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Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD
—- —

BREB INSTRUCTION 600-9

Subject: Accounting Procedures Manual.

This BREB Accounting Procedure Manual has been set forth
together in one volume with the procedures for handling
accounting transactions and use of the various accounting
forms associated with BREB Accounting.

The Finance Department, specially Accounts Directorate 1is
responsible for the financial accounting administration of
BREB. In order that this responsibility may be discharged, the
Finance Department 1is authorized to prescribe various
procedures and the use of special forms by BREB personnel to
ensure the reporting of required information and the accounting
for BREB funds and materials. As the need arises this manual
may be revised to accommodate changes in the accounting
requirements.

All concerned BREB personnel are required to follow the
procedures as outlined in this manual. The Finance Department
will provide special instructions and advice on the use of this
manual to BREB personnel as the specific need arises.
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JA Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD

ORGANIZATION & DISTRIBUTION OF MANUALS

This manual is divided into 7 (seven) sections. The total of the 7
(seven) sections constitutes a complete Accounting Procedures Manual
for the Bangladesh Rural Electrification Board. Each section is a
separate procedure for specific activities. The Director, Accounts will
be in-charge of changes distribution, control and routing of all
Accounting Procedures Manuals for the BREB. Complete copies of the
Accounting Procedures Manual should be distributed to each REB
Department, Directorate, Branch and Section.

The specific  procedures to be used in each of the
functional areas are established in the subsequent sections
of this Manual. These sections will guide how to perform the
duties assigned. Procedures are specific how-to-do designed-
to ensure that a form or a procedure is followed exactly
every time.

MAINTENANCE OF THE ACCOUNTING PROCEDURES MANUAL

The Director, Accounts will maintain a file of holders of the
Accounting Procedures Manual to ensure that all holders of the manuals
have received copies of changes. Upon termination of employment the
manuals should be turned in to the Director of Accounts for re-issue to
replacements. The Accounting Procedures Manuals are not confidential
and the practices and procedures are open and available for review at
any time, however, total manuals should be controlled to ensure that
manuals do not leave the BREBR and necessitate the cost of replacing the
manuals.
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Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD

Sections and pages of the Manual are available from the
Director of Accounts.

The Member, Finance has the approval authority for changes to
this Manual. The master copy of the Accounting Procedures
Manual will be under the control of the Director of Accounts.

The draft of the change will be submitted to the Member,
Finance either verbally or written, he will
review the suggested change and if acceptable will prepare
the final draft of the change and the change notice. He
will then ensure that the copies are made and distributed
to the holders of the manuals. Users of the manual will be
notified of changes on the attached form called the
"Accounting Procedures Manual change notice". A serial
file beginning with 1 will be maintained and controlled
by the Director of Accounts.

In the change file, the Director of Accounts will keep
copy of old page and the new page so that there will be a
complete history of the manual. Annually the Director of
Accounts will circulate a complete index of the manual for
using directorates to check that they have the latest
copies of the manual.
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To : All Holders of Accounting Procedures Manuals.

From : Director of Accounts.

The attached pages are to be inserted in the Accounting

Procedures Manuals lying with you. The old pages should be
removed and preserved separately.

OLD PAGE NEW PAGE
Section Page Revision Section Page Revision

Approved by:
Member (Finance), BREB

Director of Accounts

BREB
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BANGLADESH RURAL ELECTRIFICATION BOARD

PAYROLL PROCEDURES
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PAYROLL PROCEDURES

A. PURPOSE
The payroll procedures are designed to provide all the data
necessary to compute payrolls, record historical data regarding

employees’ pay &allowances and to record accounting data in the
general ledger, and budget records.

B. GENERAL
To accumulate the necessary data for computing payroll and
recording the results requires the use of the followings:

Request/Authorization for Leave
Individual Leave Record

Daily Time & Attendance Register
Extra Time Authorization

Employee Monthly Time Summary
Check Payroll Register

Schedule of Base Pay & Allowances

. THE REQUEST/ AUTHORIZATION FOR LEAVE
The Request/ Authorization for Leave of the employees supports
the time on leave.
See the Application Form for Casual and Earned leave (Example-
1 & 1=1) 4
Casual Leave of the employees will be approved by the Head of
the office and its record will be maintained there.
Earned leave of the employees will be approved by the
Director, Personnel, BREB and office order regarding this will
be issued by him.
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R Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD

D. INDIVIDUAL LEAVE RECORD

This is used to record the date of absence and the
information that is recorded is taken from the Daily Time
and Attendance Report and the Request/Authorization for
Leave Forms. The data recorded will be used to compute
the sick, casual and earned leave to control the payment
for this leave. The data recorded will also be used for
statistical reports as required.

Individual Earned Leave record will be maintained by the
Personnel Directorate of BREB.

E. DAILY TIME AND ATTENDANCE REGISTER:
The Daily Time and Attendance Report/Register will be
maintained for each employee by the respective Offices.

E: EXTRA TIME AUTHORIZATION:

Extra Time Authorization supports to record Extra time work
(overtime). See Example-II.

The data on extra time works will be used in Pay Roll. Line
item-7 and Line item-24 of Employee Monthly Time Summary
Form are reserved for recording extra time (hours) and
payable amount against extra time.

Payroll Section will calculate the hourly rate and mention
payable amount for extra working hours.
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Accounting Procedures Manual
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BANGLADESH RURAL ELECTRIFICATION BOARD

G. EMPLOYEE MONTHLY TIME SUMMARY

a. The Employee Monthly Time Summary has been designed
to calculate the monthly Pay and Allowance on one
single form. See Example-III. The overtime (Extra time
work) of the employee on a monthly basis will also be
included here.

On the back page of the Monthly Time Summary, there
are Instructions for the -employee, his /her
Supervising Officers and the Payroll Section to
complete the line items outlined in the Monthly
Time Summary.

b. All of the information of this form is posted from the
Daily Time and Attendance Register maintained by the
respective Offices. Line (5) through (8) of the form
provides for recording days worked during the entire
month. If more than one account is charged during the
period, the total pay and allowances for that period
should be prorated to each account based on the number
of days. The distribution made on each Employee Monthly
Time Summary is to be posted once monthly.
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C. The lower left section of the form Line items (14)
through (54) are provided to show the detail for all
items of pay and allowances and all deductions from pay
and allowances. Line Items (55) through (58) requires
signatures of the Supervising Officer, Employee,
Payroll Accountant, and Assistant Director (Payroll),
Line item (59) specifies the name of the bank and
employees’ Bank Account where pay will be credited.
Line item (59) reflects the mode of payment. Below Line
item (60,there is a space for appending Revenue Stamp
for Taka 10 (Ten)by the employee.

d. Two principal purposes are accomplished by using the
Employee Monthly Time Summary:

(1) Distribution to accounts:
(1) The time of each employee 1is accumulated for a
complete accounting period (one month)

(2) One average daily rate for the month is calculated
for, each employee.
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Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD

(3) The application of the average daily rate to the day
worked by accounting classification is provided for on a
monthly basis.

(11) Calculation of amounts paid to employees:

(1) Regular days and extra time hours are determined at
the end of each month.

(2) Total days in a pay period are converted into Taka
based on regular day rates.

(3) Amounts determined above are added to arrive at base
pay and extra time earnings, if any, for the pay period.

