People’ s Republic of Bangladesh
Local Government Division (LGD),
Ministry of Local Government,
Rural Development (LGRD) &
Co-operatives

Technical Cooperation

People’ s Republic of Bangladesh
Strengthening Pourashava Governance Project
(Phase2 : July.2015-June.2016)

- 3rd Progress Report
(Supplementary Volume 2:Collection of Outputs)

JICA LIBRARY

DTN

1226141 [8] June 2016

Japan International Cooperation Agency(JICA)
IC NET LIMITED |

', IL.

JR

[16-046




1-3. Citizen Participation

(Revised version in English and Bengali)



Government of the People’s Republic of Bangladesh
Ministry of Local Government, Rural Development and Cooperatives
Local Government Division

Operational Handbook on Citizen Participation through
and Ward Committee (WC) and

Town Level Coordination Committee (TLCC)

SPGP (Version2)
LGD/JICA
April, 2016



Table of Contents

1. INTFOAUCTION ceeeeieeiieieei et ettt eeeenne e e eereaneeseeernnneeseeesnsnsssssennsnssnnns 1
1.1 Citizen Participation in administrative activities in Bangladesh .......cc..cccceevveeneene. 1
1.2 Objective of the Operational HandbooK........c.cceueeeirirueieiiiiimeiiirieceireeeeeeeeenenees 1

2. Legal BackgroUnd .......ccueeeeuiiieiie e ccnnecevneeenneesenneeennnnsesnnneessnnsesnnnns 1
2.1 Principle of the Government of People’s Republic of Bangladesh....................... 1
2.2 The Paurashava ACt, 2009 .......cciiiiimiiiiiiimiiirieeeceireeneceeerneeerreenscesseraneseseranenes 1
2.3 Existing Legal Documents for WC and TLCC ........iiveiiiiieiiiieirreieneeeen e erenen e 2

3. Expected “Positive Cycle” of Citizen Participation..........ccceeevveneiiieneereennennnnn. 3

4. Structure and Overall Function of TLCC and WC .......ccuuceiiiiiireecereenieneeneenns 4
4.1 Number, Formulation and TOR of Ward Committee (WC) ....ceevuurerenrriencininnnen. 4
4.2 Formation and TOR of Town Level Coordination Committee (TLCC) ................ 10
4.3 Flow of Decision Making and Information Dissemination through TLCC and WCs
........................................................................................................................... 16

5. Time Sequence of WC and TLCC ......uuuiiiiiiiiiiiiiitceieeiiceeeeeeeeeenereneesnnnes 17

6. Fiscal Year Calendar /Activity Planner (July-June)......cccceuueerveneereencernennnnnen. 17

7. Plan-Do-Check-Action (PDCA) CyYCle....cuuiiiueiiiieeiriieereeeereeeeeeeneeeseneeeens 20

Attachment - 1:  Working Paper/Meeting Minutes Format for WC.................. 21

Attachment - 2:  Working Paper/Meeting Minutes Format for TLCC .............. 27



1. Introduction
1.1 Citizen Participation in administrative activities in Bangladesh

Democracy is one of fundamental principles that constitute the basis of governance in Bangladesh.
Citizen participation has been ensured at all levels of the government standing on this principle and

whereby its women and men have tirelessly strived to abide since the independence.

Paurashava is one of the important pillars under the local government system in Bangladesh. In
line with Section-14 and Section-115 of the Local Government (Paurashava) Act- 2009, elected
representatives as well as appointed officials at the Paurashava level are held accountable for
delivering public services according to the needs of their constituency voiced and debated in various
kinds of open forums, including but not limited to the Ward Committee (WC) and the Town Level
Coordination Committee (TLCC). Residents at the Paurashava level can publicly articulate their
demands through the WC and TLCC for solving challenges in the development of physical
infrastructures and other type of services which fall under the mandate of each Paurashava. At the
same time, citizen can contribute to supporting Paurashava in the form of consultation, participation,
advice, implementation, and others efficiently to materialize proposed solutions regarding public

services and development activities, and, specially, tax assessment and tax collection.

1.2 Objective of the Operational Handbook
The objective of this handbook is to help TLCC and WC members and concerned Purashava
officials understand following:
. Understand what is the function of WC and TLCC in accordance with relevant rules and
regulations;
° Understand how WC and TLCC are formulated;
. Understand how TLCC and WC are organized;
. Understand how to prepare necessary documents such as meeting minutes and annual activity

calendar

2. Legal Background
2.1 Principle of the Government of People’s Republic of Bangladesh

The Constitution of Bangladesh defines democracy as one of the nation’s fundamental principles.
All rules and regulations in Bangladesh are drafted in line with this principle, and so are the laws

defining the rights, duties and responsibilities of Paurashava and its constituency.

2.2 The Paurashava Act, 2009

The Paurashava Ordinance was enacted for the first time in 1977. After over a length period, the



Local Government (Paurashava) Act-2009 was introduced in 2009. The performance of Paurashava

administration has become more transparent, manifest and specific since the initiation of the Act.

2.3 Existing Legal Documents for WC and TLCC

In accordance  with  the
Section-120 of  the Local
Government (Paurashava) Act-2009,
the Government can provide for all
or any of matters enumerated in the
6" Schedule. Along with this, the
Local Government Division (LGD)
may issue rules and regulations,
circulars, and office orders to run
Paurashava activities  smoothly.
Paurashava is also entitled to frame
bylaws and regulations as per the
Section-121 (7™ schedule) and the
Section-122 (8" schedule) of the Act.

LGD issued the rule entitled
“the Paurashava (Constitution of
Ward Committee and Term of
Reference: TOR) Rules, 2012~
through the notification of the

Bangladesh Gazette on June 26, 2012.

This rule is the primary legal
document to be followed by
Paurashava  for  defining the
establishment and function of WC.
As of now, neither any new
rules nor office order has been issued
for giving the shape of TLCC with
the description of its composition and
TOR in line with the provisions of
the Section-115 of the Act. Only
available public document related to

TLCC is the Memo Number-258

Box 1.

“Compilation of the Act, Rules,
Regulations and other guidelines
regarding Paurashava”

The number of rules and regulations, circulars,
guidelines, and office orders among others issued in
relation to the Paurashava administration -
commonly circulated in the form of printed
document - is substantial and keeping oneself
constantly updated may be a challenge for
Paurashava officials and representatives.

“The Paurashava Manual” as the compilation of
all this documents, may provide a possible solution
for such challenge. It is a collection of related laws,
including Paurashava Act, 2009, other rules and
regulations and orders issued by the Local
Government Division of the Ministry of Local
Government, Rural Development and Cooperatives
(LGD of the MLGRD&C).

It is highly recommended to organizing above and
other relevant documents in a systematic manner,
and making them readily available for all concerned
officials and representatives in order to enhance
efficiency and accuracy in delivering services.
Additionally, establishing a system for regularly
updating such manual at certain interval
incorporating new laws and amendments is

desirable.



issued on March 09, 2011. Though the sections related to the Ward Level Coordination Committee in
the Memo Number-258 have been cancelled by the Meme Number-1645 issued on October 18, 2012,
the TOR of TLCC still sticks to the guideline of the Memo Number-258.

3. Expected “Positive Cycle” of Citizen Participation
WC and TLCC can contribute to improving the quality and increasing the volume of public

services at the Paurashava level. WC and TLCC activities are one of effective systems on citizen

participation. Figure 1 shows the ideal “Positive Cycle” that start from citizen participation. The
steps of “Positive Cycle” are described below.

1) When resident representatives hold WC and TLCC meetings regularly, positively participate in
meetings, monitor activities, and share outcomes equally, this situation can be called citizen
participation.

2)  When residents surely monitor the activities conducted by the Paurashava administration and
input their real problems and needs to the Purashava administration through WC and TLCC, a

Mayor, councilors, and Paurashava officials become more careful about the people opinions. We

can call such a situation enhanced Neit
)Citizen
[ Participation
transparency and accountability.

3) When a Mayor, councilors, and

6)Improve the
volume of service

2)Enhanced
. transparency and
Paurashava officials become more delivery

accountability

careful about the people opinions,

they also become more careful about

the quality of service delivery 5)improve the rate

of tax collection
and incresed
revinue

3)Improve the
quality of service
delivery

because residents monitor the quality

of service delivery also. This

4)Strong sense of
trust and civic

situation can contribute to improving
responsibility

the quality of service delivery.

4) When residents are sure of quality Figure 1: Positive Cycle of Citizen Participation
service delivery, they can have the
strong sense of trust towards the Paurashava administration and become willing to accept the
civic responsibility: fulfillment of resident obligations.

5) One of resident obligations is a taxpaying duty. When residents surely believe the civic
responsibility including the taxpaying duty, the tax collection rate can be improved and,
consequently, Paurashava revenue is increased.

6) When the Paurashava revenue is increased, the Paurashava administration can allocate more

money for its service delivery and consequently increase the volume of service delivery.

1) Return to start:



If people surely realize the effect of
citizen participation, people may became
willing to continue the citizen participation. Of
course, an above-mentioned sequence is very
ideal one and it is not necessary the case that
citizen  participation can realize the
improvement and increment of service delivery
in the short term.

Considering the experiences in other
countries, citizen participation, especially,
monitoring of public activities by citizen, is
one of strong means to improve the public
service and prevent the misconduct of the

public sector.

One important key condition to realize the
“Positive Cycle” is that the Purashava
administration surely respect the citizen
participation and, simultaneously, residents
surly cooperate with the Paurashava

administration.

Box- 2

Case study: Citizen
Participation in Chandpur
Paurashava

There are a number of Paurashava that
have successfully set in motion the
positive cycle of citizen participation.
Chandpur is one such pioneer. The Mayor
expresses “Citizen Participation is vital
for the success of Paurashava. Budget
required for organizing meetings is
minimum while the benefit far exceeds it.
If they ever stop functioning, Paurashava's
work and success will be hampered”

Md. Nasir Uddin Ahmed, Mayor

Chandpur Paurashava

4. Structure and Overall Function of TLCC and WC
4.1 Number, Formulation and TOR of Ward Committee (WC)

4.1.1 Number of WC

WC is established in every Ward, as per the Section-14 of the Local Government (Paurashava)

Act- 2009, with maximum ten members, and the councilor of the concern Ward is  to be a chairperson.

At present, the number of Ward Committees are organized according to the number of Wards that the

Paurashava comprises. This means that the number of WCs is from nine (9) at minimum to twenty-one

(21) at maximum.

4.1.2 Establishment of WC

Establishment of WC shall be guided by the Section-14 of the Local Government (Paurashava)
Act, 2009 and “the Paurashava (Constitution of Ward Committee and TOR) Rules, 2012”. WC in each

Ward shall be established, with the approval of the Paurashava Council, within three months of

officially starting the function of the Paurashava Council.




A composition of WC is given in the following Table 1 as per provision of Section-3 of “The

Paurashava (Constitution of Ward Committee and TOR) Rules, 2012”.
Table 1: Composition of WC

Position Description Remark
Chairperson Elected Councilor of respective Wards Not more
Co-Chairperson | Elected Female Ward Councilor of the reserved seats than 10
Member Three representatives of urban poor
Member Two representatives from the civil society
Member Two representatives from professional associations
Member—Secretary | Assistant Engineer / Sub-Assistant Engineer

The WC members are not to exceed ten (10), among which female representatives occupy more

than 40% as per the Sub-Section 2 of Section-3. Along with this condition, following criteria shall be

followed for the selection of WC members:

e WC members are those who are familiar with Ward livelihood, most likely long time dwellers, and

who demonstrate strong leadership and have willingness for serving their community.

e A notification of WC establishment with its TOR shall be issued by the Paurashava Counicl, and

the copy is distributed to all concerned members and made available to public through different

media including the Paurashava notice board.

4.1.3 Functions of WC

Section-14, nd Chapter, of the Paurashava Act-2009 defines the rules on the formulation of WC

and it’s governance and more specific TOR are defined in “the Paurashava (Constitution of Ward

Committee and TOR) Rules, 2012,

The TOR of WC and its interpretations corresponding to certain actions/initiatives are shown in

following Table 2:

Table 2: WC TOR and Actions/Initiatives

TOR/Task of WC

Actions/ Initiatives

Holding discussion on the quality and
problems of ongoing and planned
development works with the residents at the
Ward level

e A WC Chairperson initiates discussion and fix
the procedure to organize the open meeting.

o The discussion with Ward residents is organized
at the open meeting.

Making a presentation on issues related to
infrastructure, services and problems of the
Ward at the committee meeting based on the
Article-115

e A WC Chairperson makes a presentation to report
the discussion and decisions of his’her WC
meeting at the TLCC meeting.

Conducting activities to raise public
awareness on payment of tax, sub-tax, bills,
toll, rate, etc

e A WC Chairperson initiates discussion on the
activities for raising public awareness on the
payment of tax, sub-tax, bills, toll, rate, etc.

e When the consensus is built among WC members




on the awareness raising activity, the WC
members prepare a campaign plan such as Rally,
Poster/Leaflet, other dissemination measures, and
implementation strategy and take initiatives for the
implementation.

Collecting essential socio-economic data

including birth and death registration

A WC Chairperson initiates discussion on the
collection of socio-economic data and select an
effective method after the discussion.

The discussion is recorded in the meeting minutes
and the result of data collection is monitored at the
next WC meeting.

Advising the Council to adopt streetlight,
source of safe drinking water, and other
public welfare-related projects

A WC Chairperson initiates discussion on the
service delivery and public welfare related to
projects and prepares a set of recommendations
from the WC meeting to promote necessary
projects based on resident’s needs. The
recommendations are advises to the Paurashava
Council for implementing them .

Creating people’s awareness on cleanliness,
sanitation, environmental conservation, and
tree plantation

A WC Chairperson initiates discussion on the
activities for raising public awareness on
cleanliness, sanitation, environmental
conservation, and tree plantation.

When the consensus is built among the WC
members to implement awareness raising
activities, the Chairperson initiates the decision of
implementation process/mechanism considering
the actual measures that are necessary to be taken.

Increasing awareness regarding unity and
good relationship among people of various
classes and occupations

A WC Chairperson initiates discussion on the
establishment of unity and good relationship
among people of various classes and occupations.
To build awareness on above-mentioned issues,
methodologies/process are identified through the
discussion at the WC meeting.

Awareness building activities shall be implemented
following the agreed process.

Preparing the list of persons covered by
various development programs, such as
Vulnerable Group Development (VGD),
Vulnerable Group Feeding (VGF), old age
allowance, subsidy, etc. and forwarding it to
the Paurashava Council

A WC Chairperson initiates discussion and fix the
appropriate criteria to select target persons for the
certain development programs. The criteria is
fixed and the list of persons selected based on the
fixed criteria is sent to the Paurashava Council
with WC comments.

Assisting the Paurashava administration in
public health related program, through
providing voluntary services, particularly
with  respect to prevention, of various
diseases, family planning programs, and
waste management

A WC Chairperson initiates discussion on the
importance of providing voluntary services.

WC members shall discuss activity site,
measures/strategy and resources for the voluntary
services.

During the period of the implementation, the
progress is monitored at the WC meeting.

Undertaking emergency programs to fight
epidemic and natural disaster

When an unexpected situation is appeared, an
additional meeting is arranged to discuss
emergency actions with the assistance of
Paurashava and Government.




e Regarding the allocation of the budget by the
Paurashava Council, the WC takes initiative to
arrange the meeting twice a year, list down the

Regarding the approval of the budget by the | invited residents/guests, and select meeting
Paurashava Council, arranging an open agenda.

meeting once every six months, inviting 150 | e People’s opinions are collected at the open
prominent residents of the Ward to discuss meeting, and their demands are put down and

the overall activities of the Ward, and submitted to Paurashava Council through the
submitting people’s demands to the concerned councilor.

Paurashava Council for the implementation | e Paurashava Councilors shall incorporate corrected

public needs in the meeting agenda of the
Paurashava Council and take initiative to fill up
people’s demand.

Carrying out any other responsibilities as
may be directed by the Government and
Paurashava Council

e WC can put in the agenda of any other
responsibilities directed by the Government and
Paurashava and shall take a decision for the
implementation.

4.1.4 Organizing a WC Meeting

Procedures to hold a WC meeting, as indicted in the Rule-4 of “The Paurashava (Constitution of

Ward Committee and TOR) Rules, 20127, are stated bellow:

1)

2)

3)

4)

5)

6)

7)

8)

WC shall hold at least one meeting in each quarter (three-month interval).

A WC Chairperson or a WC Co-Chairperson in the case of Chairperson’s absence shall preside
over the WC meeting and the person who presides over the meeting shall conclude the meeting by
summarizing discussion and decisions.

A WC Member-Secretary, in consultation with the Chairperson, shall set the date, time, agenda
and invite the meeting after preparing working paper .

The notice of WC meeting invitation is to be issued at least seven days prior to the date of holding
a meeting; but the notice is not required in the case of an adjourned meeting.

A quorum shall be formed with the attendance of 5 (50%) members; but the quorum shall not be
required for an adjourned meeting.

The agenda of the meeting is clearly and specifically mentioned in the notice of invitation and the
meeting shall be conducted according to the set agenda. The working paper should be
accompanied with the notice.

Previous WC meeting minutes shall be approved and the progress of previous meeting decisions
shall be reviewed.

When any decisions made at the meeting are not implemented or accomplished, the WC

Chairperson shall explain the reasons of such non-compliance at the next meeting.

Following issues are essential to follow for holding a WC meeting effectively.




e An attendance list is circulated among attendees to fill out required information and put their
signature.

e At the beginning of a WC meeting, the quorum is to be confirmed.

¢ Discussion is made following the order of agenda in the working paper.

e Meeting minutes are recorded in a binding book as per a prescribed format. It includes all the
names of attendees including Councilors and WC members.

o  WC members listen patiently and carefully to other member statements. On the other hand,
WC members speak and make their comments concisely.

e  WC members contribute to the discussion for solving problems by means of submitting different
solutions and identifying the most effective and possible solution collectively instead of
complaining and criticizing existing problems.

e The WC Chairperson ensures that WC members concentrate on the on-going topic during the
discussion and avoid straying from the on-going topic before the concluding the on-going topic.

The WC chairperson confirms the conclusion before moving to other topics.

4.1.5 Agenda of WC meeting

To conduct a meeting successfully within determined time, it is the most important to carry on the
discussion according to pre-determined agenda. Therefore, the agenda of the WC meeting is fixed

before organizing the meeting. One sample agenda is shown as below:

Agenda-1: Read and confirm the previous meeting minutes;
Agenda-2: Review the progress of previous meeting discussions and/or decisions;
Agenda-3: Discussion and decisions on the pre-fixed agenda; and

Agenda-4: Miscellaneous/other issues

4.1.6 Format of WC Working Paper, WC Meeting Minutes

WC Working Paper is made following selected agendas and different issues of agendas in an
orderly manner. The working paper can help WC members understand the topics of discussion
together with their background. A Chairperson can conduct a meeting in an orderly manner and the
meeting can be kept from irrelevant discussion. Therefore, the WC Secretary can record the discussion
efficiently.

A common format for preparing the working paper and writing WC meeting minutes can ease the
process and save time for the documentation of both. A sample format is shown in Attachment 1 at
the end of this handbook together with detailed instructions how to fill them out. A more general
procedure for writing the working paper and meeting minutes is shown as below.

1) The WC Secretary prepares working paper by filling in pre-selected agendas in the first column of



the format while keeping others blank;

2) The WC Secretary distributes the working paper as attachment to the notice convening the WC
meeting.

3) During the meeting, remaining columns are to be filled up following discussion, progress review,
decisions, recommendations, responsible person(s) and due date for the implementation of
decisions as required in the format. After filling necessary columns, the working paper is changed
to and called meeting minutes.

4) After rechecking drafted meeting minutes, the WC Chairperson and the WC Secretary put their
signature and distribute to the WC members.

5) Drafted WC Meeting Minutes are reviewed and approved at the next WC meeting.

4.1.7 Reporting

WCs are necessary to submit a written report to the Paurashava Council on the progress of WC
activities quarterly. It may be possible to send WC Meeting Minutes approved by respective WCs as a
report.

In addition, the WC Meeting Minutes are displayed in public through the available means such as

a Paurashava notice board.

4.1.8 Action Cycle of the WC Meeting

As mentioned in the previous chapter, the WC meeting is conducted on a quarterly basis.
Certain time bound actions are required to manage the meeting efficiently. While all members are
responsible for conducting the meeting productively, some members are assigned to conduct
specific tasks. The following time bound action cycle shown in_Figure 2 can help WC members

organize the WC meeting smoothly.



Fixing meeting date on
quaterly basis
(Chairperson)

Preparing draft Issing meeting notice
Working Paper before and distributing it with
arranging the meeting Working Paper

(Member Secretary) (Member Secretary)

Preparing meeting
minutes within 14 days
and distributing it to
members (Chairperson
and Memebr
Secretary)

Hoding a meeting on
due date
(Chiarperson,
Members, and
Member Secretary)

4.2 Formation and TOR of Town Level Coordination Committee (TLCC)
4.2.1 Government guideline for the formulation of TLCC

LGD issued an office order on 09 March, 2011, the Memo Number-258, in line with the
provision of the Section-14 and 115 of the Local Government (Paurashava) Act, 2009 regarding the
formation and TOR of Ward Committee (WC) and Town Level Coordination Committee (TLCC).
The office order aims to promote the expression of residents on their needs and opinions for
Paurashava development activities through citizen participation. The sections related to the
formation of Ward Level Coordination Committee in the Memo Number-258 have been repealed by
the Memo Number-1645 issued by LGD on October 18, 2012 and “Paurashava (Formation and TOR
of WC) Rules, 2012” is issued. However, the composition and TOR of TLCC still follows the

Figure 2: Actin Cycle of the WC Meeting
above-mentioned order: Memo Number -258, especially, Serial Number-2 (b) regarding the

formation of TLCC and Serial Number-3 for the TOR of TLCC.

4.2.2 Composition of TLCC
Each Paurashava shall organize TLCC and TLCC members is not over 50. The TLCC

members can give their opinions on the tax assessment and collection including different services
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and others development activities as per the Sub Article-2 of above mentioned Section-115. The
Composition and TOR of TLCC are defined by the Rules under the provision of Section-115 and
Serial Number-24 in the 6™ schedule of the Local Government (Paurashava) Act, 2009.

Following Table 2 shows the composition of TLC. This information is valid until the new
notification or office order from the Government is issued.

Table 3: Sample composition of TLCC

Position Representation Remark
Chairperson Paurashava Mayor
Member Ward Councilors (12 members are nominated by the Mayor)

Eight representatives from line departments (District
Administration, Local Government Engineering
Department, Department of Public Health Engineering,

Member Road and Highway Department, Public Works Department,
Social Welfare Department, Cooperatives and Telephone Not more
and Telegraph) than 50
Five representatives from professional groups (education, members
Member .
cultural, lawyers, businessmen, doctors)
Member Four NGO representatives
Member Twelve representatives from the civil society
Member Seven representatives from urban poor

Member Secretary | Chief Executive Officer (CEO) / Secretary

The following issues are considered during the formulation of TLCC:

e One to three members are nominated from respective Wards.

e One-third, at least, of the total members is allocated for females.

e Suitable citizens are contacted to know the willingness to join the TLCC before the final
selection.

e Line organizations are identified considering the importance of their roles.

4.2.3 Terms of Reference/TOR of TLCC
The TOR of TLCC and its interpretations corresponding to certain tasks are shown in following
Table 4:
Table 4: TLCC-TOR and Tasks

TOR of TLCC Tasks

e Identify the area of citizen participation in
preparing ‘Overall Development Plan’ of the

Holding discussion on the preparation of | Paurashava through the discussion at the TLCC

overall development plan including meeting.

raising awareness of citizens for their | e Select  processes/techniques for citizen

active participation in different stages of | participation in the identified areas.

the planning process o Conduct awareness raising activities following the

process in relation to the citizen participation for

preparing the development plan.

11




Assisting, supervising, and monitoring
the progress in Paurashava overall
development plan preparation

o The progress of the ‘Overall Development Plan

Preparation’ of Paurashava shall be presented at the
meeting by the responsible person.

The progress of preparing the development plan is
discussed at the meeting after the presentation.
TLCC provides necessary assistance to prepare the
‘Overall Development Plan’

Discussing Paurashava tax assessment
and collection at the TLCC meeting

The Member Secretary with the permission of the
Mayor reports the updated situation of tax
assessment and collection to TLCC members.
The TLCC Chairperson initiates the discussion on
the report by the Secretary and TLCC makes a
recommendation to solve the identified problems
on the tax assessment and collection.

Concerned sections/departments implement the
TLCC recommendations after getting approval
from the Paurashava Council

The progress of implementation is reviewed at the
following meeting.

Discussing various services delivered by
the Paurashava administration

The TLCC Chairperson initiates discussion on
various services delivered by the Paurashava
administration to the citizen.

If there are problems: the gap between the
necessary level of services and actually delivered
services or just no delivered services, TLCC
makes a recommendation to solve identified
problems and submit them to responsible
departments/committees.

Holding the first meeting of the TLCC
within 15 days of its formation

The Mayor ensures holding the first meeting of the
TLCC meeting within 15 days of its formation.

Holding TLCC meetings once in three
months and preparing meeting minutes

The Mayor ensures holding a TLCC meeting once
every three months and instructs the executive
officer/secretary to arrange meetings properly.
After holding a meeting, the preparation and
distribution of meeting minutes should be ensured

Discussing the progress, quality, and
problems of development works
implemented by the Paurashava
administration

The Mayor presents the progress report of
development works at the meeting, initiates
discussion on the quality and any other problems
of development works, and invites opinions from
TLCC members.

If there are problems of development works,
TLCC make a recommendation to solve such
problems and submits them to concerned
authorities/departments/committees.

12




Discussing issues about Paurashava
governance improvement

o The Mayor initiates discussion on the Paurashava
governance improvement.

e The Mayor invites TLCC members to participate
in the discussion for making recommendations
regarding the improvement of existing Paurashava
governance.

o After discussion, agreed recommendations for
improving Paurashava governance are sent to
the Paurashava Council.

o The progress of recommendations sent by TLCC
are reviewed at the next TLCC meeting.

Discuss citizen involvement in
Paurashava development activities

o TLCC identifies areas in which there are the scope
to promote citizen participation and make
recommendations for development works.

® TLCC reviews the progress of recommendations
to promote the citizen participation at the
following meeting and gives advices or additional
recommendations, if necessary.

Discuss the progress of Paurashava
Standing Committee activities

o The Chairpersons of respective Standing
Committees report the progress of their activities
at the meeting.

® The progress of activities by the respective
Standing Committees are discussed at the meeting
and TLCC makes comments on their activities, if
necessary.

Record discussions and decisions in the
form of minutes, follow-up actions/ status
of implementation at the following
meetings, and continue the process

e The Mayor instructs the executive
officer/secretary to prepare meeting minutes to
record discussion and decisions.

¢ The meeting minutes are reviewed and approved
by TLCC at the following meeting.

o TLCC members monitor the progress of their
decisions and fixed actions in reference to the
meeting minutes.

4.2.4 Organizing a TLCC Meeting

TLCC shall hold at least one meeting in each quarter (three-month interval). The following
procedure is followed for holding a TLCC meeting:

1) TLCC holds the first meeting within 15 days of TLCC establishment.

2) A TLCC Secretary convenes a meeting by setting date, time and agenda with the working paper
attached in consultation with a Mayor. The Working Paper is disclosed publicly such as the
Paurashava notice board.

3) The notice of the TLCC meeting is issued at least seven days before holding the meeting; but the
notice is not required in the case of an adjourned meeting.

4) A quorum or the minimum number of members is required for adopting decisions. A quorum is at
the attendance of 25 (50%) members; but the quorum is not required for an adjourned meeting.

5) Meeting agenda shall be clearly and specifically mentioned in the notice of invitation and the
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meeting is conducted according to the agenda. The working paper shall be attached to the
notice.

6) The Mayor of Paurashava presides over the meeting, and concludes it with a brief closing
remark.

7) In the case of absent of the Mayor, the Panel Mayor 1 presides over the meeting.

8) An attendance list is circulated among attendees to fill out required information and put their
signature.

9) The meeting minutes of the previous TLCC meeting shall be read out and confirmed. The
progress of the decisions made at the previous meeting shall be reviewed.

10) Discussion is conducted following the order of pre-fixed agenda.

11) When any decision made at the previous meeting is not implemented or accomplished, the
TLCC Chairperson shall explain the reasons.

12) Meeting minutes are recorded in a binding book following the prescribed format. It includes
all the names of attendees.

13) Every resolution is prepared within 14 days after the meeting and approved at the following
meeting. The meeting resolution is distributed to all members of TLCC and displayed in

public such as the Paurashava notice board.

