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People’s Alliance for Trust
And Transparency for CSOs

Key Stakeholders
Key Stakeholders Examples

Finance Teams in CSOs esp Leaders Participants of the Fin & Compliance sessions

Admin & Operations Teams in CSOs esp Managers  

CA Firms, Accounting Firms Saathi

Capacity Building Teams of Orgs, Coalitions GRI, Climate Asia, Guidestar India, etc

Technologists  

Students looking for Internships Yaashvi

Funders with a focus on ecosystem building RNP, Rainmatter, Co-Impact, Porticus

Govt Departments TBD

Insights from speaking with around 35 of
them directly and through partners:

Vision: How can we make trust & transparency tools accessible to all CSOs
regardless of their size, capacity & location“

Please note that this is a work in progress which will evolve based on inputs from various
stakeholders.



OD Aspects Description Sub Aspects

Board and
Governance

Organisation has policies and processes to
build a governance structure that includes
a diverse board membership with the
experience and expertise to provide
strategic direction and guidance to the
organisation.

Composition of
Board
Experience of Board
Roles and
Responsibilities
Governance
Contribution
Employment
Diversity

Legal and
Compliance

Organisation has the ability to follow and
comply with legal and regulatory
requirements and adapt to
changes/amendments brought into the
regulatory framework.

Obligations
Compliance

Monitoring Organisation has techniques, processes,
tools and technology designed and
deployed to track progress, partnerships,
and growth.

Strategy Process
Data collection-
digital Infrastructure
Data Collection-
process
Data protection
Donor Data

Financial
Management

Organisation uses financial tools and
policies to ensure proper financial tracking,
authority, and control systems.

Tally/Book keeping
software
Financial
manual/policy exists
and defines
authorities and
control systems

Organization has the following registers:
Salary Employees
Leaves
Assets
Petty Cash
Cheques/Payments



There are clear formats/templates for handling:
financial transactions
advances
reimbursement
payments and loans

Reconciliation with the bank accounts

Form10B

FCRA filings

Limits on cash transactions

Grant Management Cycles

Auditing on time

OD Aspects Average Maturity
Score

Financial Management 95.96%

Legal and Compliance 75.76%

Communications 63.64%

Organisation Programme Strategy 60.23%

Community 59.85%

Leadership Development 57.71%

Board and Governance 53.98%

Talent Acquisition, Talent Development, Staff wellbeing, Organisational
Culture and Organisational structures

40.32%

Strategic planning, Vision Building and Mission 36.36%

Monitoring 24.24%

Learning and Evaluation 24.24%

Use of Technology 11.69%

HR processes, Policies and Procedures 11.16%



Key insights:
1. Board & Governance:

Board members are aware of their roles and responsibilities and take part in
meetings regularly.
Their contribution to day to day affairs of the organisations are minimum.
While meetings are conducted as per the constitution, records of notices and
intimation of changes to statutory authorities are lacking.

2. Legal & Compliance:

Most NGOs have basic legal compliances done. However, they face challenges in
keeping up to date with the changing rules.
Organizations need to review and update their financial policies, especially regarding
transaction limits and foreign funding.
Staff need more training to track updated rules and regulations, as well as carry on
compliance work inside their own organisation.
Absence of comprehensive staff records and approval of HR policies by the board.
Organizations struggle with legal compliances, such as filing returns with the
Registrar of Societies and maintaining necessary payroll records.

3. Monitoring:

Monitoring systems in most NGOs are very basic (physical registers, xerox copies,
notebooks, etc.). Some of them use excel sheets to keep track, but there is a risk of
data loss as it is manually put from sources like whatsapp, messages or physical
registers.
The NGOs have expressed their need of knowledge and handholding to learn about
monitoring systems and emerging technologies in it.

4. Financial Management:

Financial management is not a critical problem at most mid sized NGOs
Organizations often do not prepare detailed annual budgets for program and
administrative expenses.
Smaller NGOs had Inadequate budgetary controls, lack of up-to-date and accurate
accounting records, including cash books, ledgers, and salary registers.



A few NGOs needed support with GST filings as they sometimes sell their work to
raise funds.
Regular internal financial reporting is often not practiced, leading to a lack of
transparency and control.
There are gaps in expenditure controls, procurement policies, and segregation of
financial duties.
Many organizations lack dedicated fundraising strategy or personnel, which impacts
their financial sustainability.

Key Suggestions from them to tackle the
above challenges

Removing language Barriers will enhance understanding and participation.
Differentiate Learning: Activities will be tailored to NGOs’ skill levels
Case studies based learning on difficult topics like FCRA
Common Knowledge base of Compliances
On Demand Mentorship Support: One-on-one or small-group interactions with experts
Regular Capacity Building/Update Webinars(60-90 mins each) as a platform for learning
and interactive discussions
Access to shared resources/personnel for under staffed NGOs
Shared Checklists and reminders
Community of Practitioners to help each other

Proposed Solution for year 1:

Mission: All Civil Society Organisations regardless of size, budget should have
access to the tools & resources needed for better governance, compliance and
financial operations.

“

“



Values: To be figured out with initial founding partners.



Organisation A
1. About the Organisation

Number of years of existence: The Organisation was registered on 31st Aug 2009.

What are the core areas in
which the organisation works?

Their primary focus is to empower women and adolescent girls,
specifically emphasising marginalised communities, particularly
the Dalits.

Has there been any political
backlash?

As management informed us, there’s no political backlash or
affiliations.

2. Governance
Board and
Managem
ent



Con
stitu
tion
of
the
Boa
rd
(Ge
nera
l
Bod
y/Ex
ecut
ive
Com
mitt
ee/B
oard
of
Trus
tees
) as
per
the
Me
mor
and
um
and
Artic
les
of
Ass
ocia
tion/
Trus
t
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Parti
cipa
tion
of
the
boar
d
me
mbe
rs in
the
mee
ting
s -
whe
ther
all
the
me
mbe
rs
are
regu
larly
part
icip
atin
g in
the
mee
ting
s?

Yes,
as
per
the
reco
rds
avai
labl
e.
The
maj
ority
of
the
me
mbe
rs
regu
larly
part
ic in
the
mee
ting
s.



Gen
eral
Bod
y/Go
vern
ing
Bod
y/B
OT
Mee
ting
s
orga
nize
d as
per
the
cons
titut
ion.

As
per
the
reco
rds
men
tion
ed
by
the
man
ag
whic
h
wer
e
also
che
cke
d
and
verif
ied,
the
gov
erni
ng
bod
y
mee
ting
is
con
duct
ed
onc
e a
as
per
byla
ws
and
Exe
cuti
ve
com
mitt
ee
mee
wer
e
orga
nize
d on
half-
year
ly
basi
s.



Avai
labil
ity
of
Noti
ce
Boo
k/No
tice
for
Boa
rd
Mee
ting
s.

AS
infor
med
by
the
man
age
men
t,
noti
ce
wa
on
tele
pho
ne
com
mun
icati
on.
But
the
tea
m f
no
reco
rds.



Has
the
Cha
nge
in
cons
titut
ion/
stru
ctur
e of
Gov
erni
ng
Bod
y in
the
last
3
year
s
bee
n
inti
mat
ed
to
stat
utor
y
auth
oriti
es.

As
man
age
men
t
has
infor
med
us,
two
me
mb
cha
nge
s
hav
e
occ
urre
d in
the
last
thre
e
year
Pres
iden
t,
Secr
etar
y.
How
ever
,
inti
mati
on
ha
bee
n
shar
ed
with
the
soci
ety'
s
regi
stra
r.



Has
the
quor
um
spec
ified
in
the
Me
mor
and
um/
bye
laws
bein
g
met
in
eac
h of
the
Boa
rd
mee
ting
s.

Yes,
as
per
the
avai
labl
e
reco
rds,
the
2/3r
d q
was
met
duri
ng
the
mee
ting
s.

Whe
ther
any
of
the
Boa
rd
me
mbe
rs
are
relat
ed
to
eac
h
othe
r?

As
infor
med
us,
no
boar
d
me
mbe
r is
relat
ed
eac
h
othe
r.



Whe
ther
ther
e is
any
conf
lict-
of-
inte
rest
poli
cy
in
the
me
mor
and
um
/bye
laws
or is
ther
e a
sep
arat
e
poli
cy?

Ther
e is
no
conf
lict-
of-
inte
rest
poli
cy
avai
lab
the
orga
niza
tion.



Whe
ther
the
me
mor
and
um
/bye
laws
/Gov
erna
nce
Man
ual
stat
e
the
met
hod
of
elec
tion,
sele
ctio
n,
retir
eme
nt
or
re
app
oint
men
t of
Boa
rd
Me
mbe
rs in
case
of
vac
anc
y?
Whe
ther
ther
e
are
any
laid
dow
n
crite
ria
for
sele
ctio
n of
Boa
rd
Me
mbe
rs?

Yes,
the
sele
ctio
n
and
elec
tion
proc
ess
are
w
defi
ned
in
the
bye-
laws
.



Is
ther
e
any
pay
men
t
don
e to
the
Boa
rd
me
mbe
rs?
If
yes,
wha
t is
the
num
ber/
perc
enta
ge
of
Boa
rd
me
mbe
rs
bein
g
paid
and
natu
re of
pay
men
ts?

No
Pay
men
t
was
mad
e to
boar
d
me
mbe
rs.



Whe
ther
the
Boa
rd
me
mbe
rs
are
qual
ified
and
thei
r
me
mbe
rshi
p, if
any,
with
othe
r
orga
niza
tion
s?

As
infor
med
by
the
man
age
men
t, all
boar
d
me
mbe
rs
are
suit
ably
qual
ified
for
thei
r
role
do
not
hav
e
any
relat
ion/
me
mbe
rshi
p
with
a
othe
r
orga
niza
tion.

3. Staff



Gen
eral

Nu
mbe
r of
Emp
loye
es
(Full
-
time
,
part
-
time
,
cons
ultin
g);
(No.
with
in
Acc
ount
s,
Prog
ram,
Fun
drai
sing
, HR
etc.

