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STANDARD OPERATING PROCEDURES

FOR
HOSPITAL FINANCE & ACCOUNTING MANAGEMENT
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COMMUNITY HEALTH CENTRE, PADMAPUR

KENDUJHAR, ODISHA

Email Id:padmapur.bpmu@gmail.com
1.0 PURPOSE:

To establish a procedure for the book keeping function of Account preparation and Finance methods and provide accurate and timely financial information for all Stakeholders requirements.

2.0 SCOPE:

It includes effective management of Accounting of funds received from District, Untied funds and Rogi Kalyan Samiti funds 
3.0 Reference: Orissa Government Financial Rules

4.0 Process Flow Chart

          CASH MANAGEMENT  







Receiving and Utilization of Fund:
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5.0 Standard Procedures

	S.No.
	Activity
	Responsibility
	Related Format

	5.1
	CASH MANAGEMENT
	
	

	5.1.1

	Cash for user charges are received and collected by the clerk at the cash counter / registration counter
	NA
	NA

	5.1.2
	Accountant is responsible for receipt of user charges slip with cash & issue of receipts and maintains a copy of the receipt. Cash is then logged in the day book on daily basis and subsequently deposited in the bank on the next day morning.
	Accountant
	Day book

	5.1.3
	Accountant is responsible for preparing Monthly Reconciliation of money collected from patients. He prepares the Department wise Abstract.
	Accountant
	

	5.1.4
	Accounts department receives bills from store department & from vendors for payment to all suppliers and contractors. Payments are processed by the accountant. He prepares a cheque and forwards it to BPM & MO I/C who are required to sign on it.
	Accountant
	

	5.1.5
	All banking activities are carried out by the accountant. Pass books of all accounts are maintained in the hospital and are updated on a weekly basis by the accountant. 
	Accountant
	

	5.1.6
	A trial balance showing expenditure and collection is prepared every month. 
	Accountant
	Trial Balance

	5.2
	PAYMENT/ FILING IF INCOME TAX, TDS RETURNS:

Every yearly TDS on/ before due date’s return are filled with statutory authorities in the prescribed format by the government.
	Accountant
	

	5.2.1
	If any DA arrears / HR arrears comes from government, the accountant prepares arrears according to the salary and sends it to treasury for preparation of cheque. 
	Accountant
	

	5.2.2
	Salary statement is prepared every month by the accountant and after verification by the MO I/C is then sent to the treasury. Salary cheque is prepared in the treasury and money is directly transferred in the accounts of the employees. Details of the salaries paid to the employees are maintained by the accountant in Salary Acquitance Register.
	Accountant, MO I/C
	Salary Acquitance Register.

	5.3
	PREPARATION OF ANNUAL ACCOUNTS
	
	

	5.3.1
	A final trial balance is drawn on the basis of balances arrived after affecting all the entries.
	
	

	5.3.2
	AG Audit is carried out annually by a qualified auditor. Before coming to audit the hospital is informed about the same corresponding to which a circular is issued to the staff by the accounts department to keep all the documents ready.
	Accountant
	

	5.3.3
	The auditing process continues for more than 15 days.
	
	

	5.3.4
	Accounts department collects all information and records required by audit from all concerned and provide these to audit.
	
	

	5.3.5
	An audit report is prepared and is sent to the District 
	
	Audit Report

	5.3.6
	Accounts department finally coordinated submission of replies to audit objection after collecting information from concerned sections.
	
	

	5.3.7
	Internal Audit is carried out once every 3 years
	
	

	5.4
	PROCEDURE FOR UTILIZATION OF FUNDS:


	Accountant
	

	5.4.1
	The funds are received from the following sources :

· Director of Health Service
· NHM Office

Money is received in the form of PFMS. 
	Accountant
	

	5.4.2
	All cheques are signed by BPM and MO I/C who are the authorized signatories.
	Accountant
	

	5.4.3
	Wherever releases are decided, to be made through bank drafts, the authorization letter to the bank shall be signed by any one of the authorized signatory.
	Accountant
	

	5.4.4
	The Hospital utilizes the funds in the following heads:

· Maintenance of equipments.

· Civil maintenance and construction works.

· Procurement of equipments.

· Emergency purchase of Consumables.

· Developmental work of the hospital such as building of Boundary wall, construction of internal roads etc.
	