4.2.5 Recommended attitudes for the members during the TLCC meeting

e TLCC members listen patiently and carefully to other member statements. On the other hand,
TLCC members speak and make their comments concisely.

e TLCC members contribute to the discussion for solving problems of submitting different
solutions and identifying the most effective and possible solution collectively instead of
complaining and criticizing existing problems.

e The TLCC Chairperson ensures that TLCC members concentrate on the on-going topic during
the discussion and avoid straying from the on-going topic before the concluding the on-going

topic. The TLCC Chairperson confirms the conclusion before moving to other topics.

4.2.6 Agenda of TLCC Meeting

To conduct a meeting successfully within determined time, it is the most important to carry on the
discussion according to the pre-determined agenda. Therefore, the agenda of the TLCC meeting is

fixed before organizing the meeting. One sample agenda is shown as below:

Agenda-1: Read and confirm the previous meeting minutes;
Agenda-2: Review the progress of previous meeting discussions and/or decisions;

Agenda-3: Discussion and decisions on the pre-fixed agenda; and

14



Agenda-4: Miscellaneous/other issues

4.2.7 Format for Working Paper, Minutes of TLCC Meeting

TLCC working paper is made following selected agendas and different issues of agendas in an
orderly manner. The working paper can help TLCC members understand the topics of discussion
together with their background. A Chairperson can conduct a meeting in an orderly manner and the
meeting is kept from irrelevant discussion. Therefore, the TLCC Secretary can record the discussions
efficiently.

A common format for preparing working paper and writing TLCC meeting minutes can ease the
process and save time for the documentation of both. A sample format is shown in Attachment 2 at
the end of this handbook together with detailed instructions how to fill them out. A more general
procedure for writing working paper and meeting minutes is shown as below.

1) The TLCC Secretary prepares working paper by filling in pre-selected agendas in the first column
of the format while keeping others blank.

2) The TLCC Secretary distributes the working paper as attachment to the notice convening the
TLCC meeting.

3) During the meeting, remaining columns are to be filled up following discussion, progress review,
decisions, recommendations, responsible person(s) and due date for the implementation of
decisions as required in the format. After filling necessary columns, the working paper is changed
to and called meeting minutes.

4) After rechecking drafted meeting minutes, the TLCC Chairperson and the TLCC Secretary put
their signature and distribute to TLCC members.

5) Drafted WC Meeting Minutes are reviewed and approved at the next TLCC meeting.

4.2.8 Action Cycle of TLCC Meetings
As mentioned in the previous chapter, the TLCC meeting is conducted on a quarterly basis.
Certain time bound actions are required to manage the meeting efficiently. While all members are

responsible for conducting the meeting productively, some members are assigned to conduct

Fixing meeting date on
quaterly basis

(Chairperson)

Preparing draft Issing meeting notice
Working Paper before and distributing it with
arranging the meeting Working Paper

(Member Secretary) (Member Secretary)

Preparing meeting
minutes within 14 days
and distributing it to
members (Chairperson
and Memebr
Secretary)

Hoding a meeting on
due date
(Chiarperson,
Members, and
Member Secretary)
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specific tasks. The following time bound action cycle shown in_Figure 3 can help TLCC

members organize the TLCC meeting smoothly.

4.3 Flow of Decision Making and Information Dissemination through TLCC and WCs
TLCC and WCs are part of the Paurashava decision-making process that starts from the Ward

level and culminates at the Paurashava Council as following process.

(1) The demands of Ward residents are transmitted to the WCs both individually and collectively
through the Ward members.

(2) The demands of residents with other issues are discussed at the WC meeting and its
resolutions are forwarded to the Mayor with a request to discuss them at the TLCC meeting.

(3) The TLCC scrutinizes them and provides recommendations, or refers ones that need further
examination by corresponding Standing Committees (SCs).

(4) The recommendations from TLCC and/or SCs forwards to the Paurashava Council.

Figure 3: Actin Cycle of the TLCC Meeting

(5) Approving the demands, the Paurashava Council sets out solutions or countermeasures.

(6) The solutions or countermeasures of the Paurashava Council are transmitted to TLCC
through the Mayor, and to WCs through the respective Ward Councilors.

(7) Respective WC members disseminate the solutions or countermeasures of the Paurashava
Council to urban citizens and community groups.

(Above bracketed numbers corresponded to the bracketed numbers in_the Figure 4.)
The following figure shows the general flow of Paurashava decision-making and information

dissemination with citizen participation through WC and TLCC. It must be noted that this flow

may slightly vary depending on the purpose and topic of discussion.
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Urban Standing (4)

Citizens Committees
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Members Council
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(MI7) (6) by the Mayor
A\ 4
Community (6) through respective Councilors
Groups

Figure 1: Flow of Decision Making and Information Dissemination

5. Time Sequence of WC and TLCC

WC and TLCC meetings are held at least quarterly in parallel with different activities
planned for the Paurashava. So, it is helpful to prepare an annual calendar whenever starting
afresh each fiscal year with important dates signaled, reviewing them periodically, and modifying
them when necessary. By use of the formulated calendar, WC and TLCC participants can
understand the timing of each meeting considering other key Paurashava activities, deadlines, and
programs, and WC/TLCC activities well ahead of time. Good planning helps WC and TLCC

members better prepare for a constructive deliberation.

6. Fiscal Year Calendar /Activity Planner (July-June)

A fiscal year at the Paurashava level starts in July and end in June of the following year. The
fiscal year is a period during which the government spends its budget for achieving the goals set forth.
WC and TLCC meetings are held four times or more within this 12-month period. When WC and
TLCC plan meetings, it is not enough just to mark the dates in the calendar without giving much
consideration into the synchronization of their meetings with other activities conducted by the
Paurashava.

For example, if WC doesn’t hold a meet on time prior to a TLCC meeting, it is likely that the
following TLCC meting agenda doesn’t include the demands of concerned Ward, and as a
consequence, the demands of concerned Ward aren’t forwarded to the Paurashava Council. It is
therefore important to schedule meetings considering other important activities in the Paurashava
throughout the fiscal year. The Paurashava Fiscal Year Calendar/ Activity Planner as shown in Figure
5 below may help WC and TLCC members achieve a better programming. It contains a list of
important dates to remember and plots tentative dates for convening WC and TLCC meetings. It is

recommended that the calendar is made at the beginning of each fiscal year and modified whenever

17



changes occur. Below is the sample procedure for making the calendar and following it up.

1)

2)
3)
4
5)

Identify important deadlines for completing certain activities or submitting reports to the central
Government and to the public

Set timeline for preparing each report

Mark weeks when each meeting needs to be held for preparing these reports

Make sure meeting dates without conflicting with other meetings or important events

Revise the calendar when necessary as the year progresses

18



Last fiscal year's 4th Quarter 2nd Quarter 3rd Quarter Next year's 1st Quarter
April May June November | December January February March July August September
Week 38)39)|40|41|42(43(44(45(46|47 17]18|19(20(21|22)|23(24(25|26|27 |28(29|30|31|32(33(34|35|36) 37 314(5(6]7]8|9([10{11]12
Ward Committee

Town-Level Committee

Standing Committee

Parishad

i

Ward-level Open Meeting

Special Meeting for Budget

Open Budget Meeting

Important dates

Development Plan Formulation

1
e
e

Budget Preparation

Fund Approved ‘
Budget Monitoring A A A /\ A A A A A A A A A
Budget Adjustment ﬁ

Financial Statement

Senvice Delivery & Tax/
Fee Collectionn

Implementation of Development Plans

Other PublicService Delivery
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Figure 5: Fiscal Year Calendar /Activity Planner (July-June)



7. Plan-Do-Check-Action (PDCA) Cycle

When the Fiscal Calendar/ Activity Planner is prepared, the understanding of the PDCA cycle
or the “plan-do-check-action” cycle can enhance the effectiveness of the calendar. “Plan” means
careful preparation; “do,” the actual implementation; “check,” the periodical revision; and “action,”
implementation of corrective actions. The PDCA cycle, otherwise known as the “Deming Cycle”, is a
management method used principally in the private sector for helping the continuous improvement
of business processes, and hence their expected outputs and products. As the PDCA cycle has won
worldwide recognition, initiatives for adopting it in the public sector started to gather momentum.
The four-step model, which is repeated in the cycle, can also be applied to improve the quality of
services provided by the Paurashava through citizen participation. WC and TLCC play a vital role in
securing sound service delivery and healthy financial management; conscious of the PDCA cycle,

shown in Figure 6 bellows, can help achieving both.

ACTION PLAN

CHECK DO

Figure 6: The PDCA Cycle
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Attachment - 1:  Working Paper/Meeting Minutes Format for WC
Instruction-1 (For the 1* WC Meeting)

Working Paper for the 1* WC Meeting

1)

2)
3)

Fill up the first column of Agenda 1: pre-selected topics of discussion as Topic 1, Topic 2, etc.
and keep other columns blank.
Keep all the columns of Agenda 2 blank.

Distribute the document as working paper attached to the notice of inviting a first WC meeting.

Recording Meeting Minutes of 1* WC Meeting

1)

2)

3)

4)

Agenda 1: After the discussion on each of the topics under Agenda 1, the conclusion of
discussion is recorded in correspondent columns under Agenda 1: “Discussion” that describes
the process reaching to the conclusion; “Decision/recommendation” is the conclusion and
describes next actions; “Responsible person/group/officer” that are identified direct
implementers; and “Implementing timeline/due date” that indicates the target timeframe to be
completed.

Agenda 2: First, WC participants are invited to propose any other issues that they want to
discuss. Then, when proposed issues are accepted by WC participants, the discussion on
proposed issues start. After the discussion on agreed topics, the conclusion of discussion is
recorded in correspondent columns under Agenda 2: “Issue/agenda from members” that
describes proposed issues; “Discussion” that describes the process reaching to the conclusion;
“Decision/recommendation” that is the conclusion and describes next actions; “Responsible
person/group/officer” that are identified direct implementers; and “Implementing timeline/due
date” that indicates a target timeframe to be competed.

All above record with an attendant list is combined in the prescribed format and the Chairperson
signs and fill up the name and date in the correspondent columns. The draft first WC meeting
minutes are completed.

After the confirmation and approval of the draft first WC meeting minutes at the following

meeting, the first WC meeting minutes become a final public document.

The Sample format of Working Paper and meeting minutes for the first WC meeting is shown in

the following page as Table-‘A’.
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Table — ‘A’
(For the first WC Meeting)

Name of Paurashava: .

Waard NUMID OT: oo

Date of the Meeting: .

Attendance: Attachment — ‘a’

Agenda-1: Discussion and decision on pre-selected issues in the light of objective and TOR of the

Committee
Pre-selected agenda Discussion Decision/ Responsible Implementing
recommendation person/ group | timeline/ due
/officer date
1 2 3 4 5
Topic 1
Topic 2
Topic 3
Agenda-2: Miscellaneous Discussion (If any)
Issue/agenda from Discussion Decision/ Responsible Implementing
members recommendation person/ group | timeline/ due
/officer date
1 2 3 4 5
Topic 1
Topic 2
Topic 3
Signature of ChairperSOn: ...
NamMe: oo Date:
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Instruction- 2  (For the ordinary WC Meeting)

Working Paper for the ordinary WC Meeting

1.

Fill up the first column of Agenda 1: name of WC member secretary and keep other columns
blank.

Fill up first and second columns of Agenda 2 regarding “Decision /recommendations of the last
meeting” and “Progress of decision/recommendation” and keep other columns blank. The
Chairperson and WC Secretary shall check the progress for filling the second columns before
preparing the working paper.

Fill up the first column of Agenda 3: pre-selected topics of discussion as Topic 1, Topic 2, etc.
and keep other columns blank.

Keep all the columns of Agenda 4 blank.

Distribute the document as working paper attached to the notice of inviting a WC meeting.

Recording Meeting Minutes of the ordinary WC Meeting

1.

Agenda 1: The draft meeting minutes of the previous meeting is read out by the WC Secretary.
After the discussion, the conclusion of discussion is recorded in correspondent columns under
Agenda 1: “Discussion on the accuracy of the minutes” that describes the process reaching to
the conclusion; “Modification (if needed)” that describes necessary correction, if necessary; and
“Decision (confirmed/approved with or without modification)” describes the final decision
whether the meeting minutes are approved or not. If the meeting minutes is approved with the
condition of modification, the details of necessary correction are clearly described together.
After the meeting, the WC Secretary shall revise the draft meeting minutes according to the
decision of the meeting.

Agenda 2: After the discussion based on the information shown in the first and second columns
of Agenda 2, the conclusion of discussion is recorded in correspondent columns under Agenda
2: “Further decision or recommendation” that describes the necessary additional actions, if
necessary; “Responsible person/group/officer” that keeps the same as the previous or is
changed if necessary; and “Implementing timeline/due date” that keeps the same as the
previous or is changed if necessary.

Agenda 3: After the discussion on each of the topics under Agenda 3, the conclusion of
discussion is recorded in correspondent columns under Agenda 3: “Discussion” that describes
the process reaching to the conclusion; “Decision/recommendation” is the conclusion and
describes next actions; “Responsible person/group/officer” that are identified direct
implementers; and “Implementing timeline/due date” that indicates the target timeframe to be

completed.
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4. Agenda 4: First, WC participants are invited to propose any other issues that they want to
discuss. Then, when proposed issues are accepted by WC participants, the discussion on
proposed issues starts. After the discussion on agreed topics, the conclusion of discussion is
recorded in correspondent columns under Agenda 4: “Issue/agenda from members” that
describes proposed issues; “Discussion” that describes the process reaching to the conclusion;
“Decision/recommendation” that is the conclusion and describes next actions; “Responsible
person/group/officer” that are identified direct implementers; and “Implementing timeline/due
date” that indicates a target timeframe to be competed.

5. All above record with an attendant list is combined in the prescribed format and the
Chairperson signs and fill up the name and date in the correspondent columns. The draft WC
meeting minutes are completed.

6.  After the confirmation and approval of the draft WC meeting minutes at the following meeting,

the WC meeting minutes become a final public document.

The format of Working Paper and meeting minutes for the ordinary WC meeting is shown in the

following page as Table-‘B’.
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Table — ‘B’
(For the Ordinary WC Meeting)

Name of Paurashava: .
Waard NUMID OT: oo
Date Of the IMEEIE: .o

Attendance: Attachment — ‘a’

Agenda -1: Read out, discussion and confirmation of the minutes of the last meeting

Read out last meeting Discussion on the Modification Decision
minutes accuracy of the (if needed) (confirmed/approved
minutes with or without
modification)
1 2 3 4

Last meeting minutes is

read by Mr.

WC Member Secretary

Agenda-2: Review on the progress of the last meeting decisions and take decisions for next activities

Decision Progress of last Further decision or Responsible Implementin
/recommendation meeting recommendation person/group/ g timeline/
of last meeting decision/recomm officer due date

endation
1 2 3 4 5
1.
2.
3.

Agenda-3: Discussion and decision on pre-selected issues in the light of objective and TOR of the

Committee
Pre-selected Decision/ Responsible | Implementing
agenda Discussion recommendation person/group / | timeline/due
officer date
1 2 3 4 5
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Topic -1.

Topic -2.

Topic -3.

Agenda-4: Miscellaneous /other issues (if any)

Issue/agenda from Discussion Decision/ Responsible | Implementing
members recommendation person/group / | timeline/due
officer date
1 2 3 4 5

Topic 1.
Topic 2.
Topic 3.
Signature of Chairperson:
Name: . Date:
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Attachment - 2:  Working Paper/Meeting Minutes Format for TLCC
Instruction -1 (For the 1* Meeting of TLCC)

Working Paper for the 1* TLCC Meeting

1.

Fill up the first column of Agenda 1: pre-selected topics of discussion as Topic 1, Topic 2, etc.
and keep other columns blank.
Keep all the columns of Agenda 2 blank.

Distribute the document as working paper attached to the notice of inviting a first WC meeting.

Recording Meeting Minutes of 1* TLCC Meeting

1.

Agenda 1: After the discussion on each of the topics under Agenda 1, the conclusion of
discussion is recorded in correspondent columns under Agenda 1: “Discussion” that describes
the process reaching to the conclusion; “Decision/recommendation” is the conclusion and
describes next actions; ‘“Responsible person/group/officer” that are identified direct
implementers; and “Implementing timeline/due date” that indicates the target timeframe to be
completed.

Agenda 2: First, TLCC participants are invited to propose any other issues that they want to
discuss. Then, when proposed issues are accepted by TLCC participants, the discussion on
proposed issues start. After the discussion on agreed topics, the conclusion of discussion is
recorded in correspondent columns under Agenda 2: “Issue/agenda from members” that
describes proposed issues; “Discussion” that describes the process reaching to the conclusion;
“Decision/recommendation” that is the conclusion and describes next actions; “Responsible
person/group/officer” that are identified direct implementers; and “Implementing timeline/due
date” that indicates a target timeframe to be competed.

All above record with an attendant list is combined in the prescribed format and the
Chairperson signs and fill up the name and date in the correspondent columns. The draft first
TLCC meeting minutes are completed.

After the confirmation and approval of the draft first TLCC meeting minutes at the following

meeting, the first TLCC meeting minutes become a final public document.

The Sample format of Working Paper and meeting minutes for the first TLCC meeting is shown

in the following page as Table-‘C”.
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Name of Paurashava:

Date of the Meeting: .

Table — ‘C’

(For the first Meeting of TLCC)

Attendance: Attachment — ‘a’

Agenda-1: Discussion and decision on pre-selected issues in the light of objective and TOR of the

Committee (TLCC).
Pre-selected agenda Discussion Decision/ Responsible Implementing
recommendation person/ timeline/ due
officer/group date
1 2 3 4 5
Topic 1
Topic 2
Topic 3
Agenda-2: Miscellaneous Discussion (If any)
Issues/agenda from Discussion Decision/ Responsible Implementing
members recommendation | person/officer/group | timeline/ due
date
1 2 3 4 5
Topic 1
Topic 2
Topic 3
Signature of Chairperson:
Name: Date:
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Instruction - 2 (For the ordinary TLCC Meeting)

Working Paper for the ordinary TLCC Meeting

1.

Fill-up the first column of Agenda 1: name of TLCC member secretary and keep other columns
blank.

Fill-up first and second columns of Agenda 2 regarding “Decision /recommendation of the last
meeting” and “Progress of decision/recommendation” and keep other columns blank. The
Chairperson and TLCC Secretary shall check the progress for filling the second columns
before preparing the working paper.

Fill up the first column of Agenda 3: pre-selected topics of discussion as Topic 1, Topic 2, etc.
and keep other columns blank.

Keep all the columns of Agenda 4 blank.

Distribute the document as working paper attached to the notice of inviting a first WC meeting.

Recording Meeting Minutes of the ordinary TLCC Meeting

1.

Agenda 1: The draft meeting minutes of the previous meeting is read out by the TLCC
Secretary. After the discussion, the conclusion of discussion is recorded in correspondent
columns under Agenda 1: “Discussion on the accuracy of the minutes” that describes the
process reaching to the conclusion; “Modification (if needed)” that describes necessary
correction, if necessary; and “Decision (confirmed/approved with or without modification)”
describes the final decision whether the meeting minutes are approved or not. If the meeting
minutes is approved with the condition of modification, the details of necessary correction are
clearly described together. After the meeting, the TLCC Secretary shall revise the draft meeting
minutes according to the decision of the meeting.

Agenda 2: After the discussion based on the information shown in the first and second columns
of Agenda 2, the conclusion of discussion is recorded in correspondent columns under Agenda
2: “Further decision or recommendation” that describes the necessary additional actions, if
necessary; ‘“Responsible person/group/officer” that keeps the same as the previous or is
changed if necessary; and “Implementing timeline/due date” that keeps the same as the
previous or is changed if necessary.

Agenda 3: After the discussion on each of the topics under Agenda 3, the conclusion of
discussion is recorded in correspondent columns under Agenda 3: “Discussion” that describes
the process reaching to the conclusion; “Decision/recommendation” is the conclusion and
describes next actions; “Responsible person/group/officer” that are identified direct
implementers; and “Implementing timeline/due date” that indicates the target timeframe to be

completed.
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4.  Agenda 4: First, TLCC participants are invited to propose any other issues that they want to
discuss. Then, when proposed issues are accepted by TLCC participants, the discussion on
proposed issues starts. After the discussion on agreed topics, the conclusion of discussion is
recorded in correspondent columns under Agenda 4: “Issue/agenda from members” that
describes proposed issues; “Discussion” that describes the process reaching to the conclusion;
“Decision/recommendation” that is the conclusion and describes next actions; “Responsible
person/group/officer” that are identified direct implementers; and “Implementing timeline/due
date” that indicates a target timeframe to be competed.

5. All above record with an attendant list is combined in the prescribed format and the
Chairperson signs and fill up the name and date in the correspondent columns. The draft TLCC
meeting minutes are completed.

6.  After the confirmation and approval of the draft TLCC meeting minutes at the following

meeting, the TLCC meeting minutes become a final public document.

The format of Working Paper and meeting minutes for the ordinary TLCC meeting is shown in

the following page as Table-‘D’.
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Table — ‘D’
(For the ordinary TLCC Meeting)

Name of Paurashava: L
Date Of the IMEEIE: .

Attendance: Attachment — ‘a’

Agenda -1: Read out and confirmation of the minutes of last TLCC meeting

Read out last meeting Discussion on the Modification Decision
minutes accuracy of the (if needed) (confirmed/approved
minute with or without
modification)
1 2 3 4

Last meeting minutes is

read by Mr.

WC Member Secretary

Agenda-2: Review on the progress of last meeting decisions and take decision for next activities

Decision Progress of last Further decision or | Responsible Implementin
/recommendation | meeting recommendation person/group/ g timeline/
of last meeting decision/recomm officer due date
endation

1 2 3 4 5
1.
2.
3.

Agenda-3: Discussions and decision on pre-selected issues in the light of objective and TOR of the

Committee
Pre-selected Discussion Decision/ Responsible Implementing
agenda recommendation person/group/ | timeline/due
officer date
1 2 3 4 5
Topic -1.
Topic -2.
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Topic -3.

Agenda-4: Miscellaneous /other issues (if any)

Issues/agenda from Discussion Decision/ Responsible | Implementing
members recommendation person/group/ | timeline/due
officer date
1 2 3 4 5

Topic 1.

Topic 2.

Topic 3.

Signature of Chairperson:

NaAME: o Date:
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Strengthening Paurashava
Governance Project
(SPGP)

Duration:
Venue:

Training Course on
Citizen Participation through WC and TLCC (V2)




Goals of this course

Course participants are expected:

0 acquire knowledge on legal framework of WC and TLCC.
0 understand the importance of citizen participation.

0 learn how WC and TLCC are composed and functioned.
0 learn how to organize WC and TLCC meetings.

Remark: WC= Ward Committee
TLCC=Town Level Coordination Committee
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1. Related Laws on WC and TLCC




WC and TLCC Function

Function:

Both WC and TLCC serve as a public forum
where residents articulate their needs of public
services; jointly monitor the progress of
development activities; and provide their
feedbacks to the Local Government Institute:
Mayor and Paurashava Parishad.




Basic Related Laws

The Constitution of the People’s Republic of
Bangladesh:

It is the highest law to set fundamental principles in
Bangladesh. TLCC and WC are established based on
the principles indicated in the Constitution.

The Local Government ( Paurashava) Act, 2009

It is the primary law and legal base to govern the
Paurashava administration. TLCC and WC are
established based on this law.




Existing Law on WC

WC: the Paurashava (Constitution of Ward
Committee and TOR) Rules, 2012 issued
through the notification published in the
Bangladesh Gazette on 26 June, 2012.




Existing Regulation on TLCC

TLCC: Office Order: Memo No-
46.063.022.01.00.001.2011-258, issued by
LGD on March 09, 2011.




2. Expected Impact of Citizen Participation




Expected Effect of Citizen Participation

1)Citizen

Citizen participation Participason
contributes to the

. 6)Improve the 2)Enhanced
Paurashava in many T en ¢ ecanie e
ways.

S)Improve the
rate of tax
collection and
incresed revinue

3)Improve the
quality of service
delivery

4)Strong sense of
trust and civic
responsibility




Exercise

Discussion:

oWhat are pitfalls to stop the positive
cycle of citizen participation ?

OHow can we get off the pitfalls ?




3. Composition, TOR, and Meetings of
WC




Composition of WC (1)

O WC is established in each Ward within 3 months of the
constitution of Paurashava, subject to approval of the Parishad.

0 A composition of WC: Not over 10 in total

Position Representation

Chairperson Elected Councilor of the respective Ward

Co-Chairperson Elected Female Ward Councilor (FWC) of the reserved seat

Member 3 representatives of the urban poor

Member 2 representatives from civil society (NGO, community
groups)

Member 2 representatives from professional associations (including
women)

Member-Secretary Assistant Engineer/Sub-assistant Engineer/ Accounts Officer/
Tax Collector




Composition of WC (2)

OFemale representatives occupy at least 40%, or 4.
oProffered characteristics:

oFamiliarity with Ward’s livelihood;

oStrong leadership; and

oWillingness for serving community

O A notification concerning the establishment of WC
along with its TOR shall be issued by each
Paurashava.




Organizing WC meetings (1)

Frequency:

OWC meetings are to be held at
least once each quarter or, every
3 months.




Organizing WC meetings (2)

Summoning a WC meeting:

oThe WC Secretary sends invitations to members
at least 7 days prior to the meeting with a
working paper attached.

dinformation included in an invitation is: date;
time; and specific agenda.

050% or 5 members is a quorum, or the minimum
required number of members, for decisions to
be made.




Organizing WC meetings (3)

Reporting:
oWC submits the report to Parishad about

the progress of WC activities once every
3 months.




Organizing WC meetings (4)

Principal Activities during the meeting:

OCirculate an attendee List

OMake sure of a quorum
oDeliberation (discussions)
ORecord discussions and resolutions




TOR of WC (1)

OAdvise the Council to adopt streetlight,
source of safe drinking water, and other
public welfare-related projects

OArrange open meetings with150 prominent
residents every 6 months to :

oDiscuss overall WC activities
OCollect people’s demands




TOR of WC (2)

OFollowing awareness rising activities are
promoted and implemented:

oPayment of tax, sub-tax, bills, toll, rate, etc.

ocleanliness, sanitation, environmental
conservation and, tree plantation.

oEstablishment of unity and good relationship
among the people




TOR of WC (3)

Data Collection
OPrepare the list of person covered by
government development programs

oExamples: Vulnerable Group Development (VGD),
Vulnerable Group Feeding (VGF), old age
allowance, Subsidy, etc.

OCollect essential socio-economic data
including birth and death registration.




TOR of WC (4)

OAssist Paurashava through providing voluntary
services in respect to public health program,
particularly prevention of various diseases,
family planning program, and waste
management.

oUndertake emergency programs




Recommended attitudes for meeting participants

oListen patiently and carefully to other
member statements

oSpeak and make one’s comments
concisely

O Submit different solutions and identify
the most effective and possible solution
collectively




4. Composition, TOR, and Meetings of
TLCC




Composition of TLCC (1)

Elected Parishad shall constitute TLCC comprised of maximum 50 members.

Position Representation

Chairperson Mayor
Member Ward Councilors (I2 members are nominated by the Mayor)
Member Eight representatives from line departments (District Administration, Local

Government Engineering Department, Department of Public Health Engineering, Road
and Highway Department, Public Works Department, Social Welfare Department,
Cooperatives and Telephone and Telegraph)

Member Five representatives from professional groups (education, cultural, lawyers,
businessmen, doctors)

Member Four NGO representatives

Member Twelve representatives from the civil society

Member Seven representatives from urban poor

Member-Secretary  Chief Executive Officer (CEO) / Secretary




Composition of TLCC (2)

00One to three members are nominated from
respective Wards;

OOne-third, at least, of the total members is
allocated for females;

oSuitable citizens are contacted to know the
willingness to join the TLCC before the final
selection; and

oLine organizations are identified considering the
importance of their roles




Organizing TLCC meetings (1)

Frequency:

OoTLCC meetings are held at least once
every 3 months.




Organizing TLCC meetings (2)

Summoning a TLCC meeting:

O It is recommendable that the TLCC Secretary sends invitations
to members at least 7 days prior to the meeting with working
paper attached.

O Information included in an invitation is: date; time; and
specific agenda.