Curr
entl
y,
the
orga
niza
tion
doe
s
not
hav
e a
sala
ried
staff
.



Nu
mbe
r of
Volu
ntee
rs
(and
if
they
are
bein
g
paid
any
hon
orar
ium)

A
total
of
11
volu
ntee
rs
are
wor
king
in
the
orga
niza
tion.
As
expl
aine
d,
ther
e
are
no
pa
mad
e to
thes
e
volu
ntee
rs
and
no
reco
rds
w
mai
ntai
ned
for
volu
ntee
rs.



Doe
s
the
HR
Polic
y
cov
er
staff
recr
uitm
ent,
app
oint
men
ts;
proc
edur
es;
pay
men
ts;
app
oint
men
t
lette
rs?
Is it
follo
wed
thro
ugh
?

The
orga
niza
tion
has
an
HR
poli
cy.



Is
ther
e
impl
eme
ntati
on
of
vari
ous
soci
al
secu
rity
mea
sure
s as
per
the
laws
of
the
land
like
grat
uity,
PF
and
othe
r
ben
efits
(PF
is
appl
icab
le
for
orga
niza
tion
s
exc
eedi
ng
20
staff
)

Not
Appl
icab
le
for
now
.



Mod
e of
Sala
ry/C
ons
ulta
ncy
char
ges
(che
que/
cash
)

Curr
entl
y,
no
staff
are
avai
labl
e in
the
orga
earli
er,
they
use
d to
pay
sala
ries
to
thei
r e
by
cash
and
che
que
s.



Is
ther
e an
orga
niza
tion
al
Cha
rt
avai
labl
e for
verif
icati
on?

As
men
tion
ed
by
the
man
age
men
t,
the
org
has
an
orga
niza
tion
al
char
t,
but
the
tea
m c
find
any
doc
ume
nts
for
verif
icati
on.



Whe
ther
Lea
ves
and
Atte
nda
nce
regi
ster
is
mai
ntai
ned
for
all
the
staff
?

The
orga
niza
tion
has
not
mai
ntai
ned
the
at
regi
ster
and
leav
e
regi
ster.



Whe
ther
Staf
f
Files
are
mai
ntai
ned
whic
h
cont
ains
the
deta
ils
of
eac
h
pers
onn
el
suc
h as
app
oint
men
t
lette
r,
Incr
eme
nt
lette
r,
edu
cati
onal
qual
ifica
tion
s,
KYC
doc
ume
nts,
cons
ent
to
poli
cies
etc.
?

Pres
entl
y,
the
orga
niza
tion
doe
s
not
hav
e a
and
it
doe
s
not
mai
ntai
n
com
preh
ensi
ve
re
Only
a
few
indi
vidu
al
for
ms
are
avai
labl
e w
basi
c
deta
ils
are
reco
rded
.



Is
ther
e a
staff
appr
aisal
syst
em?

Yes,
the
orga
niza
tion
al
poli
cy
cov
ers
the
sa
but
in
the
abs
enc
e of
a
prog
ram,
it is
not
a

Gen
der
Rati
o
(Ge
nder
Dive
rsity
)

The
orga
niza
tion
doe
s
not
hav
e a
staff
as o



Det
ails
abo
ut
seco
nd-
line
lead
ersh
ip

The
orga
niza
tion
is
curr
entl
y in
the
pha
se o
esta
blis
hing
first-
line
lead
ersh
ip;
the
boar
d
orga
niza
tion
is
wor
king
on
the
skill
dev
elop
the
lead
ersh
ip of
the
orga
niza
tion.



Is
the
staff
resp
onsi
ble
(for
fina
nce,
prog
ram,
MEL
,
rese
arch
,
etc.
dep
art
men
t)
suit
ably
qual
ified
and
exp
erie
nce
d?

Ther
e
are
no
per
man
ent
staff
at
pres
ent.
A
cons
ulta
nt
take
s
care
of
the
fina
nce
func
tio



Is
ther
e a
freq
uent
turn
over
of
staff
?

No,
as
per
avai
labl
e
reco
rds,
no
freq
uent
st
turn
over
was
see
n.



Whe
ther
all
the
adju
stm
ents
fro
m
payr
oll
on
acc
ount
of
leav
e
etc.
mad
e
afte
r
rece
ivin
g
prop
er
auth
oriz
atio
n
fro
m
the
com
pete
nt
auth
ority
?

Not
appl
icab
le
for
now
.



Whe
ther
the
acc
ount
s
dep
art
men
t
mai
ntai
ning
sala
ry
regi
ster
rega
rdin
g
the
sala
ries
paid
?

Not
appl
icab
le
for
now
.

4. Policies
Financial Policy Yes

HR Policy Yes, but that is not approved by the boa

Child Protection Policy No, the organization does not have a chi policy.

Prevention of Sexual Harassment Policy The organization has the POSH Policy.

Communication Policy The organization does not have a comm policy.

Other Remarks: The policies have not been approved by the board.

5. Program and Work of Organisation



Vision or mission statement
of organization (5-year plan
etc.)

Yes, the organisation has a vision/mission.
Vision - A just society in which the depriv communities can live
with dignity.
Mission - To carry out all-inclusive develo underprivileged
community, especially pu advocacy for the interests of
adolescent g women.

Organization’s strategy
documents or any
perspective papers

The organization does not have any strat documents or
perspective papers.

Documentation of values of
the organisation

Values- Equality, justice, conscientiousne accountability,
accountability, quality, col participation, mutual goodwill,
respect, tr democratic decisions, opportunity, mutua cooperation
and transparency.

Areas of work done
(State/District/Village)

The Organization has already worked in t like Buxar, Bhojpur, and
Patna. Below are details
Buxar - 48 village, Patna - 25 slum Bhojpur - 50 village

Target communities
(Number and Nature)

The target communities are from deprive an income basis.
The majority are from SC/ST/Muslim, etc.

Key themes/sectors of
program intervention

The organization mainly works on adolesc education, and health.

Availability of program
reports/annual reports

The organization has previously funded p reports and annual
reports.

Availability of documents
regarding activities at the
organization level (2 years)

The organization has the activities report previous program. As
per the donor's req has been maintained.

Describe the government
relations of the organization.

The organization has good connections w government
departments at the district le

6. Monitoring & Evaluation



Mod
e of
data
coll
ecti
on
(Ma
nual
/Onli
ne)

The
orga
niza
tion
has
coll
ecte
d
data
man
uall
y
onli
ne,
as
per
the
don
or’s
requ
irem
ent.



Plea
se
com
men
t on
the
avai
labl
e
mon
itori
ng
and
eval
uati
on
doc
ume
nts
(log
fra
me,
imp
act
eval
uati
on,
lear
ning
doc
ume
nts,
theo
ry of
cha
nge)

The
orga
niza
tion
man
age
men
t
coul
d
not
shar
the
mon
itori
ng
doc
ume
nts.



Plea
se
com
men
t on
the
qual
ifica
tion
s
and
exp
erie
nce
of
the
staff
resp
onsi
ble
for
MEL

The
orga
niza
tion
doe
s
not
hav
e
any
spec
ific
st
for
MEL
.

7. Fundraising and Donor
Management



Plea
se
com
men
t on
the
curr
ent
met
hod(
s) of
fund
raisi
ng.

The
orga
niza
tion
doe
s
not
hav
e
any
stru
fund
raisi
ng
met
hod.
The
y
hav
e
rais
ed
fu
indi
vidu
al
con
nect
ions
and
som
e
kno
wn
sect
or.



Plea
se
com
men
t on
the
qual
ifica
tion
s
and
exp
erie
nce
of
the
staff
resp
onsi
ble
for
fund
raisi
ng.

The
orga
niza
tion
doe
s
not
hav
e
any
suc
exp
erie
nces
hav
e
only
bee
n
with
exis
tin
advi
sors
.

Who
are
the
curr
ent
don
ors,
or
sour
ces
of
fund
ing
(in
deta
il)?

The
orga
niza
tion
doe
s
not
hav
e
any
curr
sour
ces.



Are
cont
ract
s
avai
labl
e
bet
wee
n
don
or
age
ncy
and
orga
niza
tion
?

The
orga
niza
tion
has
past
cont
ract
s
with
age
ncie
s
like
C3,
PAC
S,
FAT,
and
the
MA

Plea
se
com
men
t on
any
exis
ting
prop
osal
s?

The
orga
niza
tion
doe
s
not
hav
e
any
pro
pipe
line.



Mai
n
chal
leng
es
face
d
duri
ng
fund
raisi
ng.

As
per
the
inte
racti
on
with
the
man
age
m
men
tion
ed
the
chal
leng
es
like
Iden
tific
a
inte
rest
ed
don
ors,
prop
osal
writi
ng,
etc.



Wha
t is
the
repo
rtin
g
(nar
rativ
e,
fina
nce)
proc
ess
to
fund
ers?

The
orga
niza
tion
has
narr
ativ
e
and
fina
n
fund
ers
like
C3
and
Mal
ala.

Wha
t is
the
stat
us
of
fund
s for
follo
win
g 3
year
s?
Are
ther
e
avai
labl
e
fund
s?

Curr
entl
y,
the
orga
niza
tion
has
no
fund
s
the
com
ing
year
s.



Wha
t
are
the
mod
es
of
fund
raisi
ng
that
the
orga
niza
tion
hop
es
to
expl
ore
in
the
futu
re.
Are
ther
e
spec
ific
don
ors/
mod
e
that
the
orga
niza
tion
wish
es
to
targ
et?

The
man
age
men
t
has
men
tion
ed
expl
or
to
som
e
phil
anth
ropi
c
and
foun
dati
ons.



Is
ther
e
cap
acit
y to
dive
rsify
fund
raisi
ng?
(Indi
vidu
al,
Cor
pora
te,
Insti
tutio
nal)

As
per
the
inte
racti
on
with
man
age
men
t
obs
erve
d
that
ther
e is
scop
e for
insti
tuti
and
indi
vidu
al.



