Nepal Notary Public Council
SN 123368 Eng/Nep. Translation

Daspatch No.: 2 14

Social Organization District Coordinating Committee

Parsa, Birgunj

Logo

Or
Organization

_—

Financial Rules, 2069 B.S (2012 A.D)
{Including Second Amendment, 2075 B.S (2019 A.D)}

Seal of
Organization

PUBLISHED BY:

Social Organization District Coordinating Committee Parsa

Parsa, Birgunj-14

Email: ngoce _parsa@hotmail.com




Disiributed by:
Nepal Nﬂtll:’!ﬁlhlil: Council E - E

sN. 123380

TABLE OF CONTENTS =

FRRTHOED o o asnvvesasansnosapapsnsodon Ennnbsusy rNAN R SN ECR AN S SN SR AS B I R R P A e O s 2en b bt A 2R SATEE RY Hram s R Res ]

AP L VBRI s o v isivw sransins b b A r s AL SRS S A OB AN A (AU S AU AN ER B33 S £ SO BRI oo beNs e paoshs | L
1.1 Short Title and Commiencement: ... ..ccoiiiicaiiinisiasisnisssasaiissssanssssnrssiio]
TI.I T T 1 | P Oy e s e L P ok TP ST (RS gt e e o L i e Pt L |
L3 Right to Interpret theRules: ... ...t sanssannaey

Chiapter 2 Financinl] Wor kg Seatemis o siaiicos i s v iiasisssdoaies S 1440 bR Srna L miasa ssadin sl
2.2 5 Type ol Fund: .....cccvsirarrnmnsmrsrsnsrarinssarisssarsnnsassnsssssnsssssssannnesnnssns 3
i | T T L T
2.4 Fund DT RIION. s anrmi s a s an s s as SRR S A RS S S S SEHE F O ST SRS

2.5 Accounts of Fund (Income-Expenditure): .......

h g 4 &

2.6 E e N e e et e L e e R R e T e M EE R R R e R e R A R

th

2.7  Formulation of Binlget ot Proprames oo s s L
18  Methods of Expenditure and Ordering: .......ccoioiimmimniniannnnasranasasais G
29  Re-appropriation /Amount Transfor .........eeeeeervereeviimnineinineneerecenee.. 6

?l
= -]

Chapter 3: Assignment of Property/Assets, its Record and Profection .....c.oeeenvenieicnniicnicnnnsennan,
J.1 Assignment, Record and Protection of PRroperty: ... sieneass
32 Commiadity Record/Bathl v muicimii i i i bt m b i b bt ddisd

33 Fixed Asoeby Rioamelns o s i o e i i i e U o i L i T

=1 = = &

34 T o IRt PROPETTY: o oririsrimrrrirssmrarmsisinrpsesasssssasarrvsstrrys srpsp syt ISy R s sy pswvasrppRnsns
35  [the Property is Bamaged, Lost or RUINE: ovoinsicisasmmisssmscssmssssmsmisssrsssmases
3.6 Inspection and Physical Examimalion: ....c.imimimisimis it it
37 Husidover/Acceptance of UM . il iaiiisyisisivassnsiisarnssarasyasanss dsannssin
B8 TEPA] ANAIYSIS: ceerrnerrersinssesrssnsssnssssssnnsrersnsssansessesssrssensnnsnrs

]
*
!

th @ oo 98

-x
]

Chapter 4: Arrangements Related To Procurement, Manufacture and Sale of Goods: ..oooviinr s
4.1 Right to Procure {Purchase GOOST i sisi iatns st ssassioss sibianniabesbabibssids soss

= e

4.1 Methods of Porchasing Goods! .. it by s st b iiss
4.3 Approval af Construction Clost Estimaie and Working Method: ... 10
4.4 Mithods 0F Eransportalitn: oo 1
4.5 Methods of Providing Consultancy and Other Services: i 1

4.6 Bid/Tender Annomnremenls ol kb L i i 1T

Sgnaiure
g w
Financinl Aduinistmtion Policy Of SODCC, Parsa-2075 | D Eﬂa!




Dristributed by: E. E

Nepad Notary Public Council -
S N. 123391

47 Bidding Fee/Charge: E

4.5 Earnest Money, Contract Tax and Income TaX: .. | &
49 T A RO B S s i RS b b b A e ata e b s fatdseaadibia D
410 7 Bids Will Not BeREcOSMEos i bissimmibnssisiaitimisibisrsidbonisinsidiiiismiiisiin 13
411 Sealed Quotation / Bid, Basis for Approval: ..occiecreimimeimisisrsninnenise e 13
4.12 Advance Money and Payment: . isisimsusssossssssssienssrsasnaassasvsssssaiasasnes 14
413 Agreement with Contractor /[ Supplier and Other Arrangements: .................. 14
4.14 To.Buy, Sell and Rent o House oF Land: ......ccociiviiniiinminnimimsiinonn 19
Chapter -5: Provisions for Auction and Decomposition of Documents: ....oovviiniviivcininninnisnanies 16-16
5.1 Provisions Relpted In Auction: . asmssmmsmsmssosssesssiasss 10
52, Provisions Related to Decomposition: ... iiicinmmmiismississismsiscs 1O
Chapter -6: Daily and Travel AIIDWANCES? .....ccoveverrarnsmaarrmersmsonasssrsesamsnerarresssnsnsasassassssss L0-18
6,1 Means and oF Methots TTRVEL o ceormerimmmearmesmmiissimmimssmsimmiesime 10
6.1 O T E T T S ST I RNy CUPRRR RO, [
0.3 HikmpfVigR o Foals s sl s naimasmsisimiinin e iaimiinnes AT
6.4 Daily AUGWRITEST . .. . cveuvnsmsmarnrrisravsanesrar s vssmaredsmmeisasr prabsvs sss e bbb bvevprre 1T
6.5 Casual Expenses and Other EXPenses; ... ymerimimenmsmemrmermssssseismsrmss 1
Chapter 7; Provisions Related 10 ABVANCE: <. ittt sisisisssississssassinninnersis L 9-19
74 NoAdvance will be Provided: .. i s iisitl dae s darnavaans nasssdis 19
1.2 The Advance 1o Be SEURE: .o e sresssersaemree s sssssmsssmsssssssessasmssrrsner sersessass LD
1.3 Not Allowed to Transfer AAvVANCE: .cooovciriisiairimusinrinsssrsnssnsnsinsssnsssssn ]9
T4 Settlement/Clearance and Exemption of Advance: ....oooviviiiinni. 19
A el S T T R CA B S Semn oo Sl Sl Ot A e LUl e i Lo e ALy s 107 {1
.1 INtErmal AL ... ioresresrrerrmsssossmsssnsmsassssesrrs enrrssepsrsmsssss sassrasssassssersssssssnprensassagsers S0
8.2 e TR T i O S e R B SRR LU |
Chapter -9: Salary, Allowances and Other FAcililies: i i s S35
D Service, Rank Classification and Payroll/Pay Scale: ..o 20
0.2 Provisions for Salary Payment ....eememersmessmssiss s sessasisssssss S
9.3 Salary to be Provided in Case of Suspension: . ...coccimeamicnisivsrissssrnissinion o0
04 Anmnl Salary TNOrERBE: . i iavineriivesisn i a s s s b v vai s adavansnas 1)
5. Employees Providenl-Fomids oo o il st i s i s dadaiga 21

0.6 ANOWARCER! . overireemrsmnrsanrnrrassnsassnsnsssrmssnssssnssrsnrsnsnitassnssronsnasasaspnsnsss Sl

Finangial Admunistration Policy OF SODUC. Pirsa-2075 ﬂ-ﬂ 2 !!‘ | 2[}20
" | Contificate Number of fhe Motary Public: 3257

Osle of of Carfificats:
Hdmyﬂnhh e




Distributed by:
Nepal Notary Public Conncil
sN. 123392

Q7 F A N R o rsmeiriomrnesnrmsamsnssssanesnsnsnnenssssnssrsssssnnssaresssssnssssmsnssns

9.8 OVEFEME Al W R RS - s i s s nssm ey s se s s e an s s na b s red
9.9 Eabthy Ol G PRI i s s ne s ia i s s s s s N a4 s bhmsa T au s i b bbb
940 °  Facility Related to Leave! VBOHEIONE i sinainrasins resbisasasinresinriassssssos 20
Q.11 Facility Related t0 Income TAX: ....o.vviciniimiomisrrisssmmimisrsisssnssssnssminsss S0
9.12 DIt al ARDBUHRENT: 1ov - vassrsvmssmarisisrismiiersiarissinretsranssssvenasvarainss M

1o, Schedule: OB T B i v v s c s E i S S A R e R A s e v v e ST

Sgnatuns
Mome
[F-—4

Teant R

Dais of Exgity of Carfificate: Juby®h, 2023 AD
Saal of the Motary Putlic

[

Fusancial Adimimstration Policgy OF SODCC, Parsa-2075



Distributed by:

Nepal Notary Public Council -

SN. 123343
[=]

Social Organization District Coordination Committee, Parsa

Financial Rules, 2069 (2012 AD)
(First Amendment, 2074 (July, 2017 AD)

(Second Amendment: 2075 Chaitra (March, 2019 AD)

Preface:

Since financial ransparcncy 15 essontial to maintain the eredibility of the work done by the social organizations, 1o
make them pepple-onented and to maintain economic economy, this social omganization has heen carmang oyt
virions social devélopment works sinee 2053 BS (1996 AD). In order to run its dailv fimanem! admimstration and
progrims smoathly, this Soaal Orgamzanon District Coordmantng Committee Parsa formulated and implemented
this Finaneial Rules, 2002 (meluding Second Amendment, 2019) as per prescribed objectives of the Statute of the
Organizabion, 1996 AD (With First Amendment, 2002 AD) and by using the right conferred by Rule 13(a) and
Chapter-T of the Orgamzation

.1

1

Chapter-1
Frelimina

Shord Title and Commencement

(&)  The name of these Rules is "Firancial Rules, 2069 BS " (including Sceond Amendment, 2075 BS) of
Social Organtzation District Coordination Committee Parsa,”

(B)  This Rules shall come into force by the date approved by the Executive Committee of the Social
Orpanization Distiict Coordinating Committee Amendments to these Rules may be made by the
Executive Comminee as required, but the amended provisions shall come mto force from the date of
approval by the Executive Commities.

Delinition - Unless the content and context raquires otherwise, m this Rules:

(A) "Statute” refers to the Statite of the Socal Orgnnization Distriet Coordinating Committee, Parsy, 1996
AD (with the First Amendment, 2012 AD)

(By  "Orpanization" refers to the Social Organtation Distnet Coordinating Commuttes, Pars,

(€) "The Executive Committee” refors to the Executive Commuttee of the Social Orpanization District
Coprdimutmge Commuttes, Parsa.

(D) "President” refers to the President of the Excentive Commitioe of the Soeal Orgamization District
Coordmating Commuttee. Parsa.

(B} "“Vice-President", "Genernl Secretary” "Secretany” and "Treasurer” refer 1o the "Vice-President”,
"General Scerstary” "Seerciary” and "Treasurér” of the Executive Committee of the Soecial
Organizatm District Coordinatmg Committee Parsa

(F3 "Member of the Commuttee” refers to the member of the Excantive commuttee of the Social
Orgamization Dastriet Coordinating Commuttee Parsa

{By Members) . Drganimtion

Sd. Sual of the
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1.3

(G “Budget” refers to the estimated details of income and expenditure of the Soclal Organization Distrel
Coordinating Convmittee withim a fiscal vear.

(Hy “Tender or Bid" rofors o the details including the rate sent by the interested person. organization of
firm for any work.

(N "Contract”" means the act of allowing or taking someone to do any work in accordance with these
rules

(1) "DepositDirect Conduction” means any construction or Olher work done by the District Coordinatmg
Commttee of the social orgamzation iself’ without arranging any contract. But for that, a separate
sub-committee should be formoed

(K) "Fiscabyear” refers to the whole year from the 1st of Shravan of ene Vikram Sambat (vear) to the end
of Ashadh of the next vear

(1) "Employvee” means a person working under the Private Resoorecs and Projéet of the Social
Orpamzation District Coordinating Commitice

(M) "Office” refers to the vanous admimstrative units and all the subordinate offices set up by the
organization to run its varous programs

(M) "Stub-Committes” refers to the vapous thematic commuttees formed by the District Executive
Committee.

(0) "Specified" or "as speaficd” means that the Executive Commuttee has decided and given the
respansibility 1o

(P} "Program” refers to any type of service or program that 15 operated on a large scale for a specific goal,
prirpose and olher purposes.

(Q) "Project” refers to a periodic project to be carmied out in a certiun place for a specific period and purpose
to achieve the objectives of the project itself or the goals of the program.

(R) "Person Respansible for the Program” refers to the person appointed by the executive commitice for
vanons responsihilities.

(5) "Logal Advisér” refers to the advocate appointed by the Executive Commutiee to provide legal adwvice,
counsgling and 1o proceed legal procedures on behalf of the Organization.

Right 1o Interpret the Rules:

(A) If any queéstion/dispute arises reparding the meaning of these rules, the legal advisor shall be
required 1o explain as required. but for its decision, it shall be submitted to the President on
the recommiendation of the Secretary General and Treasurer,.

(B) The final authonty to interpret these rules shall be vested in the Executive Commuiitee of the
Social Organization District Coordinating Committee but in case of inconsistency with the
prevailing law of Nepal, the provisions of the law shall prevail

Sd Scal of the

{By Meémbers) Orezanization %m% 15 Troe ﬂ!_l!:!
Signatue: Q b

Hamx Hawrl

Dt

[ 3257
Date of of Ceriificate: Juy9, 2013 AD
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Chapter-2
Financinl Working System:

e
4

Fund:

A} The organization will have a separate fund for its financial and administrative functions in which the
following amounts wall be deposited:

(a) Emury fee and membership fee received in the organization

(b) Muovahle or immovable property acquired or gain by the Organization

(¢)  Amount received from the Government of Nepal or any other sources.

(dy Donations given by someone voluntarily.

(¢) Capital invested by the Organization and olher capital increased from it

(1Y Daonations, grants, subsidies, gifis. ete. received from national and international donors and
amounts received for projects.

(2) TFunds provided by the Federal Government, State Government and Local Government for
conducting programs, research or study,

(h)  The amount received from the room rent, hall rent from the Organization's own building and
mechanical machine rent of Organization.

(1) In order to receive grant/donation amount from a foreign orgamzation, the Orgamzation has to
ot the approval of the Government of Nepal

2.2 Type of Fund:
There will be four types of funds:
(A) Non-expendable Fund:

The amounts of the nature of non-expendable of the principal but interest earned from it may
be expended, shall be deposited in the non-expendable fund.

IT there 18 wneed to spend principal amount in special circumstances, it will be done as per the
decision of the Executive Committee,
(B) Operational Fund:

The amount, received from the concerned body/agency for the regular financial and
adminisirative operations of the organization and for the operanon of activities of the
project/program, will be deposited in the financial bank as the fund of the project / program
and will be spent as required from that fund

(€) Assistance Fund:

(#) As it 5 an orgamzation working directly concerned with women and children, disaster
managemenl and reliel distribution from time to time, and providing assistance to thoge
affected by various forms of vielence as required, a separate assistance fund will be
established accordingly. -

Sd ~ ‘Seal of the
{By Members) Orgamzation
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(b) Assistance may be provided to the most backward persons or communities in the society
in case of personal, religious or art, culture related work, Along with the development of
local schools and associations, assistance will be provided as per the need tor varnous
types of daysfanniversary celebrations and programs celebrated at the district level,

2.3 Petty Cash Fund:

(A)

(B)

An amount maximum up to Rs. 25,000/ will be kept as Petty Cash Fund as per the project in
the responsibility of the accountant of the concerned project for casual expenses considering
the nature/situation of the wotk and program of the office. And as per the nee a maximum up
1o Rs 10,000/ - will be paid in cash from the same fund by taking permission from the
program coordinator or officer,

In case of paying the hill for the purchase of materials, the documents signed by the purchaser
and the accountant in each bill or reimbursement will be submitted in the store as per the rules
after the approval of the program coordinator or officer. 1" the amount to be paid from the
Organization is more than Rs 10,000/, then the payment will be done through cheque
zenerally as regular process.

Fund Operation:

{A)

(B)

(C)

(D)

(E)

The amounts received as rule 2 1 and the amount received from the donor organization for the
sake of project, will be deposited in the name of the organization by opening an account in
local governmental or financial bank which will be operated with the joint signature of the
persons as mentioned in the Statute of the Organization. In the case of the program, the
Executive Committee may decide and operate the account as per the terms and conditions
mentioned in the project.

The grant amount received for the Non-expendable Fund or any other special purpose and the
amount received for the assistance shall be deposited in the fixed or savings account as
required, the operation of which shall be in accordance with the Stawute of the Organization
As per the requirement, the authority related to the operation of this account can be delegated
1o athers as per the decision of the Executive Committec.

The amount required for the operation of work shall be transferred from the account provided
in sub-rule {A) to the operational account which shall be operated by the joint signature of the
President /President and the treasurer or the officer delegated by them

The umount deposited in the fund of the Organization shall be mobilized in accordanee with
the rules of the orgamzation.