0 It is recommendable that 50% or half of members is ensured to
attend the meeting.




Organizing TLCC meetings (3)

Principal Activities:
OCirculation of Attendee List

oDeliberation (discussions)
ORecording discussions and resolutions




Sample TOR of TLCC (1)

OFollowing issues are discussed in the
TLCC meeting;

OTax assessment and collection
oVarious public services

oProgress, quality, and problems of
development works




Sample TOR of TLCC (2)

OFollowing issues are discussed in the
TLCC meeting (cont.);

oPaurashava governance improvement

oCitizen involvement in Paurashava
development activities

OProgress of Paurashava Standing
Committee activities




Recommended attitudes for meeting participants

oListen patiently and carefully to other
member statements

oSpeak and make one’s comments concisely

O Submit different solutions and identify the
most effective and possible solution
collectively




5. Preparing Working Papers and Meeting
Minutes




Format of Working Paper and Meeting Minutes

Name of Paurashava:
Ward NUM D e .
Date of the Meeting:
Attendance: Attachment — ‘a’

Agenda -1: Read out, discussion and confirmation of the minutes of the last meeting

Read out last meeting minutes Discussion on the Modification Decision
accuracy of the minutes (if needed) (confirmed/approved with or without modification)
1 2 3 4
Last meeting minutes is read by
Mr.
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, WwWC
Member Secretary
Agenda-2: Review on the progress of the last meeting decisions and take decisions for next activities
Decision /recommendation of Progress of last meeting Further decision or Responsible Implementing
last meeting decision/recommendation recommendation person/group/ officer timeline/ due date
1 2 3 4 5
1.
2.
Agenda-3: Discussion and decision on pre-selected issues in the light of objective and TOR of the Committee
Pre-selected agenda Discussion Decision/ Responsible person/group / Implementing timeline/due
recommendation officer date
1 2 3 4 5
Topic -1.
Topic -2.
Agenda-4: Miscellaneous /other issues (if any)
Issue/agenda from Discussion Decision/ Responsible person/group / Implementing timeline/due
members recommendation officer date
1 2 3 4 5
Topic 1.
Topic 2.

Signature of ChairperSON: ...

Name: Date:




oAgenda-1: Confirmation and approval of the previous
meeting minutes

0 Previous meeting minutes shall be confirmed and
approved.

0 Meeting participants discuss and check the accuracy of
the previous meeting minutes.

o lf there is any incorrect or missing information, the
participants suggest the revision.

o Finally, the participants conclude whether the meting
minutes are approved or not.




oAgenda-2: Review on the progress of the recommendation
and decision of last meeting

0 The progress of the recommendation and decision of last
meeting shall be reviewed.

0 The participants refer to the columns of “Decision and
recommendation of last meeting” and “Progress of last
meeting decision and recommendation”

0 Further decision and recommendation are made, if
necessary.




oAgenda-3: Discussion and decision on other pre-selected
issues identified within the purview of WC TOR

0 The pre-selected agenda shall be discussed.




oAgenda-4: Miscellaneous/other issues (concerning overall
residents’ welfare)

oWC participants are invited to propose any other issues.

oWhen proposed issues are accepted by meeting
participants, the discussion on proposed issues starts.




OoThe document prepared before the meeting is
called Working Paper.

oThe Working Paper that includes the record of
meeting is called Meeting Minutes.




Working Paper

e
Name of Paurashava: ‘
Ward Number: .
e of the Meetino- N ...
st
FO r t h e 1 Agenda -1: Read out, discussion and confirmation of the minutes of the last meeting N
Read out last meeting minutes Discussion on the Modification Decision ‘
° accuracy of the minutes (if needed) (confirmed/approved with or without modification)
1 2 3 4
I I l e e .I n g Last meeting minutes is read by
, Mr.
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, wC
° Member Secretary
f'l l l O u t t h e Agenda-2: Review on the progress of the last meeting decisions and take decisions for next activities
Decision /recommendation of | Progress of last meeting Further decision or Responsible Implementing
last meeting decision/recommendation recommendation person/group/ officer timeline/ due date
1 2 3 4 5
L. /
Spaces : E— >
genda-3: Discussion and §ecision on pre-selected issues in the light of objective and TOR of the Committee
Pre-selected agenda Discussion Decision/ Responsible person/group / Implementing timeline/due
recommendation officer date
enciose | z s : s
Topic -1.
Topic -2.
. N et ther ssues (i any)
W] t h re d Issue/agenda from Discussion Decision/ Responsible person/group / Implementing timeline/due
members recommendation officer date
1 2 3 4 5
Topic 1.

squares.

Signature of Chairperson:

Name:.... Date: ..




Meeting Minute

Name of Paurashava:

For the 15t meeting, | i

O 0
endance: )
Use the Sal I Ie genda -1: Read out, discussion and conlirmation of the minutes of the last meeting
Read out last meeting minutes Discussion on the Modification Decision

. f the minut (if needed) (confirmed/ d with ithout modification)
fO rm at Of WO rk'l n g 1 accuracy o . e minutes i ne; © confirmed/approved wi . or without modification

Last meeting minutes is read by

Paper -

............................................................ wC
f f . l l . h Member Secretary
O r ] ] n g O u t t e Agenda-2: Review on the progress of the last meeting decisions and take decisions for next activities
Decision /recommendation of | Progress of last meeting Further decision or Responsible Implementing
S p a CeS last meeting decision/recommendation recommendation person/group/ officer timeline/ due date
1 2 3 4 5
enclosed with green ™=
-3: Dj jon anddecision on pre-selected issues in the light of objective and TOR of the Committee

- Pre-selected a; endal] Discussion Decision/ Responsible person/group / Implementing timeline/due

Sq u a reS ’ aCCO rd ] n g ¢ recommendation i ofgcer s b dgte
1 | 2 3 4 5

to the Topic -1. |

L L
-4 )
d ] SC u SS] O n ° Issue/agenda from Discussion Decision/ Responsible person/group / Implementing timeline/due
members recommendation officer date
2 3 4 5

Date: ...




Working Pape

4 W

Name of Paurashava:
Ward Number:

Date of the Meeting:
Attendance: Attachment — *a
O r genda -1: Read out, discussion and cOgfirmation of the minutes of the last meeting

Read out last meeting minutes Discussion on the Modification Decision
° aficuracy of the minutes (if needed) (confirmed/approved with or without modification)
ordinar | : 3 4
Last meeting minutes is read by
Mr.
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, wC

mee - N }wﬂemw w.
] S Agenda-2: Review on the progress of the last meeting decisiony and take decisions for next activities
, Responsible Implementing

Decision /recommendation of | Progress of last meeting Further decision or
last meeting decision/recommendation recommendation person/group/ officer timeline/ due date

fill out the — : 3 : 5

2.
w e light of objective and TOR of the Committee
Pre-selected agenda Discussion Decision/ Responsible person/group / Implementing timeline/due
S p a C e S recommendation officer date
1 2 3 4 5

Topic -1.
n l d Topic -2.
e C O S e \Agenda:Miscellapcqusidther issues (if any)
Issue/agenda from Discussion Decision/ Responsible person/group / Implementing timeline/due
members recommendation officer date

1 2 3 4 5

with red

Topic 2.

S q u a r e S Signature of Chairperson:
[ J

Name: ... . Date: ... .




Meeting Minute

. Name of Paurashava:

For ordinary e
o

m eet] n gs ) Agenda -1: Read out, discussion andfconfirmation of the minutes of the last meeting A

Read out last meeting minutes Discussion on the Modification Decision

u Se t h e Sa m e 1 deeiey o 2t ¢ minutes (1 ne; € ) (con irmed/approve w1t4 or without modi 1cat10n)
fo rm a t Of WO rk'i n g Last meeting minutes is read by

Mr.
Pa pe r > Member Secretary ﬁ

Agenda-2: Review on the progress of the last meeting decision§land take decisions for next activities

o ° Decision /recommendation of | Progress of last meeting Further decision or Responsible Implementing
fO r f] l l] n g O u t t h e last meeting decision/recommendation recommendation person/group/ officer timeline/ due date
1 2 3 4 5

spaces -

Agenda-3: Discussionfndl decision on pre-selected issues in the light of objective and TOR of the Committee

L]
e n C lo Se d W] t h Pre-selected agenda Discussion Decision/ Responsible person/group / Implementing timeline/due

recommendation officer date

green Top%c—l. 1 : : 1 >

L]
d Agenda-4: Miscellaneous /other issues (if any)
Sq u a reS ) aCCO r ] n g Issue/agenda from Discussion Decision/ Responsible person/group / Implementing timeline/due
t O t h e members recommendation officer date
1 2 3 4 5

Topic 1.

diSCUSSion. Topic 2.

Signature of Chairperson:

<

Name: ... Date: ...




Exercise

Discussion and group work:

OoWhich parts of meeting minutes are
necessary to be improved ?

O How do you improve the inadequate
parts of meeting minutes?




6. Decision-making Process of Paurashavas




Flow of decision-making

Urban Standing (4)
Citizens Committees
/(7
I( ) T (3) v (5
1 2 4
WC (1) WCs (2) TLCC (4) . Paurashe_ava
Members Council
7y
1(1)/(7) T (6) by the Mayor
Community (6) through respective Councilors
Groups




Flow of decision-making (1)

Decisions at Paurashavas are made following
certain sequences:

Needs of Ward-level residents are identified
and forwarded to other committees. These
needs are finally approved by the Parishad and
decisions are disseminated to Ward-level
residents following the previous flow chart.




Flow of decision-making (2)

Ward Committee:

Needs and demands of residents are identified and
prioritized within the overall context of the Ward.

Town Level Coordination Committee:

Needs and demands of different Wards are combined
and scrutinized within the overall context of the
Paurashava. TLCC provides recommendations on the
demands forwarded by the WCs.




Flow of decision-making (3)

Standing Committees:

SCs further examines the recommendations on
specific demands forwarded by the TLCC.

Purashava Parishad:

The Parishad approves the demands, if they are
appropriate, and the means to achieve them
(solutions).




Q&A
Thank you for your
Kind attention.
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1. Introduction

1.1. Budget formulation, execution and monitoring

Budget is the statement of the financial planning of any organization, where the
probable planned scenario of the income and expenditure of any organization of a
certain time is reflected’.

Budget is also a financial regulatory system, and outline of the future programs. This is
the procedure of making plan for the next year and performs the activities, based on
the experience of the last year. The progress, proper management, initiatives of
development plan, and implementation of development activities of the paurashava, all
depends on the proper budget preparation?.

Paurashava, as local government institution, operates under its specific acts, rules,
instructions and applicable policy provided by the Government of Bangladesh,
ministries, department and agencies. The main objective of the Paurashava is to serve
the people living in its operating area. The people/citizens who get municipal services
are considered customers cum owners as they receive services against their taxes and
intellectual support to planning, implementation and monitoring of municipal services.

To ensure transparency, accountability and better utilization of local resources for
providing desired level of municipal services to the people, and the development of
infrastructure facilities, annual Budget Formulation through participation of local people
and civil society members is highly required.

1.2. Objective of the Operational Handbook on Paurashava Budget
formulation, execution and monitoring

The annual budget formulation, execution and monitoring of progress of municipal

services and facilities provided by the paurashava is one of the most critical and

difficult tasks as the paurashava management (elected representatives and concerned

paurashava staff) is fully accountable to the people.

' Source: Paurashava training Guideline: Paurashava Accounting and Financial Management, National
Institution for Local Government (NILG)

2 paurashava training Guideline: Paurashava Accounting and Financial Management, National Institution
for Local Government (NILG)



In addition to compliance of Acts, Rules, Instructions/circular of Government, people
awareness for motivation of tax payment as well as need based service planning on
priority basis is also most important task to the municipal authority.

The objective of the current handbook is to improve knowledge and skills of
paurashava staff and concerned elected representatives for exercising legal
instruments such as acts, rules and Instructions provided by the Government of
Bangladesh (ministries, departments, and agencies) for budget formulation, execution

and monitoring.

2. Legal background

Applicable rules and regulations for Paurashava Budget Formulation, Execution and
Monitoring are as follows;

¢ Paurashava Budget (preparation and approval) Rules, 1999

¢ Local Government (Paurashava) Act, 2009

e Paurashava Model Tax schedule, 2014

¢ Bengal Municipal Account Rules, 1935

These are explained and referred in the following sections.



3. Budget formulation process
3.1. Overview of process of budget formulation

This section explains the overview of budget formulation process at paurashavas.
The fiscal year of paurashava budget starts in 1% July and ends in 30" June.
Paurashavas start executing approved budget from 1% July and then monitor the

budget execution progress until the end of the fiscal year.

Before the current fiscal year ends, paurashavas, in collaborations and consultations
with TLC (Town Level Committee) (Town Level Committee) and citizens, formulate

budget for the next fiscal year.

Budget formulation and execution process is depicted as follows;

By the end of
March

(1) Paurashavas start preparing
budget formulation

¥

April - May

(2) Budget is discussed in TLC
meetings and comments by
citizens are reflected

¥

By the end of
May

(3) Budget is approved by a special
meeting

(4) Budget is sent to LGD by the end
of May.

¥

June

(5) Budget is announced to public
through an open budget meeting.

(6) Budget is sanctioned by the end
of June.

¥

1July

(7) Paurashavas start executing
budget.

¥

July — June

(8) Budget monitoring

Individual budget formulation processes are explained in the following section.




3.2. Individual process of budget formulation
(1) Paurashavas start preparing budget formulation: By the end of March

Paurashava Budget (preparation and approval) Rules, 1999 mentions that
paurashavas start preparing budget formulation before the end of March (3 months
before the end of fiscal year).

Paurashava Budget (preparation and approval) Rules,1999

6. Budget preparation system — For each Paurashava

a. Paurashava will take initiative to prepare next year’s budget before 3

months of any year ending.

b. Paurashava will take step to prepare estimate income from the tax,

rate, toll, fees, property etc. and this estimate should be prepared based on the
approved rates of the government. Thereafter, Paurashava will prepare the expenditure
estimate;

Paurashavas estimate the revenue based on the approved tax and fee rate of the
government, and then estimate expenditures. Therefore, paurashavas are not
supposed to estimate unrealistic/ excessive revenue income, which is not based on the
approved tax or fee rate. Paurashavas should also review the tax collection amounts in
the past, and then estimate the revenue income of the following year based on the
collections in the past.

An accountant and secretary of a paurashava play important role in budget formulation
process. They collect information from several sections to estimate revenue and
expenditure of the next fiscal year and formulate initial draft budget.

The main formats in budget are Form Ka and Form Kha, which are supposed to be
submitted to LGD in the budget formulation process.

Paurashava Budget (preparation and approval) Rules,1999

4. Budged preparation: (1) All Paurashavas before started of financial year
will prepare budget element in FORM Ka and Budget in FORM Kha for each
year and submits the copy to the Prescribed Authority;

Budget formats are explained in the chapter 4 name Overview of Budget Document
of this operational handbook.




(2) Budget is discussed in TLC meetings and comments by citizens are
reflected: April — May

As in the Article 92 (2) of Local government (Paurashava) Act, 2009, Paurashavas
need to take comments from citizens and reflect them to the proposed budget.

The Local Government (Paurashava) Act, 2009

Article-92(2): The Paurashava will approve the proposed budget before 30
days starting of the concerned financial year considering public comments
and advices given to the budget and will submit it to the Divisional
Commissioner or to any authority assigned by the government.

Then paurashavas organizes TLC meetings in April — May (most preferably in April) to
have comments on budget proposals by citizens. The member of the TLC is supposed
to be smaller than 50, as stipulated in Article 115 of Paurashava Act 2009. The TLC
meeting then makes comments on draft budget especially on tax assessment, tax
collection, development projects and other issues.

Please see the Annex: 4 for an example of a meeting minutes of a TLC meeting of
this operational handbook.

(3) Budget is approved by a special meeting: April — May, by the end of May

The proposed budget is supposed to be approved within three month before the end of
fiscal year (during 1% April and 30" June), according to Article 7 of Paurashava
Budget (preparation and approval) Rules, 1999.

At the same time, a paurashava needs to submit a draft budget to the prescribed
authority (Local Government Division) 30 days before the end of fiscal year (31%' May),
as stipulated in Article 92 (2) of Local Government (Paurashava) Act, 2009.

Considering these articles, a paurashava is supposed approve draft budget before the
end of May before the paurashava send its budget to Local Government Division.




Paurashava Budget (preparation and approval) Rules, 1999

7. Budget Approval: Paurashava in their special meeting will consider and
approve the next financial year’s proposed budget within 3 months before
the ending of current financial year;

Local Government (Paurashava) Act, 2009

Article-92(2): The Paurashava will approve the proposed budget before 30
days starting of the concerned financial year considering public comments
and advices given to the budget and will submit it to the Divisional
Commissioner or to any authority assigned by the government.

(4) Budget is sent to LGD: by the end of May

After the draft budget is approved by the special meeting of a paurashava, it is send to
a division commissioner or LGD, by the end of May (30 days before the starting of the
concerned fiscal year), as described in Article 92 (2) of Local Government
(Paurashava) Act, 2009.

The budget document is prepared using Form Ka and Kha of Paurashava Budget
(preparation and approval) Rules, 1999. They are also explained in “4. Overview of
Budget Document” of this operational handbook.

Paurashava Budget (preparation and approval) Rules,1999

4. Budged preparation: (1) All Paurashavas before started of financial
year will prepare budget element in FORM Ka and Budget in Form Kha
for each year and submits the copy to the Prescribed Authority;

It is observed that many small paurashavas tend to change the format of Form Ka and
Form Kha. However, paurashavas are not supposed to make modifications to these
formats.

(5) Budget is announced to public through an open budget meeting: June

After the budget is approved by a special meeting in paurashava, it is announced to
public, in many cases through “open budget meetings”, inviting citizens and explains
the major points of the budget.




(6) Sanction of proposed budget

A division commissioner and Local government division (LGD) is supposed to modify
the budget submitted by paurashavas, and the modified budget is deemed sanctioned.
If a division commissioner and Local Government Division do not modify proposed
budgets in thirty days, then the proposed budget is also deemed sanctioned.

Local Government (Paurashava) Act, 2009

92. Budget:

(4) Within thirty days of the receipt of the copy of a budget under sub-
section (1), the Government may modify it by order and this modified
budget shall be deemed as the sanctioned budget of the Municipality.

(7) Paurashavas start executing budget: 1% July
After the new fiscal year started in 1% July, a paurashava starts executing the budget of
the new fiscal year.

Before staring executing budget for the new fiscal year, paurashavas need to prepare
new cashbooks and registers.

At the same time, paurashavas stop using the old cashbooks and registers of the
previous fiscal year. Paurashavas then close the cashbook of the previous fiscal year
and transfer the closing balance to the cashbook of the new fiscal year as opening
balance. Paurashavas also need to reconcile the budget execution of the previous
fiscal year to prepare their annual statement.

See “Handbook on Paurashava Accounting and Budget Execution” to know how to
close and reconcile cashbook.

(8) Budget execution and monitoring: During the fiscal year

During the fiscal year, paurashavas need to record the budget execution (income and
expenditure) and monitor the progress of budget execution. The rules in budget
execution are explained in “5. Budget formulation, execution and monitoring” of the
current handbook.

A paurashava monitor the budget execution every month and every quarter, producing
“Quarterly and Annual Account of Receipts and Payments”, and examine if the




expenditure of each budget item is within the approved budget amount. It is also
important to monitor the progress of tax collection and make sure that the paurashava
achieves target revenue amount. The paurashava also produce an annual statement at
the end of each fiscal year and publish it.

Budget monitoring is basically under the responsibility of Account and Audit standing
committee, which is composed of a mayor and four councillors, as explained in the

circular below;

The formation of Account and Audit related standing committee will be as follows:

Sl. No. Name Designation Position in the
Committee
01 Councillor (General/Reserve), Ward No. President
02 Mayor, by virtue of position Member
03 Councillor (General/Reserve), Ward No. Member
04 Councillor (General/Reserve), Ward No. Member
05 Councillor (General/Reserve), Ward No. Member

Circular on Formation of Municipal Standing Committee & sending a copy of sub
rules regarding activities of committee, dated 02.01.2013

c. Accounting and Audit related Committee

Activities of Committee:

1. Assisting all in proper maintenance of all accounts

2. Regular inspection of collection and reserve

3. Ensuring that all activities of municipal are run as per government guidelines

4. Assisting all in publishing all accounts in public to ensure transparency and
accountability

5. Audit the accounts annually and present the report on Paura Parshid meeting

6. Formulating plans for overall computerization of accounts department and assisting
in implementation

7. Internal audit after periodic interval

8. If there is computer software for accounts, then continuing use

9. Committee can co-opt the District or Upazila accounts officer as an expert member
10. Others related activities

During the fiscal year, many paurashavas decide which project to implement. Projects
implemented during the fiscal year in a paurashava are discussed and determined




during the fiscal year, after the end of 1% Quarter (30 September) when paurashava
receive the first instalment of the ADP budget.

When determining project, paurashavas are encouraged to organize WLCC meeting to
discuss the priorities of proposed projects. Projects should be discussed in TLC
meeting again to decide which projects to be implemented.

When discussing which projects to be implemented, paurashavas need to pay
attentions to ADP guidelines, as specified in Paurashava Budget (preparation and
approval) Rules, 1999.

Paurashava Budget (preparation and approval) Rules,1999

6.Budget preparation system — For each Paurashava

d. In case of Annual Development Grants expenditure, need to follow the
circular of government time to time.

The current ADP guideline is “Guideline Regarding undertaking and implementation of
development project by Paurashava” issued in 2001. This guideline specifies the
proportion of development budget allocation to sectors (e.g. health, water or market

construction), as follows;

Guideline Regarding undertaking and implementation of development project by
Paurashava And Paurashava (Treaty) Ordinances, 2001

1. Under annual development program, only the following sector projects

will receive sanction from development aid fund:

a. Public Health (5-15% of total allocation)

b. Drinking water and sewerage

c. Construction and maintenance of market and bus-terminal (10-15% of total budget)
d. Development of roads (20-45% of total budget)

e. Lighting of roads (5-10%)

f. Auditorium/ Community centre and park construction and forestation (5-10%)

g. Construction and maintenance of Paurashava building

When new guidelines are issued, paurashava need to pay attentions to them and

follow.




4. Overview of Budget Document
4.1. Formats of Budget Document
Formats of budget documents are specified in Paurashava Budget (preparation and

approval) Rules, 1999. The main formats in budget are Form Ka and Form Kha, which
are supposed to be submitted to Local Government Division.

Paurashava Budget (preparation and approval) Rules,1999
3. Budged preparation: (1) All Paurashavas before started of financial
year will prepare budget element in FORM Ka and Budget in Form Kha
for each year and submits the copy to the Prescribed Authority;

Form Ka is the summary of a paurashava budget, which summarizes the income and
expenditure of (i) Revenue budget, (ii) Development budget and (iii) Capital budget,
and Form Kha shows the details of each budget.

Form Ka is most useful to understand the overall picture of the budget of a paurashava.
As mentioned above, the revenue surplus (Revenue income — Revenue expenditure) is
supposed to be transferred to development budget, and spent for infrastructure
development. It is therefore recommended that paurashava monitor the progress of
income and expenditure every month to examine how much can be transferred from
Revenue budget to Development budget.

10




Form Ka

Section-3)
Description Actual of Current year Budget of
previous year Budget or upcoming year
Current Year
Revised
budget

(A) Revenue account
Income from part-1

Income from part-2

Total income:

Less: Revenue expenditure
Part-1

Part-2

Total expenditure:

Grand Total revenue surplus

(B) Development account
Government Donation
Revenue surplus

Others

Total :

Less: Development expenditure
Total budget surplus/shortage
Add: Opening balance

Closing balance:

(C) Capital account

Total income :

Total expenditure :

Closing balance regarding capital
account:

Form Kha shows the details of what was summarized in Form Ka for (i) Revenue
budget, (ii) Development budget and (iii) Capital budget.

Formats of Kha (a) Part-1and Part-2, Form Kha (b) and Form Kha (c) are as follows>;

% Please note that this is a simplified format. See Annex 1 for the full format with detailed
budget items.

11




Form Kha
(Section-3)
Paurashva’s Budget

(a) Revenue Account

Part-1
Income Expenditure
Head of Income Actual of Current Budget | Head of Expenditure | Actual of | Current Budget
Previous Year of Previous Year of
Year Budget | Upcomin Year Budget Upcomi
or g year or ng year
Revised Revised
Budget Budget
Taxes General
Establishment
Tax on holding and Education Expenses
land
Sub-Total Sub-Total
Part-2
Income Expenditure
Head of Income Actual of Current | Budget of Head of Actual of | Current | Budget of
Previous Year Upcoming Expenditure Previous Year Upcoming
Year Budget year Year Budget year
or or
Revised Revised
Budget Budget

Water Tax

Connection Fees

Salary and
allowances of water
section employees
Electricity bill-for
water supply

bépreciation Fund

Sub-Total Sub-Total
Total Income Total Expenditure
(Part 1+2) (Part 1+2)

Transfer to
Development
account
(Part 1+2)
Opening balance Closing balance
(Part 1+2) (Part 1+2)
Grand Total Grand Total

12




(b) Development Account

Income Expenditure
Head of Income Actual of | Current | Budget of Head of Actual of | Current | Budget of
Previous Year Upcoming Expenditure Previous Year Upcoming
Year Budget year Year Budget year
or or
Revised Revised
Budget Budget
Government Aid Infrastructure:
Road construction
Road maintenance
Bridge culvert
construction
Revenue Surplus Hat/Bazar(Market)
Development
Part-1 Bus Terminal
Development
Part-2 Bus Terminal
Maintenance
Donation
Others
Opening Balance Closing Balance
Total Total
(c) Capital Account
Income Expenditure
Head of Income Actual of | Current | Budget of Head of Actual of | Current | Budget of
Previous Year Upcoming Expenditure Previous Year Upcoming
Year Budget year Year Budget year
or or
Revised Revised
Budget Budget

Loan received

Loan repayment

Loan refund

Loan payment

Received from
Investment

Miscellaneous

Total Receipts

Total Expenditure

Opening balance

Closing balance

Total

Total

In addition, there are some more budget formats as follows (See Annex 1);

- Form Ga: a list of regular officer and staff including name, designation, salary, salary

scale and their bonus and required amount

- Form Gha: a list of contractual staff and their related information, and

- Form Uma: Particulars of the fund received by the Government for any special project

13




Form No Name of the form Rule no.
Form Ka Component of budget Rule- 3
Form Kha(a) Revenue accounts (Part- 1) Rule- 3
Form Kha(a) Revenue accounts (Part-2) Rule- 3
Form Kha(b) Development Accounts Rule- 3
Form Kha(c) Capital Accounts Rule- 3
Form Ga Particulars of the regular officer/ Rule- 5
staffs
Form Gha Particulars of the contract based Rule- 5
staffs
Form Umo Particulars of the fund received by Rule- 5
the Government for any special
project

See Annex 1 for each format. The rules are those of Paurashava Budget
(preparation and approval) Rules, 1999.

14



4.2. Accounts of budget document

A budget document of a paurashava is composed of three budgets, namely i) Revenue
budget, ii) Development budget and iii) Capital budget, as specified in Article 6 of
Paurashava Budget(preparation and approval) Rules, 1999.

Revenue budget:

Revenue budget is the budget prepared from their own fund to meet up their regular
expenditures.

Income of the revenue budget is mainly tax revenue (e.g. holding tax), land transfers,
fees (e.g. business license and other fees). Revenue from water connection fees is
also included in this.

Expenditures of the revenue budget include establishment expenses, education and
health and sanitation expenses and salary and allowances of water supply section, etc.

Establishment expenses, including honorarium of Mayor and Councillors, and salary of
employees excluding water supply section, vehicle expenses, telephone bill and
electricity bill, cannot be more than 50% of revenue income, as specified in
Paurashava Budget (preparation and approval) Rules, 1999.

The revenue surplus (revenue income — revenue expenditure) is transferred to
development budget.

Development budget:

Development budget is the budget prepared to initiate development activities with the
fund provided by the government, development partners and others.

Revenue surplus transferred from revenue budget is also a part of the income of
development budget.

Capital budget:
Capital budget represents the income and expenditure transactions which are given

below:

15



Income*:

>

>
>
>
>

Loan received by the paurashava;

Collection of loan provided by the paurashava;

Income from the investment and securities;

Fund transferred to the gratuity fund of the officer and staffs of the paurashava
Fund transferred by the paurashava in depreciation fund

Expenditures:

>

>
>
>
>

Repayment of loan by the paurashava;

Loan paid (disburse) by the paurashava;

Purchase of securities and other investment;

Any expenditures from depreciation fund;

Real expenditure for the gratuity of the officer and staffs of the paurashava.

The summary of the budget of three accounts is indicated in Form Ka of Paurashava

Budget (preparation and approval) Rules, 1999. This format is most useful when

looking at the overview of the budget of a paurashava.

Form Ka of Paurashava Budget (preparation and approval) Rules, 1999 is as show in

the following table;

* Source: Article 3(2)(c)6 of Paurashava Budget (preparation and approval) Rules,1999

16



Form Ka

Section-3)
Description Actual of Current Year Budget of
previous year Budget or upcoming year
Current Year
Revised
budget

(A) Revenue account
Income from part-1

Income from part-2

Total income

Less: Revenue expenditure
Part-1

Part-2

Total expenditure :

Total revenue surplus :

(B) Development account
Government aid

Revenue surplus

Others

Total :

Less: Development expenditure
Total Budget surplus/shortage
Add: Opening balance

Closing balance:

(C) Capital account

Total income :

Total expenditure :

Closing balance regarding capital
account:

The three accounts, (a)Revenue account, (b)Development account, and (c) Capital
account are interrelated, as follows;
(i) Transfer from Revenue account to Development account
The revenue surplus (revenue income — revenue expenditure) is transferred from
(a) Revenue account to (b) Development account.
(ii) Transfer from Revenue account to Capital Account
> When a paurashava is repaying debts, the funds for repayments would be
transferred from Revenue account to capital account. Repayments of debts are
made as capital expenditure.
> When a paurashava saves some amount for the gratuity for officials and staffs, the
paurashava transfers the amount from (a) Revenue account Part-1to (c) Capital
account, and keeps it in gratuity fund.

