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Assistant Professor 
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Subject: Submission of Internship Report.

Dear Sir,

It is an honor and pleasure for me to present you the internship report on “Budget, Forecasting and Monitoring Process of iccdr,b” as a prerequisite of completing the BBA program. It has been made during the internship period at icddr,b based on my practical learning and the information collected from my supervisor, colleagues, staffs and websites.

This report aims to demonstrate how the budget, forecasting and monitoring process are completed by the Finance Department of icddr,b. It was a great pleasure as well as a challenge to work in such an international health research organization and prepare this report which has helped me significantly to enhance my knowledge and skills.

I, therefore, express my profound gratitude to you for the kind cooperation, supervision and guidance in successfully preparing this report. I hope you will consider this report and oblige me thereby. I shall be happy to provide any clarification on any relevant matter.


Sincerely yours,


______________________
Md. Mirajur Rahman
ID: 111 132 089
United International University
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[bookmark: _Toc527757817]EXECUTIVE SUMMARY
[bookmark: _Toc329610457]This internship report is prepared by me the purpose of fulfilling the requirements to complete the BBA program. As a BBA student I got the opportunity to o my internship in MCHD Department of icddr,b under Finance Manager. This paper is a reflection of my learning.
ICDDR,B (International Centre for Diarrhoeal Disease Research, Bangladesh) is an international health research institution established in Dhaka dedicated to saving lives through research, treatment and trainings since 1960. There are five major divisions including Health System and Population Studies, Nutrition and Clinical Services, Infectious Diseases, Maternal and Child Health, and Laboratory Sciences and Services led by experienced management team and board of trustees. With the help of its core donors and project based donors the organization conducts its research, training and extensive activities ranging from improving neonatal survival to HIV/AIDS.
Finance Department has the overall responsibility for financial operations, including fixed assets management. Financial operations include: cash management and custodianship of funds, processing of staff salary, compensation and benefits, preparation of annual budget, financial proposal for prospective research, ensuring donor and other statutory compliances, recording of all financial transactions, commitments, preparation of financial reports for various stakeholders, sub-awards management, full cost recovery, and an assortment of financial analysis for strategic decision making. The Department is also responsible for facilitating financial reviews, annual audit of the Centre and project audits. The following diagram briefly highlights the functions of the Finance Department.
In this report I am going to describe Budget, forecasting and monitoring process of icddr,b. In here I include all of the Steps, Procedures; Documents and Criteria are followed by Core Finance Department. Also add Annual Budget for 2019, so it helps to understand budget and forecasting easily.
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[bookmark: _Toc527757821]Origin of the report
Internship program is a prerequisite of completing the curriculum of BBA (Bachelor of Business Administration) program of United International University. All the students of BBA have to go through this program. The main purpose of this program is to provide an “on the job” exposure to the students. The report, titled “Budget, Forecasting and Monitoring Process of iccdr,b” is an outcome of my internship conducted in icddr,b as a partial requirement of fulfilling the internship program. The topic was chosen by me under the supervision of my respected academic supervisor Muhammad Enamul Haque, Assistant Professor, UIU. It includes information about the organization profile, overview of the Finance department, Budget, Forecasting and Monitoring process, internship description, major findings, recommendations and conclusion. I have prepared it in classification with my assigned responsibilities.
[bookmark: _Toc527757822]Purpose of the report
The purpose of the report can be discussed in two forms:
[bookmark: _Toc527757823]General Objective
The general objective of preparing this report is to give an overall idea about the budget, forecasting and monitoring process of icddr,b.
[bookmark: _Toc527757824]Specific Objectives
More specifically this report entails the following aspects:
· To give an overview of the organization icddr,b
· To gather knowledge about the finance department
· To give an idea on budget, forecasting and monitoring process used by icddr,b
· To analyze major findings of budget, forecasting and monitoring process of icddr,b
· To formulate recommendations.
[bookmark: _Toc527757825]Research Methodology
Methodology refers to the aggregate procedure of making the paper. This report was prepared in a systematic procedure starting from the selection of the topic to submission. The complete part was to recognize and collect data, analyze and present them in a systematic manner to find the vital points.
[bookmark: _Toc527757826]Selection of the Topic
First of all I got the opportunity to do internship in icddr,b, I was told to give some topics of my choice for the report. I continuously discussed with my supervisor and choose this topic to complete my internship report.
[bookmark: _Toc527757827]Type of report
This report is a qualitative ,quantitative and descriptive research study that reveals several issues about the budget, forecasting and monitoring practices of icddr,b.
[bookmark: _Toc527757828]Sources of data
There are two types of data. Those are below:
Primary data: was collected from:
· Daily practical desk work in icddr,b
· Continuous  interaction with the colleague and staffs of icddr,b
Secondary data: was collected from:
· icddr,b official website
· Collect Finance policies and procedure of icddr,b
· Collect Manuals, journals and articles on the related topic.
[bookmark: _Toc527757829]Limitations
There is some limitation. Those are below:
· Confidentiality of information:
Organization like icddr,b don’t like to share their data/information to outsiders. It was very difficult for me to collect data because it was confidential.
· Time constraint:
A three month internship is not enough to collect overall knowledge of the budget, forecasting and monitoring process of icddr,b. I had to perform my works as well as prepare the report which was a very tough for me.

