	SOP

	Disbursement
By BSG, NHQ
	NHQ shall not disburse more than 50% of sanctioned amount in any instalment

	
	Subsequent instalment shall be given on utilization and submission of the utilization certificate by CA as per standard format of BSG NHQ

	
	The utilization certificate shall be obtained within reasonable time of last expense date i.e. on or before 15 days of last expense and submitted to NHQ for their satisfaction and verification, before subsequent instalment 

	Utilization
	CA certificate (Statutory auditor of the agency) of each utilization requires in standard format before disbursement of subsequent instalment 

	Supporting Documentation
	The supports to the expenses shall be tried to be paid through banking mode as much as possible however the banking payment shall not be below 50% of total expenses at any cost. No cash support (each date, type of expense and vendor wise) above Rs.10,000 each support as per the Income-tax Act provision.

	
	The support copy to be attached with each certificate in order to the nature of expense with detail of the expense, broadly categorized in possible group/class of expense and attached in order of the date of expense.

	
	The original support to be preserved for future reference with management of the organization. The preservation shall be minimum 10 years.

	
	The assets created out of the fund utilization shall be preserved with care to their safety or submitted to BSG, NHQ, unless in case of petty value assets and being handed over the beneficiary

	
	TDS provisions shall be complied by the Agency while making payments and Payment challans for TDS deducted shall be submitted to the BSG, NHQ 

	
	BSG, NHQ reserve the right of inspection of original documents at any time by giving 1-2 working days’ notice.


    
THE BHARAT SCOUTS AND GUIDES, NATIONAL HEADQUARTERS, NEW DELHI – 110002



I/We hereby confirm that I/We have read, understood, and agree to abide by the SOP as outlined above issued by The Bharat Scouts and Guides, National Headquarters, New Delhi-110002.



Accepted and Agreed by:
Name: _________________________
Name Unit/State Association: ____________________
Seal & Signature: ______________________
Date: _________________________
