA*E F© G AP O
I AT |
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<« SIS ACED FET H2CHCHT AT TG FTEF I8 FI2F PO (A |
<« I I FART T4 o7 +172 for foq e sl ¢reng @ s sare 2
(A |

« TGRS B T30 IR0, TG ¢ FRC G2 F1 I 7 | STAEGAITY
GIOICH (PO G 08 I (73 Q@S A1 |

.59 WY @ ¥ AT (Advance & Adjustment)s
<« 2Fg IR s [Roag ewre WA S wae FIERITAS ST (T @S S |

« ST GF INACH ¢ I 4rd SRl A@ AfIBES TP SqAme ACATE Sy
&2 FACS /A |

« @ @ sfrgs W Z e 2re aa Fa geeeE Oifi 2o se ¥ e g
I FACS A |

« % SR (BT 476 T T O ¥A06A e G (A A Tg@ Gl (wae s =g
ARCHTY TS =(A |

« fAfWE eaa e S e Face T4 2E TS AT/ wHITS =E | SU
T 5 0T (IO FOF FAF HAO AL |

« o7 wfRw AfReafes 71 26w A6 (W FA TR AT ST FAHS AR A |

<« T I (@ora [{2AS (Against salary) @ S<gres 49 (Loan) #1td = |
saeifare o Sl (@on R (AT AE R O HA9Sl © WO WY ({9 (AP
FEH A AN FACS A | AFF FAHI CFC@ 27O > NOF (TOF S T
FACS 2(A |

« I AT @AW AR G R @t i Fare 209 |

RS (2T St egR feafers S Sl a2q Fae [ |

Afasrer 900,000/ STATEH JPCA I ZS AT |
TA-2AfaorEe 3¢0 ,000/ ATAG SPCH I WS AT |
MWICAGF GO 5¢0 ,000

AT FIFS[ 3¢ .000

oG SEAA »,00,000

THATEE A/ ATOIRE 9¢ ,000

W RfEa A @0 ,000

2%y IER ARES fapar 514 ARbEaa e ACATE SR AR e @rs
AT |
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.58 1399 @ ©rel (Salary & Allowances) 8

2.38.5 TISH I ez 3fefe otva RoiiTe Srafes (AT @ (o SIS SRE FA

N FARIPT 20 AT | G AN SO Segd Fefae FHFE] @ T

cafSr ¥z fefars @ow o faawel-
e wWhE | 9TveE | cieres | qremre | e aApixS wad) Ta1efs el fow
o % 0% 3% Al
UIBBO | ©99LY | Sea0u | »88 | saewbe B b0
q A5 T
(#]
% % ¢ooed | wox [ devs @ee Soo90k . TR ::*
ED (B-AGLAGT , (HI-SBCA0E, T b a5
(T (FT-SfErne, i @ -
B | =-=fembd | Bodbw 3830 | Sooqd YboBY rotbl bl i s il ¥,
FETEE (F-S600d , (35 o |
TG WA, WIeTEE , G TR @ qE
fe 03339 | spoou | woea | swes 880 wﬂm T!
TjTeAETE , 5 W, WG, wr!tﬁiﬁ.'l
Totferaa o, SeoTae @ LSTEICEAA, | WOGH Wedl wEBR |
Ffrm wfmim, %o 9s gefim, | Refuasi/faeg | o &
X 29y | Se8ub Laae Obbq [Tl ] Wﬁ ) ma&mﬁ, ﬁwﬁmg gms
w125 wfimE | @ 95
ETE , WD 6 O, Nwhe | [l S A | © 9%
G5 T A0 @8 wefiE, | «/fedt/feremn 8
qF fofer wfoona, W5 914, ﬁﬁmoﬁm ua Carrl e
Job3¢ | d30ac @Yy wob8 8¥¢o wfipnre, Fifnm cenam s, fifam,
wEG Wi |
g SewE, ¥ ew gwE, v | faetiems/fae | > g
% v wfeTs | sueoo »hoo 8¢ 8¢ owooo | FIETGEY | 7 /el /fetemar 8
e ol
R - Sotoo | “oco | avae | seae Booo | B, SR, NLAD So7F, SN FAEDH, | TEHPIN/ PP | SETES
wfefG wiewrdee | ot e L

o TIOF YUt &+ (eI @B E/taed A6 I2d FACS 204 |

o fS WOF 7 © I MRER T @O v T 2T | AFE (FLG AT TRY TP

T© A Tt ST 7 (T 2qWH F41 (A |

o T AL (@S ST AW F41 AN 7 | SF @ {08 e Afsresa
AW ACATE OF T (S &N (FT (TS AF AN N2 790! © N

T TIOH TS T (A NI FACS A | TG FAAS (LG A9T9! d TR (FSH
TS AN G408 T[T |

o T BT N TS| € I (TSF LW 4T I |
o SIFY YTATET (AONLE FAWT O ARFT FOF 4l 24 |
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R.58.% oS 8 el (Conveyance & Allowances) 8

o TowrS o W FMa TGRS FES FPIRNTE 2 IARY FEATHFT WG
TS 2O TA |
o OATS e 1 -7 SRS TG S LS TS A |

3.58.90 T, A OIS 8 WJMHF 8

>, T Sl trfee ©rel ¢ wRIHS [Ke MEifafs & @rees Al 5@ |

2. iR orer, SR ¢ gRIY IORS «F CFd (@« AR Seed o s
AT | O3 (PTG, (N1 Bowra) @9 owta fBrat s |