· Lack of experience: 
I am inexperience in preparing report because I prepared report first time. So I have to give more time to complete this report.



[bookmark: _Toc527757830]Organization Profile
[bookmark: _Toc527757831]Overview of the Organization
icddr,b is one of the world’s leading global health research institutes. Based in Dhaka, Bangladesh, it is committed to solving public health problems facing low and middle income countries through innovative scientific research – including laboratory-based, clinical and epidemiological and health systems research. By developing, testing and assessing the implementation of interventions specifically designed for resource-poor settings, it aims to improve the health and wellbeing of people living in the world’s poorest nations. For more than 50 years, icddr,b has been carrying out high-quality research and promoting the uptake of evidence-based interventions. Its initial focus was on diarrhoeal disease, but now it studies about multiple infectious diseases, other threats to public health and methods of healthcare delivery. icddr,b has had a profound impact on health policy and practice both locally and globally which remains its key objective for the future.
[bookmark: _Toc527757832]Historical Background
icddr,b was established in Dhaka in 1960s as the South-East Asia Treaty Organization (SEATO) Cholera Research Laboratory(CRL).
The (CRL) soon developed an international reputation in diarrhoeal disease research. Among its notable early achievements was a key role in the development, testing and implementation of oral rehydration solution (ORS) – a treatment estimated to have saved tens of millions of lives worldwide.
During the 1960s, the CRL also established a large-scale health and demographic surveillance site at Matlab – now the longest-running such site in the global South and an inspiration for many similar sites worldwide.
In 1962, the CRL established the Dhaka Hospital, still run by icddr,b, to meet the urgent need to treat patients, particularly young children, with severe diarrhoeal disease. The Dhaka Hospital has developed into a nationally important treatment centre and provides an infrastructure for an extensive program of clinical research. Clinical services were also introduced at Matlab Hospital.
 In 1978, the CRL received fresh impetus and a new name – the International for Diarrhoeal Disease Research, Bangladesh. In recent years, it has been known as icddr,b simply.
[bookmark: _Toc527757833]Strategy
The strategic focus of icddr,b aligns its research with the world’s most pressing public health challenges. Followings are the vision, mission and values followed by icddr,b:
[bookmark: _Toc527757834]Vision
A world in which more people survive and enjoy healthy lives.
[bookmark: _Toc527757835]Mission
To solve key public health problems through innovative scientific research.
[bookmark: _Toc527757836]Values
· Excellence: We are single-minded in our pursuit of scientific rigor and operational efficiency.
· Integrity: We are a responsible and accountable organization, committed to the highest standards of behavior.
· Inclusivity: We collaborate effectively across the organization and with our partners.
[bookmark: _Toc527757837]Key set of Principles
icddr,b aims to carry out high-quality research that addresses health priorities and ultimately influences policy and practice. To achieve these aims, it is guided by a set of key principles:
· Understanding local context
· Developing practical solutions
· Generating evidence to support wider use
· Focusing on translation
· Networking globally
· Building an infrastructure for world-class research
· Liaising with Government
[bookmark: _Toc527757838]Products and Services
icddr,b has three main areas of activity: Research, Clinical Services, and Training.
[bookmark: _Toc527757839]Research
The research in icddr,b address some of the world’s most pressing health challenges. It is focused on seven areas of unmet need of particular relevance to low- and middle-income countries. They also maintain multiple collaborations with research groups and implementing partners in both the global North and the global South. Followings are the research themes of icddr,b:
· Maternal and neonatal health
· Maternal and childhood malnutrition
· Enteric and respiratory infections
· Emerging and re-emerging infections
· Universal health coverage
· Health consequences of climate change
· Non-communicable diseases
[bookmark: _Toc527757840]Clinical Services
icddr,b provides free services for the patients suffering from diarhoea. Apart from the free service it has its own laboratory where the best kinds of diagnosis are done for general public. Profit from this laboratory service supports the life-saving work of the hospital in Dhaka and Matlab.
[bookmark: _Toc527757841]Training
Training is one of the three mandates of icddr,b. It is also a good source of revenue generation. Because of its five decades long experience in research icddr,b has become a leading provider of the epidemic information in the developing world. It offers flagship training courses in epidemiology for trainees and students from all over the globe. They are offered priceless opportunities to become immersed in the world of medicine, epidemiology, and raw research. icddr,b’s training footprint is spread over all continents.
[bookmark: _Toc527757842]Organizational Structure
[image: Image result for icddrb organization structure]