(iii) The fact that the payroll period and accounting period
generally do not end on the same day; it does not distort
the operating results for a given month or period.

(iv) The'use of a payroll clearing account is eliminated by
making only one distribution to accounts in each month.

See Example-III (Employee Monthly Time Summary)
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Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD

Instructions for preparation of Employee Monthly Time Summary

1. This Form will be originated by the Payroll Section.

Step 1: The employee will write his/her name and position/
post in line item-I.

Step 2: The forms are then delivered to the employees' Supervising
Officer for next course of action. The Supervising officer
will complete lines 5,6,7,8 & 11. In Line (5) 6, 7 & 8, he
will enter the account and budget number, if not already entered
by Payroll Section; also enter under date: tick """ for days
worked; enter "A" for days of approved absence; enter "@" for
days not entitled to pay; enter actual hours worked for extra time
(overtime) day in 1line item 7. In 56 he will obtain the
employee’s signature and in 55 he will sign with date.
The forms are then sent to the Assistant Director (Payroll
Section) at BRER Headquarter.

Below Line item 60 the provided space requires the employee
to paste a Taka 10.00 (Taka Ten) Revenue Stamp before sending to
the Payroll Section for payment.

THIS SUMMARY MUST BE SUBMITTED NOT LATER THAN 18™ [F NOT RECEIVED
BY THE 18™ PAYMENT WILL BE MADE IN THE F'OLLOWING MONTH.

Step 3: When the Payroll Section receives the completed forms, the forms
will be audited to check the errors and omissions; when the audit

is complete, lines 14 thru 32, and 33 thru 54 are to be completed
and the payroll be calculated.
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a) Pay roll section will maintain a software program. By activating
the software, office-wise Pay Slips of the employees will be
generated. Sample of Pay Slip is annexed in Example-IV.

Assembling the data of the Pay Slips, Payroll Section will
prepare the Check Payroll Register (Example-V).

b) Then the Payroll Section will prepare the Bank Advice Statement
for making Payment to the employees, mentioning employee’s 1D
No, Name, Designation, Bank Account No. and net amount payable.
See Example- VI.

c) Then the prepared Bank Advice will be sent to Disbursement
Section for arranging payment from the designated Bank Account.

Step 5: The entries from this form are then utilized in preparation of
the Monthly Payroll Summary for all employees. The completed
forms will be filed with the Payroll Section.

2. Payroll period will include from 16" of prior month to 15" of current
month.

Payment of Pay & Allowances will be made on the last working day of
the current month.

2 Whenever the entries to an account become 50
numerous as to make  Dburdensome the 1listing of the  account
number in the "Miscellaneous" column, a special column should be assigned to
the account.

4. This summary will be prepared and bound so that it becomes a permanent record,
general ledger postings will be made direct from a journal voucher prepared
from the summary.
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Accounting Procedures

ESH RURAL ELECTRIFICATION BOARD

H. CHECK PAYROLL REGISTER

1. The Check Payroll Register will be utilized to summarize, the actual
cash disbursement of payroll and it will also serve as a check
register and serve as a basis for Jjournal entries setting up
liabilities for payroll deductions.

2. The Check Payroll Register is prepared from the approved employee
monthly time summary. All the data for pay and allowances and
deductions are 1listed on Post No. sequence. This register will
include all employees even though their net earnings are being
deposited to a bank, paid in cash or individual check drawn to their
favor.

3. Those employees not receiving a payroll check or cash payment will be
provided with evidence that their net earnings have been deposited in
their bank account. The checks that require receipting will be listed
on the Check Payroll Receipt Register.

4, The Check Payroll Register will be used in the preparation of a
Journal Voucher to be used to post to the General Ledger. This
register will be used in the reconciliation of paid checks to the
Payroll Bank Account at the end of each month. See example of the
register V.
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Ty SCHEDULE OF BASE PAY AND ALLOWANCES

l. A separate report, Schedule of Base Pay and Allowances
will be prepared for management information only and will be
recorded in other journals or ledgers. This will be maintained
on a calendar year basis posted from the Employee Monthly Time
Summary; this will be used to report statistical data when

required by the individual, management or government.

All employees will be listed on this report/schedule.

2 This  schedule is prepared from the Employee Monthly
Time Summary and lists only the base salary and wages with a
detail of the allowances given to each employee. This
schedule is not posted to the general ledger but may be used to

provide management with detailed summaries of allowance
categories.

House Building Loan Form:

See Example VII. This Form will be used for recording the
transactions against House Building Loan.

Service Benefits

Service benefits payable to the working employees including the
employees on retirement will be dealt by the Benefit Section of
Accounts Directorate. Necessary records will be maintained in
the Benefit Section.
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Example-111
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Step (1) This form will be originated by the Payroll Section in duplicate and Lines 1.2.5.11 time. 12 and
13 completed. Payroll period will include from 16th or prior month to 15th of current month.

Step (2) The forms are then sent or delivered to the employees supervising officer for self and other
working for him, normally the Chairman, Members, Secretary, Directors, Executive Engineer-or-
senior—-Officer-at-project--locations.-lhasupeDLisio8-.officer will complete lines 5, 6, 7, 8, 12 and
43 obtains the employees signature and requirements of lines 46 and 51 the forms are then
returned to the assistant Director Accounts, Payroll Section at BREB Headquarters.

Step (3) When the Payroll Section receives the completed forms they are audited for errors and
commission: When the audit is complete line 14 thru 46 and 47 thru 51 are completed and the
payroll calculated,

Step (4) The entries from this form are then utilized in preparation of the Monthly payroll Summary for all
employees. The original is fild with the Payroll Section and copy is returned to the employee,

To be completed by Payroll Section

Line (1) Enter post No. Name, Position, Basic Pay (from previous month summary or other authorizing
document) and month,

Line (2) Enter the month for which work was performed (prior month on left 16-31, current month on
right 1-15)

Line (5 The account number and budget number usually assigned the employee will be entered.

Line (10) Completed by payroll section when calculating Pay, hours.

Line (11) Enter date joined, date promoted from prior months, summary or other authorizing document.

Line (12) Enter from prior months summary the next day or the month for which Last payment was
made. .

Line (14)  Thru 46 is completed after hours and days worked are certified by supervising officer and Pay
calculated using information from prior months summary or other authorizing documents.

Line (48) Is signed and dated by the payroll accountant responsible for calculating the hours, rate and
payroll detail.

Line (30) s signed and dated by the Assistant Director, Accounts, Payroll Section.
Line (51) And (51) Are utilized by Payroll Section depending on the type of payment made.

To be completed by Employee

Line (48) Requires the signature of the employee and date signed.

Line (58) Requires the employee to paste a Taka 10.00 Revenue 'Stamp on provided before sending to
the payroll Section for payment.

Tol loted | ising Offi

Line (3) Indicate to the day of the month in which work was performed.
Line (4) leave blank.

Line  (5) 6.7 & B anter the account and budget number if other than that a ready entered by Payroll

Section also enter under date: tick . t/ . for days worked, "A" for days of approved absence:
entar for days not entitled to pay enter actual hours worked for extra time (overtime) column
NO.7.

Line (12) Enter last day and month employee worked for which pay is claimed.

Line (47) Requires the supervising Officer's Signature and date.