©. ¥ 1o T (T AR TR IE OE COHE A IRAW A S[S] Sfraey

A |

I, LAl OS] @ TR TREFE TF
g oo i Sre SIEIEES
TG CFG AFS foe BIFl- ¢oo/= BIl-

(FPITE RE-doo/ -, BT A_IR- Yo00/-
R00/-, AT A[H-R00/-)
TEEE TF0q oS 3o BIFl- Yoo/= BIl-

(FTBIETE FR-doo/ -, G A[E- Seo0/-
J¢o/-, ATSF IEE-¢0/-)

faesm cwea ( 4gs i | BIAl- boo/= Brel-
S, P, s, (FTPITA T-200/-, T IAE- | ©eoo/-
DT! *I=e) Woo/-, AMCST YQF-voo/-)

.5¢ oS @fero (Movement Register) 8

<« Movement Register 329 IS (A |
« Movement Register-4d (@&¢ S TSRS 47 (o4 P90 2T |
<« Movement Register-43 @@0ed 1203 IASETS 7 Afrar«eary =37 |

.3 IEG (Budget) 8

oY YU NG AT FRT 199 FACS 2@ | TF PG AOMAS AFCaw HRFGH
A5 | @2 G 4w WG 201 InEHH SPESTd A -ars Fea wdd ey
Tomefe TrE 03 R ST G IRYRA Hoied B0 &l & F0a |
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359 ¥eF “ffieEet (Expenditure Plan) ¢

a7 Ty s fRamef fRrasar sars 2@ Ay fawant-

« 054 AfePE Budget 9k Action Plan @7 7 fofe 3ta todl Fare 2q |

« G2 ARPENR LTI G TR (@1 MO FS B TG T4 |

« 9% A3 HAfTEEe W, W@, A ¢ e fefars (ot Fare 204 |

« Expenditure Plan Inst G SEgame S+ |

« X057 AfTFgT Toi7 fofe Fta wrel kg 96 Fund Requsition &1 fits =3 |

« Project Manager Expenditure Plan S=@i@t Fund Requsition f&ia fqeice
Gl At @3k T %< Stqeame Seet® Fund Disbursment @ <991 w964 |

« Expenditure Plan Accountant/Project Manager &f® W57 @@d Review
Facaw @3t &fs quarter (A8 Review a6 |

<« 92%re Fund @3 Proper Utilization Ensure $9 W o () I 7«
Review 33 &RETH 79! [ (@) MR &5 Revised implementation or
action plan Cod FI |

.5y @ &S (Procurement Procedure)

« T3 o8 TR N T FIEH 4G (S6 FAS 2 A T2 THON FOHNF F6P

SIS 20 F(A |
« R © TMeT 9T @ G A | Te IR Ak Trew AT T

TeNfre 2re 20a | SEey, dhfre SqmmaeEr ¢ e e fanfes afe
IPCS A 41 |

« @ G LTAG N T WIS] YA > G Afefafy s fqrs #{17e |
« IR fAf% QO ©i1b 8 ST FE FACS T4 |
<« e e /erenid st [y (reds afefae B fafvs wars =4 |
<« T s selfors =3-
TR SAfTe Tt et AT TGS
(Amount) (Source) (Quotation) (Method of Procurement)
30,000 BT T ArEIa/ AT TRHB TAES] AT P FAPAR T
TSRl AfeBm FACS A |
30,003 (AF ¢o 000 | CYGAEIR/ GTF TFGAN | IRAT FAG| 41 FA ST Ae/
Bral +if AR efevm Sl 9@ T @0
(RS (FICHH QT FACS ARCE |
€0 ,00% BIFI (AF CYEarea/ oft  TIHEHTA | T FOIG $93 G A6/
50,00 ,000 BIFT AfE | FRAEFAT AfSH AT OIferpl @ FagarEsEr Ao
(AT |
50,00 ,000 BTFR % | &feoe TYE  (OTIAA |0 AN € GO AT AP0
SRR /e ST AT
efobr e 0w R SR

o9
Safi hatun elal Ahmed

Vice President-SHARP

Director-SHARP

President-SHARP



4

RN T fofe wa w3t T [Red (ol FME A | TS TEAEE
faeadice @ ffoa Sms TS 21 e [T41oe SRaarRaEE IR (A TEE
fommrs Fd TrEe RS WA | @ IWLT PR ¢ THeN FgHcwa A
CAGA (A T PAGF HS[AS T ST &WIH FAEH | APCHA CFCA ALY G
3 et T @ S 07 I T I M FAA |

T IS TR APAMS &FF VAT AT AT 200 I G e
Y GO WY WS A |

@ 36 (Purchase Committee) fifbee frafe sz fed am & 996
Meeting Resulation Register 32 F4C< |

@ T [Gf1/o7 AT S CFeE TG (ST F4 TNT | O 8 TBIE WK 9w/ (Brha
TIGICN ARCNY A0S T |

QA SEy (@, oFE e oy T (W@ el WY F9T qve WIde FIgHA
[T SpTEw F4 T |

OB

4

TBR WITTew o (Store Management)s

YA YTAEAT fEGFProia 31 Soipaw a2 ¢ [Teqed &y «o BF @ferore e
FACS 2F | G TS FA0Ab S TR [oad Fare 2F |

@ SR AT Gy @REPT I WM T T FAS A | &S W (T AR
Project Period (=78 Stock valuation statement ¢S4l S99 204 |