[bookmark: _Toc527757843]Management Team and Board of Trustees
icddr,b is led by an experienced management team, and benefits from input from internationally recognized experts in global health and international health research.
[bookmark: _Toc527757844]Senior Leadership Team
Led by the Executive Director, is responsible for icddr,b’s day-to-day activities, implementing its institutional strategy and are accountable to the Board of Trustees.
[bookmark: _Toc527757845]Board of trustees
A 17-member Board of Trustees is responsible for governance in icddr,b. The members represent both developed and developing countries. The Board was created by an Ordinance of the Government of the People’s Republic of Bangladesh. Three members are nominated by the People’s Republic of the Government of Bangladesh, with the World Health Organization and UNICEF nominating one member each. icddr,b’s Executive Director serves as the Member-Secretary.
[bookmark: _Toc527757846]Scientific Advisory Group
In June 2014, icddr,b’s Board of Trustees convened a world-class Scientific Advisory Group (SAG). The purpose of the SAG is to: build capacity in the training and mentorship of young scientists on their career pathways; increase the involvement of international scientists on site at icddr,b; increase partnership opportunities with other world-class organizations; increase icddr,b’s ability to undertake research outside of Bangladesh, and align icddr,b’s research focus with our research priorities.
[bookmark: _Toc527757847]Donor Organizations
To run a project, proposals can be made in two ways; restricted and unrestricted. Unrestricted proposal is sent by PI (principal Investigator) and restricted proposal is sent to PI by the donor. Donor can be divided in two groups; core donors and project based donors. In 2015, the top 10 revenue sources for restricted and unrestricted grants were:
· Bill & Melinda Gates Foundation
· DFID, United Kingdom
· Centers for Disease Control and Prevention (USA)
· Global Fund for AIDS, TB and Malaria
· Centers for Disease Control and Prevention (USA)
· Global Fund for AIDS, TB and Malaria
· Johns Hopkins University
· USAID
· Sida, Sweden
· Grand Challenges Canada
icddr,b is also grateful to the Government of Bangladesh for its long-term financial support.
[bookmark: _Toc527757848]Major Achievements
The work of icddr,b has had a major impact on the health of people in Bangladesh – and in other countries of the global South. Throughout its history, it has developed innovative products and generated rigorous evidence that has influenced health policy and practice in Bangladesh globally.
· Oral Rehydration Solution
· Zinc Treatment for Diarrhoea
· Tetunus Toxoid Vaccine for Mothers
· Guidelines for Treating Severe Malnutrition
· Testing Vaccines
· Family Planning Solutions
· Domestic Violence Legislation
· Continuing innovation
· Mat for Measuring Maternal Blood Loss
· Ultra Low-cost CPAP Device for severe pneumonia
Supplementary and therapeutic foodstuffs to prevent and treat malnutrition.