Wha
t
are
the
key
prio
ritie
s for
fund
raisi
ng
of
the
orga
niza
tion
for
the
next
2
year
s?

The
orga
niza
tion
al
man
age
men
t
men
tio
adol
esce
nt
girls
and
wo
men
fro
m
depr
iv
com
mun
ities
.

8. Financial Aspects
1.
Budgetar
y Controls



Is
an
ann
ual
bud
get
prep
ared
for
the
who
le
orga
niza
tion
givi
ng
brea
kup
of
Prog
ram
me
Exp
endi
ture
and
Adm
inist
rativ
e
exp
endi
ture
?

As
infor
med
, no
ann
ual
Bud
get
was
prep
ared
the
orga
niza
tion.



Is
ther
e
proj
ect
bud
get
for
spec
ific
don
ors
(don
or
repo
rtin
g to
be
take
n as
sam
ple)

No
proj
ect
bud
get
was
prep
ared
in
the
orga
nisa
tion,
as
ther
e is
no
prog
ram
/proj
ect
runn
ing
now
a
day
s.



Is
actu
al
exp
endi
ture
and
inco
me
mea
sure
d
agai
nst
the
bud
get
at
regu
lar
inte
rval
s?
At
wha
t
inte
rval
s?
Who
revi
ews
thes
e?

As
infor
med
,
yes,
but
no
suc
h
repo
rts
or
min
u
see
n in
this
rega
rd.



Are
expl
anat
ions
note
d
for
sign
ifica
nt
vari
anc
es?

Not
appl
icab
le
for
now
.

2.
Acc
oun
ting
Rec
ord
s

 



Are
the
follo
win
g
acc
ount
ing
reco
rds
acc
urat
e
and
up-
to-
date
?

As
infor
med
by
the
man
age
men
t, no
acc
ount
reco
rds
wer
e
mai
ntai
ned
bec
aus
e of
non-
avai
labil
ity
of
prog
ram
and
ther
e no
tran
sact
i
wer
e
mad
e in
the
orga
nisa
tion.



Cas
h
Boo
k
(Cas
h
and
Ban
k)-
Che
ck
the
Dat
e of
last
entr
y

Sam
e as
abo
ve



Pett
y
Cas
h (if
mai
ntai
ned)

1. P
e
t
t
y
C
a
s
h
B
o
o
k

2. D
a
t
e
o
f
l
a
s
t
e
n
t
r
y

Sam
e as
abo
ve



Oth
er
Rec
ords

1. L
e
d
g
e
r

2. S
a
l
a
r
i
e
s
a
n
d
W
a
g
e
s
r
e
c
o
r
d
s

3. S
t
a
f
f
A
d
v
a
n
c
e
s

Sam
e as
abo
ve



Is
the
gov
erni
ng
bod
y
pres
ente
d
with
sum
mari
es
of
acc
ount
ing
infor
mati
on?
Dat
e
whe
n
last
pres
ente
d?
(Ch
eck
the
min
utes
/em
ail)

As
expl
aine
d by
man
age
men
t,
Ther
e’s
No
su
prac
tice.



Do
the
acc
ount
ing
reco
rds
clea
rly
iden
tify
fund
s
give
n
for a
spec
ific
purp
ose
(Fun
d/Pr
ojec
t
wise
Acc
ount
ing)

Ther
e
are
no
spec
ific
Proj
ects
,
hen
ce it
is
not
appl
icab
le
for
now
.



Is
suffi
cien
t
infor
mati
on
avai
labl
e to
repo
rt
bac
k to
eac
h
don
or in
the
way
requ
este
d?
Hav
e
suc
h
repo
rts
bee
n
prod
uce
d in
the
past
year
s?

Yes,
as
per
the
old
avai
labl
e
data
, it
had
eno
u
infor
mati
on
in
this
rega
rd.



Mai
nten
anc
e of
Sub
sidi
ary
Rec
ords
suc
h as
Fixe
d
Ass
ets
Regi
ster,
Stati
oner
y
Stoc
k
Regi
ster,
Pho
ne
Log
Boo
k,
Vehi
cle
Log
Boo
k
etc.

Yes,
the
Fixe
d
Ass
ets
regi
ster
has
bee
n
mai
ntai
ned
but
few
thin
gs
like
loca
tion
and
curr
ent
valu
e
was
miss
ing
in
that
for
mat.



Met
hod
of
Acc
ount
ing
follo
wed
-
cash
or
accr
ual?

Cas
h
Basi
s



Whe
ther
the
orga
niza
tion
is
havi
ng
com
pute
rize
d
acc
ount
ing
soft
war
e
i.e.
Tall
y
ERP
9 or
any
othe
r
acc
ount
ing
soft
war
e?

Yes,
Boo
ks
for
last
year
s
wer
e
mai
ntai
ned
on
ERP
9
soft
war
e, it
was
outs
ourc
ed
earli
er.



Whe
ther
the
hea
ds
of
exp
endi
ture
com
men
sura
te
with
the
bud
get
hea
ds
and
whe
ther
the
sup
port
ing
relat
e to
the
hea
d of
acc
ount
in
whic
h
the
exp
ens
e is
boo
ked
?

N/A
for
now
.



Whe
ther
the
orga
niza
tion
has
any
mon
thly
repo
rtin
g
syst
em
for
inte
rnal
deci
sion
mak
ing?

As
infor
med
,
yes,
but
the
reco
rd
was
not
avai
duri
ng
the
visit
.

Whe
ther
bac
kup
of
the
acc
ount
ing
reco
rds
take
n/
wha
t is
the
freq
uen
cy?

Not
appl
icab
le
as
acc
ount
ing
was
outs
ourc
ed
earli
er.



Are
the
vou
cher
s
man
ual
or
soft
war
e
gen
erat
ed?

Yes,
com
pute
rize
d
vou
cher
s
wer
e
avai
labl
e.



Doe
s
the
vou
cher
hav
e
suffi
cien
t
infor
mati
on
relat
ed
to
the
tran
sact
ion
i.e.
Dat
e,
amo
unt,
Nat
ure
of
exp
endi
ture
,
Proj
ect,
etc.

No,
Vou
cher
s
don’
t
hav
e
suffi
cien
t
infor
mati
o
the
natu
re of
exp
endi
ture
etc.

9. Control System
1. Expenditure Controls



Is all expenditure authorized by a senior member of
staff? Who is the authorized staff member? (Names
of authorized signatories)

Yes, all payments are authorised by
secretary.

Does different staff authorize payments to those
who prepare and sign cheques?

Not applicable for now.

Is there an adequate segregation of financial duties?
For Example, Accountant and cashier are the same
person?

Not applicable for now.

Are payments made only against an original invoice? Yes, as per old available records all
payments have done against original
invoice.

2. Purchase Controls

Is there a financial limit above which the quotations
need to be obtained?

Yes, above 5000 it would be mandatory
of Procurement Process as per bylaws.
However, the same was not followed by
the organization

Is there an adequate system for procurement? Are
several quotes obtained?

Yes, the organisation has a procurement
polic but it is not applicable for now.

Are comparative statements of quotations prepared
and approved?

Not applicable for now.

Are invoices matched against orders? No such system has been seen in last
years as well.

Is there a regular stock taking of goods? Is a stock
register maintained? (If stock is available) Date for
last stock taking?

Not applicable

3. Bank Accounts

Are all accounts opened in the name of the
organization? (Saving accounts are preferred)

Yes, all accounts opened in the name of
the organization.

Are there cheque signing procedures in place (single
signatory, joint signatories etc.)

The Joint Signatory mode is being
followed by organisation.

Are blank cheques ever pre-signed? If yes, how this
can be avoided?

As informed by management, no such
system there in the organisation.

Are bank accounts reconciled each time a statement
is received or at least monthly? Date of last
reconciliation?

Not applicable for now in absence of
transacti in the organisation.



What happens to cancelled cheques? As informed record is kept with books of
accounts.

Are separate Bank Accounts opened for separate
Projects (if needed)?

Not needed/Applicable

In case of a single bank Account, is there any system
– bank reconciliation or other to identify the
balances in each project?

Not applicable

4. Cash Transactions

Is cash kept securely? Who holds the keys? AS informed Yes, But no cash box in the
safe found during the visit.

Is a numbered receipt issued for cash received? Receipts have not been issued to
individual donors for cash received.

Does someone other than the cashier authorizes
payments?

No, only Secretary authorizes all
payments.

Is the cash counted regularly by a senior member of
staff in the cashier’s presence? Date when last
verification took place.

No such system was found in place.

Is there any cash transaction limit (Cannot exceed
INR 10,000/day to one vendor)

No cash transaction limit in the policy.

Is there any threshold limit of holding cash at a time. No threshold limit is fixed for holding
cash at a time.

5. Physical Controls

Is there a record of all fixed assets owned? Yes, But the Fixed Assets register has not
bee maintained as some assets and
location relate information was missing
in the FAR.

Is this record updated regularly? Date of last entry No, the Record is not up to date; the last
date entry is 14/06/2013.

Is the insurance cover sufficient for the current value
of the items owned?

No, Insurance cover taken.

Do all the fixed assets shown in the accounts exist?
How are the items controlled that are no longer
needed?

It is so difficult to comment in this regard
because the record is not up to date.

Are all items owned kept securely? Yes, the available fixed assets were kept
securely.



Are any vehicles used for personal purposes? Is
there a record for it and is the amount being
refunded?

As informed, Organization does not have
any vehicle.

Are assets donated to organization recorded in the
Fixed Assets Register?

Yes, some assets were donated by a
donor an that was recorded in the
register.

Is physical verification of fixed assets undertaken? If
so, what is the periodicity?

No, there is no physical verification of
Fixed assets.

6. Audits

Procedure for appointment of Auditors whether the
same has been spelt out in the bye laws/relevant
document in place?

Yes, as per the byelaws, the auditor will
be appointed in the general body
meeting

Whether the statutory auditor has been appointed in
the General Body/Board?

