
                                     INTERNAL CONTROL SYSTEM
Accion Fraterna, as a Trust follows given below procedure for all internal Control of the organization.

	Assets Management:
· Fixed Assets & Inventories Management

· Procurement Procedure for Fixed Assets & Inventories

· Procurement Committee:

· For effective procurement a collaborative process has been followed by the Trust with the procurement Committee of four senior trained staff of the Trust appointed by the Director for a specific period. It comprises two from Administration, two from Programs. 
· The Director, who is also the final approving authority for the Trust, will guide the Committee.

Steps followed by the Trust for Procurement:

· Material Requisition- Whenever the material is required; the indenting staff will submit a Material Requisition Form (MRF) duly filled and signed. Further this application will be forwarded to purchase committee for necessary action.
· Evaluation of Requisition– The committee will evaluate the requisition by looking into the needs, budget, quantity and quality etc.,
· Calling for Quotations- The committee has nominate the senior Administration staff (who is also member of the committee) to get minimum 3 quotations from potential suppliers and in case of procurement through Govt. Departments, one time quote will be collected.
· Selection of Quotation- Committee will look into the quality and the cost before recommending the quote to Director for approval with their recommendation of the purchase.
· Approval of Authorized Person- Director is the final approval authority for any purchase.
· Preparation of Purchase Order- Then, the committee will authorize the Administration officer to issue the PO (as per the format -annexure).
· Placing of Order- Director is the final authority to sign the PO.
· Quality check-The moment materials are delivered, the same will be verified by the intending person along with the procurement committee before it goes to Finance for payment.
· At present, Trust is following the above process for those purchases in excess of Rs.20,000/-.
· A separate note will be circulated by the Trust, in case there is any change in the limits of purchase which is less then Rs.5,000/- and also for the purchases between Rs.5000/- to Rs19,999/-.
· Director is also having complete authority to change the process as and when required.
· Any fixed asset / equipment worth Rs.10,000/- below should be expensed off and need not be treated fixed asset and also no need to record the same in Fixed Asset register.
· A separate register would be maintained to monitor such petty assets.

Physical Verification of Assets/ Inventories

· Physical verification of inventory is undertaken on an annual basis, as at 31st March each year. For this purpose, a certificate of confirmation for the inventory present and verified at the field level is obtained from each field office will be forward to Head of Finance for audit and records.

· The process of verification is undertaken for all inventory/ stock items and is reconciled against all the items appearing in the inventory/ stock register by the respective staff of the unit and will be verified by the Senior Administration staff of the Trust on regular basis.

· Any discrepancy between the inventory register and the physical count of inventory is documented, reconciled and appropriate action taken with proper approval by Director.

The process of physical verification of inventory is documented and the report generated is signed by the Senior Administration member and will be forwarded to Head of Finance for necessary action.

Fixed Assets/ Inventories Not in Use;

· All assets which are not in use are marked in the register with authenticated reasons.
· These are identified by keeping it separately for easy reference.
· These items along with the list will be with the purchase committee members so that misuse of the same could be avoided.
· Any disposal will be through the process and the sale proceeds will be intimated to accounts department so that they can record the transaction in the books of account accordingly.
· In case of any disposal of fixed assets, there will proper approval by the Director.

Insurance of Fixed Assets & Inventories

· All the major assets in office or in field offices are insured.
· The valuation and the details of insurance coverage are with the Head of Finance. Every year the coverage will be verified and if needed for any additions or deletions, necessary action will be initiated after discussing with Director.
· All the assets of the Trust are covered under this policy for theft and burglary.
Identification Mark on Fixed Assets

· Trust is following professional method of identifying the assets  as per the accounting standards by giving the details like:  Donor, year of purchase, department it has been used etc.,
· There will be proper marking on all assets for easy identification and verification.
· These marking details are also linked with the list of fixed assets and assets that are physically verified.

Fixed Assets Under the Possession of Third Party;

· Since the Trust is implanting the programs directly, there is no involvement of third party.