Necessary documents including original receipts, bill must be attached while keeping the
account of the organization. ln addition, the wntten approval must be obtainéd from the
President or the designated officer

Accounts of Fund (Income-Expenditure):

(A)

The method of keeping income and expenditure account shall be n accordance with the
Financial Procedure passed hy the Executive Committee from time 1o time and the Accounting
Svstem of the Government of Nepal and the Electronic Accounting System (Accounting
FAMAS Software). . ¢ = =

| (By Members) Orgamzation

sd

Seal of the

Financial Admnistmtion Policy OF SODCT, Pasa-2075
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(B) The period for reporting the financial transactions of the projects to be operated wath the gram

(C)

{13)

(E)

from the donor organizations or to settle the accounts for any period shall be as per the
agreement with the ereanizations,

The amount of assistance [und shall be spent as per Rule 2.2 (C) or a8 decided by the
Executive Committee.

In order to maintain financial transparency, the account holder and the head of account should
prepare the details of monthly income and expenditure and submit it to the meeting of the
Executive Committee and the details of income and expenditure should be monthly passed by
the meeting of the Executive Committee.

It shall be the duty of the Treasurer and Store Keeper to ensure that the movable and
immowable property of the organization is protected with written record with code so that it
cannol be misappropriated.

2.6 Useof Funis:

(A)

(B3)

(€

The funds of the organization shall be used for the fulfillment of the Statute of the
Organization and the objectives of the projects:

Funds may be mobilized for the benefit of the organization without adversely affecting the
ohjectives and projects of the organization

The cheque book, bank balance and cash of the orzanization shall be i custody of the head of
accountants and the person looking after the account as per the program.

2.7 Formulation ol Budget and Program:

(A}

(C)
(D)

()

(F)

(G)

The Treasurer and (he Sécretary General shall formulate the required program and budget for
the upcoming Fiscal Year on the basis of the prescribed policy of the organization and the
recommendations of various committees and responsible persons and discuss and submit it to
the President.

The estimated budget and prosram approved by the President shall be submitted to the
Executive Committee by the Treasurer and the Secretary General for decision

The Executive Commiltee shall recommend to the General Assembly for approval after
making necessary additions to the estimared budget received for decision as per sub-rule (B)

The estimated budget and program recommended as per sub-rule (C) shall come nto force
after being passed by the General Assembly

Even if the decision is made by the Execulive Committee and passed by the General
Assembly. the amount to be received from the donor organizations may vary, so the Executive
Committes may modify the budget and program depending on the situation.

The budget, prepared for the program 1o be received by the organization in case of emergency,
may be approved by the President in recommendation ol the responsible person, Secretary
General and treasurer.

1f 1t 1s required to do some work in collaboration with any donor orgamzation for the
fullillment of definite objective in the meantime that hag not been included in the annual
program and budget, the Secretary General and Treasurer can prepark a pmgram and budget

Sd

(By Members) Organization r

Seal of the __Im_rmshnw

“wm
Financial Administeation Policy OF 30DCC, Parsn-2075 2020

n-“ of
M“Bﬂ'! ﬂ-lnmmu




Nepal Nmr:r!:'uhlk Council El . E

SN 123348

according to that task and submit afler getting permission of the President And 1t will come
irito force only after the approval of the Executive Committee and it should be ratified by the
Annual General Assembly

2.8 Methods of Expenditure and Ordering:

3.1

(A)

(B)

()

(D)

(E)

When requesting money or advance for the management of the program and office, the
accountant of the office and the social mobilizer, program coordinator, program officer or
responsible person in the case of the program shall submit the application to the President and
shall be as per the order of the President

The ordering officer in the application may deliver the order only after seeing whether the
amount demanded 19 within the sanctioned budgel heading or not, whether it 15 recommended
by thesprogram coordinator, progran officer or responsible person or not

All financial transactions of the organization shall be in accordance with the financial tules of
the organization and in accordance with the agreements made with the parnership
organizations

In order (o make the expenditure economical, the payment can be made by cheque or via
online in the name of the person, body or vendor discouraging the advance

As per program, money can be spent on sharing from other programs for office management
and staft management

Re-appropriation /Amount Transfer:

(A)

(B)

(C)

I the amount of private resources of the organization can be spent from one head of the
approved budget lo another in any fiscal year, the amount may be transferred by the decision
of the Executive Commttee as required without making any difference in the circumference of
the total budget of the program

I the amount received for the project or any special purpose 18 remaming because of not
spending within any fiscal year, such amount may be included in the budget and program of
the nest fiscal yenr

Programs and budgets approved by the donor orgamizations must be included in the annual
budgets and programs However, if the amount of the project 1s not spent by the end of the
fiscal year, such amount will be translerred as per the requirement with the written permission
ol the donor organization

Chapter-3
Assignment of Property/Assets, its Record and Protection

Assignment, Record and Protection of Property:

(&) The responsitility of looking after the cash and in-kind assets on behalf of the Excentive Comnuttees

(B}

hall be vested in the treasurer, store keeper or designated person.
The concerned program coordinalor, officer, responsible person and Prosident shall be responsible for
the care of cash. m-kind and fixed assets m the project/programs. =

Sd

(By Members) Orpanization “The 1 True and

Seal of the

L
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()

(1

3.2 Fixed

(A)

(1)

()

()

33 Toln

The Treasurer and the Head of Accounts shall be responsible for keeping proper records of movable
and immovable propérty. cash reserves, commoaoditios, income and expendiure i the ergantzation and
updating them as per the mles,

It will he the responsibility of the Chief Accoumtant and Store keeper to keep separate records of the
eoods purchased in the name of the arganization or the goods recelved as assistance (o the organizanon
separating them as expendable snd non-expendable,

Assets Records:

Out of the assets, poods worth more than Rs. 5,000 / - (fve thousand) durable for more than 3 years,
will be ¢lassified according o the prevailing ¢conomic principles and kepl i the property register

Records of immovable or fixed assets shall be kept in the format preseribed by the Governmant of
MNepal and the Executive Commiltoe

The classification, recording method and other arrangements of fixed assots shall be as approved by the
Government of Nepal or the Executive Commuittee.

Details of Expendable and Non-Expendable propertics shiall be recorded as mentioned in Schedule- 1
and Schedule-2.

sure Property:

The property or assets dvemed approprinte by the organization may be insured by the decsion of (he
Executive Commities.

34  Ifthe
(A

(B)

tC)

Praperty is Damaged, Lost or Ruined:

I the gonds i the possession of any member or emplovee are damaged. lost or perished. the same
mamber or emploves shall submil an appheation to the Scerctary Gieneral stating the justification and
reasons as to the circumstances under which the goods were damaged or lost or perished/mained

In case of non-submission of justification ay per sub-rule (A) or 1F 1 18 not found to be true wiile
investisating the justification presented, the value of the goods and v case of lost and the repair cost in
cise of breaknge, will be recovered from thesame person

I there 1s-any breakige or loss in conneetion with the work of the orpanization, action will be taken for
examption and if there is a decision of the Executive Committes, it will be done as per the dectsion of
the Exeeutive Commuties,

3.5  Inspection and Physical Examination:

(A)

(B)

The Treasurer shall make arangements to inspect and conduct physical exammation of the movable
and mmmovable property provided i accordanee with Rule 3.2 (A) and 5.3 (A) at least onee g year

As per sub-rule (A}, the following matiers shall be disclosed and the report shall be submitted by the
sub-commities or office bearer in the format preseribed in the guideline:

(a)  What are the types of assets and who 1s in charge of them”

Sd.

(By Members)

(b} Arc the assets available there as recorded in the property and property rugister” Whether all the
assets are registered in the register or not? '
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3.6

38

4.1

42

(¢}  How many goods are mneed of repair”
il How many goods are unused, useless and need 1o be disposed or suctioned”
{¢) Whether Loss af property has been caused or not, if it has been cansed: by whose negligence or
carclessncss it has been caused? Do examinge and make them kept agmn giving advice and
. Supsestions:
i(f) Other necossary things:

(C) As per sub-rule (B), the committee or the office bearer or the officer conducting the physical
examination shall submit the report along with his opinion 1o the President for neecssary action and
approval with the recommendation of the sceretary general and treasurer. The President may, in view
of the gituation, order the waiver, collection or auction or any other necessary action @ be taken or to
he presented ar the meetmg of the Committee and the same decision shall be exceouted. In addition, for
that examination or inspection. details will be prepared as mentioned in Schedule 3

Handover/Acceptance of Charge:

(&) Toshall be the duty of the emploves in charge of cash, commaodity goods, income recornds, elc. to
handover i case of trmsfir, promotion or retirement or leaving the office for any other reason or
retimng from the job

(B) The work of handing over or acceptance of charge shall normally be completed within 13 (fifteen) days
after the receipt of the order to both the presently appointed or the General Seeretary and the former
employee. However, the duration of such handing over can be extended or shortened if the anthonzed
officen deeims it approjriate;

(€)1 the property {cash or in-kind) of the organization is in the possession of & person atl the time of
leaving the organization, the said property shall boe handed ever to the person specificd by the
organidtion. The facilitict and neccdsary documents should not be provided by the Organization until
the property 15 recovered. And the Executive Commitice can take losal action for the purposs

Internal Annlysis:

Internal analvais of data, protection, aceounting methods and seourity methods of commodity and fixed asscls
will be dong from time to time and re-rates will b maintained

Chapter-4
Arrangements Related To Procurement, Manufacture and Sale of Goods
Right to Procure [Purchase Goods;

No purchase, sale, transportation, construction, consultancy or any other achievement or related work shall be
done for the orgamzation without the order of the authonized officer or the sub-committee constituted there
with under this Rule,

Methods of Purchasing Goods:

(A}  When procuring any goodsicommodities. it shall be procured from the suppher having Fermangnt
Aceount Number (PAN) by the following method. - =<
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(1) Up to R 20000 (forty thousand) can be purchused dircetlv from supphers regstored in the
Government Body.