No, the statutory auditor has not been
appoint in the General Body/Board.
,

Whether appointment letter/Contract has been
issued by the organization?

The organization has not issued any
appointm letter to the auditors.

Whether audit is undertaken at organization’s office? No, an audit was undertaken at CA’s
Office.

Whether audited statements include fund-wise
statements so as to reflect clear segregation of
different funds?

Not applicable for now.

Whether Audit is completed within August of the
following year?

FY 22-23 Date on 15/10/23 FY21-22 Date
on 10/09/22 FY 20-21 Date on 16/7/21

Does the Auditor provide Management
letter/Observations conducted at the time of audit?

No, the auditor has not issued a
management letter / Observations letter.

Policy on Rotation of Auditors No such policy or clause is found in the
byelaw



Whether the independence of auditor being
observed with respect to the following:

1. Is a relative of a Board member or CEO?
2. Is he engaged in providing services

pertaining to organizational financial
systems including preparation of books of
account?

3. Is he a part of the management?
4. Is he Chief Functionary of any other NGO?

As explained by the management, the
auditor not connected to any board
member or team member.

10. Legal Compliances
1.
Reg
istr
atio
n



Prop
er
Regi
stra
tion
as a
lega
l
entit
y

Yes
the
orga
nisa
tion
is
regi
ster
ed
und
er
Biha
r
Soci
ety
Regi
stra
tion
Act
186
0
Sect
ion
21
on
31/0
8/20
09.



Filin
g of
Ret
urns
with
the
Regi
stra
r of
Soci
etie
s
/Ren
ewa
ls
soci
etie
s as
and
whe
n
requ
ired
/
com
pani
es
act
or
the
spec
ific
stat
e
trus
t
law
as
requ
ired
alon
g
with
the
Min
utes
of
the
Gen
eral
Bod
y/An
nual
Rep
ort/
Ann
ual
audi
ted
stat
eme
nts

No
Ret
urn
fille
d in
Regi
ster
of
Soci
etie
s.



Ame
ndm
ents
mad
e if
any
in
the
bye-
laws
or
the
cons
titut
ion
are
prop
erly
doc
ume
nted
and
filed
with
the
Regi
stra
r or
the
resp
ecti
ve
auth
ority

Boa
rd
me
mbe
rs
cha
nge
d
but
not
inti
mat
e to
regi
stra
r’s
offic
e

2. Income
Tax Act



Regi
stra
tion
and
rene
wal
und
er
sect
ion
12A
&
80-
G

Fina
l
12A
&
80G
regi
stra
tion
vali
d A.
Y.
202
6-
27.
80G
URN
:
AAC
TM8
149
EF2
021
2.
Dat
e on
12/0
3/20
22
12A
URN
:
AAC
TM8
149
EE2
012
301
Dat
e on
12/0
3/20
22



Obt
aini
ng
PAN
/TA
N
fro
m
the
IT
dep
art
men
t

Pan:
Yes
TAN
:
Not
avai
labl
e



Filin
g of
Ann
ual
Ret
urns
of
Inco
me
in
due
time
/Ass
ess
men
t
stat
us
(obt
ain
date
s of
last
thre
e-
year
filin
g)

ITRs
filed
on
time
and
the
date
s of
the
sam
e ar
as
follo
ws:
FY
202
0-21
AY
202
1-22
Dat
e on
23.0
2.22
FY
202
1-22
AY
202
2-23
Dat
e on
26.1
0.22
FY
202
2-23
AY
202
3-24
Dat
e on
22.1
1.23



Whe
ther
85%
of
Inco
me
has
bee
n
appl
ied
tow
ards
char
itabl
e
purp
oses
? If
not,
has
for
m
9A
or
for
m
10
bee
n
filed
with
Inco
me
Tax
auth
oriti
es?

Yes,
as
per
Audi
t
F.Y.
202
2-23
repo
rt
85%
Inco
me
was
appl
ied
tow
ards
char
itabl
e
purp
oses
.



Whe
ther
Qua
rterl
y
TDS
retu
rns
hav
e
bee
n
filed
on
time
?

Ther
e is
no
TAN
Nu
mbe
r, so
it’s
not
appl
icab
le.

Whe
ther
TDS
ded
ucti
ons
and
dep
osit
s on
spec
ified
pay
men
ts
as
per
the
Inco
me
Tax
Act?

Not
Appl
icab
le
for
now
.



Whe
ther
For
m
10B
has
bee
n
filed
with
Inco
me
tax
auth
oriti
es.
If
yes,
plea
se
che
ck
whe
ther
rele
vant
infor
mati
on
is
mat
chin
g
with
audi
ted
stat
eme
nts.

Yes,
the
Rele
vant
Infor
mati
on
mat
ches
the
aud
stat
eme
nt.



3. Foreign
Contributi
ons
(Regulati
ons) Act,
2010

Regi
stra
tion
and
Ren
ewa
l
und
er
FCR
A-
FCR
A
num
ber

As
the
orga
nisa
tion
is
not
regi
ster
ed
und
er
FCR
Act,
hen
ce it
is
not
appl
icab
le.

Filin
g of
retu
rns
–dat
e of
last
retu
rn
filed
-
cop
y of
retu
rn
(FC-
4)

N/A



Mai
nten
anc
e of
sep
arat
e
ban
k
acc
ount
excl
usiv
ely
for
forei
gn
cont
ribu
tion
s

N/A

Whe
ther
ther
e is
inte
rmin
glin
g of
FC
and
LC
fund
s

N/A



Whe
ther
Utili
zati
on
Acc
ount
s
hav
e
bee
n
inti
mat
ed
in
FCR
A
port
al?

N/A

Whe
ther
Ann
ual
retu
rns
mat
ch
with
FCR
A
audi
ted
stat
eme
nts?

N/A

11. Communications



Is
ther
e a
com
mun
icati
ons
tea
m in
plac
e?

The
orga
nisa
tion
doe
s
not
hav
e a
com
mun
icati
on
tea
m.

If
yes,
is
ther
e a
sep
arat
e
pers
on
in
char
ge
of
Hind
i,
Engl
ish
and
A/V
cont
ent?

No



Doe
s
the
orga
niza
tion
hav
e a
web
site
? If
yes,
is it
bein
g
upd
ated
on a
regu
lar
basi
s?

The
orga
niza
tion
has
a
web
site,
but
it is
not
acc
essi
ble.
The
man
age
men
t
said
they
are
wor
king
on
it.



Is
the
orga
niza
tion
acti
ve
over
soci
al
med
ia
(twit
ter,
Fac
ebo
ok,
Link
ed
In
and
Inst
agra
m)?

The
orga
niza
tion
has
a
pres
enc
e on
Fac
ebo
ok
only
, but
no
regu
lar
post
s
are
don
e.



If
yes,
how
freq
uent
ly
are
the
post
s on
soci
al
med
ia
upd
ated
? Is
a
part
icul
ar
pers
on
resp
onsi
ble
for
han
dlin
g
the
soci
al
med
ia
acc
ount
s?

The
orga
niza
tion
doe
s
not
hav
e
any
part
icul
ar
pers
on
for
soci
al
med
ia.
The
orga
niza
tion
secr
etar
y
han
dles
the
acc
ount
.



Are
new
slett
ers
bein
g
publ
ishe
d on
a
mon
thly
basi
s for
inte
rnal
com
mun
icati
on?

The
orga
niza
tion
doe
s
not
publ
ish
any
new
slett
ers.



Are
phot
o/vi
deo
arch
ives
avai
labl
e? If
yes,
how
and
whe
re
are
they
stor
ed?

The
orga
niza
tion
has
soft
copi
es
of
phot
os
and
vide
os
fro
m
past
acti
vitie
s,
whic
h
are
stor
ed
on
the
offic
e
lapt
op.



Are
post
ers
and
ban
ners
bein
g
mad
e on
a
regu
lar
basi
s?

The
orga
niza
tion
mad
e
the
post
ers
and
ban
ner
on a
proj
ect
or
eve
nt
basi
s.

Are
ther
e
safe
guar
ding
poli
cies
rega
rdin
g
com
mun
icati
ons?

The
orga
niza
tion
doe
s
not
hav
e a
safe
guar
d
poli
cy.



Organisation B
1. About the organisation

Number of years of existence The Organisation has existed for the last
nine years; it was registered
on 22nd September 2014 under the Company
Act.

What are the core areas in which the
organisation works?

Livelihood, activities, and programs like skills
development

2. Governance
1. Board
and
Manageme
nt



Con
stitu
tion
of
the
Boa
rd
(Ge
nera
l
Bod
y/Ex
ecut
ive
Com
mitt
ee/B
oard
of
Trus
tees
) as
per
the
Me
mor
and
um
and
Artic
les
of
Ass
ocia
tion/
Trus
t
Dee
d

The
orga
niza
tion
is
regi
ster
ed
as a
sect
ion
8
com
pan
y
und
er
the
Com
pan
y
Act
201
3
and
the
cons
titut
ion
of
the
orga
nisa
tion
is
esta
blis
hed
b
boar
d of
dire
ctor
s.
Pres
entl
y
orga
nisa
tion
has
a
boar
d of
3
dire
ctor
s.



Parti
cipa
tion
of
the
boar
d
me
mbe
rs in
the
mee
ting
s -
whe
ther
all
the
me
mbe
rs
regu
larly
part
icip
ate
in
the
mee
ting
s?

The
man
age
men
t
men
tion
ed
that
all
me
mbe
rs
part
icip
ated
regu
larly
, but
the
reco
rds
wer
e
una
vail
able
.



Gen
eral
Bod
y/Go
vern
ing
Bod
y/B
OT
Mee
ting
s
orga
nize
d as
per
the
cons
titut
ion.

As
infor
med
by
the
man
age
men
t,
The
orga
niza
tion
has
con
duct
ed
the
mee
ting
ann
uall
y as
per
the
com
pan
y
act
and
byel
aws.



Avai
labil
ity
of
Noti
ce
Boo
k/No
tice
for
Boa
rd
Mee
ting
s.