NOTE THIS SUMMARY MUST BE SUBMITED NO LATER THAN 18TH, IF NOT RECEIVED BY THE 18TH PAYMENT
WILL BE MADE IN THE FOLLOWING MONTH,
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Example-1V
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Bangladesh Rural Electrification Board, Dhaka.
Pay Slip For the Month of December, 2018

Employee ID : 0215-0423R Name: Md.Abul Kalam Azad Basic :  45,040.00
Designation : Assistant Director Next Increment Due Date :  01-July-2019
Directorate : Directorate Accounts-Internal

Payroll Duration : 01/Dec/2018 to 31/Dec/2018 Attendance Duration :  16-Nov-2018 to 15-Dec-2018 |
Salary Particulars Receipts Deduction
Basic Pay : 45,040.00
House Rent Allowance : 22,520.00
Medical Allowance : 1,500.00
Education Assistance Allowance F 500.00
Electricity Aliowance 3 2,313.41 4
Group Insurance - 40,00
Welfare Fund : 200.00
Benevolent Fund 3 50.00
House Building Loan $ 14,001.00
Transport (Regular) 3 71.00
GPF for REB s 11,260.00
Income Tax 2 $01.00
Total : 71,873.41 26,523.00
Net Payable : 45,350.41 (Forty-Five Thousand Three Hundred Fifty And Forty-One Paisa Only)
Bank: Janata Bank Ltd. Branch: REB Branch Account No: 0100013908871
Advance Principal Amount Balance Interest Amount Balance
House Building Loan taken on 07-May-2015 314656.00 94529.75
House Bullding Loan taken on 15-May-2013 438648.00 231768.81
House Building Loan taken on 23-Jun-2011 273307.00 301411.15
1,026,611.00 627,709.71
Accountant ( Payroll ): Assistant Director ( Payroll ):
Date: January 15, 2019 Date: January 15, 2019

Notes : If there is any Error on your statement, please contact Payroll Section of BREB within IS (fifteen) days
upon receipt of this statement .
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Name
D020-0826R | MdMazsmme! Haque(2) | Peon
DO2-4846R | Firon G
M2 | e Nahr

0020-20TTR  Md. Shah Aam
0020-2322H
Grand Total

Member Finance
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Example-VI

Bangladesh Rural Electrification Board, Dhaka.

Bank Advice For The Month Of January-2019

Janata Bank Ltd. REB Branch

Designation Account No. Net Amount
1 0213-2455  Justis Sarkar Assistant Accountant 00000 21,763.41
2 5460-0972 Md.1dris Ali Miah Executive Engineer 0100013444832 30,760.41
3 B010-1219  Md.Jahorul Islam Driver 0100013445804 27,312.91
4 7250-1621 Anwar Hossain Accountant . 0100013446771 11,190.50
5 02740784  Md. Sakwat Ullah (PRL) Peon 0100013452291 22,658.41
6  0240-1667  Md. Rezaur Rahman Accountant 0100013453190 18,711.41
7 0240-0949  Md.Abul Kalam Azad Director 0100013453416 63,086.41
8 0311-0335 Md.Safizal Haque (PRL) Deputy Director 0100013454129 51,707.41
9  5470-1444  Md.Abdul Hannan Executive Engineer 0100013454692 38,528.41
10 8030-1677 Md. Shahinur Rahman Mollah Deputy Director 0100013455842 51,169.41
1" 5130-1068 Md.Abul Hossain Driver 0100013455893 18,370.91
12 B020-1670 - Ashish Kumar Deb Accountant , 0100013456423 24,603.41
13 5650-1747  Md.Masud Rana Assistant Engineer 0100013456776 33,880.41
14 9770-167t  Muhamed Maksudur Rahman Accountant . 0100013456806 21,238.41
15 0230-1672 Muhammed Mofizul Islam Accountant . 0100013458086 17,995.21
16 5060-0261 Birendra Nath Sarker Superintendent Engineer 0100013458361 64,309.41
17 5130-1161 Md Tafazzal Hossain L.CI, 0100013458752 26,885.41
18 02740838  Md. Abu Hanif(2) (PRL) Guard 0100013460668 17,503.41
19 0470-1507  Md. Khademu! Haque Deputy Director 0100013463519 51,892.21
20 9560-1648  Ziaul Islam Executive Engineer 0100013465805 11,302.81
21 0311-1646  Md.Shafiqul Islam Deputy Director 0100013467832 71,951.41
2 0311-1497 Md.Abdul Hafiz Deputy Director 0100013472321 58,637.41
23 9560-1618  Most. laila Asrafun Naher  Accountant 0100013474073 19,948.41
24 01200234  Kumar Chandra Mandal(PRL) Chief Engineer(CC) 0100013477986 93,285.41
25 0311-1736  Md. lkramul Hasan Deputy Director 0100013478303 57,698.01
26 73800794  Md.Tobarek Hossain Bhuiyan Guard 0100013480103 16,927.41
27 04211216 Md.Abdus Sabur Steno Typist-cum-Com,Oper0100013480511 26,968.41
28 98001235  Md. Robiul Islam Accountant 0100013480642 26,513.41
20 0350,1250  Md. Anwarul Hogue Data Entry Operator 0100013480715 20,693.41
30 0311-0741 Md.Wahid Miah Driver 0100013480812 20,284.41
31 9900-1350  Md.Hasan Al Sarder Driver 0100013480855 18,709.41
32 0421-1434  Tamanna Kabir Deputy Director 0100013481452 72,305.41
33 02501401  Md. Zia Uddin Deputy Director 0100013481703 57,098.41
34 5030-0971  Md.Nazrul Islam Assistant Engineer 0100013481738 43,402.91
35 02740791  Md. Abdur Rouf Guard 0100013481843 22,630.41
Page Total: 1,251,924.54
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Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD

REB INSTRUCTION 600-9

BILLING & ACCOUNTS RBCEIVABLE PROCEDURES

SECTION-II
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D. Rental of BREB Transportation or

Construction Equipment 8
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BILLING AND ACCOUNTS RECEIVABLE PROCEDURES

A. Purpose: To set forth the procedures to record the
billing of services rendered and the maintenance of
the accounts receivable ledgers.

B. General:

1. The billing and accounts receivable system is designed

to accommodate the billing for services rendered

to BREB borrowers the cost of which is reimbursable to

BREB. The types of services provided by REB are numerous

and all should come within one of the categories as

listed below:

a. Work performed or contracts executed by BREB for
borrowers on borrowers' premises or for customers of
borrowers in the following categories:

(1) Facilitlies construction for all or part of an electric
utility system.

(2) Small Industries wiring and equipment purchases for
borrowers' customers.

(3) Irrigation facilities wiring and equipment purchases
for Borrowers' customers.

(4) Construction Equipment purchases for borrowers'
contractors.

b. Rental of BREB transportation or construction equipment
to borrowers' and borrowers' contractors.
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e Credit issues of material from BREB Stores
Warehouses to borrowers' construction projects or
to borrowers' contractors.

d; The responsibility for preparation of the
source documents will depend upon the
classification of the job in the above categories
and the circumstances involved with each job.

e. Work performed or contracts executed for the borrowers
or for the borrowers' customers or contractors.