% @RPHE A4S @RIFAR (Stor Keeper) @3 WiRkCg 4=6d @9 BrfFofca
SAfRfeTs TR Tt SR A |

g ofefl fafeet Stock Register-4 Record #9r® =a @3k Stock Register-
99 TS %R Record 4 ZAT ©1F Seal IR ML 0T Ty TS 24 |
Accountant Material Requisition @3 Delevery Challan fifecs (43 |
@38 F5f& Purchase @3 Store 9a ARG AFCS ARCI T |

ER AR % FAAW @ TS TENE S SAGR AZ AN AR | (P
AETNE 7%, 9, @ 3 Ao A SR v A1 [ Wy TR 90 B e
TAHT I AP WOAGE/ GFCOH WHAFd 7@s TN eI | G Ies
S /AFE WA ATGAT Y A2 FAE | B FAR 5eeea 9o 34
TR TR FACE |

@ e TR GRW S8 oI s o2 e fafew «3fh oI tedt s
AT AT SICPE A IR AL 2T |

TS AN a0 CFea e SifFeed W Seel Toad Fars 23 o wwm
TREE NENTE THGE (R 7 RIasa1 30a Neme [{oqq F90e 209 |
fefese et T M FEAHCE AT A WP WS I @ IR @
sAfgre f&frreia wire orar Arer otea A e Seg 6@ R Tegae A
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T

<« T[IZE S NENE (6 NGA (AF AW M (A0S 20F | T4T IR A
(G WgW (ACF IV T @Al =@ ©49 Stock Register- @9 Remark / %@y
e A0S I @ IM G T | IR RS Srame AeArE Stock
Register (2ta W ftd (A410® 207 |

< T CTE B TATD TS LA TARY FEATH R0 Tl fre =9 |

2.58.5 R &R & (Technique of Store Layout)
« A7 Sy G Sy Ware S tRe FE1 AW G g W@ FA0e 209 |
« (R TSI HAIWa G WS g« 4@ $a0s 209 |
« T G qE G SeTEr 4 GEE GIAE FA0O A |
<« T[IER SMY EGfey T ey e g fS4@e F9ee 209 |
« 9F¢ FEMTSIE TS Srom@ A0S 201 |
R0 wepEArt @ (Internal Control) 8
worear famEd g Wit IAgeaR swged A omewe | Sl g
YOI AT 4 0T HYF T fomae 3yl fefRess 2 -
<« Y Seavie ¢ forRawe fog O afe waaw | Afdvres [ oi%om Srame
FACI Y 2 wAfeaw |
< 5/- Bl (ATF Yo ,000 G e IBERFEA TN B FAFS) @R AAMABIE0
B oFg AT/ AFY TIYAS |
« Y0 ,000 GFA T IGEFE =AW WHR BN FFST, JAREREA 2T ay
TP/ TGP GR SAMASRI 23 KGR A7/ TG |
« IR Fagmas Feepend ARvE F6F G SIS @GNt e ATATE Fe
AT e IRAR FACO B(A R AW FRPIA (12 FTea=aferd SIeod wIHe
I AFCS 2(F | AZICS AM612 F40S (Cross Checking) 7% = |
« A/ AT T AW SrEEE W FEE SR WA WA @A
J2Z AT P |
3Ry &I A& (Accounts Audit) 8
2.2, wrepEa faarsr (Internal Audit)
2.23.% qf5gs f§arwr (External Audit)
2.23.> wepEArt st (Internal Audit)
« DI SF0EE O TR (T (@I N @A fNarw 7oA &S oA |
« YRS YR AeAfrs IS I e ot & s Faea |

Director-SHARP Vice President-SHARP President-SHARP
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2.233.R 9% 3% (External Audit)

VRS S WY TR (1T A PGS @rurS i fNArwe efewH sge
g 2o (Na S AR |

@2 f{ErFS Y YA BT G SHCIM= ACATE A e 23 9T
wrel g fifoe fares are o[ |

e oftd BT SRR 7% WroT+(@ @ REFEPiR SToTes A0S 24 |

T ey 797 (Bank Reconceliation Statement) 8

T AR 7S] N QN ASZR 04 FIRF TN [929 (a1 PACS A |

T fRadice qeeed W, B, i o7k 99, oW 4243 e IRS 716,
AR 1 e TRS TP, (@ AT (6F 27 P41 AT 8 S a1 =W
SR (P (5F AN (7 8 JRIF &N (> T, FRS B, I, GRS 3W
Zoyifn e srifFe werefe ¥2 fReaaics Sy A |

@2 RFA0 TR 75 q3R ARl TGS IHAS S A |

fSi A ZEa &=y e SEmT eeae fRad ogs $90e =09 |

YRS AT GF T FRF GOOCTT GF FLOIP( TYS AFCS T |

e &fStaws (Financial Statements) 3

T (1 RGE q () faeaa W Wi efferans todl a7 | W wifde
effstave faare fRacm s =@ | AIfe 8 emw 1R W3 sfts IRF B
fiFEread fReed oge Fare =@ | 1 FF TR FAGENE P ARGEE
3Es cofaea dfstams (Budget Variance Statement)

21f& ¢ emi f&T (Receipts and Payment Account)

wg-9e37 23717 (Income & Expenditure Account) |

RF 2117 fiwrssael fqg@d (Bank Reconciliation Statement)

y1ee™t 5 (Balance Sheet)