	

	5.4.5
	In case of the money which is received from the District Level the permission for its utilization is taken from the CDMO by the MO I/C. This fund is used in the development of the hospital like building of the Boundary wall, construction of roads within the hospital campus, construction of parking space in the hospital etc.
	MO I/C
	

	5.4.6
	The money collected through the user charges goes to the RKS account. The payment for the emergency purchase of drugs and consumables are done through the RKS fund whereby discussion is made in the RKS meeting held every month regarding it and money is released to the SMO who makes the emergency purchase. Also the payment to the outsourced agency is done through the RKS fund. It is also used in upgrading of patient amenities.
	RKS Committee
	

	5.4.7
	Major construction and maintenance work as well as procurement of costly equipments is done through the fund released from the District for which Budget is sanctioned by the Collector.
	MO I/C
	

	5.5
	PREPARATION OF CHEQUES
	Accountant
	

	5.5.1
	All the cheques are entered in the prescribed register before they are submitted for signatures, indicating its number, amount, name of the person or party, purpose and date of issue.
	Accountant
	

	5.5.2
	Cheque books, new or used or under used are kept in the custody of the accountant.
	Accountant
	

	5.5.3
	Acknowledgement of a cheque is obtained from the payee (receiver).
	Accountant
	

	5.5.4
	Dated signature is obtained in the cheque issue register from the cashier / accountant for each cheque, which is endorsed in his favour or handed over to him for obtaining cash payment from the bank.
	Accountant
	Cheque  issue register

	5.6
	WRITING OF CASH BOOK
	Accountant
	

	5.6.1
	· Vouchers for each receipt and payment are correctly prepared by the writer of the Cash Book and checked by the accountant.
	Accountant
	Cash book

	5.6.2
	· Receipts are issued, for the Cash / Bank Drafts / Banker Cheque and Money orders on its entry in the prescribed register, signed either by one of the fund operator or by an authorized officer.
	Accountant
	Cheque issue register,

Bank Draft issue register

	5.6.3
	When cheque is en-cashed from bank the same is taken to the receipt side of the cash book & payment there from should be shown in payment side.
	Accountant
	

	5.6.4
	Each entry of receipt and expenditure should be descriptive but brief in nature. Each voucher should be assigned a serial number, which should be noted against each entry in the Cash Book.
	Accountant
	Cash book

	5.6.5
	Cash Book is closed daily by the Accountant.
	Accountant
	Cash book

	5.6.6

	Overwriting should be avoided and corrections, if any should be attested by the authorized officer under his dated initials
	Accountant
	

	5.6.7
	While making payments through cheque, its number should invariably be noted in the Cash book for cross checking.
	Accountant
	Cash book

	5.7
	VERIFICATION OF CASH BALANCE
	Accountant
	

	5.7.1
	The contents of the cash book should be counted by the District Accounts Manager at least once in a month at the close of the month or on the first day (immediately after opening of the office) of the next month and the amount will be compared with the cash book balance shown in the cash book.
	District Accounts Manager 
	Cash book

	5.8
	LEDGER
	Accountant
	

	5.8.1
	The ledger is kept in the prescribed form. Separate pages are opened for each item of expenditure. The ledger accounts shall be arranged and grouped in such a manner that the desired information is promptly secured.
	Accountant
	Ledger

	5.8,2
	All the ledger accounts are closed at the end of the month. Totals would also be made in the classified abstract. Monthly totals of various ledger accounts are tallied with the totals of classified abstract and discrepancy, if any will be rectified and reconciled.
	Accountant
	Ledger

	5.9
	RECEIPT & PAYMENT STATEMENT
	Accountant
	

	5.9.1
	Monthly account of receipts and payments shall be prepared immediately after closing of the accounts for the month but not later than 15th of the next month.
	Accountant
	

	5.10
	BANK RECONCILIATION STATEMENT
	Accountant
	

	5.10.1
	Bank reconciliation statement will be prepared on monthly basis by reconciling the cash book and bank pass book / bank statement. Pass book is sent to the bank on weekly basis for making up to date entries of credits and debits in the month. Any discrepancy will be rectified and difference explained in the bank reconciliation statement 
	Accountant
	Bank Reconciliation Statement

	5.11
	BUDGET PREPARATION
	
	

	5.11.1
	Estimates and Budget for next financial year are called from sections utilizing specific budget-heads in the first week of December every year and this proposed budget is approved by the RKS.
	RKS/ BAM
	