(i) Goeds worth more than Rs. 40,000 / - and up to Rs. 300,000 / - (three hundred thowsand) from
local shaps companits or firm registercd in the governmant office which haz PAN after roceiving

-l least 3 quorations: Goods having less printed price and quality shall be given priority
(iit) Goods worth more than Rs. 300,000 / - and up to Rs: 500,000/~ (Five hundred thousand)- From
the supplier who mentions the quality content and [east price by giving 7 divd notice along with
sample andfor details of the material and taking sealed quotation

Ov) Wiale conducting tramngs, seminars, workshaps related to the program. guotations will be akon
frgm the service providers and conducted by the service provider who mentions the lowest value.

(v) For mare than 1,000,000/ (One million Rupees), procurement will be done by inviting openly
competitive sealed bids fora fixed peniod. 1he procurement will be dealt m from the supphier who
mentions the least pnce and the best quality

(vi) Brand products (such as computers, motors (four wheeler), motorcyeles, photocopy machines,
audio-visusal materials and spécial types of services-such as networking), can be purchased from
the manufacturer or its anthonzed dealer,

(vit) Notwathstanding anvthing mentioned above. the matersal ( construction work to be procured with
the assistance and request of the organization itselF o the donor organization may be purchased or
constructed on the hasis of agreement. purchase or construction guideling or recommendation with
the doenor organization. Accordingly, the procurement [ construction, repair and maintenance 1s
supposed as done according 1o the guidelines

(B) It shall not be necessary to apply the procedure of (). (m), (1v) and (v) of sub-rules (A) in the
following cascs’

(i)  When purchasing goods from a government office; a government-owned company o
institution and a designated company or brand of goods from a foreign government or
internationdl organization or from its authonized seller (registered agent)

(i) When purchasing any particulan product or material suitable for the needs of the
arzanization, it may be decided by the Executive Committee

(i) The authorized seller mentioned abowve in (1) and (i) shall mean a seller with logal
account number (PAN) and value added tax (VAT) and agency registered with the
Government of Nepal But if there is more than one authorized scller, it will be
purchased from among them by taking 3 sealed quotations. If there are only two
authenzed sellers. it will be en::-ugh to get sealed quotations from both of them.

(C)  As per sub-rule (F), while purchasing goods. priority should be piven to goods produced in Nepal as
much as possible, but if Nepall products are not of quality, foreign manufactured goods may be
procured. '

() In order to procure goods from guotations as per clause (a) and (b) of subsrule (1). a list of reputed
firms of mm'pnnir.:s shouldl be regstencd and quotations should be sought frow at least three firms or
compantes and procured fram the lowest priced firms or compames.
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The Procurement Commitiee will select the service provider on the following bnsis: -

(a)
(b)
©
(d)
(v)
(o
()
(hy

A remistered firm or organization approved by the Government of Nepal,
Having a bank account.

Reputed and trustworthy,

Capable to supply goods on credit.

Capable to supply quality goods.

‘C'apah!c to provide contimuity i supply,

Having Income Tax Reégistration and Value Added Tax certificate.

Having a coriificate of 1ax élearanc.

The amount will have to be paid only after the signature of the person who confirms that the goods are fine as per
the details menniioned in the material supply order letrer. And the procurement process will be done as per schedule

4.5, fand 7

4.3 Approval of Construction Cost Estimate and Working Method:

(A)  Whin eonstructing any kind of néw constroction or maintenance or conservation related work on the
basis of approved cost estimate: it shall be done by following the method mentioned below:

{a)

(b)

{c)

(d)

(£)

As per the cost cstimate decided by the Exceutive Commuttee, the work up to Rs. 500,000 (five

hundred thousand) may be done direetly by the construction sub-committee

Construction work of more than Rs, 500,000/ (five hundred thousand rupees) can be done by
obtainimg shield quotanons fromeat least three compamics or fiems registered in government offices
or by reducing the price.

According 1o the approved cost estmate, the President can give approval for work up o Rs
00000/~ (five hundred thowsand) on o labor contract as per the decision of the Executive
Commiftee

Atter the commencement of work as per the approved cost estimate, 1f 1t 15 decmed necessary to
further reduce some thines from technical pount of view, up to 10 pereent may be added. reduced
or changed with the opinion of the techmcian, head of staff, fecommendation of constriction sub-
committee and consem of treasurer. This information will be given to the Executive Commitiee
However, if new work has to be done at a pre-determined design, cstimate and cost, the decision
will have to be made through nugotmton with the construction company, firm or other
construction compauy, based on its analvtical mie, taking o aceount the interests of the
m-gu_.rumjinn.-'

As mentioned in the procurement order / bid. it will be the joint responsibility of the bead of the
accounting and procurement manggement committes to ensure whether the quality material i
procurcd/ manufactured or not. Assistance from other suitable pursons, bodies. Nepal Department

Sd
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of Quality apnd Measyrement, concerned experts and designated technical stall as well as
nationally enowned bodies may be souplt as required for quality determination.

4.4  Methods of Transportation:

The method of transportation will be as follows: -

(A)

(B)

(C)

Transportation up to Rs. 250,000/~ (two hundred fifty thousand rfupees) may be done by the
administration, procurement management and sub-committee by negotiating directly.

The sub=commitiee may procure goods worth more than 250,000/~ and up to 500,000/~ lrom
the lovest bidder by mviting at least three seuled quotations registered in the value added rax

Out of the bids registered for value added tax by openly inviting sealed bids above Rs. 500,000
/ -, thevminimum bidder can be arranged for transportation as per the decision of the Executive
Committee of the Organizalion

4.5 Methods of Providing Cansultancy and Other Services:

()

(B)

(C)

The organization may seek consultancy services from vanous tyvpes of experts as per requrement and
may ilse appoinl experts, but the persons and firms who have obltamed permanest aceount number
should have obtained valuo added tax ceruficare: [n the case of a firn, a permanunt account number
will be vequired, in the case of an éxpert, the selection will be made on the basis of expertise and the
services and facihties provided to him/her shall attract the tax mnge

If speeral skilled consulting services need to be provided in admimstrative. finaneral, evaloabion, survey
or designing etc, the Exceutive Commiltee shall ke at least three proposals as per the terms of
reference with the experienced persons. companics or firms related to the subject. The Commuittes can
take the scrvices by its approval after perfurming adequate homework on the proposals and by
negaliating wilh the reasonable party.

Methods of providing other services under contract: Necessary services for dailv work operation such
a5 office seeunty, delivery and folehing of lettors and documents, samitution, telephone, computer,
email, mternet, electnciy, dnnking water and parden management and caretaking and maintenance
may be taken by the decision of the Executive Committes by taking proposal from the individuals,
firm, urgamizahion or company and concludmg contract with them,

4.6 Bid/Tender Announcement:

(A} As per these repulations/Rules. when mviting bids of less than Rs. LOUODO0O/- (one nmlhion rapies), at
least 15 days should be given and the information should be published openly b a local daily
newspaper once i full and for the seceond time m short. When biddimg for morg than BRs. | muillion, ai
least 21 days will have te be given. However, i case of disaster or simuilar emirpency, i will be
enough to call for bids by publishing full and boef information once 1n 7 davs. The matters to be
thgelosed in the notice:

(1) The mammer/method in which bids should be senl, -mm Copy s True and Yerified™
(b The place to send the bid, ma A \ 18
(c) Fees required for bidding,
: . Cobheurbh b o257
() The time, date, and place for submission of bids, Diste-of Explry of Cerfificate: Juby9, 2021 AD
' Saal of ihe Notary Puble
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L)
{11}
Lt}

Tite, date and place of opening of bids.