The
orga
niza
tion
has
not
mai
ntai
ned
the
noti
ce
boo
k/iss
ued
noti
ces
for
its
boar
d
mee
ting
s.



Has
the
Cha
nge
in
cons
titut
ion/
stru
ctur
e of
Gov
erni
ng
Bod
y in
the
last
3
year
s
bee
n
inti
mat
ed
to
stat
utor
y
auth
oriti
es.

As
per
the
infor
mati
on
prov
ided
,
two
cha
nge
s i
me
mbe
rs
hav
e
occ
urre
d
with
in
the
last
thre
e
year
s,
and
upd
ated
the
cha
nge
s to
the
MCA
as
per
Com
pan
y
act.



Has
the
quor
um
spec
ified
in
the
Me
mor
and
um/
bye
laws
bein
g
met
in
eac
h of
the
Boa
rd
mee
ting
s.

The
orga
niza
tion’
s
me
mor
and
um
spec
ifies
the
quor
um
und
er
the
com
pan
y
sect
ion
103.
As
pe
the
reco
rds,
they
are
follo
win
g
the
quor
um
in
boar
d
mee
ting
s.



Whe
ther
any
of
the
Boa
rd
me
mbe
rs
are
relat
ed
to
eac
h
othe
r?

As
infor
med
and
avai
labl
e
reco
rds,
no
boar
d
me
mbe
r is
relat
ed
to
eac
h
othe
r.



Whe
ther
ther
e is
any
conf
lict-
of-
inte
rest
poli
cy
in
the
me
mor
and
um
/bye
laws
or is
ther
e a
sep
arat
e
poli
cy?

The
orga
niza
tion
doe
s
not
hav
e a
conf
lict-
of-
inte
rest
poli
cy.



Whe
ther
the
me
mor
and
um
/bye
laws
/Gov
erna
nce
Man
ual
stat
e
the
met
hod
of
elec
tion,
sele
ctio
n,
retir
eme
nt
or
re
app
oint
men
t of
Boa
rd
Me
mbe
rs in
case
of
vac
anc
y?
Whe
ther
ther
e
are
any
laid
dow
n
crite
ria
for
sele
ctio
n of
Boa
rd
Me
mbe
rs?

The
met
hod
of
elec
tion,
sele
ctio
n,
retir
eme
nt, o
reap
poin
tme
nt of
boar
d
me
mbe
rs is
men
tion
ed
in
the
byel
aws.



Is
ther
e
any
pay
men
t
don
e to
the
Boa
rd
me
mbe
rs?
If
yes,
wha
t is
the
num
ber/
perc
enta
ge
of
Boa
rd
me
mbe
rs
bein
g
paid
and
natu
re of
pay
men
ts?

No
Pay
men
t
was
mad
e to
any
of
the
boar
d
me
mbe
rs.



Whe
ther
the
Boa
rd
me
mbe
rs
are
qual
ified
and
thei
r
me
mbe
rshi
p, if
any,
with
othe
r
orga
niza
tion
s?

Yes,
As
infor
med
,
they
are
qual
ified
,
and
one
of
the
boar
d
me
mbe
r
has
invo
lve
men
t in
anot
her
orga
niza
tion
i.e.
Buni
yad,
Srija
n,
Vino
bas
eva
Ashr
am,
etc.

3. Staff



1. General

Nu
mbe
r of
Emp
loye
es
(Full
-
time
,
part
-
time
,
cons
ultin
g);
(No.
with
in
Acc
ount
s,
Prog
ram,
Fun
drai
sing
, HR
etc.)

Ther
e
are
no
full
time
and
part
time
staff
.



Nu
mbe
r of
Volu
ntee
rs
(and
if
they
are
bein
g
paid
any
hon
orar
ium)

The
orga
nisa
tion
has
four
non-
paid
volu
ntee



Doe
s
the
HR
Polic
y
cov
er
staff
recr
uitm
ent,
app
oint
men
ts;
proc
edur
es;
pay
men
ts;
app
oint
men
t
lette
rs?
Is it
follo
wed
thro
ugh
?

The
orga
nisa
tion
doe
s
not
hav
e
any
HR
poli
c



Is
ther
e
impl
eme
ntati
on
of
vari
ous
soci
al
secu
rity
mea
sure
s as
per
the
laws
of
the
land
like
grat
uity,
PF
and
othe
r
ben
efits
(PF
is
appl
icab
le
for
orga
nisa
tion
s
exc
eedi
ng
20
staff
)

Curr
entl
y,
the
orga
nisa
tion
doe
s
not
hav
e th
to
impl
eme
nt
vari
ous
soci
al
secu
rity
mea
sur



Mod
e of
Sala
ry/C
ons
ulta
ncy
char
ges
(che
que/
cash
)

Not
appl
icab
le,
the
orga
nisa
tion
doe
s
not
ha
staff
.

Is
ther
e an
orga
nisa
tion
al
Cha
rt
avai
labl
e for
verif
icati
on?

The
man
age
men
t
told
us
that
the
orga
nisa
ti
char
t is
bein
g
proc
esse
d.
The
y
hav
en't
mad
e



Whe
ther
Lea
ves
and
Atte
nda
nce
regi
ster
is
mai
ntai
ned
for
all
the
staff
?

Not
appl
icab
le,
the
orga
nisa
tion
doe
s
not
ha
staff
.



Whe
ther
Staf
f
Files
are
mai
ntai
ned
whic
h
cont
ains
the
deta
ils
of
eac
h
pers
onn
el
suc
h as
app
oint
men
t
lette
r,
Incr
eme
nt
lette
r,
edu
cati
onal
qual
ifica
tion
s,
KYC
doc
ume
nts,
cons
ent
to
poli
cies
etc.
?

Not
appl
icab
le,
the
orga
nisa
tion
doe
s
not
ha
staff
.



Is
ther
e a
staff
appr
aisal
syst
em?

Not
appl
icab
le,
the
orga
nisa
tion
doe
s
not
ha
staff
.

Gen
der
Rati
o
(Ge
nder
Dive
rsity
)

Not
appl
icab
le,
the
orga
nisa
tion
doe
s
not
ha
staff
.

Soci
al
Com
posi
tion
of
staff
(Soc
ial
Dive
rsity
)

Not
appl
icab
le,
the
orga
nisa
tion
doe
s
not
ha
staff
.



Det
ails
abo
ut
seco
nd
line
lead
ersh
ip

As
per
the
inte
racti
on
with
the
foun
der,
ther
one
for
the
seco
nd-
line
lead
ersh
ip.
He
men
ti he
is
look
ing
for
som
eon
e to
recr
uit a
suit
abl
can
dida
te
who
can
look
at
the
prog
ram
stra
tegi
cally
.



Is
the
staff
resp
onsi
ble
(for
fina
nce,
prog
ram,
MEL
,
rese
arch
,
etc.
dep
art
men
t)
suit
ably
qual
ified
and
exp
erie
nce
d?

The
orga
nisa
tion
doe
s
not
hav
e
any
staff
.

Is
ther
e a
freq
uent
turn
over
of
staff
?

The
orga
niza
tion
doe
s
not
hav
e
any
staff
.



Whe
ther
all
the
adju
stm
ents
fro
m
payr
oll
on
acc
ount
of
leav
e
etc.
mad
e
afte
r
rece
ivin
g
prop
er
auth
oris
atio
n
fro
m
the
com
pete
nt
auth
ority
?

Not
appl
icab
le,
the
orga
nisa
tion
doe
s
not
ha
staff
.



Whe
ther
the
acc
ount
s
dep
art
men
t
mai
ntai
ning
sala
ry
regi
ster
rega
rdin
g
the
sala
ries
paid
?

Not
appl
icab
le,
the
orga
nisa
tion
doe
s
not
ha
staff
.

4. Policies
Financial Policy The organisation does not have a finance

HR Policy The organisation does not have an HR Po

Child Protection Policy The organisation does not have an Child Policy.

Prevention of Sexual Harassment Policy The organisation does not have a preven harassment
policy.

Communication Policy The organisation does not have a commu policy.

Other Remarks: The organisation does not have any policies. There is a need to support DAF in ma

policies and to implement it in the organization.



5. Program and Work of Organisation
Vision or mission statement of
organisation (5-year plan etc.)

The organisation does not have a vision or
statement.

Organisation’s strategy documents or
any perspective papers

The organization does not have any specifi or
perspective papers.

Documentation of the values of the
organisation

The Organisation does not have any forma

Areas of work done
(State/District/Village)

Currently, the organisation works in 2 stat and
Madhya Pradesh. In Delhi- East Delhi, Delhi.
In Madhya Pradesh, the organisation exists Rajgarh
district, with three blocks and 25 V

Target communities (Number and
Nature)

The target communities are women, girls, and from
the marginalized section of socie

Key themes/sectors of program
intervention

The organisation's key themes are liveliho through
stitching, designing, awareness an accessibility of
social schemes and gender health, collective
networking, and capacity

Availability of program reports/annual
reports

The organisation does not have any progra annual
reports.

Availability of documents regarding
activities at the organization level (2
years)

The organisation has Case studies and dat skilled
development from the past program USHA.

Describe the government relations of
the organization.

The organisation does not have any relatio contact
with the government. The manage hasn’t planned
yet either.

6. Monitoring & Evaluation
Mode of data collection (Manual/Online) The organisation uses the data collection me

both manual and online, when required to m
the donor's needs.



Please comment on the available monitoring and
evaluation documents (log frame, impact
evaluation, learning documents, theory of
change)

The Organisation does not have any monitor
evaluation documents, log frame etc.

Please comment on the qualifications and
experience of the staff responsible for MEL.

The organisation does not have qualified and
experienced personnel for Monitoring and
Evaluation.

7. Fundraising and Donor Management
Please comment on the current
method(s) of fundraising.

The organisation does not have any method o
fundraising.

Please comment on the qualifications
and experience of the staff
responsible for fundraising.