1. This type of work requires the preparation of a work
order form and the necessary documents executed. The
procedure to follow for the preparation of a work order
form is outlined in the Work Order Numbering Procedure.
A separate work order number should be assigned for
each of the categories & all charges for the work will
be charged to the-work order number assigned. Upon
receipt of a copy of the work order form, the Assistant
Director, Work Order Accounting will establish a
subsidiary ledger using the work order number and have
all charges recorded on this ledger.

2. When all of the work called for on the work order has
been completed and all expenditures have been paid,
the work order subsidiary ledger will be closed and the
necessary journal voucher will be prepared to record
the total amount of the closed work order as an account
receivable or notes receivable
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Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD

and the concerned Assistant Director, Billing Section will
be advised to ©prepare a note or billing invoice as
appropriate.

C. Accounts receivable procedure.

When the Jjournal voucher has been prepared, the journal
voucher and a <copy of the closed work order will be
delivered to the Assistant Director, Billing Section, if the
work is to be billed. The Asst. Director will then prepare
an invoice detailing the charges as recorded and prepare a
subsidiary accounts receivable ledger, assigning an account
number to it with all the pertinent information recorded
therein and deliver the invoice to the Borrower. See
Examples I, II, III, and IV of Invoice, Subsidiary Ledger,
Work Order and Journal Voucher.

Notes receivable procedure:

When the Jjournal voucher has been prepared, the Jjournal
voucher and copy of the closed work order will be delivered
to the PBS Loans & Budget, if the work is to be recorded as
a loan to the borrower. The PBS Loans & Budget, will then
have a note prepared for the total amount of the charges as
recorded and prepare a subsidiary loan receivable ledger and
assign a loan number to it, with all the pertinent
information recorded therein based on the note and work
order. The note together with a copy of the closed work
order will be delivered to the Director, PBS Loans & Budget,
for obtaining the required signatures and recording of the
information in his records.
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BRER From No. 220

Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD

EXAMPLE-I
Invoice
BANGLADESH RURAL ELECTRIFICATION BOARD
Nikunja- 2,Khilkhet,
Dhaka-1229.
Date Invoice HNo
To
Day | Month | Year Customer Acct No

Work Order No

PLEASE RETURN ONE COPY OF INVOICE WITH YOUR PAYMENT

BANGLADESH RURAL ELECTRIFICATION BOARD

Nikunja- 2,Khilkhet,

(=
o
o
o
3
3
J%i

Dhaka-1229.
Invoice For Services Rendered Amount
Description of Services:

DISTRIBUTICN: 182 CUSTOMER 3 Director, Account
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Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD

BREB From No. 226 Account No:
EXAMPLE-II
Name B 5 om o W w ememIORMEnE e W N & STRTEIGOEE WO B eoieelisiiset @ 5
Address Bl o m w2 m mvemmmeasLy e 8 8 SCAGEOEIEN N € ® AGHASCIST o %
Date Invoice or | Work Order Description Debit Credit Balance
Receipt No Number
Name: Account No: Page No:

Revision:

BREB INSTRUCTION 600-09
(Accounting Procedures Manual)
Original Date Reviewed by Approved by Section & Page Revision No.
February 1979 Consultant BREB Board 1I-6 1

Revisions : 19-02- 2020

mmel Hug) (Md”Abdul Khaleque)

kﬁ.ﬁm‘gﬁmﬂﬂ) (Mid. Duhidul Isilam) Md

% ”

( ishC + {Kamrul Aéan Molliky
d. Ahm’ (Debasish Chakrabortty) \
’“n(xmmmmw I?TRF),H PD.TAPP. BREB. Asst. Secy. (Board), BREB.

s O GRS TS SIS P 704300




BREB From No. 28

EXAMPLE-IV

Date Prepared
JOURNAL VOUCHER S
Month Year
ACCOUNT ACCOUNT TITLE DEBIT CREDIT
NUMBER v ACCOUNT v ACCOUNT
Explanation:
Prepared By Date Approved By Date Posted By Date Audited By Date
Billing Accountant Director, Account Accountant (Gen.Acctg.} Auditor
Revision:
BREB INSTRUCTION 600-09
(Accounting Procedures Manual)
Original Date Reviewed by Approved by Section & Page Revision No.
February 1979 Consultant BREB Board I1-7 1
Revisions : 19-02- 2020

M (Md, Mozammel Hug) (Md. Abdul Khaleque)
4]

zibus Rahman (Md. Dubjduljslam X AR UG Consultant TAPP, BRER
Consultant, TAPP RRE)n Consuitant,%TAPP“.%hIEP onsUltant TARR. BREF

% : (Kamrul Alsan Mollik)
(Md. | Haque) (Debasish Chakrabortty) Asst. Secy. (Board), BREB,

Consultant TAPP BRER PD.TAPP BREB.

e At




Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD

D. Rental of BREB transportation or construction equipment

1. When BREB transportation or construction equipment
is rented or leased to a contractor, PBS or others a

work order form must be prepared as outlined under the
Work Order Numbering Procedure.

2. The work order form will be prepared showing the
contractor or PBS name, address and a description of
the transport or equipment to be rented and the rates
to be wused to bill the charges. Also, enter the
estimated length of time that the equipment will be
used (days, hours or weeks). The rates to be charged
will be as per BREB Instruction 600-14.

E. Credit issue/returns of material from BREB Store Warehouses:
When BREB stores warehouse stock is issued to a contractor
or a PBS or material returned by them, 'the issues/returns

will be posted to the work order subsidiary ledger as
outlined under Section C herein.
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Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD
EXAMPLE-V
MORTGAGE NOTE (INTEREST BEARING)

...................................... Bangladesh (hereinafter called
the "Corporation"), a corporation organized and existing under
authority of BREB-PBS Regulation No.l for value received, promises to
pay to the order of the Rural Electrification Board (hereinafter
called the "BREB"), Nikunja-2, Khilkhet, Joarsahara, Dhaka,
Bangladesh, at the times and in the manner hereinafter provided, the
S BE RERHa v eore e sive sk s e REGTE SEA SRESE US FENYY WA T 0 B R G

(FKas snis vavm o iy voseis ses sy SuiE 06 ), with interest on the amount thereof
advanced by the BREB, pursuant to a certain.......... loan contract,
dated as of.......... 11> R between the BREB and the Corporation, as

the same may have been amended from time to time (said loan contract,
as it may have been amended. being hereinafter called the "Loan
Contract"), and remaining unpaid from time to time, at the rate of ()
percent per annum.

Interest on principal advanced pursuant to the Loan Contract and
remaining unpaid shall be payable semi-annually, on the last day of
June, and, December, of each year for a period ending on a date
........................ years after the date herecf. Thereafter,
to and fneluding 8 Hate «ewew wew s eem o years after the date hereof,
the Corporation shall make a payment on each of said semi-annual
dates in each year at the rate of Tk....vevvenn.. per Tk.1,000.00 of
the principal amount hereof advanced pursuant to the Loan Contract
Al UNPAEAE s suus enen e s s years after the date hereof.
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B A uie smimne srwsmne o souse = anEramemays years and a date ....eemecies e years
after the date hereof and remaining unpaid shall be payable on each
of said semi-annual payment dates for a period ending
........................ years after the date hereof. Thereafter, to

and including a date ......cevivvnnnnn years after the date hereof,
the Corporation shall make a payment on each of said semi-annual
payment dates at the rate of Tk. iisvivevsavrisanss per Tk.1,000.00 of
the principal amount advanced pursuant to the Loan Contract between
.......... and..........years after the date hereof and
UAPEL e« smwin wanse wuians ¢ i years after the date hereof. This payment
shall be in addition to the payment made on the principal amount
agvanced :and nPALA i paeh s mass s ae years after the date
hereof.