Bank voucher or bank guarantes (bid bond or earnest money) of the specificd amount to be hept with the
bl

Details of related goods,
Misimum and minimum rate of materials (Price Range / cstimated cost)

Other necessary tungs,

{B) The format of the bid shall be as preseribed by the Oreanization from nme to time
4.7 Bidding Fee/Charge:

The bid purchise fee will be as follows

|
2
e
4

From Rs. 250,000/~ to Rs. 500,000/~ Rs.300/-

From Rs. 5(1”,,”‘“”- 1o Resc LOL IR DHED < - Rs Lo
From R 10:00 001/ to Rg 30,000,000/~ R« 2000/
Froen Rs S.00.001 /5~ and above i Rs 3000/~

4.8  Earnest Money, Contract Tax and Income Tax:

(A)

(1)

()

It shall be mandatory for the bidder to submit 2 3% of the cash or bank guarantec ¢ontract amount of
the percentage a8 mentioned m the tender noliée for camest money without reduemz the amount. Thi
termeof bid bond or eamest money will be as meationgd in the tender. After the tender is approved, at
least 10 percent of the bid amount should be deposned as Performance Bond In the case of such
guarantee amount, the performance of the guarantee amount should be for the duration of the specificd
work and wall be mofunded anly after the completion and handing over of all the work ofter (he
approval by the designated person.

Provisions related to contract tax. value added tax and advance mcome tax in degision making ar
purehase shall be in acoordance with the prevailing law.

Enmest maney and performance deposit can be aceepted in the both forms, cash or bank suarantee I
the bank guarantes paper belongs to a foregn bank, then it must be endorsed by Nepall bank

4.9 Tender Arrangements:

(A)  The bids received as por the notice shall be sipnied at the place, date and time mentioned in the natice
by all the biddurs appearing or in the presence of their anthomzed réprosentatives,

(B)  When publishing the notice for the first tmc, at least 3 regular scaled tenders. 2 for the second tme and
one for the third time miay be recognized. Thus, when publishing the notice for the sécond and third
ume a minimum penod of 7 days will have to be given. In case of disaster or emergency only two bids
can be opencd

(C) IF the mimimum requireéd number is not reached while inviting bids for the first time, the sealed bids
recetved may be included in the second bid without opening. Even if the bid 15 canceled. at Jeast 3 huds
will be required while mviting bide. . T

Sd. Scal of the % Transiation Copy s Tue and Verified™
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(D) In case of recelvimg the bid for the third tme, the Supplicr Determination Committee as per Rule 4 2

(E)

(Fl

(including a committee of at least 7 members including the coordingtor and techaician of the concerned
thematic committee) shall act as the tender analysis commuttee. The committee will study  analyze
and. iF necossiry, negotipte with valioug suppliers / panufacturars and make approprgle
recommendations. on the basis of which the President may approve the purchase/ construction work

The penalty / wanver imposed on the contractor / supplicr and the rearward shall be as deeided by the
Execcutive Committee

IF the bad % not received even i third time, the construction commuttes may gel the wark done itself
from the deposit i case of construction and 1t does nol matter how much the amounnt is.

4.10 Hids Will Nq't he Recognized:

The argamzation will not be obliged to regogmize the bids which haye not reached the following procedure -

A)
Bl
)
)
El
F})
&
H)
I
1
Kj
L)

Mot submutted within the presenbed penodd.

Not sealed in an envelope.

The bid sold or not in its fixed format,

Deposit proot of Eamest money not attached.

Mot signed bt the udder.

Mot clear due to effacement/obliteiation or the effacement is not certified.

Minimum amount of camings has nol been deposited

Not all the conditions have been fullitled as per the bid and its notice/announcement.
Bids not recerved with-conditions

Certified ¢opies of the required documents and cértificates have not been submutted
In case of construction work, the rate of cach item of the bill of quantitv has nol bean mentioned.
Lack of up-to-dare documents of the Arm

411 Sealed Quotation / Bid, Basis for Approval:

(A)

(8)
()

({0 ]]

(E)

While approving the sealed quotatons [ bids, the bids will bt generally accepted on the basis of
mmimum evaluation (Lowest Evaluated Cost) but m domng so, quality will not be compromised

I'hiz sealed guotations ( bids submitted under this rules may be aceepted wn partial or i full

The upper priced Bids mav be aeeepted by clearly mentiomng the reasons for not approving the seal
quotation { bids of the bidder whe has pledeed the lowest amount (e lack of quality, non-fulfillment
of condimions etc. ),

In case of natural calamitics and other emergencics, if the required goods and materials have to be
supplied within the stipulsted short time, the bids of more than one competiive badders may be
approved.

On the basis of Rule 4.2 (A (i) as well as the opinion of a techmeian or expert and the recommindation
of the Chief of Staff in case of sealed quotationid related to medicine service/ kits, blood bag, brand
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product, reagent, chemicals ele having higher price may be accepted by menboning the reasonable
COUSES

(F)  Indigenous/nanonal industrics can be encouraged while approving sealed quotations ¢ bids but forgign
companics shall not be barred / banned

(G)  Whin openimg the first and second sealéd quotations/bids, even if at least 2 of them are competitive as
per the condition and specification. the bid may be acespted depending on the condition, nme and

justification  Provided that if the notice has been pubhished for the third time as per Rule 4.9 (B), at
least onc bid may be accepted cven if it 15 duly received and in accordance with the specificarion

4.12 Advance Money and Payment:

(A)  Bids approved for any peniod of lime may be givén advance up to the percentase mentioned m the
teader dooument with necessary guarantes keeping m view the interest of the orgamzation

(B) The advance amount given m accordanet with sub-rule (A) shall be deemed to have been settled only
after the contractor compleres the work and hands over by getting it passed affor checking

(") For long term work, payment may be made on the bagis of runmng Wll on the recommendation of the
concerned expert depending on the pature and progress of the work The facility recewved from thie
organization should be clearly disclosed th the tender document

(D) The second nstallment will be pand only after the completion of 60 percent of the work of the first
advanee, but the third matallment will not be puid without 100 percent of the first and 60 perdent of the
secand installment

4.13 Agreement with Contractor [ Supplier and Other Arrangements:

(A} TPt is deemed necesdary 1o xtend the term of the contract work, the term may be extended for three
menths &t a time with the approval of the President on the recommendation of the Sub-Commities

{13} If the price of any goods or services changes/varies dunng the contract period, 1t will be as mentioned
in the eontract,

(C)  After the approval of the sealed quotation / bid. in addition to the other things mentioned in this Rules,
the tollowmg matters should be clearty disclosed m the agreemont:

{a)  Rates and prices of the compuny,

(b} Period of completion of work,

() Provision of penalty and reward,
(d)  Matters relating to damages and indemmity,
(¢)  Suuatons whether the contract mav be bréached or not,

(f)  Methods of payment,

(2}  Mainenance Penod / Guarantee,

(hy  Provision with the condition of not taking or / not hayving to pay higher price if the rate of major
comtmodities/ poods ugtuates. .. =
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(1} Provision that the prescribed mate cannot be increased/acocloratid

(1) In the absence of any provision m this regulation, it shall be as decided and explained by the
Exveutive Commities.

4.14 To Buy, Sell and Rent a Touse or Land:

(A)

(B)

()

(L)

(E)

If the houses owned by the Organization have to be rented out, 1t will have to be given to the person or
body who has obltaned the tender / quotation and marked the highest rate. As per the need. the hduse
can be rented by fixing the amount through negohation too.

Netwithstanding anything mentoned in sub-rule (A). if the mterest of the organization 15 not sure, there
will be no obligation to rent the house to the person who has fixed the highest rate

The petiod may be extended by negotinting the time period and rental mite for additional penod 1o 1he
person or firm who is contindously hired  The partial vacancies of the place can be leased to individuals
or firms, usually through negotiations.

In general, when purchasing the required house or land, o sealed propasal will be announced in local or

national level daily newspaper by mentionng the detatls of the required house or land. After the
evaluation of reccived propesals and recommended by the ¢valuation committce formed by the
Exvecutive Commuttee. the proposal will be approved and the house and land will be purchused.
Howsver. when purchasing the house land of neighbors m boundary whose botder 18 jomned with the
immovable property (house, land) the Orzanization, or a certain house or land, can be purchased by
negotiatme directly with the neighbor in boundary.