» A paurahsva which provide water supply services are supposed to keep 2.5% of
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water fee revenue into a separate account (Depreciation fund). This is also
regarded as a transfer from Revenue account Part-2 (water section) to Capital

account.
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Relationship among three accounts in Form Ka

(a) Revenue account

Revenue income

Income from part-1

Revenue from Tax, rate and fee

Income from part-2

Revenue from water tariff and connection

Total income :

Total revenue income (of Part-1and 2)

Less: Revenue
expenditure
. Expenditure for establishment, education, health
Part-1: -
and sanitation etc.
Part-2: Expenditure for salary and allowance of water

supply department etc.

Total expenditure :

Total revenue expenditure (of Part-1and 2)

(b) Development
account

. =[Total revenue income] - [Total revenue
Total revenue surplus : .
expenditure]
I(i)Transfer from (a) Revenue

account to

(b)

Development

Government aid

Revenue surplus

ll>
Others
Total:
Less: . Development Total development expenditure (of all projects)
expenditure
Total Budget surplus/ | =[Total development income] — [Development
shortage expenditure]
Add: Opening balance Opening balance of Revenue account and
Development account
. . Closing balance of Revenue account and
Closing balance:
Development account
T¥s.-Capital account
== | Total income :

Total expenditure :

\\

(i) Transfer from (a) Revenue

Closing balance of

capital account :

| account to (c) capital account
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An example of Form Ka is as follows®:

Example of Form Ka

Particulars Budget for next year-TK.

A. Revenue account
Income from Part-1 1,250,000
Income from Part-2 800,000
Total Income : 2,050,000
Less: Revenue Expenditure

[ Part-1" " 750,000

| Part-2 | 626,000
Total Expenditure : 1,376,000
Total revenue surplus : 674,000 |
B. Development account
Government Grant 1,000,000 1
Revenue surplus ‘674,000 -
Others -
Total : 1,674,000
Less: Development expenditure 1,520,000
Total Budget surplus/shortage 154,000
Add: Opening balance 36,000
Closing balance : 190,000

»| C. Capital account |

‘Totalincome: 50,000
Total expenditure : 40,000
Closing balance of capital account : 10,000

In this example, [Total (Revenue) income] is TK. 2,050, 000, and [Total (Revenue)

expenditure] is TK. 1,376,000, then [Total revenue surplus] is TK. 674,000.
Naturally, the revenue surplus is calculated as follows;

[Revenue income] — [Revenue expenditure] = [Revenue surplus]

[Revenue surplus] is then transferred to development account. In other words, if a

paurashava increase revenue surplus, it can increase its development expenditure.

As specified in Article 11 of Paurashava Budget (preparation and approval) Rules,
1999, paurashavas cannot spend more than 50% of collected revenue income for

® Please note that this table is showing the sample of one year (budget for next year).
However, Form Ka has to show three year budget (i) Actual budget of previous year, (ii)

Revised budget of current year, (iii) Budget for next year.
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establishment. Therefore, paurashavas basically need to generate revenue surplus
more than 50% of revenue account and transfer it to development account.

In this example, [Government grant] is TK. 1,000,000, and [Replacement of revenue
surplus], which is the revenue surplus transferred to development account is TK.
674,000, and thus the total development income is TK. 1,674,000. As [Development
expenditure] is TK. 1,520,000, [Total surplus or shortage] is TK. 154,000.

Total surplus is calculated as follows;

[Development income (including revenue surplus] - [Development expenditure]
= [Total surplus]

This is called as [Total surplus], as this is including the surplus of both revenue account
and development account.

[Closing balance] is then calculated from [Total surplus] and [Opening balance].
[Opening balance] is the balance of all account (revenue account and development
account) at the beginning of the fiscal year, and [Closing balance] is the balance of all
accounts at the end of the fiscal year.

Adding [Total surplus] (total income minus total expenditure) to [Opening balance],
[Closing balance] is obtained. This is described as follows;

Total surplus

+ Opening balance (Total of revenue account and development
account)

= Closing balance (Total of revenue account and development
account)

Opening balance is the summation of the opening balance of 3 accounts (Revenue
account Part- 1, Revenue account Part-2 and Development Account) as shown below;

Account Opening balance

TK.
Revenue account Part- 1 10,000
Revenue account Part-2 6,000
Development account 20,000
Total Opening balance 36,000
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In this example, [Total surplus] is TK. 154,000 and [Opening balance] is TK. 36,000.
Then, [Closing balance] will be TK. 190,000.

Closing balance calculated above will be the same as the summation of the closing
balance of 3 accounts (Revenue account Part- 1, Revenue account Part-2 and
Development account).

In this example, the summation of the closing balance of 3 accounts are as shown in
the following table. This is same as the closing balance calculated from total surplus
and opening balance.

Account Closing balance
TK.
Revenue account Part-1 50,000
Revenue account Part-2 30,000
Development account 110,000
Total Closing balance 190,000

Please note that calculation of revenue surplus without consider opening and closing
balances of revenue part-1 and 2; so the actual transfer from revenue account to
development account is not always same as the revenue surplus indicated in Form Ka

(which is transferred from Revenue account to Development account). Therefore, there
are some technical discrepancies between the actual transfers and the calculated
transfers in Form Ka. Please see Annex 2 for more details.
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4.3 Relationship between Form Ka and Form Kha

4.3.1 Form Kha of Paurashava Budget (preparation and approval) Rules,

1999

Form Kha of Paurashava Budget (preparation and approval) Rules, 1999 shows the

details of what were summarized in Form Ka for (a) revenue account, (b) development

account and (c) capital account.

There are three formats for Form Kha as follows;

Formats of Form Kha

Format

Relevant account

Form Kha (a)

Revenue account Part-1

Revenue account Part-2

Form Kha (b)

Development account

Form Kha (c)

Capital account

The format of Form Kha (b), which is for the development account, is as follows;

Form Kha
(Section-3)

Paurashva’s Budget

(b) Development account

Income Expenditure
Head of Income Actual of Budget or Budget of Head of Expenditure Actual of Budget or Budgef
Previous Year| Revised Upcoming Previous Year| Revised Upcom
Budget of year Budget of yeal
Current Year Current Year
Government aid Infrastructure:
Road construction
Road maintenance
Bridge culvert construction
Revenue Surplus Hat/Bazar(Market) Development
Part-1 Bus Terminal Development
Part-2 Bus Terminal Maintenance
Donation
Others

Opening Balance

Closing Balance

Total

Total

The left side of Form Kha shows income, while the right side shows is expenditure. At

the same time, Form Kha shows opening balance on the left, and closing balance on
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the right. The relationship among [Income] [Expenditure] [Opening balance] and
[Closing balance] can be described as in the following table.

Relationship among income, expenditure, opening balance and closing balance
[Income] 1,000 | [Expenditure] 950

[Opening balance] 100 | [Closing balance] 150

Total 1,100 | Total 1,100

[Opening balance] for example of Development account is the balance of bank
account for development account at the beginning of the fiscal year. Similarly, [Closing
balance] is the balance at the end of fiscal year.

Suppose the opening balance of development account of a paurashava is TK. 100, the
paurashava received income TK. 1,000 and then spent TK. 950 in this fiscal year.
Then, the remaining amount in the account at the end of fiscal year will be TK. 150.
This can be described as follows;

[Opening balance: TK. 100] + [Income: TK. 1,000] — [Expenditure: TK. 950] =
[Closing balance: TK. 150]

This is then transformed as follows;

[Opening balance: TK. 100] + [Income: TK. 1,000] = [Expenditure: TK. 950] +
[Closing balance: TK. 150]

Then, the left side and right side of Form Kha should always show the same figures.
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4.3.2 Relation between Form Ka and Form Kha

In this section, the relationship between Form Ka and Form Kha is explained. There
are three kinds of Form Kha corresponding to account namely;

- Form Kha (a) for Revenue account Part-1 and Revenue account Part-2

- Form Kha (b) for Development account

- Form Kha (c) for Capital account
The details are described in Form Kha, and Form Ka shows the summary of Form Kha.
In the actual practice, paurasavas prepare Form Kha and then input the summary of

Form Kha into Form Ka.

The relationship between Form Ka and Form Kha is depicted as in the following chart.

Relationship between Form Ka and Form Kha

Particulars Budget for
next year
A. Revenue account Form Kha (a) Part-1
Income from Part-1 1,250,000 a0 Income: 1,250,000
Income from Part-2 800,000 .
Total Income 2,050,000 Expenditure: 750,000
Less: Revenue Expenditure
Part-1 750,000 Form Kha (a) Part-2
Part-2 626,000 Income: 800,000
Total Expenditure 1,376,000 (2) ,
Total revenue surplus  |...... 674,000 Expenditure: 626,000
B. Development account
Government Grant { 1,000,000 Form Kha (b)
Replacement of revenue i...p 674,000 (3)
Income
surplus
Others - - Government Grant:
Total 1,674,000 1,000,000
Less: Development 1,520,000
expenditure
Total surplus or shortage 154,000
Opening balance 36,000
Closing balance 190,000
(4) Form Kha (c)
C. Capital account Income 50 000
Total income 50,000 47 ’
Total expenditure 40,000 Expenditure 40,000
Closing balance of capital 10,000
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The following section describes the relationship between Form Ka and Form Kha for
(1) Revenue account Part- 1, (2) Revenue account Part-2, (3) Development account
and (4) Capital account.

(1) The relationship between Form Ka and Form Kha (a) Part- 1: Revenue
account Part- 1

As mentioned above, the details of Revenue account Part-1 in Form Ka is described in

Form Kha (a) Part- 1. The relationship between Form Ka and Form Kha (a) Part-1 for
Revenue account Part-1 is as follows;
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Form Ka (Extracted)

Particulars Budget for next year-TK. .
FY-2013-2014

A. Revenue account
INncome from Part-] g -rrrerremmmsmmees frrmmss e *(1,250.000]
Income from Part-2 800,000
Total Income 2,050,000
Less: Revenue Expenditure
Part-1 : 750;000
Part-2 626,000
Total Expenditure : 1,376,000
Total revenue surplus : 674,000

FormgKha(a): Revenue Account Part- 1

Head of Income Budget for Next Head of Expenditure Budget for Next
year : year
FY: 2013-20114 FY:2013-2014
Taxes 6(1_0,000 General Establishment
: Honorarium for Mayor and 200,000
: Councillors
Rate 4Q0,000 Salary and allowances of 400,000
: employees (other than water
section)
Transfer to Gratuity fund (Capital 10,000
: account)
Fees 180,000 | Sub-Total 610,000
Education Expenses 50,000
Health and Sanitation 80,000
Tax collection expenditure 10,000
Others —330,000,
Sub- Total | 1,250,000]| Sub-Total [ 750,000
«
Transfer to Development 460,000
account
Opening balance 10,000 | Closing balance 50,000
Total 1,260,000 | Total 1,260,000

Total income
of Revenue
account Part-1

Total

Revenue

expenditure of
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Income of Revenue account Part- 1

Income of Revenue account Part-1 is indicated on the left side of Form Kha (a) Part- 1.
The income of Revenue account Part-1 comes from various sources such as holding
tax, tax on ftransfer of immovable property, tax on building construction and
reconstruction, conservancy rate, lighting rate, license fee, paura market fee, others.

In this example, the total income of Revenue account Part-1, which is then input into
Form Ka is TK. 1,250,000. Please be noted that this does not include the amount of

opening balance.

As the opening balance of Revenue account Part-1 is TK. 10,000, the total of left side
is TK. 1,260,000.

Expenditure of Revenue account Part- 1

Expenditure of Revenue account Part-1 is indicated on the right side of Form Kha (a)
Part-1. The expenditure from Revenue account Part-1 includes honorarium of
Paurashava Mayor and Councillors, salary of staff (other than water section), transfer
to gratuity fund, education expenditure, health and sewerage system, tax collection
expenses.

In this example, the total expenditure of Revenue account Part- 1, which is then input
into Form Ka, is TK. 750,000. This does not include the transfer to the
development account and closing balance either.

The transfer to the development account from revenue account Part-1 to is TK.
460,000 and thus the closing balance will be TK. 50,000. This can be summarized as

follows;

Income TK. 1,250,000 + Opening balance TK. 10,000
= Expenditure TK. 750,000 + Transfer to Development account TK. 460,000 + Closing
balance TK. 50,000

Please note that [Transfer to Development account] indicated in Form Kha (a) Part-1 is
the “actual” transfer from Revenue account Part-1 to Development account. This might
not always same as the revenue surplus which is supposed to be transferred to
development account in Form Ka (Please also see Annex 2 for more details).
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(2) The relationship between Form Ka and Form Kha (a) Part-2 ( Revenue

account Part-2)

Part 1 and Part
2

expenditure of
Part 1 and Part

29

Similarly, the relationship between Form Ka and Form Kha (a) Part-1 for Revenue
account Part-2 is described as follows;
Form Ka (Extracted)
Particulars Budget for next year-TK. .
FY-2013-14
A. Revenue account
Income from Part-1 1,250,000
Income from Part-2 e S 800,000
Total Income : 2,050,000
Less: Revenue Expendlture
Part-1 750,000
Part-2 626,000 je
Total Expenditure 1,376,000
Total revenue surplus 674,000
Form Kha (a): I-:{evenue Account Part-2 (Water section)
Head of Income Budget for:Next Head of Expenditure Budget for
year : Next year
FY: 2013:14 FY: 2013-14
Water tax 625,000 | Salary and allowances of water 360,000
: section employees
Connection Fees 100,000 | Electricity for water supply 160,000
Reconnection Fees 59,000 | Water line connection expenses 50,000
Sur charge 10,000 | Pump House Repair and 25,000
: maintenance
Sale of Form 5,000 | Stationary 11,000
Others 10,000 | Postage and telephone 0
: Transfer to Depreciation Fund 20,000
: (Capital account)
Sub-Total 800,000 | Sub-Total 626.000
| J | J
| . | ......... v Transfer to Development .............. 150,000
Total income of Part 2 . | account ™
; S
@Mﬂ%’w—a”—l 6,000 | Closing balance 30,000
Total 806,000 | Total 806,000
Total.lncome (142) . eeeulerenrenne 2050000, |.Total Expenditure. {1H2) . .eerenrenrenseduensens 1,376.000.,
Opening balance [ J| Total transfer to development fund 610,000 |*
{1+2)=(10,000+6,000) | .- 16,000 | Total closing - 80,000
: balance(1+2)(30,000+50 OOQ)
Total 2,066,000 Total .-~ 2,066,000
Total income of Total This part shows

the total of Part
1 and Part 2.




Income of Revenue account Part-2 (Water section)

Income of Revenue account Part-2 is indicated on the left side of Form Kha (a) Part-2.
The income of Revenue account Part-2 comes from various sources such as water rate,
connection fees, re-connection fees, surcharge and others.

In this example, the total income of Revenue account Part-2, which does not include
the opening balance, is TK. 800,000. This is then input into Form Ka.

As the opening balance of Revenue account Part-2 is TK. 6,000, the total income of
Revenue account including opening balance will be TK. 806,000.
Expenditure of Revenue account Part-2 (Water section)

Expenditure of Revenue account Part-2 is indicated on the right side of Form Kha (a)
Part-2. The expenditures from Revenue account Part-2 include salary expenditure of
water section staff, electricity bill (water supply purpose), pipe line connection
expenses, and pump house repairs expenditure.

In this example, the total expenditure of Revenue account Part-2, which does not
include the closing balance and transfer to development account amount is TK.
626,000. This is the input into Form Ka.

The transfer to the development account from revenue account Part-2 to is TK.
150,000 and thus the closing balance will be TK. . 30,000. This can be summarized as

follows;

Income TK. 800,000 + Opening balance TK. 6,000
= Expenditure TK. 626,000 + Transfer to Development account TK. 150,000 + Closing
balance TK. 30,000

Summary of Income and expenditure of Revenue account Part-1and Part-2

The bottom of Form Kha (a) Part-2 shows the summary of income and expenditure of
Revenue account Part-1and Part-2.

The left side shows the revenue income (of Part-1 and Part 2) and opening balance.

The right side shows the revenue expenditure (of Part-1 and Part-2), transfer to
development account, and closing balance.
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For example, the total revenue income of Part-1 is TK. 1,250,000 and the revenue

income of Part- 2 is TK. . 800,000, then the total revenue income of Part -1 and Part-2
will be TK. 2,050,000. Similarly, the total opening balance of Part-1and Part-2 is TK.
16,000, and the total of the left side (revenue income including opening balance) is TK.

2,066,000.

The right side shows total expenditure (TK. 1,376,000), transfer to development
account (TK. 610,000) and the closing balance (TK. 80,000). The total expenditure,
including the transfer to development account and the closing balance (TK. 2,066,000)

will be same as the total income including the opening balance.

[Income] 2,050,000 | [Expenditure] 1,376,00
Part- 1 1,250,000 | Part-1 0
Part-2 800,000 | Part-2 750,000
626,000
[Transfer to Development 610,000
account] 460,000
Part- 1 250,000

Part-2
[Opening balance] 16,000 | [Closing balance] 80,000
Part- 1 10,000 | Part- 1 50,000
Part-2 6,000 | Part-2 30,000
Total 2,066,000 | Total 2,066,00
0
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(3) The relationship between Form Ka and Form Kha (b): Development account

In Development account, the details of the income and expenditure indicated in Form
Ka are described in Form Kha (b). The relationship between Form Ka and Form Kha
(b) is described as follows;

Form Ka (Extracted)

Particulars Budget for next year-TK.
FY-2013-2014

A. Revenue account
Income from Part-1 1,250,000
Income from Part-2 800,000
Total Income 2,050,000
Less: Revenue Expenditure
Part-1 This goes to 750,000
Part-2 Development 626,000
Total Expenditure T 1,376,000
Total revenue surplus — § 674,000 |}—

B. Development account FY:2013-2014
Government Grant ........................................................ >( ’OOO’OOO
Replacement of revenue surplus ,| 674,000 |«
Others i / -
Total : These do not ™™ ™1 674 000
Less: Development experiditure necessarily o’ f,520,000 |«
Total surplus or shortage : eI, N 154,000
Opening balance : /7 36,000
Closing balance / 190,000
: R4
Form Kha(b): Devé€lopment account
Head of Income Budget for Niext /Head of Expenditure Budget for Next
year : . year
FY: 2013-2014 / FY: 2013-2014
Government Grant [ 1,000,000 Infrastructure construction
,* | Road 1,000,000
Revenue Surplus ¥ Bridge 300,000
From Part-1 460,000 || Culvert 100,000
From Part-2 150,000 )| Drain 100,000
Water line
Donation 0
Hat —Bazar 20,000
Others Bus Terminal
Sub-Total 1,610,000 | Sub-Total [ 1,520,000 |
Opening Balance 20,000
Closing balance 110,000
Total 1,630,000 | Total 1,630,000
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Income of Development account

The income of development account, which is represented by government grant and
transfer from Revenue account, is indicated on the left side of Form Kha (b). In this
example, Government grant is TK. 1,000,000, and this is input into Form Ka.

Replacement of revenue surplus indicated in Form Ka is TK. 674,000. This comes from

Revenue account section of Form Ka (not from Form Kha (b)). Total Revenue Surplus
calculated in Form Ka is TK. 674,000 (Total revenue income TK. 2,050,000 — Total
revenue expenditure TK. 1,376,000). As mentioned above, the actual transfer from
revenue account to development account does not always match with the revenue
surplus calculated in Form Ka (please see Annex 2 for more details).

Adding opening balance of development account (TK. 20,000) to the total development
income (TK._1,610,000), the total income including opening balance is TK. 1,630,000.

Expenditure of Development account

The expenditure of development account, which is mostly development of
infrastructures, is indicated on the right side of Form Kha (b). In this example, total
development expenditure is TK. 1,520,000. This is also input into Form Ka.

Adding closing balance of development account (TK. 110,000) to the total development
expenditure (TK._1,520,000), the total expenditure including closing balance is TK.
1,630,000.
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(4) The relationship between Form Ka and Form Kha (c): Capital account
In Capital account, the details of the income and expenditure indicated in Form Ka are
described in Form Kha (c). The relationship between Form Ka and Form Kha (c) is

described as follows;

Form Ka (Extracted)

C. Capital account FY:2013-14
Total income (|nc|ud|ng Ope,nm.g bal‘aﬁee) ................................... .>| 50’000 ]
Total expenditure (40,000 |

Closing balance of capltal 10,000

Fé)rm Kha(c): Capital account

Head of Income Budget for Next year Head of Expenditure Budget for Next year
FY: 2013-14: FY: 2013-14
Loan received : Loan refund (BMDF) 25,000
Refund of Loan : Loan disbursement 15,000
Income from various : Various Investment
Investment :
Depreciation Fund- 20,000 | Expenditure from Depreciation Fund
Part-2 :
Gratuity Fund-Part-1 19,000 | Expenditure from Gratuity Fund
Others :
Sub-Total 30,000 | Sub-Total | 40,000
Opening Balance 20,000
| Closing balance 10,000
Grand Total ( 50,000 | Grand Total 50,000

Income of Capital Account includes loan received, returned of paid disbursed loan,
income from different investment, depreciation fund, and gratuity fund.

A depreciation fund is a deposit of a paurashava for water facility maintenance.
Paurashavas are supposed to deposit 2.5% water revenue into a separate account
(Depreciation fund) in Capital account. This is regarded as a transfer from Revenue
account Part-2 (water section) to Capital account. Therefore, the receipt of depreciation
fund (TK. 20,000) should equal to the amount of transfer from Revenue account Part- 2
(water section).

Similarly, paurashavas save funds for gratuity of staffs and officials. The saving is
regarded as a transfer from Revenue account Part-1to capital account. Then, the
receipt of gratuity fund (TK. 10,000) should equal to the transfer amount from Revenue
Account Part-1(Gratuity fund transfer, under general establishment head).
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The total income of capital account including opening balance is TK. 50,000. It is the
summation of transfer amount from Revenue Part-1 as gratuity fund transfer amount
(TK. 10,000) and the transfer from Revenue account Part-2 to depreciation fund (TK.
20,000) and opening balance (TK. 20,000).

Expenditures of Capital account include loan refund, loan disbursement, investment,
expenditure from depreciation fund, gratuity expenses (refund).

Total expenditure of capital account is TK. 40,000. In this example, the capital
expenditure is loan refund (loan repayment to BMDF, TK. 25,000) and loan

disbursement (loans provided to staffs and officials) (TK. 15,000).

Adding closing balance TK. 10,000, the Grand Total is TK. 50,000.
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5. Budget execution, monitoring and reporting
5.1. Budget execution
5.1.1. Rules on budget executions

There are several rules and restrictions for budget executions which paurashavas need
to pay attentions.

Such rules are;

1) Upper limit of the establishment cost

2) Restrictions on expenditure more than approved budget and adaptations
3) Regulations on minimum closing balance

4) Regulations on increasing salary expenses of contract staffs

b~ o~~~

(1) Upper limit of the establishment cost

As specified in Article 11 (1) of Paurashava Budget (preparation and approval)
Rules, 1999, paurashavas cannot spend more than 50% of revenue income for
establishment cost.

Paurashava Budget (preparation and approval) Rules,1999
11.Expenditure restriction:

(1)The Paurashava will not expend more than 50% of collected revenue
income for establishment in the relevant financial year;

Establishment expenses showing as General Establishment expenses in the Budget
form ‘Kha’ under rule 3 of Paurashava Budget (preparation and approval) Rules,
1999.

General Establishment expenses include the following items:

a Paurashava Mayor/Councillors’ Honorarium

b Salary of Officers and Staff other than water section
C Transfer to Gratuity Fund

d Transport repairs and fuel

e Telephone

f Electricity bill

g

Contingency Expenses
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Naturally, most of the revenue income is generated from tax income, such as from
holding tax. Because paurashavas are regulated not to spend more than 50% of
revenue income to establishment expenses, paurashavas must spend more than 50%
of revenue income (tax income) for public services and infrastructure development.

If paurashavas can explain that they spend most of the tax revenue for public services
and infrastructure development through TLC or open budget meeting, the level of
satisfactions of citizens toward paurashavas would improve.

(2) Restrictions on expenditure more than approved budget and adaptations

As specified in Article 11(2) of Paurashava Budget (preparation and approval)
Rules, 1999, paurashava cannot make expenditure which is not included in the
approved budget. Paurashava cannot adapt any allocation from one head or sub-head
to another head or sub-head either, as in Article 12.

Paurashava Budget (preparation and approval) Rules,1999
11.Expenditure restriction:

(2) Paurashava cannot expend in any means excluded the approved
budget;

Paurashava Budget (preparation and approval) Rules,1999
12.Adaptation of expenditure head: Paurashava cannot adaptation any
allocation from one head or sub-head to another head or sub-head:

But to tackle any disaster or critical situation, adaptation can be made
with the prior approval of the Prescribed Authority;

The budget head and sub-head is interpreted as the budget head in Form Kha. The
budget head at the top level (e.g. 1 General establishment, 2. Educational expenses) is
regarded as budget head, and the ones at the second level (e.g. 1) Mayor or
Councillors’ honorarium, and 2) Salary and allowances of employees excluding water
supply section are as sub-head.

Therefore, it is not allowed to adapt the budget for 1) 1) Mayor or Councillor's
honorarium into 2) Salary of employees excluding water supply section, for example. It
is not allowed to adapt the budget for 1. General establishment to 2. Educational
expenses, either.
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Examples of budget head / sub-head in Form Kha

Serial no Expenditure Heads/Sub heads 4_)1 Tl Tl

1 General establishment T
1) | Mayor and Councilor’s honorarium ~

2) | Salary of employees excluding water supplﬂ Sub-head

section

2 Educational expenses

Likewise, budget allocation by annual development grants cannot be spend as revenue
expenses, as stipulated in Article 6 of Paurashava Budget (preparation and
approval) Rules,1999.

Paurashava Budget (preparation and approval) Rules,1999

6. Budget preparation system — For each Paurashava

e. Annual Development Grants will not permitted to expenditure in
revenue head;

Paurashava should be careful not to violate these rules, as the expenditure made
without following these rules would be regarded as the personal liabilities of the Mayor,
as per Article 11 (4) of Paurashava Budget (preparation and approval) Rules,1999.

Paurashava Budget (preparation and approval) Rules,1999
11.Expenditure restriction:

(4) If any expenditure made violating the rule, it will be considered as
personal liabilities of the Mayor.

These rules do not imply that paurashavas should prepare unrealistic and excessive
budget to avoid making expenditure more than approved budget. It is highly
recommended that paurashava will prepare realistic budget and monitor_the budget

executions_every _month_to_confirm_that expenditures of all budget head are not

exceeding the approved budget amount.

In case expenditure exceeds approved budget, the paurashava may consider revising
the approved budget before the end of the financial year, as specified in Article 92(5)
of Local Government (Paurashava) Act, 2009. Paurashavas should also monitor the
budget execution and examine every month if they have not spent more than approved
budget in any budget head.
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(3) Regulations on minimum closing balance

As specified in Article 13 of Paurashava Budget (preparation and approval) Rules,
1999, paurashavas need to make sure that their closing balance of revenue account
Part-1is more than the one month establishment expenses. Similarly, the closing
balance of revenue account Part-2 (water section) has to be more than the one month
salary expenditure of water section.

Paurashava Budget (preparation and approval) Rules,1999

13. Minimum closing balance: Minimum one month’s general
establishment expenditure and salary expenditure of water supply
sections need to be kept in the closing balance of revenue budged;

In order to comply with this rule, paurashavas need to estimate the one month
expenditure of establishment expenses and salary of water section officials.

Suppose the expenditure of general establishment is TK. 60,000,000, then the one
month expense will be estimated as closing balance TK. 5,000,000.

Annual general Minimum one month
establishment expenses
expenditure Minimum closing
EStathhment 5,000,000 balance of Revenue
expenses 60,000,000
Salary expenses of
water section 48,000,000 4,000,000 balance of Revenue

Minimum closing

account Part 2

Then, paurashavas monitor the closing balance of revenue account and water account,
and make sure that the closing balance is more than the minimum closing balance.
(4) Regulations on increasing salary expenses of contract staffs

As per Article 11 (3) of Paurashava Budget (preparation and approval) Rules, 1999,
increasing the salary of contract staffs cannot be made without the approval by LGD
(prescribed authority).

Paurashava Budget (preparation and approval) Rules,1999
11.Expenditure restriction:

(3) Without prior approval of the Prescribed Authority, Paurashava cannot
increase the salary of the contractual employees and prepare the budget;
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(5) Other Regulations

A purashava which provide water supply services is supposed to keep 2.5% of water
revenue into a separate account from the Revenue account Part-2. The separate
account is called as a “depreciation fund”. The amount saved in the depreciation fund
will be used for the maintenance and replacement of water supply facilities, such as
water pipes, and water pump.