R 279 7998 (Bank Statement) |

S Y o« (Bank Balance Confirmation Certificate) |

ZIGTe ATSIF N (T8 wrel Ay Sifzwr s fdifae we f[fey wwom wifds
afsrqnd |

4ot wepfers S2f§® (Unauthorized Absence) ¢

TS Ol PG SGHAFS a1 (@ B6 20 o1y 269 |

TG RS Ao (Tronds @oq F9 I 2 | T (@oe oo fofe
@S T A7 Fa0S 2(A |



3¢ AFEP (@O4& (Annual Increment) ¢

« 4B @ren Rafirs e 31 @O@® A ¢ %-20% TR ASTE @ Ifa F40
A

« TFa MEmieE efer s Remee of e (@rE 5reaE GAm )(9F) IFF AfS e
g T T LA |

« TR R FaArge w9 »fF AT @« I @ (Salary Increment) X
s =7 |

<« @9 Iz s =rf @z rpa RfesteT (Service Rules) Sapie $40% 204 |

.Y ReE @o+f& (Special Salary Increment) 8
@ @rrel, wfewer ¢ T wERd fofare qumy F¢ore ety wFE Tfew
(4%) 91 9314 SRfFED 2RIt NG (@O I 99 Fa0o A TR [0
@O Ifad TGO LA |
.24 &R ©rer (Festival Allowance)
TRYF TS T /FAFSN (B (@O0 ANATTN B TH1F ©reT BON #ANE | @
TSI OS] TG BT IR THGE PRI 0-Go1-1F07 SLI(F SLF GR I WEP
T(E W T Z(A | WISl TG T 2P0 (1 TS S[o W /G0 AP SR
IR eE AVH FA1 20T | TOF ©Tl d¢ FMaT 7td e P4l 24 |

b SRR (Gratuity)
« OF ISF GIPA G WA 2GR 77 Groja I G20 AN LB A |

« GTOIS I &fS y (9F) I T 4 AR AT HIS ISNFT 9F NEH To
tqoca s 9 (Equivalent to one month basic salary) a2t ¥
f@td (Gratuity Fund Account) &1 &(F |

« @2 ap3for wd wEmr 1S @A (Separate Bank Account) & AT ¥F |
] TG P SRS QAT TR A |
TRYA TLASP IO TR S e AprRfG BIe] P4 A |

2.3 SR w2 efewdig
Y TS T S @ SFgaie I Sfwre Safde Ad | @ S AfEE S

o ALY AT ATST ALY (AT AT TS ACEH SR W6 (@O0 (@-30 %) 2A s
R Y] & FE A FIARTT Bl G AT | @ S0 HER FHAd G A
w43 MY “SfEre TRfE” T @G Al T I T A | sifvee T [Redie
YT (AP 21 e 3 AT A AW e e 9w 2 Afderreg e e siega

W
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T MY @@ @G A I (A =g | Iwred e T IoRe eeE

S | ofeare Safiter aFs Bl swfE 3 fammel e e wiitaws

TREA @IS OIfF S G IVIET W4 (TR A2 et v e ewigs
o AEH |

YR @G 77 2O G9F IONIE (@ o8 fon Ioaa 9 a0 @=W
SRl faeet fer e s o @ iRy S Sdd ¢o % (FAS AN |
RGN @R A TS o IoNA (@ 58 ¢ ISP I R WG (TR
SITRfS e GIFS ANHA WL @ TG GAFS WL 0% FAS A |

A6 IRCAT WGP FBEGAS O bIPaIae AP G Gl R FIF ¥ Ll
BRE (FIS AN |

AR SO T FLFAS] AT Wb STRfS 20/ P O TIPS 4R
RYA (MY e LR TS (TS ANIA |

TRYR IS (P FAA TP G607 OF HZATS THAMPE F14 767 8 7gF TpiR
SARA S (TS A AN FACS ARIN | I FEAF 9 T WS
e faeae |

Ry bredr % SR (@w S Fownia G (rd e 2w T 2w fof fag
GAFS &Y 0T S+ (B &L AT A |

o SHFONT FBFS FGE AT SIPACS I AP A (73 20 kAR e

Q.90

Safia Khatun

@ o8 e oy ©fare SEf{eee Jrr (A AfHes 21 |

T (2APreTae)s elf Ry
YE AP BAT PG ATONIA MO GFB I APE | 92 I @
GTreTaa I werwa AAfane s 2ras
o YA A FAEQ AN SFA AR PR e SENve AnEsa
rafere ¢ S ATy F4 209 |
o @M uf IgF v fefimee e AR o TN I IR I
Q@R T o a8t 99T (TF @ (BT IANF ANESPF T |

o N wiftfe qurad ¢S A R ey Sea e A A0 CIvRR ALY
(O SRS (7 AT R SHG{W© PR HIPA [ SAG@A IALE =
o9 fofq @ WME it (e @ o8t s ST A =7 |

o (I ATF WNET[TE WMIF FAQ SGAGIE JNPO LI (FFS ARE
S 20 |

o B AT SNSRI FAEN 7-7 SwAlGPERE TN @rEen ew e =
AT |

2.9 BfFeT e sy wfds wmdrer S Sa Fa @2 Srel Rd@e Fa1 =1 |
I W FAFS] WYR PG WEMGTS AP TG (FF SRS GO N 2
o fofeeT e 7w W[l Ry F$S e orer ewm w1 20q | W= e
O (FSCAF TS qFFEA 2T PT 20O A |
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L