Procedures and conditions to be followed while selling immovable property (house, land etc.)

registered in the name of Social Organization District Coordinating Committee Parsn:

(r) Smee the land should be sold only for the purpose of protection and promotion as a fixed
property, its purpose should be clear,

(b)  Permmssion must be obtamed from the District Admimistrmtion Office for the sale of land with the
decision of the Executive Committee and the ratification of the General Assembly.

icl The se.khng process shoultd be stamed only afier obtaining the permission from the District
Admmistration Officd

(d}  The sales process should be transparent:
At least 35 days public notice must be pubhished fur sale of land,

When publishmg notice; the notice should be providid 10 public places- netice board of logal
office, local newspapers or through onling media

Secret sealed bids should be called publicly wathout réducing the determmed mummuom value
Bids should be opened in the presence of bidders or therr representatives

After the completion of the process sale, o copy of each related documerits must be sent o the
Distret Admanistrapon Office

Sd. Seal of the
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i) The one who has agroed the highest prnice amone those who aceept the mmmum amount
détermined or the prige above it should be sold by the decision of the Excoutive Committee:

(f)  The amount received from sale must be deposited in the bank aceount of the Organzation

(=) The money thus recenved shall be used for meome generation or immovable property of the
arganization [Lcimmot be used tor administrative and daily work related expenses.

() The amount should be vsid as per the preseribed purpose and plan

Chapter -5

Provisions for Auction and Decompaosition of Documents

L]
Provisions Relnted to Auction:

5.1

(A) I any goods Eoannot be weed even by repairing or if it is seen 1o b profitable from the cconomie point
of view to auction or sale rather than repainmg, will be auctioned or sold as per the decision of the
Excoutive Conmittes.

(B} When auctioning or selling. the following details should be publishud in the loeal newspaper with at
least 7 divs notice:

(a) Detmls of goods o be aucnoned

th) Place of bidding competition,

(c) The date of biddine competition,

{d) Minmmum acceptable price; (may be disclosed at the ime of auction as required)
{e) Other necessary details.

(C) The sale may be done an the bagis of auetion. sealed tender or bidding.

(D) Notwithstanding anything contamed in yub-rules (B} and (C), if the goods could not be sold at adction
or worth up to Rs. 30,0004/~ can be sold by sold by directly performing negotintion by taking permission
of the President in' recommendation of the Treasurer and Searstary General if it seems to be beneficial
to sell through negotiation rather than selling through an auction.

5.2, Provisions Related o Decomposition:

(A) Goods which cannot be used at work or cannot be sold can be decomposed as per the diécision of the
Exgeutive Commiice

(B) Arrangements for washing or destroying records and documents related to the office shall be in
accordance with the prevailing roles and directives.

Chapter -6 "The Tramsiation
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Al

H)

C)
]

E)

The aflice bearers, members and employvees of the organization shall trmvel by the mn:ﬂlg mentioned
i the travel order given to them by the means of public transport of the least costly and reliable and
possible land route. And means and method of visit should be used as per meationgd in schedule-8

I'he wisit order shall be mandatory carned while vistting and the account of travel expenses after the
visit shall algo be submitied in the format prescabed by the organmization. The visit erder will be
approved by the following officials

a)  Visu order of Vice-President, Genernl Sceretary. Secretary and Treasurer of the Executive
Committee- By The Presidont

by Vit arder of other members and project officers- By the Scorctary General

g} Employees workmg on the project- By the Exceutive Director or, if he/she is not present. by a
high-~ranking ecmplovee of the concerned project.

The approval/permission of the President will be mandatory in case of foreign visit

Sample of wisit order will be as per schedule A copy ol the approved order should be sent to the
aceount steticn with vistmyg person.

Visit order may be approved by the official person speeificd m (B) mentioned above by [illing up the
preseribed form manually or by email.

6.2 Travel ."alluwgnﬂ':‘

(A)

(13}

(€)

()

While usimg the means of transportation for the feld visit, the actual expenses will be paid by the
Orgamzation.

When traveling by air. the cost of the actunl teket of the acroplune, includmg the werminal expenses Rs.
2000/~ shall be provided to the traveler,

While going to wvisit out of Parsa district. the Executive Conmutice will determme the lump sum
allowances aceording Lo the distriet base but IF the organizer has tsell arranged loods. accommodation,
pocket money and transportation, the travel allowance will not be provided If the organizer has not
armanged pocket money in the program. the participants will be given 20 percent of the distnct-base
allowance as pocket money.

If the orgamzation provides the means of transportabion, the visitor will not get the ransportation
cxponses of thie trip. However, if the orgamzation does not provide the ineans of transportation, the ¢ost
of public transport will be pard. And the tavel allowances will be provided as per schedule-9.

6.3  Hiking/Visit on Fq-n‘l:

(A)
(B)

Additronal daily allowanee of Rs: 1Y- (one hundred) will be given while travelng on foot

The number of dave will be daleulated on the basis of minimum 13 km or 4 kosh (2 miles) per day
while traveling on foot but daily allowanee will not be available without reasonable cause

(.4.1 Daily Allowances: :_'E'ﬂ faton Copy & e and Vered”
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(H)

()

()

(E)

(F)

(G)

(F)

(h

(h
()

In case of deplovment wother distnets of Nepal exeept Parsa destmet, the daily allowance wil
caleulated per might as prescribed. 1f these iz only a dav trip, 30 percent of the daily allowanee can be
providid (o the traveler There will be no diserimination m it

In case any employes or official has to travel from one part of the country to another vin the routes of
India. he ! she shall not be provided as per sub-rulc (A),

If the cmployee assigned m conneetion with the visil takey casual leave for special work, he '/ she will
not gt daily and travel allowance for the duration of the leave.
Traveling within the country to spend the mght will not be given daily allowance for both the dav of
depurture and arrival. Only 100 percent of the day of departure and 50 percent of the day of arrival will
be provided

L
The daily travel allowance will be as presenbed by thee other erganization or other body while going 1o
the program at the expense of that oroanization or body.

While gomng to attend conferences, seminars, cie, will count only the number of davs on the way for
daily allowance,

I case the organization has to baar daly allowance from its own (local) rosources, the amount
mentioned in (A) above will nol be inercased and the smount will be determined by the orgamzation by
mitking necessary changes bt daily allowance for project based work will be as mentioned in the
financial arrangement of the project.

Generally, dnly allowanée will not be given to the members, office bearers and émployees of the
orgamzation {or orsanizational work, but this allowance shall be provided as mentioned 10 sub-nules
(A)and (D) while visiting the project or spicial event

In case any emplovee or official has 1o travel from one part of the country to neiphbaring country India
in course af institutiona! work and if he/she travels 50 km far from the border of Nepal to Indian place,
up to 50 percent additional allowance as per sub-rule (A) additional allowances shall be provided. And
if the distance is more than 30 km. n Indian places, 100 percent addinonal allowance will be piven

Employees recerving fickd allowance will not reeeive darly allowance while visiting thewr own district.

The field-based staffs will nol get daily allowanci while workmg in the specified field

6.4.2 Accidental [m_.lurnnr:c:

(A)

The ormganization will study the management of aceident insurance for the office bearers, membiers and

emplovess of the working commuttee und will manage it according to the decision of the Execative

Committes based on its resources.

5  Casunl Expenditure and Other Expenses:

(A} In case of renewal of visa fee, traveling insurance and awrport taxes; of the participant of Natonal and
Internatignal meehings senunars or the officer ar member or stafl traveling in forcign country, is
refused to provide by the orgamizer donor body, the orgamzntion shall pay the fee on the basis of
Justification.

v *The TransdationCopy & True and Verified”
Sd Seal of the Signatune
(By Members) Orpanization Name: %ﬁﬂ*—“ :
- 3257
Date of Expiry of Carfificate: July0S, 2023 AD
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Chapter -7
Provisions Related to Advance

7.1 No Advance will be provided:

tA)  Noadvance will be generally siven to the officer or employee tor purchasing goods.

(B)  While providing advance i case of the program cannot be conducted without taking the advance, the
approval of the President shall be mandatory on the basis of the recommeéndation ol the responsible
person and head of the program depending on the situaton and responsibility, The advance will be
given i the name of the emplover working in the organization or it can be given i1 the mame of the
vendor And while making demand for the advance, form of schedule=10 wall be used.