Saving 2.5% of water revenue into the depreciation fund is regarded as a payment
from Revenue account Part-2 and income of Capital account. In other words, this is a
transfer from Revenue account Part-2 to Capital account.

Memo no-Paura-2/Pau:rule-2/99/192(210) dated: 6-3-2000;

Sub; Paurashava Budget (preparation and approval) Rules,1999
issue.(Paura-2 section of Local Government Division: LGD)

2 (b) 2.5% from water supply head must be kept separately as
depreciation fund.
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5.2. Monitoring of budget execution

5.2.1. Rules on monitoring of budget execution

As mentioned in “5.1.1 Rules on budget executions (2) “Restrictions on expenditure
more than approved budget and adaptations”, paurashavas cannot spend more than
approved budget of each budget head and sub-head. It is not allowed to adapt the
budget amount of a budget head or sub-head to others either.

Therefore, paurashavas need to monitor the budget execution, as per specified in The
Bengal Municipal Account Rules, 1935.

The Bengal Municipal Account Rules, 1935

247. At the close of every month, the totals under the various heads of

account recoded in the Abstract Registers shall be entered in English

(regarded as “Bengali’) by the accountant in the separate register in

Form 89 and 90 against the corresponding heads under the appropriate

month.

If it is desired to show the expenditure in greater details than according to the
prescribed budget heads, additional details heads may be inserted in the Register of
Expenditure.

The format used for monthly monitoring of income and expenditure is Form 89 and
Form 90 of Bengal Municipal Account Rules, as mentioned above. The formats are as

follows;
Form 89
(Vide rules 180 and 243)
Quarterly and Annual Account of Receipts
Head of Budget Jul Aug Sep Total 1% | ..] Total4™ | Total of the
receipt estimate as Quarter Quarter year
sanctioned
1 2 3 4 5 6 20 21

Total
Receipts
Opening
balance
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(Vide rule 247)

Form 90

Quarterly and Annual Account of Payments

Head of
expenditure

Budget
estimate as
sanctioned

Jul

Aug

Sep

Total 1%
Quarter

Total 4™
Quarter

Total of the
year

1

2

6

20

21

Total
Expenditure

Closing
balance at
the end of

previous
fiscal year

A simplified example of monthly monitoring of income and expenditure using Form 89
and Form 90 is as follows (see Annex 3 for more details);
FORM 89
(Vide rule 180 and 243)
Quarterly and Annual Account of Receipts

Revenue account Part-1 (Receipts)

Details of Total
. Bquet Total Total Total Total three Total Total
Receipts estimat Jul Aug Sep 1t Q 2 QqQ half- 39qQ | Quarter 4" q of
e year s year
1 2 3 4 5 6 10 11 15 16 20 21
Tax on building 15,000 | 1,000 | 1,500 | 1,300 | 3,800 12,70 | 16,50 3,500 | 20,000 3,800 | 2380
and land 0 0 0
Lighting Rate 6,000 | 300 | 500 | 400 | 1,200 1,800 | 3,000 1,200 | 4,200 2,200 | 6,400
Total Receipts | 21,000 | 1,300 | 2,000 | 1,700 | 5,000 14’52 19’53 4,700 | 24,200 6,000 30’22
Opening 12,000 | 1,500 | 700 | 600 | 1,500 200 | 1,500 8,500 1,500 7,100 | 1,500
balance
Total 33,000 | 2,800 | 2,700 | 2,300 | 6,500 14’72 21’03 13’22 25,700 13’18 31’72

42




FORM 90
(Vide rule 247)
Quarterly and Annual Account of Payments

Revenue account Part-1 (payments)

Total
Details of Budget Total Total | 1otal Total three Total | 1ot
estimat Jul Aug Sep 1*tQ 2 QqQ half- 39qQ | Quarter 4" Q of
Payments e year s year
1 2 3 4 5 6 10 11 15 16 20 21
Honorarium for
Paurashava 12,000 | 1,000 | 1,000 | 1,000 | 3,000 3,000 | 6,000 3,000 | 9,000 3,000 | 1200
Mayor and 0
Councillors
Salary of staff 13,000 | 1,000 | 1,000 | 1,000 | 3,000 3,000 | 6,000 3,000 | 9,000 3,000 12'03
Education
expenses 1.500
Health and
Sanitation 1,000
Donation 2500 | 100 | 100 | 100 | 300 200 | 500 100 600 50 | 650
Total 12,50 24,65
Exponditure 30,000 | 2,100 | 2,100 | 2,100 | 6,300 6,200 0 6,100 | 18,600 6,050 ;
g'°s'"9 3000 700 | 600 | 200]| 200 8,500 | 8,500 7,100 7,100 7,050 | 7,050
alance
Total 33,000 | 2,800 | 2,700 | 2,300 | 6,500 14’7g 21’08 13’23 25,700 13’13 31'73

The items to be indicated in Form 89 (receipt) and Form 90 (Payment) should be same
as budget document Form Ka and Form Kha, so that paurashavas can easily examine

whether the budget execution amount of each item is within the initial budget amount.

The monthly monitoring of income and expenditure is prepared by an accounts
officer/accountant, checked by a secretary, and then submitted to Mayor and Paura

council (Paura parishad) meeting.

5.2.2 Checkpoints on budget monitoring

In the budget monitoring, it is most important to examine that the budget execution at a

pauashsava will comply with rules and regulations. As mentioned above, there are

certain rules on budget execution, such as;

(1) Upper limit of the establishment cost

2

4) Regulations on increasing salary expenses of contract staffs

(2)
(3) Regulations on minimum closing balance
(4)
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Because of the regulation on the upper limit of the establishment cost, paurashavas are
regulated not to spend more than 50% of revenue income to establishment expenses,
and paurashavas must spend more than 50% of revenue income (tax income) for
public services and infrastructure development.

Therefore, paushavas are recommended to set target on the revenue surplus amount
and monitor the amount of revenue surplus every month. Some paurashavas monitor
the tax collection and revenue surplus and determine how much is going to be used for
infrastructure development six month after the beginning of the fiscal year (at the end
of December), and then start bidding processes of development projects.
Recommended checkpoint in monthly monitoring are as follows

A Tax revenue is meeting target

ARevenue surplus amount is satisfactory, and meeting target

A Expenditures of any budget head / sub-head are not more than approved budget

4 Closing balance of revenue account (part-1) is more than one month expenditure of
establishment expenses.

2 Closing balance of water account is more than one month expenditure of salary and
allowances for water supply section employees.

Such budget monitoring is recommended to be reported at TLC meetings and Paura
parishad meetings. Monthly tax collection amounts should be also reported to these
meetings, so that Mayor and Councillors are more willing to be involved in tax
collection.
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5.3. Revisions to budget

Paurashavas are authorized to make revision to the approved budget any time before
the end of fiscal year, as specified in Article 92 (5) of Local Government
(Paurashava) Act, 2009.

If paurashavas expect that expenditure of some budget heads / sub-heads would be
more than approved amounts through monthly monitoring, paurashavas revise budget,
have it discussed in TLC meeting and Paura-council (parishad) meetings and, and
have it approved by the Paura council meeting.

In many cases, paurashavas revise their budget after March (9 months from the
beginning of a fiscal year).

Paurashava Budget (preparation and approval) Rules,1999

14. Revised budget: As per rules 6,7 & 8, if needed, Paurashava can

prepare _and approve revise budget in_any time before closing the

financial year;

15. Fund for special project: Government can provide fund to the

Paurashava for implementation of any special project. If Paurashava obtain these type
of fund, they will include it to the relevant financial years’ budget or revised budget;

Local Government (Paurashava) Act, 2009.

92. Budget:

(5) At any time before the expiry of the financial year to which a budget
relates, a revised budget for the year may, if necessary, be prepared and
sanctioned, and such revised budget shall, so far as may be, subject to
provisions of this section.

As per Article 15 of Paurashava Budget (preparation and approval) Rules, 1999, if
Paurashava receive budget allocation for special project during a fiscal year, they will
include it in the budget/revised budget of the relevant fiscal year.

5.4. Budget reporting

At the end of fiscal year, paurashava will prepare an annual statement, compiling the
income and expenditures of the relevant fiscal year.

The annual statement is then posted onto a conspicuous place in the office of
paurashavas (such as a notice board at a paurahsava office).

The annual statement prepared by paurashava should be then presented to a TLC
meeting and a Paura Council meeting. In these meetings, it is most recommended to
explain how the revenue income, especial tax revenue, was spent (e.g. how many
percentage (%) of spent for salary expenses and how many percentage (%) was for
education / health services and infrastructure development, etc).
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Local Government (Paurashava) Act, 2009

93. Accounts- (1) Accounts of the receipts and expenditure of the

municipality shall be kept in the prescribed manner.

(2) An annual statement of the accounts shall be prepared after the close

of every financial year.

(3) A copy of the annual statement of accounts shall be placed at a conspicuous place
in_the office of the municipality for public inspection, and all objections or suggestions
concerning such accounts received from the public shall be considered by the
municipality.

The format of the annual statement is NOT specified in Local Government
(Paurashava) Act, 2009. However, as The Bengal Municipal Account Rules, 1935
explains that the format to be used for annual statement in Form 91 and rule 247, the
annual statement should indicate (1) Budget of current year, (2) Actual budget
execution, and (3) the difference between budget and actual execution.

However, Form 91 of The Bengal Municipal Account Rules, 1935 is not consistent
with the budget format (Form Ka and Form Kha) specified in Paurashava Budget
(preparation and approval) Rules, 1999.

Therefore, it is most recommended to prepare the statement following Form Ka and
Form Kha (a) (b) and (c) of Paurashava Budget (preparation and approval) Rules,
1999 for preparing annual statement, indicating (1) Budget of current year, (2) Actual
budget execution, and (3) the difference between budget and actual execution. Some
paurashava might want to indicate actual budget execution of the previous year as well.
The budget items indicated in the annual statement should be same as the ones of
Form Ka and Form Kha (a) (b) and (c).
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Recommended format for annual statement

Form Ka (Summary)

Actual of Budget or Actual of Difference
previous year Revised current between budget
Description budget of year and actual of
Tk. current year current year
Tk. Tk. Tk.
1 2 3 4 5(3-4)

(A) Revenue account
Income from part-1
Income from part-2
Total income :

Less: Revenue expenditure
Part-1

Part-2

Total expenditure :

Grand Total revenue surplus :

(B) Development account
Government aid
Revenue surplus
Others

Total :

Less:
expenditure
Overall
surplus/shortage
Add: Opening balance
Closing balance:

Development

Budget

(C) Capital account
Total income :

Total expenditure :
Closing balance
capital account:

regarding
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Form Kha
(Revenue Part-1 and Part-2, Development Account and Capital Account)

Actual of Budget or Actual of Difference
previous year Revised current between budget
Head of Income budget of year and actual of
Tk. current year current year
Tk. Tk. Tk.
1 2 3 4 5(3-4)
Sub-Total Income :
Add: Opening Balance
Total :
Actual of Budget or Actual of Difference
previous year Revised current between budget
Head of Expenditure budget of year and actual of
Tk. current year current year
Tk. Tk. Tk.
1 2 3 4 5 (3-4)

Sub-Total Expenditure :

Add: Closing Balance

Total :
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<For reference only>

The Bengal Municipal Account Rules, 1935
Rule: 248: As soon as possible after the close of the year and not later than
the 15™ April (June)following totals of the receipts and expenditure of the
year as worked out in the last column of the registers (Forms 89 and 90)
shall be posted in English (regarded as “Bengali”) by the accountant into
the annual account in Form 91.

Annual Account of the

FORM 91

(Vide rule 248 and 249)
Municipality for the year ending

Receipts Disbursements
1 2
Revenue (Head Actuals. (Head as in Actuals.
as in prescribed i Actuals Plus or . . Estimate Actuals Plus or
pIist) Estimate minus prescribed list) minus
TK. . TK. . TK. . TK. . TK. . TK. .

Opening balance

Sub-Total

Sub-Total

Closing Balance
Grand Total Grand Total
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6. Reporting of Annual Development Program

In addition to “Quarterly and Annual account of receipts and payments” and “Annual
statement” explained above, paurashavas are supposed to prepare several reports for
the implementation of Annual Development Program, according to Guideline
Regarding undertaking and implementation of development project by
Paurashava And Paurashava (Treaty) Ordinances, 2001.

Such reports are;

- Final annual development program of current

- Progress report of project implementation, and

- Project Implementation report.

After preparing such reports, paurahsavas are going to send it to designated authority,
or Local Government Division.

(1) Final annual development program

After the fiscal year started, paurashavas finalize the projects to be implemented under
Annual Development Program, and make a list of projects using the format of Final
annual development program (Attachment 1 of Annex 6) before the end of August of
the fiscal year.

(2) Progress report of project implementation

Paurahshavas also prepares Progress report of Project implementation, before the end
of March, using the format (attachment 2 of Annex 6).

(3) Project implementation report

After the end of the fiscal year, paurahsavas prepare Implementation report of
implemented project, using the format (attachment 3 of Annex 6) by the end of August.
The format of the reporting is in Annex 5.
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Annex 1: Format of Budget document

Form Ka
(Section-3)
Description Actual budget Current year Budget of
of previous Budget or upcoming year
year Current year
Revised
budget

(a) Revenue account

Income from part-1
Income from part-2

Total income :

Less: Revenue expenditure
Part-1
Part-2

Total expenditure :

Grand Total revenue surplus :

(b) Development account

Government aid
Revenue surplus
Others

Total :

Less: Development expenditure

Overall Budget surplus/shortage
Add: Opening balance

Closing balance:

(c) Capital account

Total income :
Total expenditure :

Closing balance regarding capital account :
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Form Kha
(Section-3)

(a) Revenue Account

Part-1
Income Expenditure
Head of Income Actual of Current Budget | Head of Expenditure | Actual of | Current Budget
Previous Year of Previous Year of
Year Budget | Upcomin Year Budget Upcomi
or g year or ng year
Revised Revised
Budget Budget
1.Taxes 1.General
establishment
Holding and land Mayor_ , and
tax Councngrs
honorarium
Salary and
Transfer of allowances of

Immovable property

employees excluding
water supply section

Construction  and Transfer to Gratuity
reconstruction of

or fund
building
Occupation, Vehicle repairs and
business and

: fuel

callings
Blrth,.marrlage and Telephone
adoption
Advertisement tax Electricity bill

Pet animal

Contingency

Cinema, theater,

audiovisual

Total of General
Establishment
Expenses

Vehicle (Other than

motor and boat)

2.Educational

Others expenses
Salary and
allowances of
teachers and
employees of
institutions managing
by Paurashava
Books for the library

2.Rate Others

Lighting

Conservancy 3.Hgalt_h and
sanitation

Water Medicine and
treatment

Constructions  for EPI

Public welfare

Drain cleaning

Waste management

3.Fees

Buying Equipment for
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waste management

License

Slaughter house

4. Tax collection
expenses (Printing of
various registers,
forms, receipt books
and others)

Paura Market

Farg and 5. Plantation and
Agriculture maintenance
Exhibition
6.Donation in social
Others and religious
institution
a.Donation to
institutions and club
in the Paura area
b. Donation to
4.0Others religious institutions in
the Paura area
Lease of 7.Land development
Market(Hat bazar) tax

Lease of Bus stand

8. Audit Expenses

Lease of Feri ghat

9.Legal expenses

Graveyard/Burial
place

10.Celebration of
National Days

Rent of road roller
/mixture machine

11.Sports and culture

Compensation for
Road cutting

12. Emergency relief

Various certificates

13.Revenue surplus
transferred to
Development Account

Various Forms

14. Closing balance

Tender Schedule

(one of twelfth of
total of sl. no.1)

Fine

5.Government aid
other than
development
works

Sub-Total

Sub-Total
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Part-2

Income

Expenditure

Head of Income

Actual of
Previous
Year

Revised

Current
Year
Budget
or

Budget

Budget of
Upcoming
year

Head of
Expenditure

Current
Year
Budget
or
Revised
Budget

Actual of
Previous
Year

Budget of
Upcoming
year

1.Water tariff

1.Salary and
allowance of
employees of water
section

bill
supply

2 .Electricity
(water
related)

3.Water
connection
expenses

line

2.Connection fee

house
and

4.Pump
repairs
maintenance

3.Re connection
fee

Tube
and

5.Production
well  repairs
maintenance

4.Surcharge

6.Stationary, register
and others for water
supply section

5.Sale of forms

7.Postage and
telegram

8.Telephone

9.Transferred to

Depreciation fund

10.Revenue surplus
transferred to
Development
account

11.Closing balance

6.0thers

(not less than one
month equal
expenses of sl.no.1)

Sub-Total

Sub-Total

Total Income
(Part-1 and Part-2)

Total Expenditure
(Part-1 and Part-2)

Opening balance
(Part-1 and Part-2)

Total Transferred to
Development
account (Part-1 and
Part-2)

Total Closing
Balance (Part-1 and
Part-2)

Grand Total

Grand Total

(b) Development Account

Income

Expenditure

Head of Income

Actual of
Previous

Current
Year

Actual of

Current

Budget
of

Head of Expenditure

Previous

Year

Budget
of
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Year

Budget
or
Revised
Budget

Upcomin
g year

Year

Budget
or
Revised
Budget

Upcomin
g year

1.Government
development aid

1.Infrastructure

Road construction

Road repairs
rehabilitation

and

Bridge and culvert

construction

2.Revenue surplus

Bridge and culvert
and

repairs
maintenance

From Part-1

Drain construction

From Part-2

Water
installation
expansion

line
and

3.Donation

2.Market
development(Hat
bazar)

3.a.Bus terminal
construction

4.0Others

b. Bus terminal Repair

and maintenance

4. Market construction

5.Park construction

6.0thers

5.Closing Balance

7.Closing Balance

Total

Total

(c) Capital Account

Income

Expenditure

Head of Income

Actual of
Previous
Year

Current
Year
Budget
or
Revised
Budget

Budget
of
Upcomin
g year

Head of Expenditure

Actual of
Previous
Year

Current
Year
Budget
or
Revised
Budget

Budget
of
Upcomin
g year

1.Received loan

1.Loan repayment

2.Return of loans

2.Loan disbursement

3.Income from
various investments

3.Miscellaneous
investment

4.Depreciation Fund

4. .Expense from
depreciation Fund

5.Gratuity Fund

5.Gratuity expenses

Total Receipts

Total Expenditure

6.0pening balance

6.Closing balance

Grand Total

Grand Total
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FORM Ga
(Section-5)
Paurashava

Details of regular Officers and Staffs

Financial Year: ......coceeevennn.

Section/Unit | SI. Name of Designation | Salary | Salary | Allowances | Total Monthly Total Remarks
No. | Officer/Staff Scale Expenditure Annual
Expenditure
FORM Gha
(Section-5)
......... Paurashava
Details of Contractual Employees
Financial Year: ...................
Section/Unit Sl. Name of Designation Daily Other Total Monthly Total Remarks
No. Employee Wages allowance (if Expenditure Annual
any) Expenditure

FORM-E (Umo)
(Section-5)
Paurashava

Statement of Money Received From Government for any Special Project

Financial Year: .......ccceevvvnnne

Sl. No.

Name of Project
(with short
description)

Amount-Received
from Government

Expenditure (expended or
probable expenditure for
current year)

Balance (appro.)
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Annex- 2: The difference between the revenue surplus and
actual transfer

In Form Ka, [Revenue surplus] calculated as [Revenue income — Revenue expenditure]
is theoretically transferred to Development Account.

However, the actual transfer amount from Revenue account to Development account is
not always same as [Revenue surplus] which is theoretically supposed to be

transferred to Development account in Form A.

In other words, there are technical discrepancies between [Actual transfer amount] and
[Theoretical transfer amount].

This can be described as follows;

Revenue account Part1
<Actual transfer>

Income 1,250,000 | Expenditure 750,000
Transfer to Development 460,000
account (Actual)

Opening balance 10,000 | Closing balance / 50,000

Total 1,260,000 | Total / 1,260,000

<Theoretical transfer>

Income 1,250,000
Expenditure 750,000
Revenue Surplus 500,000

=Transfer to Development account (Theoretical)
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Revenue account Part2
<Actual transfer>

Income 800,000 | Expenditure 626,000
Transfer to Development 150,000
account (Actual) bl

Opening balance 6,000 | Closing balance / 30,000

Total 806,000 806,000

Total /

<Theoretical transfer>

Income

800,000

Expenditure

626,000

Revenue Surplus

174,000 |

=Transfer to Development account (Theoretical)
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Annex- 3: Example of monthly monitoring
(quarterly and annual account of receipts and payments)

Quarterly and Annual Account of Receipts of the Municipality of

FORM 89

(Vide rule 247)

i
Details 3 .
Of g -g S — [ ql>,' [] 8
. Q< 8 P = = 8 8 2 o “_ﬂ-i > T on e 2 £ w :'
Receipt | & 2 % = -3 o} £ g NS £ > g - 2 5 £ 5 s % s
s 2E°S| 3 2 5 e o g 55 s 3 2 S 55 55 = o o sE 5
= > < 3 = € 3 - © < 3 < 3 = © = 35 -
238 3 2 3 e 3 2 8 e L L R = L& °e | £ s 3 L3 L
6 10 11 15 16 20 21
1 2 3 4 5 | (3+4+5 7 8 9 (7+8+9 | (6+10 | 12 13 14 | (12+13+14 | (11415 | 17 18 19 | (17+18+19 | (16+20
) ) ) ) ) ) )
Taxon 15,00 | 1,00 | 1,50 | 1,30 140 | 1,10 1,30 | 1,00 | 1,50
building ’ ’ ’ ' 3,800 500 700 | 1,500 | 2,700 | 6,500 | 1,000 | ’ 3,500 | 10,000 | ' * 3,800 | 13,800
0 0 0 0 0 0 0 0 0
and land
k‘gthet'”g 6,000 | 300 | 500 | 400 | 1,200 500 600 700 | 1,800 | 3,000 500 | 400 | 300 1,100 | 4,100 | 300 | 400 | 500 1,200 | 5,300
License _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
Fees
Total 21,00 | 1,30 | 2,00 | 1,70 1,80 | 1,40 1,60 | 1,40 | 2,00
Receipts 0 0 0 o | 5000 | 1,000 1,300 | 2200 | 4500 | 9,500 | 1,500 0 0 4,600 | 14,100 0 0 0 5,000 | 19,100
Opening | 4549 | 1,50 7,90 | 7,70 740 | 6,70 | 6,10
balance g ’ 700 | 600 | 1,500 | 2,000 | 9,100 | 8,400 200 | 1,500 | 8,500 | " ’ 8,500 | 1,500 | " ' ’ 7,100 | 1,500
on 19 July 0 0 0 0 0 0 0
Total 33,00 | 2,80 | 2,70 | 2,30 11,20 | 10,40 | 10,60 21,00 | 10,00 | 9,70 | 9,10 8,70 | 8,10 | 9,10
0 0 0 o | 6500 0 0 o | 14700 0 0 0 0 13,200 | 25,700 0 0 0 13,100 | 31,700

Column-1: The details of receipts will be as mentioned in the budget form Revenue —Part-1, Part-2; Development and Capital account budget heads for receipts side in this form and

payment side in the form next page.

-Here in column 2 showing the budget figure approved in the previous FY for the current FY. Budget head wise amount will entered in this column one by one.
-Column 3 is the summation of head wise received amount for the month of July; here tax on building and land income for the month of July is TK.1,000, Lighting rate TK. 300. Total of

receipts for this month is TK. 1,300.
-Colum no 4,5,7,8,9,12,13,14,17,18 and 19 for respective month’s income amount and total of receipts at the bottom of the column.

-Column 6 is the summation of Column no 3, 4 and 5(month of July, August and September) TK. (1,000+1,500+1,300=) 3,800, Column 10 is for October, November and December
(column 7,8,9) TK. . 12,700 and column no 15 and 20 is same for summation of respective 3 months summation TK. 3,500 and TK.3,800. The bottom of the column is for summation

of all receipts of concerned month.

-Column no 10 is the summation of October, November and December, TK. (500+700+1,500)=TK. 2,700.; Column no 11 is the total of two quarters showing in column no 6 and 10 TK.
3,800+TK. 12,700=TK. 16,500.
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- Column no. 15 for quarter no. 3 (summation of month of January, February and March) TK. 3,500(1,000+1,400+1,100); Column no, 16 is total of three quarters TK. 20,000

(summation of column 11 and 15).
-Column 20 is for quarter 4, TK. 3,800 (summation of TK. 1,300, 1,000 and 1,500; column no 17, 18 and 19)

-Column 21 is for Total of the year, TK. 23,800 (summation of TK.20, 000 and 3,800; column no 16 and 20)

-The opening balance showing in the column no. 2 is carried from budget (Revenue Part-1, Part-2, Development and Capital account respectively); monthly opening balance will
carried from cash books for respective month; closing balance of a month will be opening balance of the next month; Actual closing balance of the month of June of previous FY will be
recorded as opening balance of the month of July; it will carried forward from the cash book of previous year (CLOSING BALANCE OF PREVIOUS JUNE).

FORM 90

(Vide rule 247)

Quarterly and Annual Account of Payments of the Municipality of

[] - = — —
1‘-6 Q g — g g
Details of | £ @ 5 s g 5 § .
expenditur | 3.8 3 <] 5 5 o = o g o =
- O 2 % . o o 2 © - > ] c 2 s —
e ® c % € - ) c IS N < c @ < ) =0 < [S)
28 3 | 2 5 S 3 8 I 5 3 2 S 5 55 | = o I s
S| 3| 3] 8| ® 3 3 8 5 5 § | 8| &S 5 52| 5| & | s 5 5
o8 3 < 0 [ o z a - - 8 w = - <] < = 3 - s
6 10 11 15 16 20 21
1 2 3 4 5 | @+a+5 | 7 8 9 | (7+8+9 | (6+10 | 12 | 13 | 14 | (12¢13+1 | (11+15 | 17 | 18 | 19 | (17+18+1 | (16+20
) ) ) 4) ) 9) )
Honorarium
for
Paurashava | 1200 [ 1,001 1,00 11001 540 | 4000 | 1,000 | 1,000 | 3,000 | 6000 1,000 | 00| 100 3,000 | 9000 | 100 | 1,00 1,00 3,000 | 12,000
0 0 0 0 0 0 0 0 0
Mayor and
Councillors
Salary of staff | 13,00 | 1,00 | 1,00 | 1,00 | 554, | 4000 | 1,000 | 1,000 | 3,000 | 6000 1,000 | 00| 100 3,000 | 9000 | 100 | 1,00 1,00 3,000 | 12,000
0 0 0 0 0 0 0 0 0
Education
expenses 1.500
Health and
Sanitation 1,000
- 2500 | 100 | 100 | 100 300 | 100 -1 100 200 | 500 | 100 - - 100 | 600 - - 0 50 | 650
Total 30,00 | 2,10 | 2,10 | 2.10 12,50 2,00 | 2,00 2,00 | 2,00 | 2,05
Eebanditure 0 g 0 0| 6300 | 2100 | 2,000 | 2100 | 6200 3| 2100 0 0 6,100 | 18,600 0 0 ; 6,050 | 24,650
Closing 770 | 7.10 670 | 610 | 7,05
balance on 3,000 | 700 | 600 | 200 200 | 9,100 | 8400 | 8500 | 8500 | 8500 | 7,900 | " ’ 7100 | 7100 | & ' ' 7.050 | 7,050
e 0 0 0 0 0
the 30" June
Total 33,00 | 2,80 | 2,70 | 2,30 11,20 | 10,40 | 10,60 21,00 | 10,00 | 9,70 | 9,10 8,70 | 8,10 | 9,10
0 0 0 3| &s00 0 0 0| 14,700 0 0 0 0 13,200 | 25,700 0 0 0 13,100 | 31,700

Column 1: The details of expenditures will be as mentioned in the budget form Revenue —Part-1, Part-2; Development and Capital account budget heads for payment side of this form.
-Here in column 2 showing the budget figure approved in previous FY for the current FY. Budget head wise amount will entered in this column one by one.
-Column 3 is the summation of head wise payment amount for the month of July; here Honorarium of Mayor and Councillor expenses for the month of July is TK.1,000, Salary

TK.1,000 and others is TK.100 Total of expenses for this month is TK. 2,100.
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-Colum no 4,5,7,8,9,12,13,14,17,18 and 19 for respective month’s payment amount and total of payment at the bottom.

-Column 6 is the summation of Column no 3, 4 and 5(month of July, August and September) TK.(1,000+1,000+1,000=)3,000 for honorarium of Mayor and councillors, Column 10 is for
October, November and December (column 7,8,9) TK. . 3,000 and column no 15 and 20 is same for summation of respective 3 month amount TK. 3,000 and TK.3,000. This is same
as Form 89.