(X))
5]
5 Q

<

5« SV

2.0} wfeR® “Afffi / Cost Sharing

« TRYE (G R fraifers 3 afn wrer sy IR ey wfele @ @
I SR GPCH WS (TS T (O FACS AR | O (G PIee GEFo
(TS TS LB (T TS AF YW T2 T | A (W (4T (G TR
44 4TS 1o AI¢ 7T |

« W 3 ey A Wiy A S@EE 1% S EE W9 SW @ A Sfefie Wity
AFTH FCH ACPA SR TE I SfoFE WG AT & FRIF AfGEEa
A= /ATSl R AN STABAT ACATF SiPar &A@ (Service Rules)
S i ool e WK 2w wfeie e o e | T FEe
wSfae mifg A= (AtF SRl et B e sI@ A 71 1 @R e 9E
fdifae @ew ot Fat1 |
.09 €OF B1’Y (Overtime) 3

« 3T eoF GIEW 513 s (Service Rules) Seamlt ¢oftar 4RG3 |

« YRS IEd M @ A AT ARG A7 SfofdE FG FAE OF O HAfS
ST 3.¢ ((M9) @ e ew Fa1 204 |

« TFA A AW @ T e FF O OE O S @O 3(2) e A
AT AT =T |

« GO IR T Gy AT F A2 YIAGIRR 70 (2% 7E Srame frs 204 |

<« STYES S AR (9F) TOT 7 TS CORGIEN B 91 207 |

YR TR ST ToETe! 87 ¢ s e 2@ eo@ 512 5] F4 & |
.98 Sy ©reiff (Other Allowances) $
N B (@ [eerg kg A owy f[feq «aqees srorfs srpar ffkame (Service
Rules) SR (Tx ARPIA |
R.9¢ @fSres F1% (Provident Fund) 8
« ¥4 3 799 (Basic Salary) 4t@ 0% 5l aferes Fed {Adice F67 41
Y @ @7 e @ Organization 3@ &« Contribute ¥%¢3 1 (3@
G20 7Y ATF)
« Toy Arwa e SEmr @6 GRS 20T (Bank Account) I &S AR | FAF
BIFA FAFAEE 2 (F2) IST 2 (U3 AfSres Fed 9 F67 391 20 | ©F @
3 W © (F7) I Ao BIPFAT 20 TYTEFS (7 T BIPAPTS T SI2CE BYI@
T PEAPS A (FS AT | 503 © (Fo) Iwa St I W FI A= I ST=CA
SR ({93 fww Fear 2@ 9
« IR HAfqaea SEme AeeE AfeTEr SpEe A4de Sl afstet T
Afawifers 204 |
YR SRS Tl fNS7 ¢ e e e afSres w1 b w41 2341 |
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VY U (Income Tax) 8
FFE 8 FAM FA@A@N W 79 I (@O 2o T FO7 I AP
FSITe SRME FCEAw | G2 AT TP AP (AN-F (L oo 20d | AT
O ARCTIFS SRR SR IeGAaiivng FCEP e Pl A |

.94 S (Other) 8

wi@ wfds e (Financial Manual) 9@ 5941 Fund-«93 S¢ 9999 &+
ey |

.0y AFEA WIF JIGATT NS S

AFY IRBIRCAT CFLG WS Y FE AHTS T 7 opgd Wfefs Nfower swpret =1
QAT AT |
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o) IR AT @R AW 41 Z(F R T NSNS TGS F4T TS |
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« I N CHFE SIBC-(ATT (GTPA NN 7 G0 To) ATA0I1d Fa0o 20F |

<« (T &bfers s Yo ARTeed Ay 5, 916 Teiifn O (@6 ANCS
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<« T Ao (SfeAeIfd (Fa1F T TS N ABIR FF (TS 2(A |

« *rE T (Specification) @R #Afase Sfitae e sEfor| Sty fFar of

AT B (AT (A |
0.8 I NS
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(P g GEE G N0 A0S =0 Y T I e [@w efer w2 fafve sace
209

« T GG LGS PIA9/STAE =[G P 2CACL;

« @A I G35 Sf ST %S Tpre a1 ZCACE S SEAOE TILPIPIA
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<« (I T/ @7 FaaeFa/[rasmva R F41 20ag;
<« T 9o SECOF A SIS GITe] AR 6 (A 2CCE;
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Berp]/ 95 SeoTe™ S0 ATPT F9 2T |
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PCA MA@ SZIAMAS (NMTIC02 CRFAFE a1 Srwmaa cofd F0o (9 | @ofa
ST (RATF TRIAE AN A X NEIAGT, (GIABE FAFE /ARG I Qs
farFsITma e S I (T @CS AR A0S AF AT *e 41 AR @3
TR AR (o 41 I | 93T @2 AEEE ¢ CHRIREET qIRYSE
TEeE (@ G Of I RS SEyeg e Ry TReaRsE/f[Aiaer Ig
AT Z( T SRS ST 204 | TG =AW TG WeAte] TG T3 S
T Tfo® FTe Fa SERarRdE/ et wsh wAfasd A@ w fars A |

AeTTH! I e 3@ eI <! ey

o GFIE RPN YR FIOFS AW 8 ¢S AT FA PBONT G
Trere <l B |
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AL AT GBICAT *1S A O “BOT T AP FADA |
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SHARP