* . :

(C}  The advance taken by a person for a program will not be allowed to tansfer in the name of another
person

(13) The advance taken once must be redesmed/ settled within 15 days of the completion of the program,
Mo further sdvance will be allowed without redemphion

() The person taking the advance will have o settle by correcting all the reguired documents but of the
documents are found incomplete at the time audit, the person takmg the advance will have to pay
COMpensation,

7.2  The Advance to he Settled:

(A) The advance taken for daily and travel allowance must be settled within 15 days of arrival from the
vasil

(B)  The aceount of the advance taken to mun/ conduct the program should be submitted within 15 days of
the completion

(') Dnsciphinary action will be taken against the members, office bearers and employess whe do not settle
the advance pursuant to sub-rules (A) and (B) and legal action éxtent to the recovery of the amount
shall be taken,

7.3 Not Allowed to Transfer Advance:

Advanees aken for one purpose will sol be allowed 1o spend on cther budget headmgs of other purpose If

eie has to spend on ather work, he/she should have 1o deposit that very advance m the hank account and

gettle the advance. Thon after only sthe cam et another advance.
74 Settlement/Clearance and Exemption of Advance:

(1) If the wark has been completed from the advance amaunt given for any work and the bill has not been
received due (e vanoos reasons, or if there 15 adeguate esadence of lest of sent bills, if the work has
been completed under the approved cost cstimate or amount, the President may provide with the
recommendation of the responsible person or seerclary gencral and the approval of the treasurer to
write down the exponses up to Rs. 25 000¢- and if it 18 more than that, the Executive Committes miay
provide. And such advance is supposed to b

Sil. Seal of the
(By Memboem) Drpanization ; A .
Du=d] 2 ] 1Y
[ty DT e oty Fublie 3257
(e of Expiry of Cartficate: Jly08, 2023 AD
Seel ofthe Mtary Pt '
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{11 Incase of death of a person before the settlement of the advance provided to him/her, or i 1t 15 not
pissible to reoover from himvher, such advance up o Rs, 25000 (Twenty five thousand) mayv be
waived/exempted by the President on the recommendation of the Seerctary General and Treasurer [n
case of lnuher amount, the Executive Committee can provide exemption only after makmy a decssion,

Chapter -8
Audit
5.1  Ioternal Audit:

(A) In order te examine and manape the records of meome, expenditure, cash, commaodities nnd fixed
assets i the orpanization and projects m aceordance with the rules passed by (he Executive Commitiee
from Lime to time as per these rules. penodic ntemal audit can be conducted.

(B) On the basis of the internal audit report, arrangements will be made to monitor the nternal audil report
regarding the adequacy or madeguacy of the existmg rules, provigions on the use and security of
commodity and cash assets, inernal control svstem, admimsirative procedures. eic. .

(C)  Irreulanitics in the transactions observed from the imternal audit or the bakince of the goods and cash
transactions will be settled after seeking clarification from the concerned officials or employees. 174 s
deemed necessary to recover from the coneerned person in ease of cash or m-kind musappropriation in
reliition to the mregulanty which cannat be regulanzed or settled off, it may be subminted 1o the
Exceutive Commitice through the President for necessary action:

(D) Internal duditing will be expanded i ling with the ¢oncept of financial risk reduction of the
organztion. Provisions in this regard shall be as mentioned in the Internal Audit Guidelmes

8.2 Kol Awdit:

The final audit of the organization will be done i aceordaniee with the Sintute of the erpanization and the
provailing laws And it shall be done on the basis of the decision made by the Exceutive Committes,

Chapter -9
Salary, Allowances and Other Facilities
9.1  Serviee, Rank Classification and Payroll/Pay Seale:

The service, mnking and payroll/ salary scale of the employees of the organization will be as presenibed by
the Executive Committee from time to time on the recommendanon of the Reerwtment Committee. And the
salarics of the employees will be increased from time to nme depending on the financial condition of the
orgamzation but this pomt shall not be attracted i the case of projects.

9.2 Provisions for Salary Pavment:

The armogement for payment of salary to the emplovees will be in sceordance with the Staff Administraton

Policy of the Organization.
Translation Copy s True and Verified”
Bamaodin

1 “The
9.3  Salary to be Provided in Case of Suspension: Shonate: |
Mlema:

= = ('5:} !!*.
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9.5

0.6

lj."lf

If an emplovee is suspended for any reason n connection with the work of the ormanization or as a result af
action taken by the huthority, the salary will be ealeulated from the service pénod and the supplementary
salary will be provided

Annual Saltary Increase:

The €alamv increase (erade) of the emplovee will be as por the rules of the Organizition. This famibiny 1s
provided only 1o the pormanent employees appointed by the competition on the general sile and the to the
penodie cmployees appomied by competition on the developmental side. This rule will not be apphied for
emiplovees who have been selected for less than one vear

Employees' Provident Fund:

(A) 10 pergent of the monthly salarv scale (sum of intial salary and anoual increased salary) wall be
deductéd m the provident fund and 100 percent’ of the deducted amount will be given by the
organizzhion as additional subsidy

(B) The provident fund's amount as per sub-rule (A) shall be deposited i the provident fund office within
ane month of the distribution of salan

() The armngement regarding the facihity of withdmwal of the ameunt deposited i the Employees
"Privadent Fund shall be as pet the rules of the Employvees’ Provident Fund Office

(D) In the case of employees of the probationary penod, & monthly deduetion of 10 percent from the
moathly salary shall be made and deposited mn the office of the provident fund. 100 perecnt addinonal
subsidy amount to be mven on behall of the orpanization will be given i one lomp sum with effeet
from the date of appointment only after the end of the probationary perod. Emplovees who have been
working contnuously for three vears will also be given a supplementary. amount givan by the
orgamzation,: but if the working penod 19 less than three years, only the amount deducted from the
cmplovec's ewn salary will be refunded. Provided that f the project has deposited the supplementary
amount, the amount deposited during the project will be provided Lo the employee

(E) Funds will not be deducted during the period of unpaid leave and dunng the penod of suspension. If
the suspension 18 waived from the allegation, the amount of the provident fund will be deducted from
the salary received dunng that period in o single installment and will be deposited i the provident
fund.

Allowinees:

(A)  Employees warking oo projects/progeams run by the organization by mobilizing its own resources will
et {project! deamess or other) allowanees as per the decision of the Executive Committee. Provided
thay the allowanee of the staff working on the project or program operated from external resources shall
b as determined by the concerned body and no additional burden shall be borne by the Organizalion

Facilities:

(A)  Every employee working o the permancent service of the general side in the orgamzation shall recerve
one month's additional salury on the occasion of the festival evary yeur as festival expenses in Dashain
Simlady, this facthly wall also be provided 1o the wmporary emplovees who have completed 12
manths of serviee However, regarding the facilities provided (o the emplovied working in contractusil

By Members) {Organizanon

i Seal ol “The Tramiation Copy f True and Verthed”
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B)

i

sarvice and working in projects shall be as provided in the contract. Mo otherwise will be taken and
given

The organization will establish a sepamte Medical Treatment Fund for the employees who have been
hespitalized due 1o illness or any pceident and need to undergo miedical treatment in which the
snpums as per the decision made by the Executive Commuttee time to tme: wall be deposited amd the
Prossdent shall approve it on the recommendation of the Secretary General and provide withoof
increasing the prescribed amount from Re 5,000

As per the deatsion of the Excoutive Committee, if an employge 15 promoted for an acting post. he /she
will pet the il salary, allowance, provident fund and other facihiies of his/ her actimg post. but the
grade will not be mcreased unless there is a special decision

L ]
0.8 Owertime Allowance:

{

A)

(B)

(cy
9.9  Facility of Gratuity:
tA)

(B3)

(€}

()

(£}

9.10 Facility Related Lo Leave/Vacation:

[ case of requirement of overtime work, 1t mav be get done with the prior approval of the responsible
persan or Seerctary General

Emplovees of Officer rank, who do npt reeaive overtmie allowance, wall get Bs. 250 (two hundred and
fifty) for lunch expenses if they have to work more than thrée hoirs of avertime and on holidavs,

Employees reediving feld allowance will not get overtime allowaneds.

Aftar the retirement of each permanent emploves or acceptance of therr resignation and leaving the
service of the organization, the following rate of gratuity wil] be provided to:
(1) 5 years o W veirs of parmanent service- If the mamagement of itermal resources m the

orpaization s observed Mne, the salary with the tare of halFmonth's ealary of every vear will be
added

(2)  From more than 1) years to 15 vears of service- At the rate of ong month's salary of cach year if
the mahagement of intersal resourées o the organtzation is observed fine.

(3)  Above |5 years to what so evér= iF the management of internal resoureds in the vrganization
Ivoks good, at the rate of the salary of one and one-fourth of a month of each year,

An cmployee who has not behaved/treated as per the rules of the orgamization or has fired from the job

due te violation of the rules shall not et the subsidy facility

If the resignation of an emplovee 15 accepted or sthe retines without sgttling the salary advance or other
advanees of goods/commodines taken by himher, the pavment shall be made only after deducting the
remaining ndvances or price of the commodity.

While calculating the service period of the gmplovee for the purpose of gratuity amount paymeat, the
vear and month of the payment shall be caleulated

A gratuity fund will be established for the gratuity ameunt provaded to the employecs. Other necessary
armngements related 1o the fund will be as decided by the Exceutive Commutioe.

“The Transiation Copy f True end Verified”
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(A)  Home leave - Every permanent enplovee will get home leave as per the emplovee service regulations.
Generally, the vse of home leave will be done by seemg the bonefit of the office. In case of unused
leave due o office work, sech unused home leave will be accumulated for 90 days. In case of
secumulated leave which is more than that, the amount will be provided in licu of home leave for a
mvsrmom of 30 diovs moavear,

(B) Sk leave - The emplovee will gef amount of the accumulated sick leave when he / she retires from the
job and all these services and facilitios will be applicable anly to the permanent employees

(Cy The Exccutrve Commuttee hall have to make an annual leave calendor for the employoes and
implement it And. while enterfaining the leave, the form as per schedule-1 1 should be used.