Each payment made on this Note shall be applied to the
payment of interest on principal and then on account of principal.
.............................. years after the date hereof, the
principal hereof advanced pursuant to the Loan
Contract remaining unpaid, if any, and interest thereon,
shall become due and payable.

The Corporation on any payment date, as hereinabove
provided, may pay all or any part of the principal hereof
then advanced pursuant to the Loan Contract and remaining
unpaid, but so long as any of the principal hereof advanced
pursuant to the Loan Contract shall remain unpaid, the
Corporation shall be obligated to make the semi-annual
payment on account of principal and interest, in the amount
hereinabove provided, unless the. Corporation and the
holder of this Note shall otherwise agree.
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Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD

This Note has been executed and delivered pursuant to and is secured
by a certain First Mortgage as the same may have been amended or
supplemented by any supplemental mortgage or supplemental mortgages
(said mortgage and any such supplemental mortgage or supplemental
mortgages being hereinafter collectively called the "Mortgage"), and
is one of several notes (hereinafter called the "Notes") permitted
to be executed and delivered by the Corporation pursuant to the
Mortgage. The Mortgage provides that all notes shall be equally and
ratably secured thereby and reference is hereby made to the Mortgage
for a description of the property mortgaged and pledged, the nature
and extent of the security and the rights of the holders of notes
with respect thereto.

In case of default by the Corporation, as provided in the Mortgage,
all principal advanced pursuant to the Loan Contract and remaining
unpaid, on this Note and any other notes at the time outstanding,
and- all interest thereon may be declared or may become due and
payable in the manner and with the effect provided in the Mortgage.
This Note evidences indebtedness created by a loan made under the
Bangladesh Rural Electrification Board Ordinance,1977/BREB ACT-2013
and PBS Instruction 200-17.

If the BREB shall at any time assign this Note and insure the
payment hereof, the Corporation shall continue to make payments
hereunder to the BREB as collection agent for the insured holder,
and, for purposes of the Mortgage, the BREB, and not such insured
holder, shall be considered to be, and shall have the rights of, the
note holder.
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Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD

If the BREB, at any time prior to the advance of the entire
principal amount hereof on account of this Note, shall make
a written endorsement hereon stating the amount advanced on
account of the ©principal hereof, and shall notify the
Corporation, in writing, of such endorsement, then the
principal amount of this Note shall be deemed to be and
shall become reduced to the amount specified in such
endorsement, and  the Corporation shall then execute and
deliver to the BREB one or more additional notes, 1in an
amount or amounts designated by the BREB which in the
aggregate shall be equal 'to the then un-advanced portion of
the original principal amount of this Note, such additional
notes to be dated currently when executed, to be in the same form
and to bear the same interest rate, as this Note.
The Corporation, upon the request therefore in writing by the BREB,
shall execute and deliver to the BREB two or more
notes, in substitution for this Note, in the same form and
bearing the same interest rate and date (except that any
such substitute note which will evidence only an un-advanced
portion ~of this Note may, at the discretion of the BREB, be
dated currently when executed), in an aggregate principal
amount which: shall be equal to the principal amount of this
Note, but in such individual principal amounts as the BREB
shall request; provided that (i) all payments which shall
have been made on account of the principal of and interest
on this Note shall be credited on account of such substitute
notes and (ii) the BREB shall return this ©Note to the
Corporation upon receipt of such substitute notes.
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BANGLADESH RURAL ELECTRIFICATION BOARD

IN WITNESS WHEREOF the Corporation has caused this Note to be
signed in its corporate name and its corporate seal to be
hereunto affixed and attested by its officers thereunto duly
authorized, all as of the day and year first above written.

(SEAL) By: P B S

Attest: P B S

President

Secretary
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BANGLADESH RURAL ELECTRIFICATION BOARD

REB Form No.323 EXAMPLE-IX

WAREHOUSE ISSUE ISSUE NO

Sheet ik
Ordering Office Purpose of Use
Shipped From Shipped To Date of Issue
ACCOUNT NUMBER
Stock No Description Code Quantity Unit Amount
Total
Code Issued
1. Normal Issue, barr wn 08 Soess i ek e b Date........
2. Warehouse Transfer Received
3. Sales to PBSs Byrs: s n v v wew au Date........
4. Retirement of Plant
5. Void Issue Ticket
Approved
Dy i o s aaeas S Beeel aa s

Division Supervisor
Distribution: 1. Director, BAccount 2. Stores Control
3. Department 4. Contractor 5. Originator
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REB Form No.324 EXAMPLE-X

WAREHOUSE RETURN Return No
Sheet of
Shipped From Shipped To Date of Return
ACCOUNT NUMBER
Stock No Description Code Quantity Unit Amount
Total
Code Issued
1. Return By s vy od seawes wa Datevea e
2. Retirement of Plant Received
3. Void Return Ticket BYE i ugeserss wasies om o Date . v
Approved
BV S s s srnies 65 S0 B ek eie e

Division Supervisor
Distribution: 1. Stores Control 2. Department
3. Contractor 4. Originator
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BANGLADESH RURAL ELECTRIFICATION BOARD

F. Recording of reimbursable work orders to sales journal.

When invoices are prepared to record the charges to be
billed on accounts receivable or notes receivable the
invoice prepared will be recorded on the sales journal as a
credit to the appropriate account other income account, as
with a debit to accounts receivable or notes receivable. At
the end of the month, a journal voucher will be prepared
from the totals recorded on the sales journal BREB Form
240, the journal voucher will then be posted to the General
Ledger. The invoice entries will be recorded in the
subsidiary accounts receivable or notes receivable ledgers

as appropriate. See example of sales journal marked example
AL
G. Preparation of Invoice.

The 1invoice as required under this procedure will be
prepared by the Billing Section on BREB Form 220 in
triplicate. See Invoice example I. The original and
duplicate will be mailed or delivered to the PBS or
other customer. The triplicate copy will be retained by the
Assistant Director, Billing in a' serial file for ready

S %1% T 34900

reference. The original invoice will be recorded on the
Sales Journal prior to mailing and the triplicate copy will
be stamped and initialed by the Accountant posting the
invoice to the Sales Journal. The Original Invoice will
also be posted to the Accounts Receivable-Subsidiary Ledger
recording the full details regarding the services invoiced.