-The closing balance showing in the column no. 2 is carried from budget (Revenue Part-1, Part-2, Development and Capital); monthly closing balance will carried from cash books for
respective month ; closing balance of a month will be opening balance of the next month; Closing balance of the month of June of current FY will be recorded as opening balance of
the month of July for the next year; it will carried forward from the cash book of the current Fiscal year ending (CLOSING BALANCE OF JUNE).
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Annex- 4: Extract of Resolution of TLC meeting for budget
formulation (Discussion on budget)

Meeting No. : 06(Six)
President M
Mayor

.................. Paurashava, .......
Name of Meeting : Town Level Coordination Committee, TLC
Meeting Date : 20/05/2014
Time :11.00 am
Venue : Meeting Room, Paurashava Office.

Participants name and signature:

SI.No. Name and Designation | Position in Committee | Signature
01 Mr. .......... , Mayor, President
......... Paurashava
02 Member
13 Member
Representatives of Associates Organization
14... Representative , District Member
Commissioner (DC)
21 Member
Representatives of Professional Body
22... Member
26 Member
Representatives of Non-Government Organization, NGO
27... Member
30 Member
Representatives of Civil Society
31... Member
42 Member
Representatives of Urban Poor people
43... Member
49 Member
50 ...Secretary of the said Paurashava SMember
ecretary

Agenda No-05 (Five) Discussion on Budget:

Proceedings:

The secretary of the Paurashava as per instruction of the Mayor read the draft
budget of the Paurashava for FY 2014-2015. In the meeting the Mayor takes part in
the discussion held on Paurashava annual proposed budget with the audience
about the income and expenditure of the said budget. He said that Budget is the
mirror of Paurashava where the actual picture of the Paurshava reflects. He gives
the floor to the audience to give their opinion on the draft budget for FY 2014-2015.
In this period some honourable participants of the meeting give their opinion as
below:
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The representative of NGO sector proposed to increase in the sanitation head of
the budget. Mrs. Rupali Akhter the representative of Urban Poor people said to
increase in health head, Mr. Meer Nowab Ali, representative of Civil Society said
that the allocation in education head is very few; budget allocation should be
increased in this head. The representative of Civil Society Mr. Pankoj Kumar Das
said that to insist the young population in sports and cultural activities to save them
from different kind of addiction budget allocation should increase in this head. The
Urban Poor people representative Mrs. Rina Begum said that for safely movement
of school going children necessary vixen (dog biting) to be procured, so budget
should be increased in this head also. Mr. Harunur Rashid representative of
Professional Group said to take steps for plantation in every roads in the
Paurashava to make a green Bangladesh. Mr. F.M Ripon, councillor of the
Paurashava said to increase a little bit in budget head for cleaning drain, canal, and
solid waste from roads.

Decision:

Decision has taken after discussion that budget should be doubled in the following
heads: Sanitation, Heath, Education, Sports and Culture, Vixen procurement (dog
biting), Mosquito killing, plantation and cleaning on solid waste and drain in the
proposed budget for the Financial Year 2014-2015 of ------ Paurashava.

Implementation:
Accountant of the said Paurashava will implement the above budget related
decision taken against agenda no.5 (five).

Memo No: .. paura/ Admin(mm)/09/01/2014/108/1
Date: 20/05/2014

Copies to:

63



Annex- 5: Formats of Annual Development Program Reporting

Attachment 1

.................................................... POURASHAVA
.............................................................. Fiscal Year Annual Development
Program
No Sector Projected comment
wise expenditure
project
Mayor
............................... Pourashava
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Attachment 2
--------------------------------- Pourashava
Interim report regarding the implementation of the annual development program through
development grants

Particulars of receiving development grants:

1* Instalment 2" Instalment 3" Instalment Total Received Remarks
Implementation progress of the annual development program:
Number of Proposed Contract Expended | Implementation Cause of
project under | expenditure price amount progress (%) being
implementation unexpended

This is to be certify that, the above particulars are correct and the amount of fourth
instalment of the development aid grants will be expended within June- 30.

Chairman/ Administrator
-------------------- Pourashava
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Proposed Particulars of receiving development grants:

1% Instalment

2" Instalment

3 Instalment

4™ |Instalment

Total
Received

Remarks

Proposed Implementation progress of the annual development program:

Infrastructures under Proposed Contract Expended Implementation Cause of
implementation expenditure price progress being
Name | Quantity No. of Amount Rate Quantity Rate (%) | unexpended
projects (%) (if any)
1 2 3 5 6 7 8 9 10
Road
Bridge
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Attachment 3

Pourashava

Report on the actual implementation of the annual development program initiated

under the fiscal year:

Serial
no

Sector wise
name of the
projects

Proposed
expenditure

Real
contract
price

Paid
amount

Cause of more
or less
expenditure than
the contract
price (if any)
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Attachment 4
Project implementation inspection form
-------------------- Pourashava

(a) Name of the project/ work e

(b) Proposed expenditure e

Work order no and date B e

As per the work order Startingdate :-----------m e
Date of completion i - - - - === - - o e m e

If time is extended,

date to be complete as per that expansion B L R

(a) Real date of starting the work e

(b) Real date of completing the work e

Real progress of the work on the date of inspection (percentage): - -------------------

(Only gathering of the construction equipment does not means any real progress of the

work)

Certification of the limitation found in the work during inspection

This is to be certified that, the information mentioned above are true and correct. We found

the bellow mentioned limitation in the work while inspection:

Certificate of completion of the work.

This is to be certified that, we have visited the site for--------------- times during the
implementation of the project. The work have been completed as per the schedule and
specification of the work and the quality of the work is satisfactory.

(Name: - - ----------=---- - ) (Name:--—---------------- ) (Name: -----------
------- )
Assistant/ sub-assistant engineer  Commissioner, Commissioner

Ward no: - -------- Ward no: ---------

(Note: please take the necessary part through cutting that part)
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1. Introduction

1.1. Paurashava accounting and budget execution

Any entity, private or public, maintains records of all transactions of its day to day operations in
formal way with evidential instruments such as-vouchers, receipts, records of billing documents etc.
according to their own financial or business policy.

As Local government body, Paurashava maintains records of all transactions (receipts & payments)
according to its specific accounting system provided by the Government of Bangladesh through
specific Acts, Rules, Instructions and applicable policy.

Paurashava accounting is mainly budget based accounting. It follows the annual approved budget.
From the starting date of fiscal year it starts execution of the said budget under direction of the
concerned Paurashava Management/or, Authority.

1.2. Objective of the Operational Handbook on Paurashava Accounting and Budget execution

Accounting and Budget execution most important function of Paurashava as the registered Public
entity as it reflects all source-wise income and expenditure as well as day to day businesses
operations of the Paurashavas.

This operational handbook on Paurashava Accounting and Budget Execution has been designed and
prepared for developing capacity of the concerned representatives and municipal staff to the
required level so that they can provide their services efficiently and effectively for ensuring
transparency and accountability in Paurashava operations.

This handbook is targeting on improving the knowledge and skills of paurashava staff and concerned
elected representatives for exercising the legal instruments such as Acts, Rules and Instructions
provided by the Government of Bangladesh, Ministries/Department/Agencies for Accounting and
budget execution.




2. Legal background

Applicable Rules and Regulations for Paurashava Accounting and budget execution:
e Local Government (Paurashava) Act, 2009
e The Bengal Municipal Account Rules, 1935

e Paurashava Budget (preparation and approval) Rules, 1999

Local Government (Paurashava) Act, 2009 explains that a paurashava need to maintain the records
of income and expenditure, and prepare annual statements after the end of year.

Local Government (Paurashava) Act, 2009

Article No 93

(i) Paurashava Income and Expenditure Accounts should be kept in selected

forms and system.

(ii) Annual Accounts statement to be prepared after end of each financial

year.

(iii) A copy of annual accounts should be displayed in an open space of the Paurashava office as

public projection, and Paurashava will consider all objections and suggestions given by the
public.

The detailed accounting and summarization process are mostly explained in Bengal Municipal
Account Rules, 1935 which are explained referred in the following section.

Summaries of receipts and payments, which are basically compiled in Quarterly and Annual Account
of Receipts and Payments are supposed to be submitted to Account and Audit standing committee,
which are formulated based on Local Government (Paurashava) Act, 2009.

Local Government (Paurashava) Act, 2009
Article No 55 1(c)
A standing committee will be formed in the name Accounts and Audit.




3. Accounting and budget monitoring process

3.1. Outline of the accounting and budget monitoring process

A paurashava makes financial transactions (receipt and payments) in its daily operations. The
paurahava records such receipts and payments in cashbook, and also monitor the budget execution
progress compiling receipts and payments information every month and every quarter. The
paurashava then prepares an annual statement and publish it to citizens.

Accounting and budget monitoring are the series of daily, monthly, quarterly and annual processes
which can be summarized as in the following chart;

(1) Daily entry of cash (2) Daily entry and
Daily receipts closing of all receipts
and payments

—

(3) Monthly‘closing

\4

Monthly <

—_——— = ——— ~(4) Budget monitoring
1) Monthly
monitoring

v
2) Quarterly

monitoring J—l
|

(5) Budget revision

Quarterly

Ve
_———————_—~

\ 4
(6) Compilation of
annual statement

Yearly

(1) Daily entry of cash receipts

In the daily operations, a purashava receives cash and cheques from tax payers, water users or
business owners.

Cash and cheques are received by a cashier of the paurashava and the cashier recorded the cash
receipts in a cashier’s cashbook. The cash is deposited by the cashier to a bank account on the same
day. Then, the cashier gives the deposit slip to an accountant, and the accountant enters the data
into an accountant’s cashbook.

(2) Daily entry and closing of all receipts and payments

All receipts and payments of a puarashava, excluding cash and cheque receipts, are done through
bank accounts. For example, a paurashava receives land transfers or government grant through bank
accounts and the paurashava makes daily payments by cheques.



An accountant (account officer, accountant or assistant accountant) enter receipts and payments,
including the receipts of cash and cheques, into an accountant’s cashbook.

At the end of the day, the accountant closes the cashbook of the day, and then calculates the closing
balance of each account.

(3) Monthly closing

At the end of every month, the accountant calculate the closing balance of each account and then
examines if the closing balance on the accountant’s cashbook and the balance of the relevant bank
accounts are consistent.

The accountant’s cashbook is then checked by a Secretary and a Mayor.

(4) Budget monitoring (monthly and quarterly)
1) Monthly monitoring

Every month, the accountant summarizes all receipts and payments according to budget heads. This
is to examine whether the expenditure of each budget item is not exceeding approved budget
amount.

Monitoring the progress of revenue surplus (revenue income — revenue expenditure) and tax, rate
and fee revenue, comparing to their pre-fixed targets is also essential.

2) Quarterly monitoring

The accountant also summarizes quarterly budget executions (Quarterly and Annual Account of
Receipt and Payment). This is prepared through compiling monthly statements. Quarterly
statements are utilized in the budget revision process mentioned below.

Such summaries should be also submitted to the accounting and audit standing committee of
paurashava.

(5) Budget revision

Paurashavas are authorized to make revisions to budget whenever necessary. Paurashavas, however,
revise budget at the third quarter (March), reviewing the budget execution progress until the 3"
quarter.

(6) Compilation of annual statement

After the end of the fiscal year, the paurashava formulates its annual statement, and publish it to the
public.

Providing information to citizen is typically necessary to explain how the tax paid by citizens were
used to public services and infrastructure development. The level of satisfactions of citizens
increases when they are given more information.

Such information can be given to citizens through a Town Level Committee (TLC) meeting, a Word
Council (WC) meeting or an Open budget meeting.



Submitting annual statement to the accounting and audit standing committee of paurashava is also
necessary.



3.2. Individual process

(1) Daily entry of cash receipts

In the daily operations, a paurahava receives many types of money such as tax, rates, fees, lease,
rent, water bill, sale of forms, tender schedule, government’s revenue or development grants,

project fund, donation, loan in cash or cheque or bank draft, through different sections.

A cashier of the paurashava is responsible for receiving such cash or cheques. The cashier receives
cash and cheques, enter the cash receipt transactions into cashier’s cashbook, and deposit cash and

cheques to bank accounts every day.

In case of water section, all cash and cheques are received and registered by a water section account

assistant (or a bill clerk) separately.

The cashier gives the deposit slip to an accountant, and the accountant enters the receipts into an

accountant’s cashbook.

(i) The format used by a cashier

A cashier receives all type of money (cash or cheque) collected by all sections. The cashier then
records the receipts of cash and cheques into a cashiers’ cashbook, as specified in Rule 203 of

Bengal Municipal Account Rules, 1935.

The format of the cashbook used by the cashier is Form 78 shown in the rule.

Bengal Municipal Account Rules 1935

203. All money received at the municipal office shall immediately and
without reservation be brought to account in the cashier's Cash Book to be
kept in Form 78 under the direct supervision of the Vice Chairman. The
receipts shall be classified in the column provided according to the budget
heads.

The cashier’s cashbook (Form 78) is as follows;

Form 78
(Vide rule 203)
Cashier’s Cash-book of ..... Municipality for the month of ....
Date No. of From On what Classification of receipt Total Total Remarks
miscella- whom account of each remitted
neous bill received item to
if any treasury
as per
chalan
1 2 3 4 5 6 13 14 15
Rs. Rs




One cashbook is used for one fiscal year, and it is closed at the end of the fiscal year. The paurashava
prepares a new cashbook when the next fiscal year starts.

Basically, two cashier’s cashbooks are prepared in one paurashava; one for revenue account Part 1
(general) and the other for revenue account Part 2 (water section).

One page of the cashier’s cashbook is used for one day. At the end of the day, the cashier closes the
page and the transaction of the following day will be recorded in the following page.

In “classification of receipt” of the cashier’s cashbook, budget heads (of Revenue account receipts)
are indicated, as specified in the budget document (Form Ka and Form Kha of Paurashava Budget
(preparation and approval) Rules, 1999).

An example of cashier’s cashbook is as follows;

(Form 78, vide rule 203)
........... Paurashava

Cashier’s Cash Book
For the Month of: ............

Financial Year: ...........

Taxes Rates Fees Gov't
No. of Donati Total
o From whom | On what ) onation Total of |[remitted to
Date | misc. hill . Holding o X (Except i Remarks

received account L|ght|ng License each item. treasury as
any Tax Dev't

per chalan
Grant)

1 2 3 4 5 14 17 33 34 35 36
1-Jul 7534-40 |[Abul Bashar |Tax 27,305 15,900 43,205 Sonali
1-Jul | 7687-00 |SohelRana |Tax 12,025 12,025 Bank-C/A-
1-Jul 7457-64 |Amol Bosh |Fees 9,000 9,000 354

Sub-Total 39,330 15,900 9,000 64,230 64,230
Signature Signature
Cashier Accountant

This example of the cashier’s cashbook shows the cash and cheque receipts on 1* July. As mentioned
above, the transactions made in the following day (e.g. 2" July) will be registered in the following
page.

One line of the cashier’s cashbook is for one transaction. In this case, the first line is for the tax and
rate payment (holding tax TK. 27,305 and Lighting rate TK. 15,900) by Mr. Abul Bashar on 1* of July.
Similarly, the second line is cash receipts of holding tax from Mr. Sohel Rana on the same day.

Each line shows a number of bill (money receipt), so that the transactions registered in the cashier’s
cashbook can be double-checked by tax collectors and accountants.

The cashier is supposed to deposit the cash and cheque received into the relevant bank deposit
account as often as possible, as mentioned in Rule 207 of Bengal Municipal Account Rules,1935.
The paurashavas are strongly recommended to deposit the cash and cheques on the same day of
receipts, and should not keep cash and cheques in hand.



The cashier then gives the deposit slip to an accountant, so that the account can also record the
receipts into an accountant’s cashbook.

The cash received cannot be used for payments, as depicted in Rule 207 of Bengal Municipal
Account Rules, 1935.

Bengal Municipal Account Rules, 1935

207. All money received on account of the Commissioners shall be remitted
to the treasury as often as can be conveniently managed and shall on no
account be appropriated toward expenditure.

(ii) Closing cashier's cashbook at the end of the day

The cashier closes the cashier’s cashbook every day, and calculate the total receipts of each budget
item.

Then, the secretary of the accountant and secretary of the paurashava checks the cashier’s cashbook,
and examines all the entries and calculations are appropriate. The accountant and secretary should
also make sure that all the cash and cheques received are deposited to bank account on the same
day, by checking bank deposit slips.

Bengal Municipal Account Rules, 1935

206. At the close of each day’s transaction the cash shall be verified by actual

count and the details of the cash balance shall be recorded in a bound book in

Form 79.

The cash balance certificate should be signed by the cashier and the Vice-

Chairman or other Commissioner or municipal officer in charge of the cash-chest. The latter
officer shall verify the cash balance and see that it agrees with the balance of the cashier’s
Cash-book for the same day (Form 78).

Summary of (1) Daily entry of cash receipt

Cashier

- Enter cash and cheque receipts to a cashier’s cashbook every day.

- Deposit the cash and cheque received to the relevant bank accounts every day.

- Do not use the cash received for payments.

- Calculate the total amount of receipts of each budget item on the cashier’s cashbook every day.

Accountant

- Check whether the entries in a cashier’s cashbook are correct.

- Check whether the calculation of total receipts of each budget item is correct.

- Check all cash and cheques received are deposited to relevant bank account on the same day.

Secretary
- Check whether the calculation of total receipts of each budget item is correct.

- Check all cash and cheques received are deposited to relevant bank account on the same day.




(2) Daily entry and closing of all receipts and payments

All financial transactions, including the cash and cheque receipts, are recorded by an accountant
(account officer, accountant or assistant accountant), in an accountant’s cashbook.

At the end of the day, the accountant closes the cashbook of the day, calculate the closing balance,
and transfer the closing balance to the following day (as opening balance).

(iii) The format used by accountant

Format of accountant’s cashbook

The format used by accountant for recording daily receipts and payments, which is called as
“accountant’s cashbook” or “cashbook”, is Form 83 of Bengal Municipal Account Rules, 1935, as
specified in Rule 221 of the rule.

Form 83 is as depicted in the following table,

Format of Accountant’s cashbook

Cash book
Form No- 83
(Rule No- 187 and 221)
FOr e Pourashava of ............ccoovviiiiiiciiinnins month
Debit
Date Memo no | Particulars Taka Total of | Name of Date | Particulars |Voucher no| Amount of [ Cheque no | Amount in [ Name of
of receipt each sector of of payment money the cheque | sector of
memo abstract abstract
register register
1 2 3 4 5 6 7 8 9 10 11 12 13

Bengal Municipal Account Rules, 1935

221. The Cash-book shall be kept in English in Form 83 by the accountant. It
shall be a substantially bound volume, containing a sufficient number of pages
to contain at least one year’s transactions. It shall be carefully pages before
being brought into use.

One page of the accountant’s cashbook is used only for one day. The transactions of more than one
day should not be recorded in one page. The left side of the accountant’s cashbook is for the
receipts (e.g. receipts of tax or fees), and the right side is for the payments.

One accountant’s cashbook is used for one fiscal year, and separate accountant’s cashbooks are
prepared for each account, including;
» Revenue account Part 1
> Revenue account Part 2 (Water section)
» Development account
- Development projects by own fund
- Development projects by ADP (Annual development, funded by the central government)

9




- Development projects by donors
» Capital account

The accountant’s cashbook of Revenue account Part 2 (Water section) is maintained by account
assistant or bill clerk of the water section of the paurashava.

A paurashava also prepares several accountants’ cashbooks for Development account. Accountant’s
cashbook for Development account are prepared for (i) Development projects by own fund,
(ii)Development projects by ADP (Annual development, funded by the central government), and (iii)
Development projects by donors, such as UGIIP-3, NOBIDEP, MGSP, or BMDF, etc.

Another cash book is prepared for Capital account. Transactions of gratuity fund, depreciation fund,
security money, and loan are recorded in this accountant’s cashbook.

An example of the accountant’s cashbook for Revenue account Part 1 of a paurashava is as in the
table below. This is a page of an accountant’s cashbook of a paurashava on 1° July (only for one day)

Example of an accountant’s cashbook (1% July) for Revenue account Part 1
Cash Book

(Form: 83 Vide rule:187 and 221)
Municipality: XXXX

Memo/ Total of | Name of Amountin | Abstract
Date monley Particulars of Receipt Taka each memo| sector of Date Particulars of payment Voucher | *Amount | Cheque |[the cheque |Register/L
receipt /money | abstract no. of money No. edger
No. receipt register Folio
1 2 3 4 5 6 7 8 9 10 11 12 13
1-Jul Opening Balance 1,010,500 1-Jul |Salary 1 5,000 7890382 5,000 1
1-Jul |7534-40 Holding Tax 39,930 1 1-Jul |Telephone bill 2 2,450 7890383 2,450 1
1-Jul |7687-92 Lighting Rate 15,900 1 1-Jul |Electricity bill 3 4,500 7890384 4,500 1
1-Jul |7457-64 Conservancy Rate 2,800 1
1-Jul |7789-90 |[Trade License Fee 9,000 1
1-Jul |7987-88 Compensation for Road Cutting 5,000 1
1-Jul |8211-12 Sale of Various Certificates 1,200 1
1-Jul |8222-23 Sale of Various Forms 1,000 1
1-Jul |8344-45 Sale of Tender Schedule 500 74,730 1
Total receipts of the day 74,730| Total payments of the day 11,950
Closing Balance 1,073,280
Total of the page 1,085,230| Total of the page 1,085,230

At the bottom of the accountant’s cashbook, the closing balance of the day is calculated every day.
Calculation of the closing balance every day is very important to know the available amount of
money in bank accounts.

At paurshavas, there are mainly two methods to calculate the closing balance of the day, as in (a)
and (b).

(a) [Closing balance (of the day)
= [Opening balance] + [Total receipts of the day] — [Total payments of the day]

(b) [Closing balance (of the day)]
= [Opening balance of the year]
+ [Total accumulated receipts of the period/year] — [Total accumulated payments of
the period/year]

In (a), [Closing balance (of the day)] is calculated from [Total receipts of the day] and [Total
payments of the day]. In (b), [Closing balance (of the day)] is calculated from [Total accumulated
receipts of the period/year] and [Total accumulated payments of the period/ year].

10




In this operational handbook, (a) is recommended to all paurashavas. Examples of (b) will be also
explained in this handbook for the paurashavas which are using (b).

Some other paurashavas do not even calculate the closing balance every day, and calculate it at the
end of each month. This is not appropriate, as the paurahsava cannot know the outstanding balance

of bank account form cashbook, when paurashavas issues cheques for payments.

How to fill accountant’s cashbook (left side: Receipts)

The left side of the accountant’s cashbook, which is enlarged in the following table, shows the
receipts, such as receipts of tax, rates,and fees.

Example of an accountant’s cashbook (1* July) for Revenue account Part 1, Receipts

'\n/wlir:;y/ . . Total of each Name of sector
Date receipt Particulars of Receipt Taka memo / . of ab.stract
No. money receipt register
1 2 3 4 5 6
1-Jul Opening Balance 1,010,500
1-Jul | 7534-40 Holding Tax 39,930 1
1-Jul | 7687-92 Lighting Rate 15,900 1
1-Jul | 7457-64 Conservancy Rate 2,800 1
1-Jul | 7789-90 Trade License Fee 9,000 1
1-Jul | 7987-88 Compensation for Road Cutting 5,000 1
1-Jul | 8211-12 Sale of Various Certificates 1,200 1
1-Jul | 8222-23 Sale of Various Forms 1,000 1
1-Jul | 8344-45 Sale of Tender Schedule 500 74,730 1
Total receipts of the day 74,730
Total of the page 1,085,230

At the top of the left side of the accountant’s cashbook, [Opening balance] (TK. 1,010,500) is
indicated. This must equal to the closing balance of the previous day.

In this example, a total of TK. 74,730 was registered as a receipt of the day. In this case, the cashier
received TK. 74,730 of cash or cheques on 1st July, deposited them on the same day, and the
accountant recorded this in the accountant’s cashbook.

As in this example, the deposited amounts (TK. 74,730) were entered in several budget heads of the
accountant’s cashbook, such as holding tax (TK.39,930), lighting rate (TK. 15,900) or conservancy
rate (TK. 2,800).

The reason why the entries of receipts were separated into several budget heads is because this
makes it easier to summarize the monthly receipts and payments at the end of every month.

Holding tax (TK. 39,930) is the summation of the receipts from several payers, whose tax receipt
numbers are from 7534 to 7540. Similarly, the entry of lighting rate (TK. 15,900) is the summation of
the receipts (receipt number from 7687 to 7692).
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[Total receipts of the day] is also indicated at the bottom of the sheet. Please note that [total
receipts of the day] does NOT include [Opening balance]. [Total of the page], which is obtained by
Adding [Opening balance] to the [Total receipts of the day] is indicated at the bottom of page.

“Name of sector of abstract register” on this cashbook is showing the relevant page number of
Abstract register, which is explained later in this operational handbook.

Bengal Municipal Account Rules, 1935

222. As soon as the Pass-book is received back from the Treasury (see rule 211), the accountant
shall compare and verify the entries in the Pass-book with the duplicate challans and the cashier’s
Cash-book to ensure that all remittance have been duly brought to account in the Treasury and the
accountant will then write up the receipt side of his Cash-book (Form 83) from the challans and the
cashier’s Cash-book.

In writing up his Cash-book the accountant shall transcribe the totals only under the various account
headings in the cashier’s book into his Cash-book, but at the same time he shall prove the
compilation of the account and test the accuracy of the amount and the classification of the items
forming the totals by referring to all the forms and registers in which receipts are given or collections
recorded. All miscellaneous receipts and license book counterfoils shall thus be checked daily by the
accountant, but the collections of municipal taxes should be compared only with the sarker’s
collection registers after they have been duly checked without scrutinising the counterfoils of the
bills.

The date of receipt to be shown in the accountant’s Cash-book shall be the date on which the
challan is received by the Treasury Officer as shown by his stamp and initials on the counterfoil.

How to fill accountant’s cashbook (right side: Payment)

The right side of the accountant’s cashbook, which is enlarged in the following table, shows the payments,
such as salary payments or telephone bills.

Example of an accountant’s cashbook (1% July) for Revenue account Part 1, Payments

Amountin Abstract
Vouch *A h
Date Particulars of payment oucher mount Cheque | the cheque Register/
no. of money No. .
Ledger Folio
7 8 9 10 11 12 13
1-Jul | Salary 5,000 7890382 5,000 1
1-Jul | Telephone bill 2 2,450 7890383 2,450 1
1-Jul | Electricity bill 4,500 7890384 4,500 1
total payments of the 11,950
day
Closing Balance 1,073,280
Total of the page 1,085,230

The payments indicated in this accountant’s cashbook were paid through a bank account (for
Revenue account Part 1) by issuing cheques. For example, the first line shows the salary payment of

TK. 5,000 made by a cheque (Cheque number 7890382).
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At the end of each line, “abstract Register/Ledger Folio” is indicated. This shows the page number of
this item in Abstract Register, which is used for summarizing the payments of this item in this month.

At the bottom of the page, [Total payments of the day] and [Closing balance] are filled. The closing
balance of the day is calculated as follows;

[Opening balance] + [Total receipts of the day] - [Total payments of the day]
= [Closing balance (of the day) ]

[Total of the page], which is obtained by Adding [Total payments of the day] to [Closing balance] is
indicated at the bottom of page. This must equal to the [Total of the page] indicated on the left side
of the accountant’s cashbook.

Record keeping of cheques
As mentioned above, when a paurashava makes a payment, it issues a cheque, as the paurashavas
are not allowed to make payments by cash.

Upon payments, an accountant obtains approvals on payment itself after receiving invoices. Then an
accountant prepares a cheque and a “cheque register”, and have them signed by authorized
signatories of the bank account of Paurashava (e.g. secretary and mayor).

Sample of a Cheque Register:

Name of Bank -
These are signed by the
Branch : -
same signers of cheques.
Account No :
Account Type : N
|4 \
Date No. of Name of Head of Amount-Tk. | Signature | Signature | Remarks
Cheque Payee Accounts Secretary Mayor

When making payments by the cheque, the accountant fills a “payment voucher”. Upon payments,
the recipient signs on the voucher and counterfoil of the cheque. The format of the payment
voucher is not specified in rules, but the format normally used by paurahsvas is as follows;

13



Payment Voucher Form

M
onogram . Paurashava
Payment Voucher

Date: Voucher No:
P TO ittt e te e st ste et et etesteeae e et st eae et eeb et st eebaes et beba s besbetaenbesbennenaentenan
Cheque NO:.....cocveveeeieereeeae Bank Name and Account NO:.......cceeeveeevvenennene

Head of Accounts Particulars Taka

Total |
Taka in word:.....
Received by Accounts officer/ Chief Executive Officer/ Mayor
Accountant Secretary

After the recipient signed on the voucher, the voucher is also examined and signed by the
accountant, secretary (or CEO) and mayor. Then the accountant records the payment to the
accountant’s cashbook.

Bengal Municipal Account Rules, 1935

223. The payment side of the Cash-book shall be posted from the details of the
vouchers and on the cheques drawn. The amount of each cheque shall be

entered as soon as the cheque is signed.