[bookmark: _Toc527757849]Overview of Finance Department of icddr,b
[bookmark: _Toc527757850]Overview
The Finance Department has the overall responsibility for financial operations, including procurement, inventories, and fixed asset management.
The financial operations include: cash management and custodianship of funds, processing of staff salary, compensation and benefits, preparation of the annual budget, ensuring donor and other statutory compliances, recording of all financial transactions and commitments, preparation financial reports for various stakeholders.
The Department is also responsible for facilitating financial reviews, the annual audit of the Centre and project audits.
Financial transactions are made through Enterprise Resource Planning (ERP) system (Microsoft Navision Attain 3.6) implemented effective January 2004. Most of the business processes were streamlined following implementation of ERP. The financial transaction has increased by five times in the past 20 years without any significant increase in the number of staff involved in financial processes.
[bookmark: _Toc527757851]Vision and Mission
Vision: Fiscal Prudence.
Mission: Achieve the goals of the Centre through professional management, safeguard resources in an efficient, responsive and transparent manner with an aim to excel.
[bookmark: _Toc527757852]Organizational Structure
Finance Department consists of six units, namely, Accounts, Treasury, Payroll, Procurement & Materials, Budget & Costing and Finance Data Management and Finance Office. A complete office director of Finance Department would be available on the ICDDR,B intranet site. This guide identifies staff of each area with their phone numbers and email addresses.
Brief descriptions of activities under each unit of Finance Department are as below:


Accounts:
icddr’ b has a well-established Integrated Accounting system, where both Financial and Cost Accounts are maintained, which are fully computerized and harmonized with its budgetary controls. The levels of authorization for approval of financial transactions are well documented and applied in line with Financial Policies and Procedures. The Unit is responsible for processing all vouchers and accounting of imprest and field projects. The Unit is also responsible for monthly and yearly accounting reconciliation.
Treasury:
This Unit acts as custodian of Centre’s coffer in terms of cash, cheques, unused cheque books and other paper securities, and is responsible for execution, coordination and supervision of all functions of treasury, preparation of bank reconciliation statements, ensuring accurate accounting of receipts and documentation thereof for a better cash and fund management (including the Endowment Funds) of the Centre. This Unit is also responsible for arranging necessary insurance coverage and ensures timely settlement of claims.
Payroll:
Payroll is responsible for processing and disbursing salaries, benefits, medical bills and for maintenance of documents and records in respect of personnel cost including records regarding employee loans and advances, Employees Separation Payment Fund, Income-tax, Group Insurance etc.
Budget & Costing:
This Unit is responsible for facilitating of annual budget and forecast and review of all budget proposals. This unit is responsible for effective budgetary control and costing system. This unit is also responsible for compliance with donor agreement, invoicing, donor financial reporting and receivable management.
Procurement and Materials:
This Unit ensures that procurement of goods and services are made in a manner to provide the maximum extent practicable, open and free competition. This Unit is responsible for all purchases including utilities bill, rental, rates & taxes and clearing & forwarding of shipments against approved requisitions. This Unit is also responsible for management of Inventory, Fixed Assets and Custom Pass Book for importing duty free supplies and equipment.

Finance Data Management:
The principal role of this Unit is to ensure that the financial systems are responsive to the business and reporting needs of the Centre. The activities include System Administration, Data Processing. The Unit is also responsible for ERP help desk, managing Document Management Systems and Finance Monitoring Framework.