The organisation does not have professional experience
in fundraising. As of now, only Har Ji has raised funds
through his contacts.

Who are the current donors, or
sources of funding (in detail)?

Currently, the organisation is supported only USHA CSR
and individual donors.

Are contracts available between donor
agency and organization?

The organisation has the contract between th USHA
CSR and DAF.

Please comment on any existing
proposals?

The management mentioned some proposals the
pipeline with MHI, APF, and Heidelburg.

Main challenges faced during
fundraising

The management mentioned challenges like proposal
writing, identification of donor agenc not being updated
on the market, and not hav a professional team.

What is the reporting (narrative,
finance) process to funders?

The management mentioned that the funders have
requested only the data every month.

What are the key priorities for
fundraising of the organization for the
next 2 years?

The organisation's management mentioned th their
priorities for their program are capacity building,
livelihood, and social security schem

8. Financial Aspects



1.
Budgetar
y Controls

Is
an
ann
ual
bud
get
prep
ared
for
the
who
le
orga
niza
tion
givi
ng
brea
kup
of
Prog
ram
me
Exp
endi
ture
and
Adm
inist
rativ
e
exp
endi
ture
?

As
infor
med
, no
ann
ual
Bud
get
was
prep
ared
the
orga
niza
tion.



Is
ther
e
proj
ect
bud
get
for
spec
ific
don
ors
(don
or
repo
rtin
g to
be
take
n as
sam
ple)

Ther
e is
no
spec
ific
100
%
don
or
fund
ed
prog
r
runn
ing
in
the
orga
nisa
tion.



Is
actu
al
exp
endi
ture
and
inco
me
mea
sure
d
agai
nst
the
bud
get
at
regu
lar
inte
rval
s?
At
wha
t
inte
rval
s?
Who
revi
ews
thes
e?

As
infor
med
,
yes,
but
no
suc
h
repo
rts
or
min
u
see
n in
this
rega
rds.

2.
Acc
oun
ting
Rec
ord
s

 



Are
the
follo
win
g
acc
ount
ing
reco
rds
acc
urat
e
and
up-
to-
date
?

 



Cas
h
Boo
k
(Cas
h
and
Ban
k)-
Che
ck
the
Dat
e of
last
entr
y

Last
upd
ated
till
30th
June
202
3,
boo
ks
of
acc
ount
s
are
pen
ding
fro
m
the
last
6
mon
ths
the
time
of
revi
ew
visit
.



Do
the
acc
ount
ing
reco
rds
clea
rly
iden
tify
fund
s
give
n
for a
spec
ific
purp
ose
(Fun
d/Pr
ojec
t
wise
Acc
ount
ing)

Ther
e
are
no
spec
ific
fund
s in
the
orga
niza
tion
hen
ce it
is
not
appl
icab
le
for
now
.

Met
hod
of
Acc
ount
ing
follo
wed
-
cash
or
accr
ual?

Accr
ual
basi
s



Whe
ther
the
orga
niza
tion
is
havi
ng
com
pute
rize
d
acc
ount
ing
soft
war
e
i.e.
Tall
y
ERP
9 or
any
othe
r
acc
ount
ing
soft
war
e?

Yes,
Boo
ks
are
mai
ntai
ned
on
tally
ERP
9
soft
war
e.



Whe
ther
the
hea
ds
of
exp
endi
ture
com
men
sura
te
with
the
bud
get
hea
ds
and
whe
ther
the
sup
port
ing
relat
e to
the
hea
d of
acc
ount
in
whic
h
the
exp
ens
e is
boo
ked
?

Not
appl
icab
le
as
no
prog
ram
is
curr
entl
y
run
in
the
orga
nisa
tion.



Are
the
vou
cher
s
man
ual
or
soft
war
e
gen
erat
ed?

Yes,
all
vou
cher
s
are
Soft
war
e
gen
erat
ed.



Doe
s
the
vou
cher
hav
e
suffi
cien
t
infor
mati
on
relat
ed
to
the
tran
sact
ion
i.e.
Dat
e,
amo
unt,
Nat
ure
of
exp
endi
ture
,
Proj
ect,
etc.

No,
Vou
cher
s
don’
t
hav
e
suffi
cien
t
infor
mati
o
like
the
natu
re of
exp
endi
ture
etc.

9. Control Systems
1. Expenditure Controls



Is all expenditure authorized by a senior member of staff?
Who is the authorized staff member? (Names of authorized
signatories)

Yes, all payments are authorized
by the Di

Are payments made only against an original invoice? Yes, all payments were made
against on o invoice.

2. Purchase Controls

Is there an adequate system for procurement? Are several
quotes obtained?

No financial limit is defined by the
organis taking quotations and as
there is no high v purchase in the
organisation, hence it is n
applicable as well.

Are comparative statements of quotations prepared and
approved?

There is no such procurement
system foun organisation.

Are invoices matched against orders? There is no such procurement
system foun organisation.

3. Bank Accounts

Are all accounts opened in the name of the organization?
(Saving accounts are preferred)

Yes, all accounts opened in the
name of th organization.

Are there cheque signing procedures in place (single
signatory, joint signatories etc.)

The Joint Signatory mode of
operation is b followed by the
organisation.

Are blank cheques ever pre-signed? If yes, how this can be
avoided?

No such practice followed, and no
blank si cheques were found at
the time of review.

Are cheques written for as many payments as possible? (are
banking transactions happening in most cases?)

Yes, all payments are made by
cheques.

Are bank accounts reconciled each time a statement is
received or at least monthly? Date of last reconciliation?

The monthly Basis Bank
Reconciliation Sta Has been
Prepared and file maintained. D
Reconciliation June 2023.

What happens to cancelled cheques? File maintains for Cancelled
cheque.

In case of a single bank Account, is there any system – bank
reconciliation or other to identify the balances in each
project?

there is no multiple projects in the
organiz

4. Cash Transactions



Is cash kept securely? Who holds the keys? As there is no cash transaction so
this sec applicable

Is a numbered receipt issued for cash received? N/A

Does someone other than the cashier authorizes payments? N/A

Is the cash counted regularly by a senior member of staff in
the cashier’s presence? Date when last verification took
place.

N/A

Is there any cash transaction limit (Cannot exceed INR
10,000/day to one vendor)

N/A

Is there any threshold limit of holding cash at a time. N/A

5. Physical Controls

Is there a record of all fixed assets owned? Not applicable, as informed
organisation d have any assets.

Is this record updated regularly? Date of last entry N/A

Is the insurance cover sufficient for the current value of the
items owned?

N/A

Do all the fixed assets shown in the accounts exist? How are
the items controlled that are no longer needed?

N/A

Are all items owned kept securely? N/A

Are any vehicles used for personal purposes? Is there a
record for it and is the amount being refunded?

N/A

Are assets donated to organization recorded in the Fixed
Assets Register?

N/A

Is physical verification of fixed assets undertaken? If so,
what is the periodicity?

N/A

6. Audits

Procedure for appointment of Auditors whether the same
has been spelt out in the bye laws/relevant document in
place?

Yes, it’s explained in the MoA.

Whether the statutory auditor has been appointed in the
General Body/Board?

Yes, the statutory auditor has
been appoin General Body
meeting.

Whether appointment letter/Contract has been issued by
the organization?

The organization has not issued
any appoi letter to the auditors.



Whether audit is undertaken at organization’s office? No, the audit was undertaken at
CA’s Offic

Whether audited statements include fund-wise statements
so as to reflect clear segregation of different funds?

Not applicable as orgnisation is
not runnin projects.

Whether Audit is completed within August of the following
year?

No, the audit for the last f/y was
complete month of October 23.

Does the Auditor provide Management letter/Observations
conducted at the time of audit?

No, the auditor has not issued a
managem Observations letter.

Policy on Rotation of Auditors No such policy or clause is found
in the by

Whether the independence of auditor being observed with
respect to the following:

1. Is a relative of a Board member or CEO?
2. Is he engaged in providing services pertaining to

organizational financial systems including
preparation of books of account?

3. Is he a part of the management?
4. Is he Chief Functionary of any other NGO?

As explained by the management,
the aud connected to any board
member or team member. NA

10. Legal Compliances
1. Registration

Proper Registration as a legal entity The organisation is
registered on 22nd Sep
2014 as a section 8
company under Compa
2013, the CIN
U74999DL2014NPL271734
d
22.09. 2014,

Filing of Returns with the Registrar of Societies
/Renewals societies as and when required / companies act or the
specific state trust law as required along with the Minutes of the
General Body/Annual Report/ Annual audited statements

Yes, the ROC documents
form 4 and form 7
Submitted 28 Oct 2023.



Amendments made if any in the bye-laws or the constitution are
properly documented and filed with the Registrar or the
respective authority

As per the information
provided, two chang
members have occurred
within the last thr and
update the change the
director on MC website.

2. Income Tax Act

Registration and renewal under section 12A & 80-G 12A & 80G registration valid
A. Y. 2026-27

Obtaining PAN /TAN from the IT department Pan : Yes TAN : None

Filing of Annual Returns of Income in due time/Assessment status
(obtain dates of last three- year filing)

Yes, ITRs were filled on
time. The date of fil three
years are as follows.

AY 21-22: 5 Jan,
2022
AY 22-23: 22 Oct,
2022
AY 23-24: 27 Oct
2023

Whether 85% of Income has been applied towards charitable
purposes? If not, has form 9A or form 10 been filed with Income
Tax authorities?

Yes, as per Audit report
85% Income was a towards
charitable purposes.

Whether Quarterly TDS returns have been filed on time? There is no TAN Number.
so, its not applica

Whether TDS deductions and deposits on specified payments as
per the Income Tax Act?

N/A

Whether Form 10B has been filed with Income tax authorities. If
yes, please check whether relevant information is matching with
audited statements.

Yes, the Relevant
Information matches the
statement.

3. Foreign Contributions (Regulations) Act, 2010

Registration and Renewal under FCRA-FCRA number The organisation is not
registered under FC 2010,
hence it is not applicable.