	5.11.2
	The revised estimates and budget estimates of each section are reviewed in the light of necessity and estimated receipts of Hospital The progress of ongoing work is also taken into consideration.
	RKS/ BAM
	

	5.11.3
	The receipt estimates and expenditure estimates are balanced. The sources of fund for meeting the shortfall as well as appropriations to Building Fund or Equipment Fund should be suitably approved.
	RKS/ BAM
	

	5.12
	UTILIZATION CERTIFICATE
	
	

	5.12.1
	In respect to the grants-in-aid received from GoI, the Society shall furnish a “Utilisation Certificate” (UC) in form No. GFR 19 A duly signed by the Mission Director, NRHM – Orissa to department of Health & Family Welfare, GoI along with the audited annual financial statements by 31st July of every year. The copy of the format of Utilisation Certificate is enclosed in the Appendix. The district societies & other executing agencies shall furnish the SoE & UC to the State Health Society in the form No. GFR 7 A (F/ OR/BAL/DHH /HAM-06/07). The UC should be duly signed by the Programme Officer & CDMO.

· All grant-in-aid sanctioned and released by District to the Block and other executing agencies in a particular financial year shall be indicated by the society / other executing agencies in its UCs of that financial year, irrespective of the facts that the amount is received in the subsequent financial year.
	Accountant
	Utilization Certificate


OPERATION OF BANK ACCOUNT

At Block level there should be three joint signatories for operation of bank accounts – MO I/C, 2nd MO and Block Accounts Manager / Block Programme Manager.

	Group
	Designation
	Mode of Operation & Limit of Withdrawals

	A
	MO I/C
	Rs. 1 Lakh to Rs. 5 Lakh : Jointly with the signatory of Group B

	B
	2nd MO
	Rs. 1 Lakh to Rs. 5 Lakh : Jointly with the signatory of Group B

< Rs. 1 Lakh: Jointly with the signatory from Group C

	D
	Block Accounts Manager (Block Programme Manager in absence of BAM)
	< Rs. 1 Lakh: Jointly with the concern signatory from Group C


6.0 
Formats: (Enclose in appendix)
	S.No
	Record Number
	Record Name
	Type

	1
	FF/FAM/01       
	Cash Book
	Forms

	2
	FF/FAM/03       
	Bank Reconciliation Statement
	Forms

	3
	FF/FAM/04       
	Utilization Certificate (GFR 7 A)
	Forms


7.0 
 Records: 

	S.No
	Record Number
	Record Name
	Type
	Retention Period

	1
	RG/ FAM/02
	Cheque Issue Register
	Register
	3 years

	2
	RG/ FAM/03
	Register of Bank Drafts Dispatched
	Register
	3 years

	3
	RG/ FAM/04
	Ledger
	Register
	3 years

	4
	RG/ FAM/05
	Register for Staff Payments
	Register
	3 years

	5
	RG/ FAM/06
	Asset Register
	Register
	3 years


8.0  Process Efficiency Criteria-
	Sl. No.
	Activity
	Activity Efficiency Criteria

	1.
	Annual Accounts Audit 
	Adverse comment/ Finding

	2.
	Payments of Bills 
	All bills paid within prescribed time


9.0 Reference Documents:

- General Financial Rules

9.0 
 Appendix: 

9.1     Cash Book

	RECEIPTS
	PAYMENTS

	Date
	Particulars
	Party Name
	Activity Head
	L/F No.
	Amount (Rs.)
	Date
	Particulars
	Party Name
	Activity Head
	L/F No.
	Amount (Rs.)

	
	Opening Balance
	
	
	
	
	
	
	
	
	
	

	
	B/F
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Total  Receipts
	
	
	
	
	
	Total Payments
	
	
	
	

	
	Grand Total
	
	
	
	
	
	Grand Total
	
	
	
	


9.2Bank Reconciliation Statement

Bank Reconciliation Statement as on Date: ________________________________________________

Name of the District Health Society: ________________________________________________________

Saving Bank A/C No.: ____________________________________________________________________

	S.No.
	Particulars
	Schedule Reference
	Amount (Rs.)