B3> Y QI
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EXAMPLE-XI

1 . B s e v
; SALES JOURNAL FOR THE MONT
REB Form bo 240 —_—
[ DEBITS
DATE DESCRIPTION ,',,'::::: ACCOUNTS RECEIVABLE
Customers |Miscellaneous| Employse
1420 1430 1438
05-06-79 | Jessore ,Pgs-f S i 3695 -
08-06-79 | H.Wenuck _ 3696 300 |00
| 09-06-79 | Md.Ali Raza 3697 8730 00 |
10-08-79 J. Hussainey 3698 775 00 _
| 15-06-79 R.Khan 3699 75 10
20-06-79 | Jessore PBS-J] 3700
2-06-79 0. Alam _ 3701 800 |00
| 26-06-79 P. RAkhtar 3702 600 |00
30-06-79 Q. Mushtag 3703 150 100
: TOTALS 1,575100 933000 525 100
5
| H oF _June_{979 R
| ) CREDITS
!  GENERAL LEDGER _[MERCH- GENERAL LEDGER
? Acct, w/o No.|  amount Contract | Acct.w/o No | Amount ~
] v 4150 Vv
1414 87.000 00 4170 87.00000
8216123 30000]
: 8730 o
775 00
9216-1 7500
1414 - ¥0,00000 L4170 70.009
. 800 00
o 921612 600,00
1842 150100
1.57,00000| 10305 |00 158,125 '@
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Preparation of Note

The note as required under this procedure will be prepared
by the PBS Loan Applications and Review Branch and Section
as delegated using the Pro-forma Mortgage Note for either
Interest Bearing or Non-Interest Bearing as appropriate
for the loan involved (utility system and Housewiring
Loans are interest free). The note will be prepared in
quintuplicate and all copies executed by the PBS and BREB
with the formal approval of the PBS Board. The original
and three copies will be retained by BREB and the fifth
copy will be retained by the PBS for their records. The
original note will be filed with Finance Director, the
duplicate with the PBS Loans & Budget Directorate, the
triplicate with the, PBS Loans & Budget and the fourth
copy retained by the Loan Applications and Review Branch.
The Original Mortgage Note will be recorded in accordance
with the Laws of Bangladesh. Upon final payment of each
note all copies will be returned to the PBS stamped paid
and signed by the Director of Finance or by one of his
Deputies.

Preparation of Monthly Statement of Account.

The monthly statement of account will be prepared for each
subsidiary' account carried in the accounts receivable and
notes receivable. BREB Form 243 will be prepared by the
Assistant Director, Billing and PBS Loans and Budget in
triplicate. The original mailed or delivered to the PBS or
other customer, the duplicate furnished to Director PBS
Loan Applications and Review Branch and triplicate
retained by the Assistant Directors Billing and PBS Loans
& Budget. See example XIII.
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MORTGAGE NOTE (NON-INTEREST BEARING)

........................................ Bangladesh (hereinafter

called the "Corporation"), a Corporation organized and
existing under authority of BREB-PBS Regulation No.l, for
value received, promises to pay to the order of the Rural
Electrification Board (hereinafter called the "BREB"), Nikunjo-2,
Khilkhet, Joarshahara, Dhaka-1229. Bangladesh, at the times

and in the manner hereinafter provided, the sum of Taka
................................. , advanced by the BREB, pursuant
to a certain Electrification Loan Contract, dated as of
...................... 19 ......between the REB and the Corporation,
as the same may have been amended from time

to time (said loan contract, as it may have been amended,
being hereinafter called the "Loan Contract"), and remaining unpaid
from time to time.

The Principal advanced pursuant to the Loan Contract
and remaining unpaid shall be payable semi-annually, on the
last day of June and December, of each year for a period ending on

a: date wiws sen weEts § ons £ i 5 years after the date hereof. Thereafter,
to and including a date............... years after the date hereof,
the Corporation shall make a payment on each of said semi-annual
dates in each' year at the rate Of TK. ..vvuivenvvnevnneennns per
Tk.1,000.00 of the principal amount hereof advanced pursuant to the
Loan Contract and unpaid .....cieiieimieinnenennnnns years after the

date hereof.

Each payment made on this Note shall be applied to the
PEINCIDE] s 5 50 B LH0 ¥ sded » mume = buise » o years after the date hereof, the
principal hereof advanced pursuant to the Loan. Contract remaining
unpaid, if any, shall become due and payable.
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BANGLADESH RURAL ELECTRIFICATION BOARD

The Corporation on any payment date, as hereinabove
provided, may pay all or any part of the principal hereof
then advanced pursuant to the Loan Contract and remaining
unpaid, but so long as any of the principal hereof advanced
pursuant to the Loan Contract shall remain wunpaid, the
Corporation shall be obligated to make the semi-annual
payment on account of principal, in the amount hereinabove
provided, wunless the Corporation and the ‘'holder of this
Note shall otherwise agree.

This Note has been executed and delivered pursuant to

and is secured by a certain First Mortgage as the same may
have been amended or supplemented by any supplemental
mortgage or supplemental mortgages (said mortgage and any
such supplemental mortgage or supplemental mortgages being
hereinafter «collectively <called the "Mortgage"), and is
one of several notes (hereinafter called the "notes")
permitted to be executed and delivered by the Corporation
pursuant to the Mortgage. The Mortgage provides that all
notes shall be equally and ratably secured thereby and
reference is hereby made to the Mortgage for a description
of the property mortgaged and pledged, the nature and
extent of the security and the rights of the holders of
notes with respect thereto.
In case of default by the Corporation, as provided
in the Mortgage, all principal advanced pursuant to the
Loan Contract and remalining unpaid, on this Note and any
other Notes at the time outstanding, and all interest
thereon, may be declared or may become due and payable in
the manner and with the effect provided in the Mortgage.
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BANGLADESH RURAL ELECTRIFICATION BOARD

This Note evidences indebtedness <created by a loan
made under the Bangladesh Rural Electrification Board
Ordinance, 1977/BREB ACT-2013 and PBS Instruction 200-17.

If the BREB shall at any time assign this Note and
insure the payment hereof, the Corporation shall continue
to make payments hereunder to the BREB as collection agent
for the insured holder, and, for purposes of the Mortgage,
the BREB, and not such insured holder, shall be considered
to be, and shall have the rights of, the note holder.

If the BREB, at any time prior to the advance of the
entire principal amount hereof on account of this Note
shall make a written endorsement hereon stating the amount
advanced on account of the principal hereof, and shall notify
the Corporation, in writing, of such endorsement, then the
principal amount of this Note shall be deemed to be and shall
become reduced to the amount specified in such endorsement,
and the Corporation shall then execute and deliver to the BREB
one or more additional notes, in an amount or amounts
designated by the BREB which in the aggregate shall be equal
to the then wun-advanced portion of the original principal
amount of this ©Note, such additional notes to be dated
currently when executed, to be in the same form as this Note.
The Corporation, upon the request therefore in writing by the
BREB, shall execute and deliver to the BREB two or more notes,
in substitution for this Note, in the same form and date
(except that any such substitute note which will evidence only
an un-advanced portion of this Note may, at the discretion of
the BREB, be dated currently when executed), in an aggregate
principal amount which shall be equal to the principal amount
of this Note, but in such individual principal
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BANGLADESH RURAL ELECTRIFICATION BOARD

amounts as the BREB shall request; provided that (i) all
payments which shall have been made on account of the
principal of this Note shall be credited on account of such
substitute notes and (ii) the BREB shall return this Note to
the Corporation upon receipt of such substitute notes.

IN WITNESS WHEREOF  the Corporation  has caused this
Note to be signed in its corporate name and its corporate
seal to be hereunto affixed and attested by its officers
thereunto duly authorized, all as of the day and year first

above written.