Socio Health And Rehabilitation Programme ( SHARP)
Kazipur Road, Khokshabari, Sirajganj

PROGRAMME 2 ..o

Customer Copy

MONEY RECEIPT

VOUChEr N0 : v
Serial HoE inamnsansssvasine
| B =
INAME  vrvverreeeerennireeeenns
RecoiVed TR L s i sy s s e s e W T i savanau s n o ae e v i
P Or TRE SAIE OF 2aitiviveusimicsissaamsies i i e se e dssd oo SUA TR OB sy oo
RAE ¥ vosammmnsnsnimnimissiasmasims
Quantity :
Particulars :
Receiver Signature :
i3 715 = I B T e P
38
Safia Khatun Helal Ahmed Md. SM
Director-SHARP Vice President-SHARP

President-SHARP



SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

Staff Attendence Register

Entry
Exit

SL
No

Date

Staff Name Desig: Time Signature | Remarks | Time | Signature

Remarks

Safia Khatun

Helal Ahmed

Director-SHARP Vice President-SHARP

Theon % 8 . . Sae e 2 e



SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

Bank book/Register

Location: Sirajgonj Bank Afc TItIe....ccconinesieirinnns
For the month of ... Bank A/c

Cheque Amount Cheque | Prepared

Particulars/To Signatories by

Whome

Voucher
P Dat
urpose/Reason b, ate No

sl

Debit | Credit | Balance

2 3 4 5 6 7 8 9 10 11
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SHARP

Socio Health And Renabiiitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

Lot/Package
Ref N0

Name of the Program/Project :

Indent Slip

DAt S winiaiiimasinriasi

SLNO Description

Quantity

Amount
( Estimated)

Remarks

Requestor's Signature:......................

T st i somassssememomsairmsssmssengimsass
DeSIEREIONT s i iienees
PrORIPIOJOCL: covanisisucsisuicimmiidimiiom:

(T | £ o] KA

Store Incharge( Signature : .o.oveveveeveveennnn.

N BT 2 i ciiiinerns rmnssemcmmrmers ronsssmson smsmemsseasbins

DeSignation tuusmma i ms s

Location : .covvvevverinnnne

Safia Khatun
Director-SHARP

8

Authorized by :

Name & Designation :

Seal:

Md. SM

President-SHARP



SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj
MONEY ADVANCE FORM

Project/Program.........cecuvnene Date @ .ooeerrrarerenens
To
FROMN. 5ot anenssinssas s sorsisiasssssmiins s i stiscs

Subject : MONEY AAVANCE FOT ....ovovereeirereeeere et eeeeeessessessessssssessesessesssssesssses

Estimated Value :

SL No Specific Purpose Qnty Rate/Nos | Total Amount | Remarks

A. Previous Balance : Tk

.........................................................

B. Voucher adjusted (
: | R S e R T SR
Minus)

C. Voucher Submited but not adjusted : TK. ...cccevueecrieeesees s seesese s e

D. Balance Remaining in hand ( A-B-C) : TK .ccoeiivriivnnnee.

E. Request for reciepts / Advance |
F. Total Balance in hand (D-E) 5 [ RN R I
Submitted by Checked by Endrosed by Approved by

. M/f/
Saf‘%&in /..ﬁﬁ' Md.-shﬂm

: elal Ahmed i ,
Director-SHARP Vice President-SHARP *’&Gsﬂeﬂkw



SHARP

Socio Health And Rehabilitation Programme (SHARP)

Reference No.

Requestor : Staff Name : .......cvvvevvvnemeeessnessens

Kazipur Road, Khokshabari, Sirajganj

REQUEST TO PURCHASE (RTP)

SL No-

Date :

<eeeee. Name of the Sector/ Project.........co..o......

Name of the OffiCe........ccunmrimmrnrsmermsssesesssssesessssesssssessenss
. ; Amount
SLNo | Particulares Budget Code Quantity ( Estimated) Remarks
TOTAL
Budget B/F Budget Remarks
g Checking
Budget Alocated
Total Alocated
Amount of th PR
Remaining Budget C/F
Requested by :
Name Designation Signature Date
Endored by
Name Designation Signature Date
Approved by :
Name Designation Signature Date

Saﬂa

atun

Di rector-SHARp

89

1elal Ahmed
Vice President-SHARP

President-SHARP




SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

GOODS RECEIVED NOTE (GRN)
SLNO S ssvmainng

Date ¢

REFErENCe NO i wsississivsimmssisionissiiir i
The Following Stocks have been received from @ ... e snnes
b4 -

FoT the PrOZ/PIOjetE: v o mim i nimsiats s

SL No Description Quantity Cosli?:ate Amount Remarks

Received by ( Signature) : ...,

PR S dl @RS AR

73 |

Designation

Prog/ Project 5 R N e |

Location

1. Voucher Copy
2. Store Copy
3. Book copy

W
Saf%n Helal Ahmeq ~ Md. SM

Director-SHARP Vice President-SHARP President-SHARP



SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajgan;j

Goods Distribution Note (GDN)

Challan # : Date

To : From

Authority Name : Carried by:

Signature : Signature, Name & Date

SI. # | Quantuty Description. Project Source/ Remarks

Materials Received by:
Signature, Name in Full &
Date:

Director-SHARP Vice President-SHARP President-SHARP
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SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

ADVANCED ADJUSTMENT BILL

Project Name:

S. PROJECT/SECTION
No PARTICULARS TO BE CHARGED AMOUNT A/C CODE NO.
TOTAL EXPENSES
Less Advanced received dt.
and Vr.
Amount Claimable (refundable) |
Taka in word ( Voucher) :
Submitted by..........cccecu......Checked by...coveiiiniinnee Approved by......ccooeveeeniencnnnnns

W

Director-SHARP Vice President-SHaRpP

Md. Shm

President-SHARP



Socio Health And Rehabilitation Programme (SHARP)

SHARP

Kazipur Road, Khokshabari, Sirajganj

Cash Payment/Debit Voucher

Date : Voucher #
Paid to
SL Description Account Code/Head Amount-BDT
Total
Taka Inwords :
Approved by Paid by Received by

Safia Khatun
Director-SHARP

ielal Ahmed
Vice President-SHARP

Md. Showkat A
President-SHARI}
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SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

Cheque Payment Voucher

Cheque No
Voucher
No
Date

Paid to:

SL Description Account Code/Head Amount-
BDT
Total
Taka Inwords :
Approved by Paid by Received by
48
Safia Khatun elal Ahmed Md. Showkat Ali

Director-SHARP Vice President-SHARP President-SHARP



2y

S.P';AISIT{F’
Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

Credit Voucher
Voucher No
Date
Head of Account
Particular Taka
Total BDT
Taka Inwords :
Approved by Paid by Received by
g
Safia Khatun liolal Ahined Md. Showkat Ali

Director-SHA RP Vice President-SHARP

President-SHARP



SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

Stoct Register

/"-‘-'I_T_ .
P Ia‘:,\z}gnhafion B

£V

Description of articales : Page No:
Date BF | Receipts | Cash Issue Balance | Signature | Remarks
Memo/
Challan#

Safia Khatun
Director-SHARP

50

Helal Ahmed
Vice President-SHARP

Md. Showkat Al
President-SHARP



SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

Voucher No.
JOURNAL VOUCHER Project:
Date:
Folio Debit Credit
H
o No. Amount (TK.) Amount (TK.)
Total
Takadn NOE.....comeemmssnmnssnsiemss iisiaiiv iR
Description:
Prepared By Checked By Approved By

W
Safia Khatun elal Ahmed Md. Sh%

Director-SHARP Vice President-SHARP President-SHARP



SHARP

Socio Health And Rehabilitation Programme (SHARP)

Kazipur Road, Khokshabari, Sirajganj

Salary Sheet
Employee Name: Designation:
Name of Basic | House Rent Medical Conveyance Festival Bonus | Gross salary Receiver Sign
Month
52

Nirectar- SHARD

He al Ahmed
Vire Prasident-SHARP

President-SHARP



SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

Cheque Issue Register

Date Received Payment Purpose | lIssueto | Approved | Receipent

Amount Ref# Amount | Cheque Sign
#

gdlld; Khatun M Md. Sh%

Director-SHARP Vice President-SHARP President-SHARP



Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

Acknowledgement

Received with thanks from Socio Health And Rehabilitation Programme
(SHARP). iz

in Cash/DD/Cheque TNO. oo saussisisorss date....ccovereeniinninns TAK Biicvvanmnmimssming

.............................................................................................................................................

Received By: Paid By Accountant: Checked By: Approved By:

54

Safia Khatun
Director-SHARP Vio? L?eiigr::ggg?dp Md. Showkat Al

Pracidant CILTA DT



SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

Participants Conveyance Sheet

Project Name:

Activity Name: Venue

Date: From ...to UPazila: e sssesssnseresnes s DISTHCE ot

No. of Per Total

N . : a ;
4| ame Designation | Organization | Mobile Day Day | Amount Signatures

Total

Paid by Checked by Approved by

Director-SHARP elal Ahmed Md. Showkat' Ali

Vice President-SHARP President-SHARP



Activity Name:.........

N T B e vmusnm bemsmssmnsiansmomsn

3.

ﬁaﬁm B

O

SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

Project Name :

Participant's Attendance Sheet- Union level

e e B o SO A TR PR SR S ek A L oo v ea ey s ae b arnmamnsunny

DISEHCE . nnmnaiasa  PRZIR G nssmiasssiimvocsosvassins ssissassanserises LIEONE. ovansursrnussoneneraennennssnsssiassass
Level of Activity: [_] Union [_] Activity Type: [_] Meeting [_]
Community Session [ ] Orientation
N ipant | _.
Sl.No. sme of | Hushand/father Gender Mobile Village e lie e Signature
participant name Type

20 ‘Z

Director-SHARP Vice President-SHARP President-SHARP



SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

Project Name :

Participants Attendance Sheet- Upazila & District level

ACtiVItY NaMB!...ccciiciviviisssismmsessasssasiasnvissssssassssaovsassnssssnss VEIUE sueressossarsssonsroresssnpessaresansovsnsssess
Date: .ovvunamnivmmnmnasisas patiias District :
Sl.No. Name of Participant Designation | Gender | Organization | Mobile Number | Signature

e9
Satfa Kiuty o
-Director:SHAan elal Ahmed h;i.sifi:;:“sfﬂf I?PH

Vice President-SHARP



SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajgan;
STAFF TA-DA-BILL

Presented By
Project

Purpose (Specify) :
Period From
TRAVELLING:

Date

Means

of travel From To Tk. Total Remarks

FOOD ALLOWANCE:
Date Place Rate Total Tk. Remarks

Total

ACCOMADATION ALLOWANCE:

Date Rate Total Tk. Remarks
Sub-total : Grand Total :
Ordered by : Claimed by
Prepared by: Checked by :
Paid by Approved by :
Date - Date
Travelling Expenses (Details)
(Supporting)
Purpose
Date Means From To (Specify) Rate Amount | Remarks
Total:
Total Tk (In Word):
Approved by: Employee's signature: .............c.cceeene.
Date: : Date: :
58
(Safia Khatun ial Ah
Director- a med Md. S ;
SHARP Vice President.s howkat Alj

Precident . QLI A Dh
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SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

i
i
]
|

Time Sheet
Project Mame: --------=-r=e-u---
Employee Mame: Title: |
" r
Approving Supervisor: Title: |
. . )
Geographic Location: MWlonth & ‘Year: i
Date 1] zlz| a| s|e 7| 2| o ®] 1] 12] 1= 1d|1 E I]‘i# | ¥ 21 1=II Zdl ZEI ZE| 27| 2%| 29|30
~ - - i - | - L 2 ; Tatal
ELl=2tE : =~ & =B |3 =| & H
Activiey Hame  p- g R & E % % § #E X el § % ué ] % % E ek i i % § ;% g : ours
E s - = = - B =
A4 F‘s:ﬁ?;g%.%:ﬂ"m?j-' EFll@|s|2IB2|ElE om0
Gender Equality ]
Froject J
GoE Holidayr ¢
Hourr ;
Gouernment z
Haolidayr [
Annual Leave ‘
SickLeave ¥
Carual i
Leaverdather !
leave
Leave uithout
pay )
Other Haliday ¥
3
Makernity |
Leanve
Sub Tatal OF |
Holidayr and |
leave hourr !
GRAMD TOTAL HOURS
i
Hate
Emplayee Siqnature: Date: q
Warkingdays i
Leave Dayr I
Haolidayr
Supervirar Siqnature: Drate:
Weokend Dayr
Toral Davr
&)
-
. ba f] < £ M . .
a Khatun Helal Ahmed d. Showkat Alj

Director-SHARP Vice President-SHARP President-SHARP
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SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

Leave Application Form

Date of Submission:

Name :

Designation :

Project :

Working Area:

Request for the type of Leave :

Duration of Leave :

Signature of Applicant

Administrative Part:

Particulars

Status of Leave

Leave Balance

Leave Enjoyed

Balance of Leave

Annual Leave

Casual Leave

Others Leave

Record Keeper Signature

fSafia Khatun
Director-SHARP

Recommend by

60
elal Ahmed

Vice President-SHARP

Approved by

Md. Sl'm

President-SHARP



SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajgan;

Vehicle Log Sheet

Driver : Call 3 i camiiin s
Vehicle No.
Driver Time User Fuel
From To Starting Meter Reading end Name Sign Date | Supply
Time Start Finish at with
M/R

Signature of Authorized

ud

Safia Kh lal Ahmed
atun {elal
Director-SHADRD Vice President-SHARF




SHARP

Socio Health And Rehabilitation Programme (SHARP)

Kazipur Road, Khokshabari, Sirajgan;
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( =fift eige wa1)
F) WESE :
@i TS SR AETS SERAEs
WETTArCeTe faeE ofmrer | e
M, TR IS EE
FffGa waTeies wIT ¢ WrEds
5
2.
9.
forarfer fafba weearme :
ki I 6 RO
Forfs, ..
62
S_a_ﬁa Khatun elal Ahmed Md. Showkat Ali
Director-SHARP Vice President-SHARP President-SHARP
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SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajgan;

-0
AFANE @A ARG (A4 @ W)
( #fR% age F0)

Sare S
s NS WENE Ha9€eEs
- ot | o | @ AES wifad /i .
' eWITE T8I Sifae
G FAWCed 9 8 qHeg
S
3,
0.
Ffafba Seame :
T € Y Burericirrirerierssrensrsnenns
Yo
Srffff,_xﬂ',,‘!t“n M Md. _Show at Ali
T oD Praata o ot Yol President-SHARD
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SHARP

Socio Health And Rehabilitation Programme (SHARP)

Kazipur Road, Khokshabari, Sirajganj

-0\
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8. WIfRETFS AEANGATZ (.evvrrrrncrirnrness) %2 Ot #{~s 92F U@S WA |
e. WWWW,W,WWQWW%WWWWW
T A |
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fadre
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64
S
Dgﬁa Khatun f,'-'e'a'.Ahmed Md. Showkat Alj
irector-SHAR P ICe President-SHARP President-SH ARP {



SHARP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

TAI-08

S TREICET G W [ CRICEIT WIfRET - (SFTe/ =7 A (A1 29)
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T | AT A sAferarret gFF Wl | AfFeRs | (6| SESE AR
B ISRER] SE1 Tl | TR AR
faire

elal Ahmed
Vice President-SHARP

President-SHA R



S'I-iA RP

Socio Health And Rehabilitation Programme (SHARP)
Kazipur Road, Khokshabari, Sirajganj

TA-o¢
NG WE / (PTG PR & - (NEE /547 T (@ 209)

TSI el (T SRR W

o ARFFOCeT W @ qHEs

% 66
Safia Khatun Md. Shew t Alj

i elal Ahm
Directar-SHARP Vice F-‘reesident-S}-lﬁteRL;’3 P’“Wﬁw