Filing of returns –date of last return filed-copy of return (FC-4) N/A

Maintenance of separate bank account exclusively for foreign
contributions

N/A



Whether there is intermingling of FC and LC funds N/A

Whether Utilization Accounts have been intimated in FCRA portal? N/A

Whether Annual returns match with FCRA audited statements? N/A

11. Communications
Is
ther
e a
com
mun
icati
ons
tea
m in
plac
e?

The
orga
nisa
tion
doe
s
not
hav
e a
com
mun
ic
tea
m.



If
yes,
is
ther
e a
sep
arat
e
pers
on
in
char
ge
of
Hind
i,
Engl
ish
and
A/V
cont
ent?

N/A

Doe
s
the
orga
niza
tion
hav
e a
web
site
? If
yes,
is it
bein
g
upd
ated
on a
regu
lar
basi
s?

The
orga
niza
tion
doe
s
not
hav
e a
web
site.



Is
the
orga
niza
tion
acti
ve
over
soci
al
med
ia
(twit
ter,
Fac
ebo
ok,
Link
ed
In
and
Inst
agra
m)?

The
orga
niza
tion
doe
s
not
hav
e
any
soci
al m
pag
es.



If
yes,
how
freq
uent
ly
are
the
post
s on
soci
al
med
ia
upd
ated
? Is
a
part
icul
ar
pers
on
resp
onsi
ble
for
han
dlin
g
the
soci
al
med
ia
acc
ount
s?

N/A



Are
new
slett
ers
bein
g
publ
ishe
d on
a
mon
thly
basi
s for
inte
rnal
com
mun
icati
on?

No.
The
orga
niza
tion
did
not
publ
ish
any
mo
lette
rs
for
inte
rnal
com
mun
icati
on.

Are
phot
o/vi
deo
arch
ives
avai
labl
e? If
yes,
how
and
whe
re
are
they
stor
ed?

The
orga
niza
tion
has
soft
copi
es
of
phot
os a
vide
os
stor
ed
on a
hard
disk
.



Are
post
ers
and
ban
ners
bein
g
mad
e on
a
regu
lar
basi
s?

The
org
doe
s
not
hav
e
any
post
ers
and
ban
a
regu
lar
basi
s.
Only
the
prog
ram
laun
ch w
in
Delh
i.

Are
ther
e
safe
guar
ding
poli
cies
rega
rdin
g
com
mun
icati
ons?

The
orga
niza
tion
doe
s
not
hav
e
safe
guar
din
poli
cies.



Organization Template
1. About the Organisation

Number of years of existence:  

What are the core areas in which the organisation
works?

 

Has there been any political backlash?  

2. Governance
Board and Management

Constituti
on of the
Board
(General
Body/Exe
cutive
Committ
ee/Board
of
Trustees)
as per
the
Memoran
dum and
Articles
of
Associati
on/Trust
Deed

 



Participat
ion of the
board
members
in the
meetings
- whether
all the
members
are
regularly
participat
ing in the
meetings
?

 

General
Body/Gov
erning
Body/BO
T
Meetings
organize
d as per
the
constituti
on.

 

Availabili
ty of
Notice
Book/Noti
ce for
Board
Meetings.

 



Has the
Change
in
constituti
on/struct
ure of
Governin
g Body in
the last 3
years
been
intimated
to
statutory
authoritie
s.

 

Has the
quorum
specified
in the
Memoran
dum/bye
laws
being
met in
each of
the
Board
meetings
.

 

Whether
any of
the
Board
members
are
related to
each
other?

 



Whether
there is
any
conflict-
of-
interest
policy in
the
memoran
dum /bye
laws or is
there a
separate
policy?

 

Whether
the
memoran
dum /bye
laws/Gov
ernance
Manual
state the
method
of
election,
selection,
retireme
nt or re
appointm
ent of
Board
Members
in case of
vacancy?
Whether
there are
any laid
down
criteria
for
selection
of Board
Members
?

 



Is there
any
payment
done to
the
Board
members
? If yes,
what is
the
number/p
ercentag
e of
Board
members
being
paid and
nature of
payment
s?

 

Whether
the
Board
members
are
qualified
and their
members
hip, if
any, with
other
organizat
ions?

 

3. Staff
General

Number of Employees (Full-time, part-time, consulting);
(No. within Accounts, Program, Fundraising, HR etc.

 



Number of Volunteers (and if they are being paid any
honorarium)

 

Does the HR Policy cover staff recruitment,
appointments; procedures; payments; appointment
letters? Is it followed through?

 

Is there implementation of various social security
measures as per the laws of the land like gratuity, PF and
other benefits (PF is applicable for organizations
exceeding 20 staff)

 

Mode of Salary/Consultancy charges (cheque/cash)  

Is there an organizational Chart available for verification?  

Whether Leaves and Attendance register is maintained
for all the staff?

 

Whether Staff Files are maintained which contains the
details of each personnel such as appointment letter,
Increment letter, educational qualifications, KYC
documents, consent to policies etc.?

 

Is there a staff appraisal system?  

Gender Ratio (Gender Diversity)  

Details about second-line leadership  

Is the staff responsible (for finance, program, MEL,
research, etc. department) suitably qualified and
experienced?

 

Is there a frequent turnover of staff?  

Whether all the adjustments from payroll on account of
leave etc. made after receiving proper authorization from
the competent authority?

 

Whether the accounts department maintaining salary
register regarding the salaries paid?

 

4. Policies
Financial Policy  



HR Policy  

Child Protection Policy  

Prevention of Sexual Harassment Policy  

Communication Policy  

Other Remarks: The policies have not been approved by the board.

5. Program and Work of Organisation
Vision or mission statement of organization (5-year plan etc.)  

Organization’s strategy documents or any perspective papers  

Documentation of values of the organisation  

Areas of work done (State/District/Village)  

Target communities (Number and Nature)  

Key themes/sectors of program intervention  

Availability of program reports/annual reports  

Availability of documents regarding activities at the organization
level (2 years)

 

Describe the government relations of the organization.  

6. Monitoring & Evaluation
Mode of data collection (Manual/Online)  

Please comment on the available monitoring and
evaluation documents (log frame, impact evaluation,
learning documents, theory of change)

 

Please comment on the qualifications and experience of
the staff responsible for MEL

 



7. Fundraising and Donor
Management

Please comment on the current method(s) of
fundraising.

 

Please comment on the qualifications and
experience of the staff responsible for
fundraising.

 

Who are the current donors, or sources of
funding (in detail)?

 

Are contracts available between donor agency
and organization?

 

Please comment on any existing proposals?  

Main challenges faced during fundraising.  

What is the reporting (narrative, finance)
process to funders?

 

What is the status of funds for following 3
years? Are there available funds?

 

What are the modes of fundraising that the
organization hopes to explore in the future. Are
there specific donors/mode that the
organization wishes to target?

 

Is there capacity to diversify fundraising?
(Individual, Corporate, Institutional)

 

What are the key priorities for fundraising of
the organization for the next 2 years?

 

8. Financial Aspects
1. Budgetary Controls



I
s
a
n
a
n
n
u
a
l
b
u
d
g
e
t
p
r
e
p
a
r
e
d
f
o
r
t
h
e
w
h
o
l
e
o
r
g
a
n
i
z
a
t
i
o
n
g
i
v
i
n
g
b
r
e
a
k
u
p
o
f
P
r
o
g
r
a
m
m
e
E
x
p
e
n
d
i
t
u
r
e
a
n
d
A
d
m
i
n
i
s
t
r
a
t
i
v
e
e
x
p
e
n
d
i
t
u
r
e
?

 



I
s
t
h
e
r
e
p
r
o
j
e
c
t
b
u
d
g
e
t
f
o
r
s
p
e
c
i
f
i
c
d
o
n
o
r
s
(
d
o
n
o
r
r
e
p
o
r
t
i
n
g
t
o
b
e
t
a
k
e
n
a
s
s
a
m
p
l
e
)

 



I
s
a
c
t
u
a
l
e
x
p
e
n
d
i
t
u
r
e
a
n
d
i
n
c
o
m
e
m
e
a
s
u
r
e
d
a
g
a
i
n
s
t
t
h
e
b
u
d
g
e
t
a
t
r
e
g
u
l
a
r
i
n
t
e
r
v
a
l
s
?
A
t
w
h
a
t
i
n
t
e
r
v
a
l
s
?
W
h
o
r
e
v
i
e
w
s
t
h
e
s
e
?

 



A
r
e
e
x
p
l
a
n
a
t
i
o
n
s
n
o
t
e
d
f
o
r
s
i
g
n
i
f
i
c
a
n
t
v
a
r
i
a
n
c
e
s
?

 



2
.
A
c
c
o
u
n
t
i
n
g
R
e
c
o
r
d
s

 



A
r
e
t
h
e
f
o
ll
o
w
i
n
g
a
c
c
o
u
n
t
i
n
g
r
e
c
o
r
d
s
a
c
c
u
r
a
t
e
a
n
d
u
p
-
t
o
-
d
a
t
e
?