(SEAL) By: PE B S

Attest: P B S

President

Secretary
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of accounts receivable statement XIII and Notes receivable
statement XIV.

J.  Aging ‘of Accounts Receivable
This report will be prepared by the Billing Section using
the accounts receivable subsidiary ledgers. An eight (8)
Column work sheet can be used for this purpose and it
will contain the PBS or Customers receivable subsidiary
account number, name, total amount due, current amount,
31-60 day amount, 61-90 day amount, over 90 days amount

—_—
and a column for remarks. This aging report should be
prepared in duplicate at the end of each month, one copy
to be retained by the billing section and the original
given to Director, Accounts for his review. This report
must be balanced to the General Ledger for accuracy of
reporting. See example of Aging Schedule XV.
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BREB From No. 243

EXAMPLE-XIII
STATEMENT OF ACCOUNT

BANGLADESH RURAL ELECTRIFICATION BOARD
Nikunja- 2,Khilkhet, 7= of - 1
Dhaka-1229

To

Customer Acct. No

BANGLADESH RURAL ELECTRIFICATION BOARD
Nikunja- 2,Khilkhet,
Dhaka-1229.

DATE REFERENCE CHARGES | CREDITS BALANCE

DISTRIBUTION: 1 & 2 CUSTOMER 3 CONTTROLLER
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BREB From No. 243

EXAMPLE-XIV
STATEMENT OF ACCOUNT

BANGLADESH RURAL ELECTRIFICATION BOARD
Nikunja- 2,Khilkhet, R SR S, TR
Dhaka-1229

To

Customer Acct. No

BANGLADESH RURAL ELECTRIFICATION BOARD
Nikunja- 2,Khilkhet,
Dhaka-1229.

DATE REFERENCE CHARGES | CREDITS BALANCE

DISTRIBUTION: 1 & 2 CUSTOMER 3 CONTTROLLER
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EXAMPLE-XV
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BREB INSTRUCTION 600-9

CASH RECEIPTS ACCOUNTING PROCEDURES

SECTION-III

Contents
A. Purpose 2
B. Official Receipt 2
C. Endorsement of Checks & Pay Orders received 3
D. Account Numbers 5
E. Cashiers’ Daily Collection Report 6
F. Preparation of Bank Deposits 8
G. Cash Receipts Journal 9
H. Daily Cash Balance Sheet 14
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CASH RECEIPTS ACCOUNTING PROCEDURE

Purpose:

The Cash Receipts Procedures are provided as a guideline for
Cashiers and others assigned the responsibility for receiving
and accounting for funds received from all sources such as
Government, Palli Bidyut Samities(PBSs)and others.

Official Receipt:

1. This form is used to evidence all cash collections of the
BREB. It should be prepared in three(3) copies; the original
provided to Payor, duplicate to the Director, Accounts and
the triplicate is retained in the book for the Cashier to
record the transaction.

2. The cashier should indicate whether the payment was in
cash, check or by pay order indicating the check or pay order
number, as appropriate. The source from which payment is
received and the account number of the account to be credited
should also be recorded on the receipt in the spaces provided
for this information. This information will be needed in the
preparation of other reports.

3. Normally, the cashier is authorized to issue official
receipts but their supervisor may issue receipts 1in the
cashier’s absence. The receipts must be issued in numerical
order and should be properly controlled by the Assistant
Director, Disbursement Section. The cashier should be issued

Revision:
BREB INSTRUCTION 600-09
(Accounting Procedures Manual)
Original Date Reviewed by Approved by Section & Page Revision No.
February 1979 Consultant BREB Board I11-2 1

Revisions : 19-02-2020

\/, E.gmel Huq.):r:l M

Mozibus Ralman) (Md. Duhidul :’onm'uant TAPP BR (Md. Abdul Khaleque)

Mpnsultant TADPD QRFR

W

Consultant TAPP

RER

"(Debasis}) ﬁmborﬂy)

PD.TAP P BREB

nmunani TAPP'B

" Mamrul A

Molli¥)

Asst. Secy. (Board), BREB,

‘onsultant TAPP, BREB

»

» wmmw‘m %9900

A
o




%@? Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD

booklets

issuance of a new booklets,
containing the
to the

for his

BREB form 05,

of official

Assistant
retention.

receipts as

needs require.
the old completed booklet
triplicate copy should be

surrendered

Director, Disbursement

See example

see example I.

4, At the end of each day, the

each official

Report

of Sifieial

Upon

Section

recelipt

cashier should enter

receipt on the Daily
BREB Form 13;

see example II.
summarizes all collections for the day.

C. Endorsement of Checks & Pay Orders Received:

Collection

THis

report

If the

amount received has been

billed

by BREB

copy of the invoice or statement should be provided the
Director, Accounts with the duplicate copy of the receipt.

The Payors copy of the invoice or statement must be
stamped paid, dated, and signed by the cashier in
addition to issuance of the receipt for funds. The
invoice or statement should be stamped as follows:
"BANGLADESH RURAL ELECTRIFICATION BOARD
: PAID
Date: 19-02-2020
Signature of Cashier"
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BANGLADESH RURAL ELECTRIFICATION BOARD

EXAMPLE-I
BREB From No 05 OFFICIAL RECEIPT NO.even.n. e
Dateimaey snies rawies
Received from ..,... B, R ——— v AT R S TR
Ehe sum oF & oann § SRS S S dreyen s e S R M SR 5 e R
.................... SR SR S mom e sk ey e iee e s s LKA AT etElata HEVIAE
I Payment of vy sewannas GG GRS o
ACCOUNT NO ...... R R e e 5 THANK YOU
Cash- L Check O Mo wuu vomvvvoan S o
Bay det O N8 wne svvmees s i W BY ..., A —
Cashier
Bangladesh Rural Electrification Board
DISTRIBUTION: Nikunja- 2,Khilkhet,
1. Customer 2. Director of Accounts 3. Cashier Dhaka-1229.
EXAMPLE-T
BREB From No 05 OFFICIAL RECEIPT Mo 565 foorms s e
Batewes suawn o .
Received from ..... e R R CINSNEE dERESTR SR IR SR TR
the sum of SRR 5 T e e 0Te BT Sahie SO R TR AN
................. O o VRN REPITTRLL .-~ 1 < - (TR
In Payment of ...... SRS TR v
ACCOUNT N wvwn savemvaisines CEREE e THANK YOU
cagh:Ll Cheek LT N6 & ssworvramns s
Pay Order LI No « covivn sonn ¢ SR s BY ....... e —
Cashier
Bangladesh Rural Electrification Board
DISTRIBUTION: Nikunja- 2,Khilkhet,
1. Customer 2. Director of Accounts 3. Cashier Dhaka-1229.
EXAMPLE-I
BREB From No 05 | OFFICIAL RECEIPT NO...... e
Date. Wi iERTE SuaE
Received from ........ Wi R R R SRR SR S WG v
the sum of e e T L RS R S SRS i LRI § i
......................... SN MR S A SRR SRS R S Takayes svemives Soania o
In Payment (s SEETR P D
ACCOUNT NO ........ A nai e THANEK YOU
Cash O Check O No ....o..... R
Pay Order O No ..... A TP e BY, e s s R i
Cashier
Bangladesh Rural Electrification Board
DISTRIBUTION: Nikunja- 2,Khilkhet,
1. Customer 2. Director of Accounts 3. Cashier Dhaka-1229.
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D. Account Numbers

1. The bank account number that may be debited for cash
recelpts are usually as listed below:

1420 to 1427 Cash = General Fund Account (BREB Revenue)

2 The Receivable Account Numbers that may be credited for
cash receipts are usually as listed below:

1440 to 1445 ADP, Cash Foreign Exchange, L/C Margin,
CD VAT, RPA (CONTASA)

3. If any funds received are not one of the accounts
named herein, the Director, Accounts should suggest the
appropriate account numbers. In addition to the general
ledger account number, the subsidiary account number
should be indicated in order that the cash received may be
posted to the subsidiary ledger.
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E. Cashier's Daily Collection Report.
1. The cashier's daily collection report BREB form
No.13 1is prepared by the cashier daily to summarize

all cash collections

form must agree

day. The

Cashier will

for the day. The total on this
the total

correctness of the report.