9.11 Facility Relgfed to Income Tax:

If the emplovees / officials or consultants working in the organization eam income tax payable amount pay
seale, income tax shibuld be deposited in the concernod tax office pursuant to the income tax rules of the
Nepal Government,

912 Dismissall Annulment:

Prior to (his the Fifmn_r:l:'ﬂ Ruleés. 2069 with amendments Rules, 2074 and amended points of provisions angd
the decisions reparding the Fimancial Rules passed by the Exceutive Committee from time to time shall be
deeeed o have been amomatically revoked.

10, Schedule: From 1to 1L ... ...

SCHEDULE-1

Social Organization District Co-ordination

Committee, Parsa
Birguni-14, Radhemai

Expendable Register

Croods MNime: '
Lini
— Rectipl fssue
SN Bate | Dae Of | POn Oty | Teal Name MI¥Fn, Bitlance Remarlks

Puschase

i =
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SCHEDULE-2
Social Organization Distriet Coordination Committee, Parsa
Hirgumj- 14, Radhemai
. Non Expendable Register
Dt af Dcscription [ Specification | OTY | Perwnm | Ivodce No | Supplier Assels User | Condition
S.N | Purchase ; Price | Nami {odig
1 I
& |
-4 I * -
~ Wl e
T § | |
LI} |
1[0
i 5
fild
K 3
|4
| Prepared By, Chedked By Approved By
lae MNime: Nitme
e Date: Pate

Sd
{By Mambers)

Seal of'the
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S.N

Name OF ltems |

SCHEDULE-3

Social Organization District Coordination

Physical Verification Year:.......ccciueee.

Committee (SODCC), Parsa

Birgunj- 4. Radhemai

R R e

' Balance as

LF Balance as Per | Variance Funding Source |
” Per Ledger | Physical
verification B
|
i
Member of Physical ER—_
Verification Committee:
Approved By:
S.N Nume | Date Signature Signature:
Name;
Pate
1
l .- — —
| 3
“The Trassiation Copy f Yrue and Verified”
Sd Seal of the ik
{By Members) Organization

Finanaial Adgunisiralion Policy OF SODCC, Porsa-2075

-4
=



Distributed by:
Nepal Notary Public Council

SN. 12338

SCHEDULE-4

Purchase Request

= — ==

|
Social Organization District Coordination Committee(SODCC), Parsa ‘
' Birgunj-14, Radhemai, Parsa ‘

|

Project PR Number

Reqguest By Name: Request Date:

Post. ¢ — Required Date:

NS Particulars Specification | Quantity Unit Price Amount

Aceount to be Charged (Project/Budget Code)

Signature ol Reques| By

Frincin] Adnmstmngn Palicy OF SODCC, Parsa-2075

Recommended By : Reviewed By Approved By
S, Scal of the
{ By Members) Orpamzation




SCHEDULE-S

Birgunj-14. Radhema Parsa
PURCHASE ORDER

M/S canryoryBiyes , eamerrerrars PONC

Date
Please Supply US

Following Materials

Social Orgamzahun District Coordination Committee(SODCC), Parsa

|

N.S | Pamiculars | Specification | Qv | Unit Cost | Amount | Required | Delivery | GRN N
Date Place
! Total i —
13 % Vat .
Grand Total 1
Prepared By Approved By
ACCOUNTS
Sd. Seal of the
{By Members) Oreanizanon

Fuaricin] Adimnisiration Policy Of SODCC, Parsa-2075
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SCHEDULE-6

Social Organization District Coordination Committee (SODCC), Parsa
Birgunj-14, Radhemai Parsa
| : Goods Receipt Note

| | GRN
For
Dite: |
|
Suppliers Name
i Invoice N.
Date:
SN | P.ON.  Req. N. | Description of L/¥ | Quantity | Unit | Total Cost RS, | Remarks
Materials Cost
| RA5.
Totul
13% Vit -
Grand Total

The abave items have been received are in good condition and confirm to specification except [or those
deseribed in "Remarks Column”

Received By: Checked By: Approved By:
For Store Name : Name:
Name: Post Post
Dute . Dae: Dule

s Senl of the

(Bv Members) Oreanization
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SCHEDULE-7

Social Organization District Coordination Committee (SODCC) Parsa

Birgunj-14. Radhema)

Quotation Comparative Chart

Compile sheet of Quotation

SN [ Name of Ttan | Size | BrandModel | QTY Suppliers Remarks |
[A B
Prepared By: Approved By:
Supplier Selected:
Reason for Selection
Approved by Purchase Committee:
SN [ Name Pasl Signature | Date
Sd Seal of the
(By Members) Organization

Fmancial Administmtion Policy OF SODCC, Parsa-2075
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SCHEDULE-S
Social Organization District Coordination Committee (SODCC), Parsa
‘ Birgun)-14. Radhemat. Shivnasar

Visit/Travel Order

National/lnternational

Number:
‘ Date:
[ Name of the Traveling Employee
2 Designation
3 Office:
4. Traveling Place (Mention Country and City for Foreign Trip)
5. Objective/Purpgse of the Travel/Visit
6. Duration of Travel:
T Mearis of Transportation for Travel:
8 Advance amount sought For the Travel
9 Orher Reguired Things Related to the Travel.
Name of Appheant Trane! Approving Authonty's:
Designation: Nome/Designation:
D Dati!
| = For the Financial Administration Section
Traveling Expenses
From the Budgel No, s masisisiens Rl FIOMY CRBGRE N i i s i I
In wirdls o i A L e e e e s PR Desn provided:

Swmiurc oF Regaiver ..o e e

Name: Surname Financinl Admmistranon Sechon
| Dato:
Sl Seal of the ~The Transiation s The .
{ By Members) Organization Namer ﬁﬂﬂ

o T2
3257 -
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SCHEDULE-9

Social Organization District Coordination Committee, Parsa

Birgunj Metropolitan Citv-14, Radhemal. Tole

District-Base Rate of Traveling Allowances

B Districts Rage Rs: Remarks
Kathmundn. Lafitpur. Bhakdapur SN0~
Kublire RILRLER
Kaski - 000
Chitowan Ja/
Makawanpur _ 0007 -
Bhoirmhawa EIULH
Winwalpatns: AR
Fapiivasni ANHN
Bunke — B ) 300/
By L
Dung L T 000/
Paipa 00/ i
Mg NN
i B LR
Panchthre | A0S
Stncfiredt MY ,
Sunsir - 2 500/ |
Morang — N | 2500
Suplum " 2,500/
Sirlu 250N
| DM mnnastn 2504 —]
Ml ar 25000
Surlatn B 2,500/
Rautatng T 2300
 Bara S dn LD |
| Pees |
Sd, Seal of the [ “The Translation Copy & True and Verified”
(By Members) Orgamization E:.:
o LT L
| 37
Distis o Expiry of Carificste: July0d, 2023 AD
Seal of the Notary Pubilic
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SCHEDULE-10

Social Organization District Coordination Committee, Parsa
Birgunj-14, Radhemai

ADVANCE REQUEST FORM

I have by request for advinee of NRs: . ... L T e et 11 1305 { 1 L e { T s R T e
L]
Only)
Mame tf Sthif Date
Peoutticn
Purpases of Advance;
Breakdown of advanie Request
SN Parnculars Pudgat Coda ' Ammaunt B Wl
I = — —
{
Tolnl Advance Roquest
Noles =
Received By: ) Checked By:
Il Nome:
Dhili: Date
Atinchimeni
5d. Scal of ihe
{By Members) Orgamzution E.ﬁﬂm
A257

Date of Expiy of Cerfficate: July®¥, 20 AD
Seal of he Notary Public
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SCHEDULE-11
Social Organization District Coordination Committee, Parsa
Birgunj-14, Radhemai
LEAVE REQUEST FORM
Dhate i

MName |

Designation

|
Type of Leave B J_D Annual [ ] sick [ Other Leave (Specify)

Reason of Leave

Sturt Date

End Dare

Total L.eave Days

Request By Employee | Recommended by PO/FP? | Approved by Chairperson
Namc: Name: Nams:
Signature
Date Signalure: Signature
| B Date Date

Recommender are Suggested lo Check with requestor's supervisor before recommending

‘ Checked by Human Resource officer Ieave Balance:

Sick leave beyond 2 davs should berequested together with the Medical Doctor's Certificate

Sd Senl of the "The Translation Copy ks True and Verifiad”
(By Membirs) | (O panization w : og-n, .,
o 00 10T 2020
Hlim 4957
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