[bookmark: _Toc527757853]Budget, Forecasting and Monitoring Process of icddr,b
[bookmark: _Toc527757854]Budget and Forecasting Process of icddr,b
[bookmark: _Toc527757855]Overview
Budget and Costing unit is responsible for facilitating budget and forecast process with assistance from Finance Data Management Unit. The following are the business process under this activity:
· November forecast and annual budget
· June forecast
This section of the manual sets out the policies to be adopted, responsibilities to be discharged, forms and records to be maintained procedures and methodologies to be adopted for preparation of budget and forecast. This manual is last updated and reviewed by Director, Finance on February 2009.
[bookmark: _Toc527757856]Policy Guideline
· Forecast and budget would be prepared on calendar year basis and for one year in advance.
· November forecast for current year and budget for the next year would be prepared for Board of Trustees (BoT) meeting to be held during November / December.
· November forecast would be prepared on the basis of actual revenue and expenditure from January to July and projections for remaining five months i.e. (August – December)
· For restricted (project) budget codes budget would be prepared based on available budget and signed agreements. For unrestricted budget codes the basis would be current year’s forecast and previous two years actual.
· June forecast for current year would be prepared for BoT meeting to be held during May / June, on the basis of actual revenue and expenditure from January to March and projections for remaining nine months i.e (April – December).
· Forecast and budget can only be prepared against agreement for which grant and budget code are opened in ‘ERP System’.
· For restricted budget codes forecast and budget would be prepared in compliance with the total budget, yearly allocation, budget code expiry dates and any other restrictions on budget line items, if specified, in the agreement.
· For unrestricted budget codes forecast and annual budget would be prepared in compliance with the current year’s revised budget, yearly allocation, subject to approval of Director, Finance and Executive Director.
· Principal Investigators (PIs) would be required to justify for budgeting new recruitment, replacement, capital, international travel, staff development, and consultants and would approved by the Director, Finance and the Executive Director.
· For proposing salary allocation and new recruitment in budget and forecast transfer line, charge –in line and new recruitment line would be created in HR budget in order to propose transfer from one budget code to other budget code.
· PI could propose Fixed-term position against CSA staff working for more than two years subject to budget availability.
· PIs on leave or traveling for official purpose, would delegate authorities.
· Office Manager (OM) and Functional Principal Investigator (FPI) would be able to access and make necessary changes in budget and forecast forms based on aforesaid restrictions.
· Budget & forecast for restricted budget codes would be approved by PI and Assigned Officer (AO).
· Budget & forecast for unrestricted budget codes would be approved by PI, Cost Analyst. Manager, Budget & Costing would review with the justification provided by PI and Director, Finance would authorize.
· Budget & forecast would be approved by Executive Director and Centre Directorate (CD) and would be authorized by BOT.
[bookmark: _Toc527757857]Execution, Approval and Monitoring
· AOs would be responsible for pre and post review of budget and forecast under supervision of Budget Coordinator. Manager, Budget & Costing (B&C) would be responsible for monitoring.
· System Analyst would be responsible for data transfer and processing budget and forecast through ERP System.
· Manager, B&C would responsible to prepare tables, write-up, graphs to be reviewed by Controller, B&C, and approved by Director, Finance.
· Director Finance would be responsible for presenting budget & forecast to Executive Director, CD and BOT.
· Director Finance would monitor variance in budget and forecast on monthly basis using various reports and FMFS.