	A.
	Balance as per Cash Book (as on Date …………………………….)
	
	

	B.
	Add:
	i.
	Cheques issued but not yet presented for payments into bank
	
	

	
	
	ii.
	Credit entries made in the bank Pass book but not shown in the cash book (such as bank interest)
	
	

	
	
	iii.
	Other reasons
	
	

	
	
	
	Sub Total (B)
	
	

	C.
	Less:
	i.
	Cheques deposited into Bank but not yet credited into the Saving Bank Account of the DHS
	
	

	
	
	ii.
	Bank charges debited in the bank account but not accounted for in the Cash book
	
	

	
	
	iii.
	Other reasons
	
	

	
	
	
	Sub Total (C)
	
	

	
	Balance as per Pass Book / Bank Statement (A+B+C)
	
	

	Prepared By: 
	Examined By:

	Block Accounts Manager
	Concurrent Auditor 


9.3
Utilization Certificate (GFR 7 A)
Form G.F.R. – 7 A

Form of Utilization Certificate for the year 200 ____

I hereby certify that the grant placed at my disposal / at the disposal of _______________________________________________________________, in the year __________ and the amount available for expenditure during the said year were as follows:

I.    (a) Unspent balance to the end of the year   
- Rupees ____________________________________________________________

(b) Grant received during the year of  

- Rupees ____________________________________________________________

Quote the number and date of authorization issued by Accountant General, Orissa whenever it is depended on such authority and in other cases only the number and date of sanction and designation of sanctioning authority.

Total: Rupees ________________________________________________________


II. Expenditure during the year: - 

· Out of unspent balance as in I (a) above
 - Rupees______________________________________________________

· Out of the grant referred to in I (b) above
 - Rupees ______________________________________________________








Total: Rupees ________________________________________________________

III. Unsent balance at the end of the year 

- Rupees ______________________________________________________

2. I further certify that the expenditure of Rupees ______________________________________shown as expenditure in the year _________ has been utilized solely on __________________________under my charge within the jurisdiction of ________________________________________, and for no other purpose and that the sum of Rupees ______________________________ (_____________) shown as balance at the end of the year ________is available for expenditure and no part of it has been diverted to other purposes.

3. I further certify that a list of works on which the expenditure of Rs. _________________________has been incurred and the amount spent on each has been prepared and is maintained in my Office.
                     (Signature with Date & Seal)
9.4. Cheque Issue Book

	Sl. No.
	Date
	Cheque No.
	To whom given 
	Purpose
	Amount
	Sign of 1 st Signatory 
	Sign of 2 st Signatory

	
	
	
	
	
	
	
	


9.5 Register of Bank Drafts Dispatched

	Sl No. 
	Cheque No. Date
	Name of Particular 
	Amount
	Sign

	
	
	
	
	


9.6 Register for Advance to Staff Payments

	Date
	To whom given
	Particulars of advance
	Check No. & Date
	Amount
	Adjustment details
	LF No. Journal Folio No. 
	Advance still Outstanding
	Sign of Recipient

	
	
	
	
	
	Date of
	Amount of
	
	
	

	
	
	
	
	
	
	
	
	
	


9.7 Ledger

	Date
	Particular
	Cash Book Folio Number
	Debit
	Credit
	Balance

	
	Opening Balance
	
	
	
	

	
	
	
	
	
	


9.8 Asset Register

	Date
	Voucher No.
	Particulars Location
	Asset Quantity
	Asset Cost

	
	
	
	
	At the beginning of the year (0)
	Addition (2)
	Deletion (3)
	Total Quantity (4)
	Cost at the beginning of the year (Rs.) (5)
	Addition (Rs.) (6)
	Deletion (Rs.) (7)
	Cost at the beginning of the year (Rs.) (8)

	
	
	
	
	
	
	
	
	
	
	
	


Cash for user charges collected





Receipt of user charges slip with cash and issue of receipt submitted to accountant





Details logged in cash book





Preparation of monthly reconciliation statement of money collected





Cheque signed by BPM & MO I/C





Forward to Medical Officer I/C





Preparation of cheque





Receiving of bills for payment to suppliers and contractors by accountant





Fund from block level





Fund received from State





Fund received from the District





From received through collection of user charges





Hospital Fund





Fund from the Block Level used in Sanitation and Cleanliness activities.





Fund from the State used in the major construction or maintenance work of the building.





Procurement of Equipments





For utilization of District Fund approval sought from the District Collector by the CDMO





Fund from user charges goes to RKS account.





Approval for the fund is sought from the RKS Committee in the RKS meeting





For emergency purchase of drugs and consumables fund is released by the MO I/C. Also the Outsourced agencies are paid through RKS FUND





Developmental work for the hospital such as Boundary wall, parking space etc is done.