(iv) Closing accountant’s cashbook at the end of the day

Calculation of closing balance by accountant

An accountant’s cashbook is closed every day, and receipts and payments of the following day
should be registered in the following pages (receipts and payments of more than one day should not
be registered on the same page).

Upon closing accountant’s cashbook, the closing balance is calculated. Calculation of the closing
balance is typically necessary, when issuing cheques for payments. An accountant should make sure

that there is enough balance in bank accounts before cheques are issued.

As mentioned above, [Closing balance] of the day will be calculated from [Opening balance], [Total
receipts of the day] and [Total payments of the day].

The relationship among [Opening balance], [Total Receipts of the day], [Total payments of the day]
and [Closing balance] are depicted as follows;
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[Opening balance] + [Total receipts of the day] - [Total payments of the day]
= [Closing balance (of the day) ]

<Day 1, 15" September>

Debit Credit
Receipt Payment

Opening balance 3,000

Receipt (1) 100 | Payment (1) 200

Receipt (2) 100 | Payment (2) 100

Page total (receipt) 200 | Page total (Payment) | 300
Closing balance 2,9005

Total of the page 3,200 | Total of the page 773,200

In this case, the opening balance of the day (which is same as the closing balance of the previous
day) was TK. 3,000. This paurashava received TK. 200 and paid TK.300 on this day, and thus the
closing balance on this date is TK. 2,900.

The closing balance of the day (TK.2,900) will be the opening balance of the following day. This can
depicted as in the following tables.

<Day 2, 16" September>

Debit Credit
Receipt Payment

Opening balance : 2,900

Receipt(3) | 7 600 | Payment (5) 200

Receipt (4) 300 | Payment (6) 300
Payment (7) 100

Page total (receipt) 900 | Page total (Payment) 600
Closing balance 3,200

Total of the page 3,800 | Total of the page 3,800

[Total receipts of the day] is TK.900, and the [Total payment of the day] is TK.600. [Closing balance]
is then TK.3,200, which is calculated as [Opening balance] TK. 2,900 + [Total receipt of the day] TK.
900 - [Total payment of the day] TK. 600.

Checking of accountant’s cashbook by secretary and mayor

The daily entries of the accountant’s cashbook are checked both by accountant and secretary.

Secretary checks every day;

(i) whether all the entries are made based on vouchers (e.g. deposit slips or money receipts),

(ii) whether the closing balance is appropriately calculated (e.g. Opening balance + total receipts —
total payments = closing balance)
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Checkpoints of cashier’s cashbook

Debit Credit
Receipt Payment
Opening balance 20900 e
"Receipt (3) 600 | Payment (5) 200
Receipt (4) 300 | Payment (6) 300
...................................................... Payment (7) .o, 100,
T o e o L P e R =50
Closing balance 3,200
Jotal.ofthepage........ //......|.........3,800 |. Totalofthepage .....ccoeveeveii v 3.800..

A/C/ /ﬂ Secretary /

(i) Check the (iii) Check if the
consistency with calculation is
vouchers. correct.

Summary of (2) Daily entry and closing of all financial transactions

Accountant

- Prepare accountant’s cashbook for each account (e.g . Revenue account Part 1, Part 2,
Development account and capital account).

- Record all financial transactions to accountant’s cashbook every day.

- Calculated the closing balance from opening balance, total receipts of the day and total
payments of the day.

Secretary
- Check the consistency between the data entry in the accountant’s cashbook and vouchers.

- Check if the calculation of the closing balance is correct.

Tips: Record transactions as soon as possible
When transactions are made, the data entry should be made as soon as possible. For example,
when checks are issued to recipients, such payment transactions should be recorded in the
cashbook at the same time.

When accountants try to record several transactions later, some of them might be missed out.
In this case, double checking would take more time than necessary and quality of cashbook

registration would be worse.

A frequent data entry and checking is the key to achieve quality in data entries.
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(3) Monthly closing

In addition to the daily accounting closing, the accountant (account officer, accountant, or assistance
accountant) calculates the closing balance of each account at end of every month.

At the same time, the accountant obtains bank statements of bank accounts, and checks the
consistency between the closing balance of the accountant’s cashbook and that of the relevant bank
account.

Bengal Municipal Account Rules, 1935

224. The Cash-book shall be balanced on the last working day of each month and
signed by the Chairman or Vice-Chairman in token of the correctness of every entry
made therein. The balance brought out shall be stated both in words and figure and
shall within three days of the close of the month be agreed with the balance shown
in the Treasury Pass-book, thus:-

Monthly account closing is done by (i) an accountant (or account officer), and then checked by (ii) a
secretary (or chief executive officer) and (iii) a mayor.

(i) Monthly account closing by accountant

An accountant (an accountant or an account officer) examines the consistency between the closing
balance of the accountant’s cashbook and that of relevant bank account at the end of every month.

Theoretically, both closing balances should be consistent. However, there might be some gaps
between these closing balance because of any mistakes in data entries and also because of the
settlement of cheques. The accountant has to check if there are such gaps, and make adjustments to
the closing balance.

Processes to check the consistency between the closing balances of the accountant’s cashbook and

that of relevant bank account statement are as follows;

e Obtain bank statements

e  Compare the bank statement to the accountant’s cashbook and identify the cheques paid but
not settled (amounts and payees).

e Identify also the cheques received and deposited but not settled.

e Adjust the closing balance on the accountant’s cashbook and examine the consistency between
the adjusted closing balance of the accountant’s cashbook and bank statements.

Examining the cheques paid but not settled

As mentioned above, the checking process starts from obtaining a bank statement. Comparing the
bank statement and the accountant’s cashbook, the accountant identifies which cheques paid by the
paurashava are not settled yet.

This is because the amounts of cheques paid but not settled reduces the closing balance of the
accountant’s cashbook, but does not reduce the bank account balance.

Then the accountant identifies the number, date of issue, payee and the amount of the cheques
which have not been settled until the end of the month.

Examining the cheques received and deposited but not settled
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Similar gap might happen when cheques received (e.g. from a tax payer) and deposited, but not
settled before the end of the month.

The amounts of cheques received and deposited but not settled will increase the closing balance of
the accountant’s cashbook, but does not increase the bank account balance.

This is because when a paurashava deposits cheques in a bank account, it will take at least 3 days (if
the cheque is issued in the same region), and sometimes about 15 days (if the cheque is issued at
remote place) to settle.

Then, the gap between the closing balance of the accountant’s cashbook and that of bank statement
comes from unsettled cheque paid and unsettled cheques deposited. The relationships among them
is depicted as follows;

[Closing balance of cashbook] + [Unsettled cheques paid] — [Unsettled cheques deposited]
= [Balance of bank account]

This is calculated on the accountant cashbook as follows;

Calculation of the adjusted closing balance (at the end of month)
Closing balance (as per accountant’s cashbook) TK. 50,000

Plus (+) Cheque have been issued but yet unpaid in the bank

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

Cheque no- 345287/Date 25 July 2014/Fuel bill/Jamal Petrol Pump Ltd. ©OTK. 10,000
Cheque no- 352289/Date 27 July 2014/Stationary Bill/ Rana Stationary. :  TK. 5,000 |
Sub-Total :  TK. 15,000 |

Minus (-) Cheque/ memo have been deposited from cashbook but not
included in pass book/ bank account

Cheque no- 67543 /Date 02 July 2014/Tax collection/ ................. ©  TK. 12,000
Cheque no- 786412/Date 23 July 2014/Lease money/ ................. : TK. 6,000 |
Sub-Total : TK.18,000 |
Adjusted closing balance (TK 50,000+15,000-18,000) TK. 47,000

= Balance of the bank account

In this example, there are two cheques (TK.10,000 and TK. 5,000) which are paid but not settled until
the end of this month.

At the same time, there are two cheques (TK.12,000 and TK.6,000) which were deposited in bank
account but not settled until the end of the month.

The closing balance on the accountant’s cashbook was TK. 50,000. Then the adjusted closing balance
which should be consistent with the balance of bank account is TK. 47,000.

The adjustment is indicated on the accountant’s cashbook (of the last working day of every month)
as follows;
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How to indicate the adjusted closing balance in accountant’s cashbook

Debit Credit
Receipt Payment
Opening balance 49,000
Receipt (1) 1,500 | Payment (3) 1,000
Receipt (2) 500
Total receipts of the day 2,000 | Total payments of the day 1,000
Closing balance 50,000
Total of the page 51,000 | Total of the page 51,000
Closing balance 51,000
Unsettled cheques paid(+) 15,000
Unsettled cheques deposited(-) 18,000
Adjusted closing balance 48,000
Accountant Secretary
Check the consistency
with bank statement.
Mayor

Tips: When the adjusted closing balance and bank closing balance are not consistent

The gap between the bank statement balance and the closing balance comes from unsettled
cheques and mistakes of entries in the accountant cashbook.

Then, if the adjusted closing balance and bank closing balance are not consistent, check once
again;

1) Whether the unsettled cheques paid and unsettled cheques deposited are correctly identified,
2) Whether the adjusted closing balance is appropriately calculated at the end of the month,

3) Whether daily closing balance was appropriately calculated on the accountant cashbook, and
4) Whether daily receipts and payments are appropriately entered in the accountant’s cashbook .

(ii) Monthly checks on account closing by a secretary

At the end of every month, accountant’s cashbook is checked both by a secretary (or chief executive
officer) and a mayor.

The secretary examines;

(a) Whether the unsettled checks paid and unsettled cheques deposited are appropriately indicated
on the accountant ‘s cashbook.

(b) Whether the adjusted closing balance is appropriately calculated, and

(c) Whether the adjusted closing balance of the accountant’s cashbook and the closing balance of
the bank statement are consistent.
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How to examine the adjusted closing balance

Debit Credit
Receipt Payment

Opening balance 49,000

Receipt (1) 1,500 | Payment (3) 1,000

Receipt (2) 500

Total receipts of the day 2,000 | Total payments of the day 1,000
Closing balance 50,000

Total of the page 51,000 | Total of the page 51,000

(a) ghe:: ':iaut:;('emjiaizzques are \\ Closing balance 51,000
AR Y ' |_Unsettled cheques(+) 15,000

— |un deposited cheques (-) 18,000

(b) Check if the calculation of Adjusted closing balance 48,000
adjusted closing balance is
correct or.
Accountant Secretary

(c) Check if the adjusted closing
balance is consistent with the
balance of bank statement. Mayor

(iii) Monthly checks on account closing by a mayor
A mayor also checks the accountant’s cashbook at the end of every month.

The mayor typically examines;
(c) Whether the adjusted closing balance of the accountant’s cashbook and the closing balance of the
bank statement are consistent.

Summary of (3) Monthly closing

Accountant

- Obtain banks statement of the month and identify the unsettled cheques paid and unsettled
cheques deposited.

- Indicated such unsettled cheques paid and unsettled cheques deposited onto the accountant’s
cashbook.

- Adjust the closing balance of accountant’s cashbook by adding the amount of unsettled
cheques paid and deducting the amount of cheques deposited.

- Examines the consistency between the adjusted closing balance of the accountant’s cashbook
and the closing balance of the bank statement.

Secretary
- Checks whether the unsettled checks paid and unsettled cheques deposited are appropriately

indicated on the accountant ‘s cashbook.

- Checks whether the adjusted closing balance is appropriately calculated, and

- Examines the consistency between the adjusted closing balance of the accountant’s cashbook
and the closing balance of the bank statement.

Mayor
- Examines the consistency between the adjusted closing balance of the accountant’s cashbook

and the closing balance of the bank statement.
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(4) Budget monitoring

Paurashavas need to monitor the budget execution progress every month and every quarter, as
specified in The Bengal Municipal Account Rules 1935.

Bengal Municipal Account Rules, 1935

247. At the close of every month, the totals under the various heads of account

recoded in the Abstract Registers shall be entered in English by the accountant

in the separate register in Form 89 and 90 against the corresponding heads

under the appropriate month.

If it is desired to show the expenditure in greater details than according to the prescribed
budget heads, additional details heads may be inserted in the Register of Expenditure.

Monitoring of budget execution is important, as paurashavas have to follow certain rules in budget
execution processes; such as;

- Upper limit of the establishment cost

- Restrictions on expenditure more than approved budget and adaptations

As specified in Article 11 (1) of Paurashava Budget (preparation and approval) Rules, 1999,
paurashavas cannot spend more than 50% of revenue income for establishment cost. Therefore,
paushava need to monitor the revenue income and expenditure, and make sure that they are not
spending more than the upper limit.

Paurashava Budget (preparation and approval) Rules,1999

11.Expenditure restriction:

(1)The Paurashava will not expend more than 50% of collected revenue income for
establishment in the relevant financial year;

As specified in Article 11(2) of Paurashava Budget (preparation and approval) Rules, 1999,
paurashava cannot make expenditure which is not included in the approved budget. Paurashava
cannot adapt any allocation from one head or sub-head to another head or sub-head either, as in
Article 12.

Paurashava Budget(preparation and approval) Rules,1999
11.Expenditure restriction:
(2) Paurashava cannot expend in any means excluded the approved budget;

Paurashava Budget(preparation and approval) Rules,1999

12.Adaptation of expenditure head: Paurashava cannot adaptation any
allocation from one head or sub-head to another head or sub-head:

But to tackle any disaster or critical situation, adaptation can be made with the
prior approval of the Prescribed Authority;

Therefore, a paurashava again needs to monitor the budget executions, and make sure that they are
complying with these rules.

Monitoring of revenue income and revenue surplus (revenue income — revenue expenditure) is

typically necessary, especially when paurashavas are allocating more revenue income for
development expenditures.
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Therefore, it is highly recommended to set targets on revenue income (tax revenue) and also on
revenue surplus and then to monitor the progress every month.

Receipts and payments registered on accountant’s cashbook are compiled for monthly and quarterly
monitoring as follows;

1) An accountant fill “abstract register” of each budget head from the receipt and payment entries
in accountant’s cashbook

2) The total receipt and payment amounts of each budget item calculated in abstract registers are
then filled in Quarterly and Annual Account of Receipts and Payments every month.

3) The amounts of quarterly receipts and payments of each budget head are then calculated
compiling monthly totals.

Compiling the Quarterly and Annual Account of Receipts and Payments, an annual statement of the
paurashava can be easily prepared. This process can be described in the following diagram.

Diagram for preparation of quarterly and Annual Accounts of Receipts and Payments of

Paurashava
I I
_ Accountant’s cashbook
Daily
1) Compile accountant’s cashbook
1 to prepare abstract registers
/
Abstract
register
2) Enter monthly receipts and
Monthly < payments to “Quarterly and
Annual Account of receipts and
- Payments”
Monthly entry of “Quarterly and
Annual Account of Receipts and
Payments”
~
3) Compile monthly entries to fill
1 “Quarterly and Annual Account
of receipts and Payments”
Quarterly entry of “Quarterly and
Quarterly Annual Account of Receipts and
Payments
Compile Quarterly and Annual
Account of Receipts and
Payments to formulate annual
Annually Annual statement statement
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1) Compile receipts and payments in accountant’s cashbook to fill abstract register

Monitoring of budget executions starts from compiling receipts and payments data. However, it is
not easy to sum up all receipts and payments of each budget head.

Then, “Abstract register” is used to compile receipt and payment data of each budget item every
month.

The format of Abstract Register, which is given in Bengal Municipal Account Rules, 1935, and the
related rules are as follows;

Form 86
(Vide rules 186 and 240)
Abstract Register of Receipts of the Municipality of ............
for the month of .....................

Heads of receipt as in budget form Cross total
Cash transaction carried to
Total cash transaction next page
Adjustment | Add
Deduct
Net total
Form 87

(Vide rules 186 and 240)
Abstract Register of Payment of the Municipality of ............
for the month of .....................

Heads of receipt as in budget form Cross total
Cash transaction carried to
Total Cash transaction next page
Adjustment | Add
Deduct
Net total

Bengal Municipal Account Rules, 1935

240. All the entries on the receipt side of the Cash-book (From 83) shall be posted by the
accountant one by one direct from the Cash-book into the Abstract Register of receipts
(Form 86) and all the entries on the payment side of the Cash-book shall be similarly posted
into the Abstract Register of expenditure (Form 87).

When transactions under any head are very numerous, it will be best to open two or more
columns with the same headings, and the headings under which there can be no
transactions may be omitted.

241. The Abstract Registers shall be kept in English and shall be posted as often as may be convenient, but in
no case later than 10 days after the close of the month to which the account relates.

242. The cash transaction in the Abstract Registers shall be totalled every month and the grand totals of the
different heads of receipts and expenditures must necessarily be equal to and shall be compared by the
Mayor, Executive Officer or Secretary with the total receipts and payments in the Cashbook. He shall initial the
Abstract Registers in token of having made this comparison.
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As mentioned in these rules, an accountant transcribe receipts and payments entries from the
accountant’s cashbook to the Abstract Register. Then, the accountant calculates the total amount of
receipts and payments of each budget head in the abstract register within ten days from the end of
each month.

An example of the abstract register of receipts is as in the following table. The abstract register is
showing all receipts of Revenue account Part 1, such as receipts of tax, rates and fees.

Please note that this is an example used by several paurashava, which seems to be most feasible.
The Abstract Register of other paurahsvas might look different.

An example of abstract register (receipts)

Taxes Rates Fees Others Government
Cash book Donation
Date Folio Hat-Bazar ..| Grand total
No/Page No Holding Tax | ... Lighting | ... License Lease ... |(Except Dev't
Grant)
1 2 5 14 17 22 33 34
1-Jul 1 27,305 15,900 9,000
1-Jul 1 12,025
2-Jul 2 34,350 23,300 7,000 20,675
Total 73,680 39,200 16,000 20,675 149,555

In this example, names of budget heads are shown at the top to table. The receipts of each budget
head are described one by one.

At the bottom of each budget head, the total amount of receipts of each item is calculated. The
totals calculated in this abstract register will be then input in “Quarterly and Annual Account of
Receipts and Payments”, which is explained in the following section.

If all entries of any budget head in an accountant’s cashbook cannot be transcribed into one page of
abstract register, you can continue transcribing in the next page of abstract register. In such case,
the subtotals of the page are indicated at the bottom of each page, and the subtotal will be carried
over to the following page.

After all entries are made in the abstract register, grand total of receipts and payment s of each
account should be calculated on the abstract register.

The grand total amount of receipts and payments in abstract register will be compared to the total
amount of receipts and payments in accountant’s cashbook by a secretary and mayor. This is
necessary to examine all the entries in the cashbook are transcribed in the abstract register.

2) Monthly entry to “Quarterly and Annual Account of Receipts and Payments” from abstract
register

As described in Rule 247 of Bengal Municipal Account Rules 1935, “At the close of every month, the

totals under the various heads of account ... shall be entered in the separate register in Form 89 and
90 against the corresponding heads under the appropriate month”.
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The formats used for the monthly monitoring are Form 89 (Quarterly and Annual Account of
Receipts) and Form 90 (Quarterly and Annual Account of Payments) of Bengal Municipal Account
Rules,1935.

Form 89
(Vide rules 180 and 243)
Quarterly and Annual Account of Receipts

Head of Budget July August | September| Total 1% Total 4" | Total of the
receipt estimate Quarter Quarter year
as
sanctioned
1 2 3 4 5 6 20 21
Total
Receipts
Opening
blance
Form 90
(Vide rule 247)
Quarterly and Annual Account of Payments
Head of Budget July August | September| Total 15 Total 4" | Total of the
expenditure| estimate Quarter Quarter year
as
sanctioned
1 2 3 4 5 6 20 21
Total
Expenditur
e
Closing
balance at
the end of
previous
fiscal year

How to fill the format (Quarterly and Annual Account of Receipts and Payments)

In these formats, total of receipts and payments of each budget item are entered every month.
Compiling receipts and payments of three month (e.g. July — September), it is also possible to
calculated the receipts and payments amount of each quarter.

The items indicated in Quarterly and Annual Accounts of Receipts and Payments should be
consistent with those of budget documents (Form Ka and Form Kha of Paurashava Budget

(preparation and approval) Rules, 1999).

One sheet of Quarterly and Annual Accounts of Receipts and Payments sheet, which are used for
one fiscal year, should be printed on two pages facing each other.

Quarterly and Annual Accounts of Receipts and Payments can be filled from abstract registers as
follows;
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Example of filling monthly summary from abstract registers

Abstract register (receipts, Revenue account Part 1) of July
Taxes Rates Fees Others Government
Cash book Donati
Date Folio Ldi Lichti i Hat-Bazar (E‘:(:Z I:r)ev‘t Grand total
No/Page No Holding Tax | ... ighting icense Lease Grantr)’
1 2 5 14 17 22 33 34
1-Jul 1 27,305 15,900 9,000
1-Jul 1 12,025
2-Jul 2 34,350 23,300 7,000 20,675
Total i 73,680|: i 39,200 i 16,000(:
Form 8
(Vide rule/243)
Quarterly and Annual ccount of Receipts (Rgvenue account Part
Head of Budget Sep Total 1% Total 4™ | Total of
expenditure | estimate as Quarter Quarter | theyear
sanctioned
1 2 s/ /5 6 /| 20 21
Holding tax 900,000 73,680/ / / I
l,‘ / ¥ I Examine if this is consistent with |
Lighting 500,000 39,200 / // // the total expenditure in the L
abstract register. L
Licence 240,000 16,000 K / /
/
Hat lease 250,000 20,675 /
Total Income 1,800,000 149,555
Oneni
pening 200,000 | 210,000
balance

The upper table is the Abstract register of Revenue account Part 1 in July, and the lower table is the
Quarterly and annual account of Receipts and payment of the same account. The budget items
shown on both tables are same (the budget items on the accountant’s cashbook should be also
same).

In this example, the total revenue of holding tax calculated in the Abstract register (July) is TK.
73,680. This is then input into the relevant cell (Holding tax, July) in the Quarterly and Annual
account of Receipt.

How to check if the data entries in Quarterly and Annual Account Receipts and Payments are
collect.

After all entries are made in Quarterly and Annual Account of Receipts and payments, it is necessary
to examine if all the data entries are correct or not.

Then, the accountant examines if the total receipts and payments of each account are same
between (i) Quarterly and Annual Account of Receipts and Payments and (ii) Abstract Register. This
should be also consistent with the receipt and payments calculated on the Accountant’s cashbook.
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The entry to quarterly and annual account of receipts and payments are made by an accountant, and
checked by a secretary and a mayor.

How to monitor the progress of budget execution

Quarterly and Annual Account of Receipts and Payments produced above is used for the monitoring
of budget executions.

Typically, the accountant, secretary and mayor examines if the actual budget execution amount
(expenditures) of each budget item is not exceeding the amount of approved budget.

They should also examine if the actual establishment expenses are not exceeding 50% of revenue
income.

The paurashavas are also recommended to monitor the progress of revenue surplus and tax revenue,
comparing to their annual targets.

The Quarterly and Annual Account of Receipts and Payments are then submitted and explained to
the standing committee of Account and Audit of the paurashava.

3) Preparation of Quarterly statements

Paurashavas continue the monitoring of budget execution every month and every quarter, using the
Quarter and Annual account of Receipts and Payments.

Every month, an accountant will fill out the Quarter and Annual Account of Receipts and Payments
of each account (Revenue account Part 1 and 2, Development account and Capital account) and then

summarize them to indicate the quarterly budget execution progresses.

Similarly, the accountant, secretary and mayor examines if the actual budget execution amount
(expenditures) of each budget item is not exceeding the amount of approved budget.

They examine if the actual establishment expenses are not exceeding 50% of revenue income, and
monitor the progress of revenue surplus and tax revenue, comparing to their annual targets.

The statements are then submitted and explained to the standing committee of Account and Audit
of the paurashava.
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Summary of (4) Budget monitoring

General
- Itis highly recommended to set targets on (i) Revenue surplus amount and (ii) tax, rate and fee
revenue amount, before a fiscal year starts.

Accountant

<Monthly>

- Prepare abstract registers of each account transcribing receipt and payment entries from
relevant accountant’s cashbooks.

- Transcribe the total amount of each budget of abstract register to Quarterly and Annual
Account of Receipts and Payments.

- Examines the consistency between the total amount of receipts and payments of (ii) abstract
registers and (iii) Quarterly and Annual Account of Receipts and Payments.

- Examine if the actual expenditures of all budget items are within approved budget amounts.

- Examine the progress of the revenue surplus and tax, rate and fee revenue.

<Quarterly>

- Summarize monthly receipts and payments on Quarterly and Annual Account of Receipts and
Payments to show the quarterly progress of budget executions.

- Examine if the actual expenditures of all budget items are within approved budget amounts.

- Examine the progress of the revenue surplus and tax, rate and fee revenue.

Secretary

<At the beginning of the fiscal year>

- Take initiatives to set targets on the revenue surplus and tax, rate and fee revenue

<Monthly>

- Examines the consistency between the total amount of receipts and payments of (i)
accountant’s cashbooks and (ii) Abstract registers.

- Examines the consistency between the total amount of receipts and payments of (ii) abstract
registers and (iii) Quarterly and Annual Account of Receipts and Payments.

- Examine if the actual expenditures of all budget items are within approved budget amounts.

- Examine the progress of the revenue surplus and tax, rate and fee revenue.

- Submit the monthly statement to the standing committee of account and audit.

<Quarterly>

- Examine if the actual expenditures of all budget items are within approved budget amounts.

- Examine the progress of the revenue surplus and tax, rate and fee revenue.

- Submit the quarterly statement to the standing committee of account and audit.

Mayor

<At the beginning of the fiscal year>

- Take initiatives to set targets on the revenue surplus and tax, rate and fee revenue
<Monthly>

- Examine if the actual expenditures of all budget items are within approved budget amounts.
- Examine the progress of the revenue surplus and tax, rate and fee revenue.

- Submit the monthly statement to the standing committee of account and audit.
<Quarterly>

- Examine if the actual expenditures of all budget items are within approved budget amounts.
- Examine the progress of the revenue surplus and tax, rate and fee revenue.

- Submit the quarterly statement to the standing committee of account and audit.
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(5) Budget revision

Paurashavas are authorized to make revisions to the approved budget any time before the end of
fiscal year, as specified in Article 92 (5) of Local Government (Paurashava) Act 2009.

If paurashavas expect that expenditure of some budget heads / sub-heads would be more than
approved amounts through monthly monitoring, paurashavas revise budget, have it discussed in
council meetings and TLC meetings, and have it approved.

In many cases, paurashavas revise their budget after March (9 months from the beginning of a fiscal
year).

Therefore, in March, the budget summary until third quarter is prepared.
Upon necessity and the progress of budget execution, the planned budget is revised and indicated in
the proposed budget for the next fiscal year.

Paurashava Budget (preparation and approval) Rules,1999

14. Revised budget: As per rules 6,7 & 8, if needed, Paurashava can prepare and

approve revise budget in any time before closing the financial year;

15. Fund for special project: Government can provide fund to the Paurashava

for implementation of any special project. If Paurashava obtain these type of

fund, they will include it to the relevant financial years’ budget or revised budget;

Local Government (Paurashava) Act, 2009

92. Budget:

(5) At any time before the expiry of the financial year to which a budget relates,
a revised budget for the year may, if necessary, be prepared and sanctioned, and
such revised budget shall, so far as may be, subject to provisions of this section.

(6) Compilation of annual statement

At the end of fiscal year, paurashavas prepare an annual statement, compiling the income and
expenditures of the relevant fiscal year.

The annual statement is then posted onto a conspicuous place in the office of paurashavas (such as a
notice board at a paurahsava office).

The annual statement prepared by paurashava should be then presented to a TLC meeting and a
council meeting. In these meetings, it is most recommended to explain how the revenue income,
especial tax revenue, was spent (e.g. how many percentage(%) of spent for salary expenses and how
many percentage (%) was for education / health services and infrastructure development).

The annual statement is most useful when setting up a mid-long term financial forecast, which can
be used for mid-long term development plan of a paurashava.

Local Government (Paurashava) Act, 2009

93. Accounts- (1) Accounts of the receipts and expenditure of the municipality

shall be kept in the prescribed manner.

(2) An annual statement of the accounts shall be prepared after the close of

every financial year.

(3) A copy of the annual statement of accounts under sub section shall be placed at a conspicuous
place in the office of the municipality for public inspection, and all objections or suggestions
concerning such accounts received from the public shall be considered by the municipality.
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The format of the annual statement is NOT specified in Local government (Paurashava) Act, 2009.
However, as Bengal Municipal Account Rules, 1935 explains that the format to be used for annual
statement in Form 91 and rule 247, the annual statement should indicate (1) Budget of current year,
(2) Actual budget execution, and (3) the difference between budget and actual execution.

FORM 91
(Vide rule 248 and 249)

Annual Account of the .......... Municipality for the year ending..........
Receipts Disbursements
1 2

Revenue(Head Estimate Actuals Actuals. (Head as in Estimate Actuals Actuals. Plus

as in prescribed Plus or prescribed list) or minus
list) minus
Tk. Tk. Tk. Tk. Tk. Tk.
Opening
balance
Sub-Total Sub-Total
Closing balance
Grand Total Grand Total

However, Form 91 of Bengal Municipal Account Rules, 1935 is not necessarily consistent with the
budget format (Form Ka and Form Kha) specified in Paurashava Budget (preparation and approval)
Rules, 1999.