2. The report is prepared in triplicate.

duplicate
given to
Section
the Cash Receipts Journal.
with the

together

receipt

Disbursement

Director, Billing Section,

ledgers.

with the
will Dbe

duplicate

for

of official receipts
issued and agree to the total cash received for the

prepare and certify the

The original

copies of the official
the Assistant Director,
entry to be made

invoices, statement
other remittance advice will be given to the Assistant

cashier in the permanent files.

in
The duplicate copy together
copy of or
for posting to the subsidiary

The triplicate copy will be retained by the
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EXAMPLE-II

CASHIER’S DAILY COLLECTION REPORT

BREB From No 13 PagS..ares « (o 5
DaEE 5 i Saumammms
Receipt | Name | Customer SQURCES OTHERS
No Account | Customer | Miscellaneous Employee | Acct.W | Amount
Number 1420 1430 1436 /0 No.
o
o
o
o=
4 >N
&- |
E
{
Ef
1. Certify to the correctness of the above report. EJ
g !
)
Cashier 3_-,”
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3. The total of all receipts listed must be equal
to the total of the corresponding deposit slip or
slips (if deposits are to be made in more than one
bank account). All cash receipts received in one day
should be deposited intact. Funds not deposited on
the last day of each month will be shown as deposits
ih Cransit.

F. Preparation of Bank Deposits:

1. Before noon each day, the cashier will be responsible
for preparing the necessary bank deposit slips for the
previous afternoon and current day’s receipts and the

deposit of cash in the proper banks.
(a) Prepares machine listing(s) of amount column(s) of

cashiers’ daily collection report and enter totals.

(b) Prepare machine listing of amounts shown on official
receipt copy.

(c) Prepare machine listing of check, pay orders and
cash and compare with totals of (a) and (b) above

- verifying that all are in agreement.

(d) Copies of invoices, statements, remittance advices
and‘copy of official receipts should be in the same
sequence as listed on the —cashier's daily
collection report.
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e) The sum of all the currency received 1is then
entered in the appropriate space provided on bank deposit
slip and all the checks received entered by bank account
number. Total the amount of currency and checks
received as shown on bank deposit slip(s); this total must
agree to the total entered on the cashier's daily
collection report.
(f) One copy of the bank deposit slip is prepared, which is
a two part form, the one copy is retained by the bank, the
second copy is stamped by the bank and is retained by the
cashier for audit purposes; see example No.III

G. Cash Receipts Journal
1. The Cash Receipts Journal BREB form 08; example IV, will
be prepared wunder the supervision of the Assistant
Director, Disbursements Section. It is a columnar journal
which accommodates the debits to the various bank accounts
to be debited (charged) and accounts receivable and other
accounts (sources of cash) to be credited.
2. Recording in the journal will be made daily. The
date, the payee or reference number of cashier's daily
collection ; report, or the official receipt number
individually or in series, the different bank accounts
where cash was deposited, the various sources of cash
collections, and general ledger columns. Non-recurring
accounts such as "Transfer of Cash" may be entered in the
General Ledger columns.

Revision:
BREB INSTRUCTION 600-09
(Accounting Procedures Manual)
Original Date Reviewed by Approved by Section & Page Revision No.
February 1979 Consultant BREB Board III-9 1
Revisions : 19-02-2020

= (}w
' | (Md, Moammel Hu (Md. Abdul Khaleque)
Mﬁihﬁl?hmﬂﬂ) m%gﬁg;h?&i}g%m on§u|tant TAPPIRRER Consultant TAPP, BREB

“onsultant TAPP RRFP

(Md.Ach, (Debasish Chakr: ortty) (Kamrul Akan Mollik)

Consultant TAPP BRET PD TAPP. BREB. Asst. Secy. (Board), BREB.




Accounting Procedures Manual

BANGLADESH RURAL ELECTRIFICATION BOARD

3. At the end of the month -the journal must be footed and
cross footed and a journal voucher prepared (see journal
voucher procedures) for posting to the general ledger.
See example-V on Journal Voucher.

4. Only one cash receipts Jjournal may be maintained

for all funds. This simplifies the accounting for all
cash received.
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Example- III

Bank Deposit Slip
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: CASH RECEIPTS JOURNAL FOR THE MONTH OF
" REB Form No-o8 e i . ¥ .
. N DEBITS
RECEIVED FROM Recolpi | CASH GENERAL LEDGER |
ber :
DATE NAME OR DESCRIPTION um Gen. Fund | Acct w/o No. Amount |
v |
S 1
, !
!
i
TOTAL i !
PAGE
CREDIT
: ACCOUNTS RECEIVABLE GENERAL LEDGER
;’ Customer [Miscellaneous| Employee | Acct.w/oNo.| pno N
1420 1430 1436 v i
|
' ! I 1]
) N 'ai"r o e 3§
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BRER From No. 28

EXAMPLE-V
Date Prepared
JOURNAL VOUCHER e o —
Month Year
ACCOUNT ACCOUNT TITLE DEBIT CREDIT
NUMBER v ACCOUNT 4 ACCOUNT
Explanation:
Frepared By Date Approved By Date Posted By Date Audited By Date
Billing Accountant Controller Accountant (Gen.Acctg.) Auditor
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H. Daily Cash Balance Sheet

1. The daily cash balance sheet BREB form 20 will be
used to show the actual cash position of BREB daily. It
records the date, the prior day (mo) balance, deposits,
disbursements and the cash balance at the end of the
day.

2. This form 1is prepared daily by the Cashier under
the supervision of the Assistant Director, Disbursement
Section. Usually this report is submitted every first
hour of -the working day. Three (3)copies are
maintained, the original for the Director of Accounts,
the duplicate for the Deputy Director, Disbursement and
the triplicate copy be retained by the Cashier for use
by the Assistant Director, Disbursement and the Cashier
for ready reference.

3. .The daily cash balance sheet may be utilized by
the Director of Accounts as a basis of determining the
cash requirement of the BREB, see example VI.
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BREB From No. 20
EXAMPLE-VI

DAILY CASH BALANCE SHEET FOR THE MONTH OF

* s s s s & s = =

PrasE Dy DEPOSITS DISBURSEMENT
Dail h
DATE (mo) Cash Receipts Voucher Payroll aily Cas
Check Check Balance
Balance Journal : 3
Register Register
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