 



C
a
s
h
B
o
o
k
(
C
a
s
h
a
n
d
B
a
n
k
)
-
C
h
e
c
k
t
h
e
D
a
t
e
o
f
l
a
s
t
e
n
t
r
y

 



P
e
t
t
y
C
a
s
h
(
i
f
m
a
i
n
t
a
i
n
e
d
)

1. P
e
t
t
y
C
a
s
h
B
o
o
k

2. D
a
t
e
o
f
l
a
s
t
e
n
t
r
y

 



O
t
h
e
r
R
e
c
o
r
d
s

1. L
e
d
g
e
r

2. S
a
l
a
r
i
e
s
a
n
d
W
a
g
e
s
r
e
c
o
r
d
s

3. S
t
a
f
f
A
d
v
a
n
c
e
s

 



I
s
t
h
e
g
o
v
e
r
n
i
n
g
b
o
d
y
p
r
e
s
e
n
t
e
d
w
i
t
h
s
u
m
m
a
r
i
e
s
o
f
a
c
c
o
u
n
t
i
n
g
i
n
f
o
r
m
a
t
i
o
n
?
D
a
t
e
w
h
e
n
l
a
s
t
p
r
e
s
e
n
t
e
d
?
(
C
h
e
c
k
t
h
e
m
i
n
u
t
e
s
/
e
m
a
il
)

 



D
o
t
h
e
a
c
c
o
u
n
t
i
n
g
r
e
c
o
r
d
s
c
l
e
a
r
l
y
i
d
e
n
t
i
f
y
f
u
n
d
s
g
i
v
e
n
f
o
r
a
s
p
e
c
i
f
i
c
p
u
r
p
o
s
e
(
F
u
n
d
/
P
r
o
j
e
c
t
w
i
s
e
A
c
c
o
u
n
t
i
n
g
)

 



I
s
s
u
f
f
i
c
i
e
n
t
i
n
f
o
r
m
a
t
i
o
n
a
v
a
il
a
b
l
e
t
o
r
e
p
o
r
t
b
a
c
k
t
o
e
a
c
h
d
o
n
o
r
i
n
t
h
e
w
a
y
r
e
q
u
e
s
t
e
d
?
H
a
v
e
s
u
c
h
r
e
p
o
r
t
s
b
e
e
n
p
r
o
d
u
c
e
d
i
n
t
h
e
p
a
s
t
y
e
a
r
s
?

 



M
a
i
n
t
e
n
a
n
c
e
o
f
S
u
b
s
i
d
i
a
r
y
R
e
c
o
r
d
s
s
u
c
h
a
s
F
i
x
e
d
A
s
s
e
t
s
R
e
g
i
s
t
e
r
,
S
t
a
t
i
o
n
e
r
y
S
t
o
c
k
R
e
g
i
s
t
e
r
,
P
h
o
n
e
L
o
g
B
o
o
k
,
V
e
h
i
c
l
e
L
o
g
B
o
o
k
e
t
c
.

 



M
e
t
h
o
d
o
f
A
c
c
o
u
n
t
i
n
g
f
o
ll
o
w
e
d
-
c
a
s
h
o
r
a
c
c
r
u
a
l
?

 



W
h
e
t
h
e
r
t
h
e
o
r
g
a
n
i
z
a
t
i
o
n
i
s
h
a
v
i
n
g
c
o
m
p
u
t
e
r
i
z
e
d
a
c
c
o
u
n
t
i
n
g
s
o
f
t
w
a
r
e
i.
e
.
T
a
ll
y
E
R
P
9
o
r
a
n
y
o
t
h
e
r
a
c
c
o
u
n
t
i
n
g
s
o
f
t
w
a
r
e
?

 



W
h
e
t
h
e
r
t
h
e
h
e
a
d
s
o
f
e
x
p
e
n
d
i
t
u
r
e
c
o
m
m
e
n
s
u
r
a
t
e
w
i
t
h
t
h
e
b
u
d
g
e
t
h
e
a
d
s
a
n
d
w
h
e
t
h
e
r
t
h
e
s
u
p
p
o
r
t
i
n
g
r
e
l
a
t
e
t
o
t
h
e
h
e
a
d
o
f
a
c
c
o
u
n
t
i
n
w
h
i
c
h
t
h
e
e
x
p
e
n
s
e
i
s
b
o
o
k
e
d
?

 



W
h
e
t
h
e
r
t
h
e
o
r
g
a
n
i
z
a
t
i
o
n
h
a
s
a
n
y
m
o
n
t
h
l
y
r
e
p
o
r
t
i
n
g
s
y
s
t
e
m
f
o
r
i
n
t
e
r
n
a
l
d
e
c
i
s
i
o
n
m
a
k
i
n
g
?

 



W
h
e
t
h
e
r
b
a
c
k
u
p
o
f
t
h
e
a
c
c
o
u
n
t
i
n
g
r
e
c
o
r
d
s
t
a
k
e
n
/
w
h
a
t
i
s
t
h
e
f
r
e
q
u
e
n
c
y
?

 



A
r
e
t
h
e
v
o
u
c
h
e
r
s
m
a
n
u
a
l
o
r
s
o
f
t
w
a
r
e
g
e
n
e
r
a
t
e
d
?

 



D
o
e
s
t
h
e
v
o
u
c
h
e
r
h
a
v
e
s
u
f
f
i
c
i
e
n
t
i
n
f
o
r
m
a
t
i
o
n
r
e
l
a
t
e
d
t
o
t
h
e
t
r
a
n
s
a
c
t
i
o
n
i.
e
.
D
a
t
e
,
a
m
o
u
n
t
,
N
a
t
u
r
e
o
f
e
x
p
e
n
d
i
t
u
r
e
,
P
r
o
j
e
c
t
,
e
t
c
.

 



9. Control System
1. Expenditure Controls

Is all expenditure
authorized by a senior
member of staff? Who is
the authorized staff
member? (Names of
authorized signatories)

 

Does different staff
authorize payments to
those who prepare and
sign cheques?

 

Is there an adequate
segregation of financial
duties? For Example,
Accountant and cashier
are the same person?

 

Are payments made
only against an original
invoice?

 

2. Purchase Controls

Is there a financial limit
above which the
quotations need to be
obtained?

 

Is there an adequate
system for
procurement? Are
several quotes
obtained?

 

Are comparative
statements of
quotations prepared and
approved?

 

Are invoices matched
against orders?

 



Is there a regular stock
taking of goods? Is a
stock register
maintained? (If stock is
available) Date for last
stock taking?

 

3. Bank Accounts

Are all accounts opened
in the name of the
organization? (Saving
accounts are preferred)

 

Are there cheque
signing procedures in
place (single signatory,
joint signatories etc.)

 

Are blank cheques ever
pre-signed? If yes, how
this can be avoided?

 

Are bank accounts
reconciled each time a
statement is received or
at least monthly? Date
of last reconciliation?

 

What happens to
cancelled cheques?

 

Are separate Bank
Accounts opened for
separate Projects (if
needed)?

 

In case of a single bank
Account, is there any
system – bank
reconciliation or other to
identify the balances in
each project?

 

4. Cash Transactions

Is cash kept securely?
Who holds the keys?

 



Is a numbered receipt
issued for cash
received?

 

Does someone other
than the cashier
authorizes payments?

 

Is the cash counted
regularly by a senior
member of staff in the
cashier’s presence?
Date when last
verification took place.

 

Is there any cash
transaction limit (Cannot
exceed INR 10,000/day
to one vendor)

 

Is there any threshold
limit of holding cash at a
time.

 

5. Physical Controls

Is there a record of all
fixed assets owned?

 

Is this record updated
regularly? Date of last
entry

 

Is the insurance cover
sufficient for the current
value of the items
owned?

 

Do all the fixed assets
shown in the accounts
exist? How are the items
controlled that are no
longer needed?

 

Are all items owned kept
securely?

 



Are any vehicles used
for personal purposes?
Is there a record for it
and is the amount being
refunded?

 

Are assets donated to
organization recorded in
the Fixed Assets
Register?

 

Is physical verification of
fixed assets
undertaken? If so, what
is the periodicity?

 

6. Audits

Procedure for
appointment of Auditors
whether the same has
been spelt out in the
bye laws/relevant
document in place?

 

Whether the statutory
auditor has been
appointed in the General
Body/Board?

 

Whether appointment
letter/Contract has been
issued by the
organization?

 

Whether audit is
undertaken at
organization’s office?

 

Whether audited
statements include
fund-wise statements so
as to reflect clear
segregation of different
funds?

 



Whether Audit is
completed within August
of the following year?

 

Does the Auditor
provide Management
letter/Observations
conducted at the time of
audit?

 

Policy on Rotation of
Auditors

 

Whether the
independence of auditor
being observed with
respect to the following:

1. Is a relative of
a Board
member or
CEO?

2. Is he engaged
in providing
services
pertaining to
organizational
financial
systems
including
preparation of
books of
account?

3. Is he a part of
the
management?

4. Is he Chief
Functionary of
any other
NGO?

 

10. Legal Compliances



1. Registration

Proper Registration as a legal entity  

Filing of Returns with the Registrar of Societies
/Renewals societies as and when required / companies act or the
specific state trust law as required along with the Minutes of the
General Body/Annual Report/ Annual audited statements

 

Amendments made if any in the bye-laws or the constitution are
properly documented and filed with the Registrar or the respective
authority

 

2. Income Tax Act

Registration and renewal under section 12A & 80-G  

Obtaining PAN /TAN from the IT department  

Filing of Annual Returns of Income in due time/Assessment status
(obtain dates of last three-year filing)

 

Whether 85% of Income has been applied towards charitable
purposes? If not, has form 9A or form 10 been filed with Income Tax
authorities?

 

Whether Quarterly TDS returns have been filed on time?  

Whether TDS deductions and deposits on specified payments as per
the Income Tax Act?

 

Whether Form 10B has been filed with Income tax authorities. If yes,
please check whether relevant information is matching with audited
statements.

 

3. Foreign Contributions (Regulations) Act, 2010

Registration and Renewal under FCRA-FCRA number  

Filing of returns –date of last return filed-copy of return (FC-4)  

Maintenance of separate bank account exclusively for foreign
contributions

 

Whether there is intermingling of FC and LC funds  

Whether Utilization Accounts have been intimated in FCRA portal?  

Whether Annual returns match with FCRA audited statements?  



11. Communications
Is there a communications team in place?

If yes, is there a separate person in charge of
Hindi, English and A/V content?

 

Does the organization have a website? If yes, is it
being updated on a regular basis?

 

Is the organization active over social media
(twitter, Facebook, Linked In and Instagram)?

 

If yes, how frequently are the posts on social
media updated? Is a particular person responsible
for handling the social media accounts?

 

Are newsletters being published on a monthly
basis for internal communication?

 

Are photo/video archives available? If yes, how
and where are they stored?

 

Are posters and banners being made on a regular
basis?

 

Are there safeguarding policies regarding
communications?

 