Therefore, it is most recommended to prepare the statement following Form Ka and Form Kha (a)
(b) and (c) of Paurashava Budget (preparation and approval) Rules, 1999 for preparing annual
statement, indicating (1) Budget of current year, (2) Actual budget execution, and (3) the difference
between budget and actual execution. Some paurashava might want to indicate actual budget
execution of the previous year as well.

The budget items indicated in the annual statement should be same as the ones of Form Ka and
Form Kha (a) (b) and (c).

The following table shows the example of annual statement of Revenue account Part 1, which is
relevant to Form Kha (a) Part 1.
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Annual Account

FORM 91
(Vide rule 248 and 249)
of the .........Municipality for the year ending..........

Receipts Disbursements
1 2
Revenue Estimate Actual Estimate Expenditure Estimate Actual Estimate
(Head as in prescribed - Actual (Head as in - Actual
list) prescribed list)
1 2 3 4(2-3) 5 6 7 8(6-7)

Taxes General Establishment

Holding Tax 20,00,000 | 18,50,500 1,49,500 | Honorarium of Mayor 9,00,000 8,20,000 80,000
and Councillors

Tax on Immovable Property 15,00,000 |  13,20,000 1,30,000 ::'Ciirzn(fxcept water 22,00,000 |  20,60,000 1,40,000

Building Con.structlon and 2,00,000 1,50,000 50,000 Transfer to Gratuity 3,05,000 2.90,000 15,000

Reconstruction Fund

Professmn, Business and N Transport Repair and 3,60,000 3,50,000 10,000

Calling Fuel

Birth and Marriage 50,000 45,000 5,000 | Telephone 55,000 50,000 5,000

Advertisement 1,00,000 50,000 50,000 | Electricity Bill 1,00,000 85,000 15,000

Pet Animal Others 6,00,000 5,50,000 50,000

C!nema, Theatre and Audio 30,000 25,000 5,000 Education Expenses

Visual

Transport 30,000 25,000 5,000 :ta;?f')y (Teachers and 3,00,000 2,90,000 10,000

Rate Books of Library 30,000 20,000 10,000

Lighting 9,00.000 8,00,000 1,00,000 | Others 20,000 5,000 15,000

Conservancy 20,00,000 17,00,000 3,00,000 | Health and Sanitation

Water 25,00,000 |  23,00,000 2,00,000 | Medicine and 6,00,000 4,50,000 1,50,000
Treatment

Fees EPI 2,00,000 1,75,000 25,000

License 25,00,000 24,00,000 1,00,000 | Drain Cleaning 3,00,000 2,00,000 1,00,000

Slaughtering 60,000 50,000 10,000 | Solid waste cleaning 6,00,000 5,30,000 70,000
Tool leani

Paura Market 24,00,000 |  22,00,000 2,00,000 | 0082 cleaning 1,00,000 80,500 19,500
equipment

FaeraAnf:I Agricultural _ Tax Collection Expense 1,20,000 1,05,000 15,000

Exhibition

Others 5,00,000 4,00,000 1,00,000 | Plantation 1,00,000 80,000 20,000

Others Dor‘13‘t|on to Spc@\l and
Religious Institutions

Hat-Bazar Lease 20,00,000 19,00,000 1,00,000 | Social Institutions 2,00,000 1,80,000 20,000

Bus stand Lease 5,00,000 4,00,000 1,00,000 | Religious Institutions 3,00,000 2,50,000 50,000

Ferighat Lease 3,00,000 2,00,000 1,00,000 | Land Development Fee 10,000 7,500 2,500

Graveyard/Buried Place 50,000 25,000 25,000 | Audit Expenses - - -

E:i? Roller/Mixer Machine 2,00,000 1,50,000 50,000 | -e83 Expenses 1,00,000 80,000 20,000

Compensatlon for Road 5,00,000 4,50,000 50,000 Celebrat|qn of National 1,60,000 1,20,000 40,000

cutting Days/Festivals

Various Certificate 3,00,000 2,00,000 1,00,000 | Sports and Culture 1,50,000 1,00,000 50,000

Various Form 40,000 10,000 30,000 Emergency Relief 2,00,000 1,50,000 50,000

Tender Schedule 2,00,000 50,000 150,000 | ansferto 1,11,50,000 | 1,03,30,000 8,20,000
Development Account

Fine 30,000 10,000 20,000

Government Donation(Except 5,00,000 4,00,000 1,00,000

Development Grant)

Total of Receipts 1,93,90,000 | 1,71,10,500 22,79,500 | Total of Expenditure 1,91,60,000 | 1,73,58,000 18,02,000

Opening balance 3,20,000 1,010,500 Closing balance ... 5,50,000 7,63,000

Total 1,97,10,000 | 1,81,21,000 Total 1,97,10,000 | 1,81,21,000

This format is most useful when examining if all receipts and expenditures are not exceeding the
approved budget. The same statement should be prepared for Form Kha (a) Part 2, Form Kha (b) and
Form Kha (c).

However, this is not sufficient to look at the overview of the budget executions. Therefore it is

recommended to summarize the budget executions, following Form Ka of Paurashava Budget
(preparation and approval) Rules 1999, and Form 91 of Bengal Municipal Account Rules 1935.
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Such format is as depicted as follows;

Particulars Estimate-Tk. Actual-Tk Estimate - Actual -Tk.
A. Revenue account
Income from Part-1 1,250,000 1,190,000 +60,000
Income from Part-2 800,000 790,000 +10,000
Total Income : 2,050,000 1,980,000 +70,000
Less: Revenue Expenditure
Part-1 750,000 700,000 +50,000
Part-2 626,000 600,000 +26,000
Total Expenditure: 1,376,000 1,300,000 +76,000
Total revenue surplus 674,000 680,000 -6,000
B. Development account
Government Grant 1,000,000 900,000 +100,000
Revenue surplus 674,000 680,000 -6,000
Others - -
Total : 1,674,000 1,580,000 +94,000
Less: Development expenditure 1,520,000 1,500,000 +20,000
Overall Surplus/shortage 154,000 80,000 +74,000
Add: Opening balance 36,000 36,000 0
Closing balance: 190,000 116,000 +74,000
C. Capital account
Total income : 50,000 40,000 +10,000
Total expenditure : 40,000 30,000 +10,000
Closing balance of capital account : 10,000 10,000 0
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4, Others

In additions to the forms explained above, there are several more formats which are supposed to be
filled every quarter.

The Bengal Municipal Account Rules, 1935

225. The Vice-Chairman shall at least once a quarter review the Register of

Works (see rule 167), the Stores Registers (see rule 168 and 169), the Indent

Register (see rule 171), the Register of Unpaid Bills (see rule 219) and the

Register of Lands (see rule 256) and shall submit to the Commissioners at a

meeting, a consolidated balance sheet in Form 84 showing their assets and

liabilities.

The Chairman shall submit a copy of the balance sheet to the District Magistrate not later than the
20" day after the close of the quarter to which the statement relates.

Major ledgers and records as mentioned in the Table below are supposed to be maintained by the
Paurashava as per The Bengal Municipal Account Rules, 1935 for transparent operations.

Sl. No. Forms /Register for Accounting Requirement
1 Consolidated Balance Sheet

Stock and Store Register

Statement of receipts, issues and balance of stock

Advance Ledger

Loan Register

Register of Unpaid Bills

Quarterly and Annual Accounts of Receipts

Quarterly and Annual Accounts of Payments

Register of Bank cheque book

O |IN(foojLnn|h~lwW(N

4.1. Consolidated balance sheet

Consolidated balance sheet is prepared to know the financial position of Paruashava at the end of
the year. The user of it can easily understand about the assets and liabilities of the concerned
Paurashava.

It serves the internal and external stakeholders of the paurashava such as Paurashava management,
controlling authority, investors, donor agencies, suppliers, contractors, overall the citizen of the

Paurashava.

The format of the consolidated balance sheet is as follows;
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FORM 84
(Vide rule 225)

Consolidated balance sheet showing assets and liabilities of the Municipality

Liabilities Assets
Sl. No. Taka. Sl. No. Taka.
1 Loan Value of block
Special Fund balance 1 (a) Item financed out of loan
5 (a) Provident Fund (b) Other Item
(b) Trust and endowment funds
. 2 General Assets
and special funds
3 Paper securities of contractors
- = Government and other securities
4 Securities of Municipal 3
(market value)
5 Cash deposits 4 Interest accrued but not realised
6 Other Liabilities 5 Advances
The excess of the value of block
7 plus the closing balance of the 6 Value of stores in hand
loan funds over the loan
liabilities of the municipality
8 Balance of the revenue fund if 7 Paper securities of contractors
the assets exceed the liabilities
8 Securities of municipal employees-
(a) Government paper
(b) Cash in Post office savings bank
9 Provident Fund-
(a) Market value of paper securities
(b) Cash in Post office savings bank
(c) Cash value of postal cash
certificate
10 Cash balance-
(a) Municipal Funds
(b) Loan Funds
(c) Other Funds
Closing entry if the liabilities exceed
the assets
Total Total

Loan Account (1)

Capital account (loan account Tk.
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4.2. Stock and store register

Stock and store register shows different types of materials receipts and issues in the paurashava.
This register is used for item wise material record keeping. Management can easily understand
about how may quantity have purchased and issued for using the material. They can monitor the
utilization of materials, justification purchase requirement, value of stock materials, etc. It can
contribute the best utilization of materials.

FORM 62
(Vide rule 168)
Stock and store register of the .......... Municipality. Name of article........
Balanc Received Tota Issued Balanc Valu Signature of Remark
e Dat | No.and | Number | Val I Dat | Purpos | Numbe e e of officer, in s
e date of of ue e e for r of store | acknowledgeme
voucher | articles of which articles s nt of his having
for stor issued received the
purchas es articles
e
1 2 3 4 5 6 7 8 9 10 11 12 13

4.3. Statement of showing receipts, issues and balance of stock:

This statement is used to know the stock amount and value of it on a particular month. Management
can understand about the purchase and using quantity of materials, purchase quantity level and
value of closing stock also.

FORM 64
(Vide rule 169)
Statement of showing receipts, issues and balance of stock for the month of ...... year ........
Description Unit Balance Receipts Total Issue Balance Value of Remarks

remaining in during the during the remaining stock in

store as per month month. in store at hand

last month’s the end of

return this month

1 2 3 4 5 6 7 8 9
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4.4. Advance Ledger

Advance ledger is used for individual staff wise recording of advance made for official purpose and
recovered/adjusted amount in detail information given in the table showing below. Management
can easily understand staff wise advance balance from this ledger, and aware to recover it.

FORM 70
(Vide rule 183)
Name:
Advance made Advance recovered or adjusted
Date | Purpose No.of | Amount | Total | Date | Whether No. of item in Amount Total Debit
Voucher in cash each task, if balance
or by recovered in after each
work bill cash or No. of transaction
voucher if
adjusted by
work bills
Tk. Tk.
1 2 3 4 5 6 7 8 9 10 11

4.5. Loan Register

Loan register is used for recording of receipt and repayment of loan amount (principal and interest)
with detail information given in the table showing below.

In this ledger the amount deposited into the sinking fund is recorded in separate column also. Loan
repayment principal and interest amount recorded here separately. Management can understand
the loan balance amount on a particular date.

FORM 75
(Vide rule 192)

Loan Register

Amount of loan of Tk................ received from ......... as per ----
Conditions of Loan

To bear interest at ...percent to be paid half-yearly on ------ , and to be repaid by half-yearly installments
of Tk.------ (in addition to accruing interest) or (within --- years) or (in ---- equal installments)

or (by half-yearly/yearly) payment of Tk....... (into a sinking fund).

Receipt Payment Payment into the | Remarks
Of Principal Of Interest Sinking Fund
Date Amount | Amount | Voucher | Balance | Period | Amount | Amount | Voucher | Amount | Voucher
No. and on paid No. and paid No. and
date which date date
due
1 2 3 4 5 6 7 8 9 10 11 12
Tk. Tk. Tk. Tk. Tk. Tk.
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4.6. Register of Unpaid bills

Approved unpaid bill is recorded in this register.

Management can understand about the outstanding balance of unpaid bills from this register in
detail. The details of bill and reason for withholding payments, payment amount with date against
bill are recorded as following the format given below.

(Vide rule 219)

FORM 81

Register of Unpaid bills

Serial No Date Particulars | Amount | Reason for Payments Balance Remarks
and Order of bill withholding | Date | Amount | outstanding
Book No. payments on 30" June
1 2 3 4 5 6 7 8 9
Total
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Annex 1: Calculation of closing balance by accumulated total receipts and payments

At paurshavas, there are mainly two methods to calculate the closing balance of the day, as in (a)
and (b).

(a)

[Closing balance (of the day)

= [Opening balance] + [Total receipts of the day] — [Total payments of the day]

(b)

[Closing balance (of the day)]
= [Opening balance of the year]

+ [Total accumulated receipts of the period/year] — [Total accumulated payments of
the period/year]

In (a), [Closing balance (of the day)] is calculated from [Total receipts of the day] and [Total
payments of the day].

In (b), [Closing balance (of the day)] is calculated from [Total accumulated receipts of the year] and
[Total accumulated payments of the year].

In this operational handbook, (a) is recommended to all paurashavas, and the examples of this
handbook were explained based on this. However, as there are some paurashavas which employ (b)
in the calculation of closing balance, (b) is explained in this annex.

An example of the accountant’s cashbook for Revenue account Part 1 of a paurashava is as in the
table below. In this example, the closing balance of the day will be calculated by [Total accumulated
receipts of the year] and [Total accumulated payments of the year].

Example of an accountant’s cashbook (2™ July) for Revenue account Part 1
Cash Book

(Form: 83 Vide rule:187 and 221)
Municipality: XXXX

For the Month of :......
Memo/ Total of | Name of Amountin | Abstract
money . . each memo| sector of . Voucher | *Amount | Cheque [the cheque |Register/L
Date . Particulars of Receipt Taka Date Particulars of payment
receipt /money | abstract no. of money No. edger
No. receipt register Folio
1 2 3 4 5 6 7 8 9 10 11 12 13
2-Jul |7541-52 Holding Tax 34,350 1 2-Jul |Salary 5 25,000 7890386 25,000 1
2-Jul (7801-14 Lighting Rate 23,300 1 2-Jul_|Fuel 6 6,900 7890387 6,900 1
2-Jul |7465-72 Conservancy Rate 117,050 1 2-Jul |EPI 7 7,500 7890388 7,500 1
2-Jul |8135-40 |Trade License Fee 7,000 1 2-Jul |Drain Cleaning 8 5,400 7890389 5,400 1
2-Jul |8192-8211 |Slaughtering House 5,000 1 2-Jul_|Plantation 9 8,000 7890390 8,000 1
2-Jul |8213-15 Rent of Poura Market 6,000 1 2-Jul |Tax collection expenses 10 5,000 7890391 5,000 1
2-Jul |8222-35 Roller Rent 5,000 1 2-Jul |Sports and Culture 11 4,000 7890392 4,000 1
2-Jul |8311-49 Hatbazar 20,675 218,375 1 2-Jul |Transfer to Dev't Account 12 9,30,000 | 7890393 9,30,000] 1
Total receipts of the day 218,375 Total of the day 61,800
A lated Total receipt 293,105 Al lated Total pay 73,750
Opening balance of the year 1,010,500 Closing Balance 1,229,855
Grand total 1,303,605 Grand total 1,303,605

At the bottom of the accountant’s cashbook, the closing balance of the day is calculated every day.

How to fill accountant’s cashbook (left side: Receipts)

The left side of the accountant’s cashbook, which is enlarged in the following table, shows the
receipts, such as receipts of tax, rates and fees.
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Example of an accountant’s cashbook (2"d July) for Revenue account Part 1, Receipts

e foul afea |27
Date . y Particulars of Receipt Taka memo / money
receipt . abstract
receipt )
No. register
1 2 3 4 5 6
2-Jul | 7541-52 | Holding Tax 34,350 1
2-Jul | 7801-14 | Lighting Rate 23,300 1
2-Jul | 7465-72 | Conservancy Rate 117,050 1
2-Jul | 8135-40 Trade License Fee 7,000 1
2-Jul | 8192-8211 | Slaughtering House 5,000 1
2-Jul | 8213-15 Rent of Poura Market 6,000 1
2-Jul | 8222-35 | Roller Rent 5,000 1
2-Jul | 8311-49 Hat-bazar 20,675 218,375 1
Total receipts of the day 218,375
Accumulated Total receipt 293,105
Opening balance of the year 1,010,500
Grand total 1,303,605

In this example, a total of TK. 218,375 was registered as [total receipt of the day]. [Accumulated
Total Receipt] is TK.293,105. This is calculated adding [Total receipt of the day] to [Accumulated
Total receipt] of the previous day.

[Grand total] which is calculated from adding [Opening balance of the year] to [Accumulated total
receipt] is indicated at the bottom of the sheet.
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How to fill accountant’s cashbook (right side: Payment)

The right side of the accountant’s cashbook, which is enlarged in the following table, shows the
payments, such as salary payments or telephone bills.

Example of an accountant’s cashbook (2™ July) for Revenue account Part 1, Payments

Amount in Abstract
. Voucher | *Amount Cheque .
Date Particulars of payment the cheque | Register/Ledger
no. of money No. .
Folio
7 8 9 10 11 12 13
2-Jul | Salary 5 25,000 7890386 25,000 1
2-Jul | Fuel 6 6,900 7890387 6,900 1
2-Jul | EPI 7 7,500 7890388 7,500 1
2-Jul | Drain Cleaning 8 5,400 7890389 5,400 1
2-Jul | Plantation 9 8,000 7890390 8,000 1
2-Jul | Tax collection expenses 10 5,000 7890391 5,000 1
2-Jul | Sports and Culture 11 4,000 7890392 4,000 1
2-Jul | Transfer to Dev't Account 12 9,30,000 | 7890393 9,30,000 1
Total payments of the day 61,800
Accumulated Total payments 73,750
Closing Balance 1,229,855
Grand total 1,303,605

At the bottom of the page, [Total payments of the day] and [Accumulated total payments] are
indicated. [Accumulated total payments] which shows the total payments since the beginning of the
fiscal year, can be calculated from adding [Total payment of the day] to [Accumulated total
payments] of the previous day.

Then [Closing Balance] of the day is indicated on this sheet. [Closing balance] of the day will be
calculated as follows;

[Opening balance of the year]
+ [Accumulated Total receipts] - [Accumulated Total Payments]
= [Closing balance (of the day) ]

[Grand Total], which is obtained by adding [Accumulated Total Payments] to [Closing balance] is
indicated at the bottom of page. This must equal to the [Grand Total] indicated on the left side of
the accountant’s cashbook.

(v) Closing accountant’s cashbook at the end of the day

Calculation of closing balance by accountant

An accountant’s cashbook is closed every day, and receipts and payments of the following day
should be registered in the following pages (receipts and payments of more than one day should not
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be registered on the same page). Upon closing accountant’s cashbook, the closing balance is
calculated.

As mentioned above, [Closing balance] in this case will be calculated from [Opening balance of the
year], [Accumulated Total Receipts] and [Accumulated Total Payments] as follows;

[Opening balance of the year]
+ [Accumulated Total receipts] - [Accumulated Total Payments]
= [Closing balance (of the day) ]

<Day 1, 15" September>

Debit Credit
Receipt Payment
Receipt (1) 100 | Payment (1) 200
Receipt (2) 100 | Payment (2) 100
Total receipt of the day 200 | Page total (Payment) 300
Accumulated total receipt 5,200 | Accumulated total payment | 5,500
Opening balance of the year 3,200 | Closing balance 2,900;
Grand total 8,400 | Grand total 778,400

In this case, the paurashava received TK 200 on this day, and the accumulated total receipt from the
beginning of the year is TK.5,200. The opening balance of the year wasTk. 3,200.

At the same time, the total payment of this day was TK. 300, and the accumulated total payments of
the year was TK.5,5500.

Then, closing balance of the day, which is calculated as [Opening balance of the year] +
[Accumulated total receipts] — [Accumulated total payments] is TK. 2,900.

<Day 2, 16" September>

Debit Credit
Receipt Payment
Receipt (3) 600 | Payment (5) 200
Receipt (4) 300 | Payment (6) 200
Payment (7) 100
Total receipt of the day 900 | Page total (Payment) 500
Accumulated total receipt 6,100 | Accumulated total payment | 6,000
Opening balance of the year 3,200 | Closing balance 3,3003
Grand total 9,300 | Grand total ""5-3-,"3-5(-)-

[Total receipts of the day] is TK.900, and [Accumulated total receipts] is TK. 6,100, as the
accumulated total of the previous day was TK. 5,200.

Similarly, [Total payment of the day] is TK. 500, and [Accumulated total payment] is TK. 6,000, as the
accumulated total payments was TK. 5,500.

[Closing balance] is then TK. 3,300, which is calculated as [Opening balance of the year] TK. 3,200 +
[Accumulated total receipts] TK. 6,100 - [Accumulated total payments] TK .6,000.
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Checking of accountant’s cashbook by secretary and mayor

The daily entries of the accountant’s cashbook are checked both by accountant and secretary.

Secretary checks every day;

(i) whether all the entries are made based on vouchers (e.g. deposit slips or money receipts),
(ii) whether the closing balance is appropriately calculated (e.g. Opening balance + total receipts —
total payments = closing balance)
Checkpoints of cashier’s cashbook
Debit Credit
Receipt Payment

REGRIpE(a) ey B00 T PaymaRt (S]]

Receipt (4) 300 | Payment (6) 200
3 / Payment (7) 100
Total fecaipt of the day PagE TOTaT (PaymEnt) 500"

Accumulated total receip Accumulated total payment 6,000
.Opening balance of the/ /ar __.I......3.200 | Closing balance, ........ccccoevidbovecnnnnn: 3,300.,

Grand total // Grand total //1 9,300

A nt Secretary /

(i) Check the
consistency with

vouchers.

7

(iii) Check if the
calculation is
correct.
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Training on
Paurashava Budget formulation, accounting, monitoring and reporting

Under Strengthening Paurashava Governance Project (SPGP)

Course Guide

Duration: 26 -28 January, 2-4 February, 2016

Venue: National Institute of Local Government, 29 Agargaon, Sher-e-Bangla Nagar, Dhaka.



1. Introduction

“Training on Paurashava Budget formulation, accounting, monitoring and reporting” is a pilot
training program which is provided to the participants from pilot Paurashavas of Strengthening
Paurashava Governance Project (SPGP) of the Local Government Division (LGD) of the Ministry of
Local Government, Rural Development Cooperatives. This training is aiming at enhancing the
capacity of pilot Paurashavas, as well as having feedbacks from participants to establish standardized

training programs of the Government of Bangladesh for Paurashavas.

This training program was developed reviewing many existing training programs and materials in
order to build on the past efforts of the government and development partners to support
Paurashavas’ capacity development. Those training materials include (i) Training handbook on
Pourashava Financial Management by UGIIP-2 (Urban Governance and Infrastructure Improvement
(Sector) Project), (i) Pourashava Accounting Procedures Training Module by Urban Management
Unit (UMU) of Local Government Engineering Department (LGED), (iii) "Pourashava training
Guideline- 2, Pourashava Procurement Management, Pourashava Accounting and Financial
Management" by Local Government Institutions Capacity Building Project for Water Supply and
Sanitation Sector, (WSSPS- 2) (iv) “Training module on financial management and revenue income
of the pourashava” of SDLG (Strengthening Democratic Local Governance).

The information collected by SPGP project team through the field visits to Paurashavas is also
reflected in this training program. Last but not least, the training materials have gone through
reviews of local consultants with ample knowledge and experience in the field as well as the LGD

officials.

2. Course objectives
The training course on “Paurashava Budget formulation, accounting, monitoring and reporting” is
composed of (i) Paurashava budget formulation and monitoring and (ii) Paurashava accounting and

budget execution.

The main targets of the training on (i) Paurashava budget formulation and monitoring are as follows;
- Paurashavas can prepare budget following the rules and regulations.

- Paurashavas can formulate realistic budget.

- Paurashavas can explain the directions and details of their budget.

- They can also explain how the tax revenue and revenue surplus was spent for the provisions of

public service delivery and infrastructure development.



The main targets of the training on (ii)accounting and budget execution are as follows;

- Paurashavas can carry out accurate accounting.

- Paurashavas can monitor the budget execution and formulate realistic budget proposals.
- Paurashavas can explain how the tax revenue was spent.

- By improving the cash management, paurashavas can avoid lack of money in hands.

- Paurashavas can explain how the expenditures were made to internal and external auditors.

As aresult, it is expected that;

- Citizens are more aware of paurashava budget, and understand how their tax payments were
utilized for public services and infrastructure development.

- Then citizens are more willing to pay tax.

- Purashava officers, councilors and mayors are more willing to provide information to citizens,
and willing to provide better public services and infrastructure.

- Purashava officers, councilors and mayors are willing to secure more funds for public services

and infrastructure.

3. Participants of the training course
Participants of the training are;
- Secretary and

- Accounts personnel of Paurashava.

4. Trainers

This training is organized by the following trainers;
- Mr. M.A.Quddus
- Mr. Sohrab Hossain

Mr. M.A.Quddus is a financial expert who has been involved in technical supports to the
capacity building of financial management at Paurashavas. He has been also involved in the

development and operations in couputerized accounting system at Paurashava.

Mr. Sohrab Hossain is a community development expert who has also been involved in technical
supports for the capacity development of paurashavas for many years. He has been working in many

donor — funded projects, such as UGIIP-2.



5. Training schedule

Day 1 (One)

09:00 - 09:45 Registration of Trainees

09:45 - 10:15 Inaugural Session: (Guests’ designation and post)

10:15 — 10:45 Paurashava Budget System
Introduction and Legal Background; Budget Formulation; Budget Execution,
Monitoring and Reporting; Reporting of Annual Development Program.

10:45-11:00 Tea break

11:00 - 13:00 Paurashava Budget System (cont’d)

13:00 - 14:00 Lunch and Prayer break

14:00 - 16:45 Formulation of Paurashava Budget
Formats of Budget Document; Accounts of Budget Document; Preparation of Budget
using Formats.

16:45 - 17:00 Closing of the day

Day 2 (Two)

09:00 - 10:30 Exercise on Paurashava Budget

10:30 - 10:45 Tea break

10:45 - 13:00 Paurashava Budget execution and monitoring Process
Formats for Budget execution and monitoring; Purposes and methods of budget
monitoring.

13:00 -14:00 Lunch and Prayer break

14:00 - 15:30 Introduction on Paurashava Accounting and Budget Execution
Outline of Accounting process (Daily entry)
(Cashier’s Cash Book, Accountant Cash book, Balancing, Bank reconciliation, Cheque
book register, Voucher, Abstract registers, etc.).

15:30 - 16:45 Outline of Accounting Process
Preparation/compilation of Accounts Statement (Receipts and Payments statement for
Monthly/Quarter(s)/Annual basis).

16:45 - 17:00 Closing of the day

Day 3 (Three)

09:00 - 10:00

Outline of budget monitoring process and Review of Paurashava Accounting

(Budget monitoring, budget revision, etc.)




10:00 - 11:15 Using of different formants
11:15- 11:30 | Tea break

11:30 - 13:00 Practices on Puarashava Accounting, Record Keeping and Statement preparation
Fill up cash book, abstract register and prepare accounts statement.

13:00 - 14:00 Lunch and prayer break

14:00 - 15:00 Open discussion, preparation of the action plans for FY 2016-17 (Prepare a list of
activities for each Paurashava)

15:00 - 16:30 Certificate distribution and Closing session

16:30 - 17:00 Closing of the Training Program




6. Outline of the training sessions

Paurashava Budget System

Introduction and Legal Background

Budget Formulation

Formulation of Paurashava Budget (Revenue (part 1 and Part 2), Development Budget
and Capital Budget)

Formats of Budget Document

Accounts of Budget Document

Income

Expenditure

Transfer of amount from one account to another
Relationship among three accounts

Preparation of Budget using Formats

Paurashava Budget execution and monitoring Process

Budget Execution, Monitoring and Reporting
Rules of budget execution

Rules on Monitoring of budget execution
Budget Reporting

Reporting of Annual Development Program

Introduction on Paurashava accounting and budget execution

Objective of the Operational Handbook on Paurashava Accounting and Budget execution.

Legal background

Outline of Accounting process

Outline of the accounting process

e Daily entry of cash receipts

e Daily entry and closing of all receipts and payments

e Monthly entry to “Abstract Register of Receipts and Payments” from Cashbook

e Monthly entry to “Quarterly and Annual Account of Receipts and Payments” from
abstract register

e  Monthly closing




e Compilation of accounts statement (monthly/quarterly/annually)

Outline of the budget monitoring process and review of Paurashava accounting

Budget monitoring (monthly and quarterly)

Budget revision

Using of different formats
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