[bookmark: _Toc527757858]Procedures for November Forecast
Advance review:
1) Controller, B&C should send e-mail during August to all PIs / FPIs / OMs to carry out advance review of their respective budget codes based the following points with assistance from AOs to revise where necessary within 7 working days:
· Salary allocation for the current year;
· Suspension / extension of budget codes ending on or before December 31 of the current year;
· Opening of new budget codes against approved grants populated in ‘ERP System’;
· Grants with unspent/available fund, ending the current year to be reviewed and necessary steps to be taken for obtaining no cost extension if any;
· Multi-year grants (for an example NIH, University of Virginia, WHO) with end-dates beyond the current year to be reviewed for necessary fund allocation;
· Review of total and current year budget by line items;
· Cost allocation and cost transfer.
2) AOs should review budget code with yearly budget of US$100,000 or more.
3) Review should be based on the aforesaid points. AOs should change HR and GL budget line, if required, in consultation with PI.
4) Budget coordinator should ensure that the AOs have completed advance review and confirm in writing to Manager B&C. Manager B&C should send e-mail to Director Finance with a copy to Controller B&C.
5) Data Transfer:
System Analyst should transfer HR and GL data from main table to forecast and budget table on receiving written confirmation from Director Finance.
6) Activation:
· After receiving feedback from respective staff Budget Coordinator should forward the appropriate salary allocation to System Analyst to update International Employees contract and salary allocation in budget and forecast.
· System Analyst should generate an exception report (refer Annexure-BF-SA-1) including budget codes where budget & forecast in HR and GL budget exceeds the total budget.
· AOs under supervision of Budget Coordinator should review and update budget & forecast in compliance with total and current year (CY) budget by line items to minimize exceptions based on approved budget and in consultation with PI.
7) International Salary:
· System Analyst should generate International salary rate (refer Annexure-BF-SA-02) and forward to Budget Coordinator for reviewing the allocation percentage for forecast and budget based on approved budget and in consultation with PI within 2 working days.
· Controller B&C should review and re-confirm the contract end date (for existing staff), start and end date (for new position and replacement). Director HR provides input to System Analyst within 2 working days.
· System Analyst should generate a revised summary (refer Annexure-BF-SA-03) allocation to be reviewed by Director Finance and Executive Director.
· Based on input from Director Finance, System Analyst should make necessary changes and print salary allocation sheet by employee and Budget Coordinator should circulate the salary allocation sheet along with a covering letter (refer Annexure -BF-SA-04) in a closed envelop to respective employee for comments and signature within 3 working days.
· After receiving feedback from respective staff Budget Coordinator should forward the appropriate salary allocation to System Analyst to update International Employees contract and salary allocation in budget and forecast.
· System Analyst should recalculate the budget and forecast.
· Director, Finance should circulate e-mail (refer Annexure-BF-SA-05) outlining the time frame and help line for prepare of budget and forecast menu.
· System Analyst should activate the ‘Forecast and Annual Budget’ in ‘ERP System’ for PIs/FPIs/OMs 2-3 working days after circulation of e-mail.
8) Online Forecast and Budget:
· Instruction for completion and approval of different forms should be available under ‘Help on Budget Preparation’ (refer Annexure-BF-SA-06)’ the Forecast and Annual Budget menu.
· HR (local employee) & GL forms should be available online for PIs/FPIs/OMs. Editable columns in these forms should be indicated by ‘GREEN’. Figures computed automatically based on input should be in ‘BLUE’.
· HR forecast and budget should be completed online using the following:
· Proposed Contract End date
· Transfer from other budget code
· Allocation of salary
· Proposal for New Recruitment
9) Monthly Rate of Forecast and Budget:
Element wise monthly Cost to the Centre (CTC) for forecast and budget should be available (refer Annexure-BF-SA-07) by employee. This is a non-editable form and rate for an existing employee can be found by using the ‘FIND’ utility or by scrolling through the records.
10) Proposed Contract End Date:
Element wise monthly Cost to the Centre (CTC) for forecast and budget should be available (refer Annexure-BF-SA-07) by employee. This is a non-editable form and rate for an existing employee can be found by using the ‘FIND’ utility or by scrolling through the records.
11) Transfer from Other Budget Code:
Transfer of local employee from one budget code to another budget code should be made by using the aforesaid form (refer Annexure-BF-SA-09). FPI/OM should click the look up button of ‘Emp No’ field to find and select the existing transfer line from the ‘HR budget line’, populate ‘period from’ and ‘period to’. For deleting a transfer line, the line should be selected and then ‘Delete selected line’ button should be clicked.
12) Allocation of Salary:
· Allocation of local salary to various budget codes from a particular budget codes can be made using the aforesaid form (refer annexure-BF-SA-10). The allocation should be made separately for forecast and budget.
· For forecast FPI/OM should click the ‘Update existing line’ button for existing allocation line and click the ‘Create new line’ button for creating new allocation line under ‘Cost allocation for Forecast’.
· FPI/OM should select employee number and click ‘Update existing line’. Then ‘Allocation Percentage (%) Input’ (refer Annexure BF-SA-11) form is could be accessed for updating allocation % and period.
· Allocation should be made by clicking the look up button and selecting a budget code under ‘Chargeable BC’ field, entering allocation % and the period (start and end month) by using ‘Tab key’. On completion ‘OK’ button should be pressed.
· For creating new line FPI/OM should click the lookup button and select employee number and click ‘update existing line’ to find the allocation percentage (%) Input’ (refer Annexure BF-SA-10&11) form.
· Allocation should be made by clicking the look up button and selecting the budget code under ‘Chargeable BC’ field, entering allocation % and the period (start and end month) by using Tab Key. On completion ‘OK’ button should be pressed.
· FPI/OM should following same procedures described in 6.23 and 6.27 for completing cost allocation for budget.
13) Proposal for New Recruitment:
· To propose new recruitment FPI/OM should click the lookup button and select the new HR budget line in the aforesaid form (refer Annexure BF-SA-12). A dummy employee number would be auto generated starting with ‘B’. Contract Type (Fixed/CSA/Fixed Pay) should be selected by using dropdown menu. The contract start and end date could be reviewed. FPI/OM should press ‘Delete selected line’ if any line is required to delete.
· On completion of each HR form FPI/OM should press the ‘Refresh’ button.
14) GL Based Forecast and Budget:
· The aforesaid form (refer Annexure BF-SA-13) is basically divided into three parts. First two are non-editable parts: - Interdepartmental Recovery and GL summary of HR lines.
· Interdepartmental recovery which should be populated automatically based on forecast and budget under ‘Interdepartmental services charging GL line’ in other budget codes. GL summary of HR lines would be updated on completion of aforesaid HR budget forms.
· In the GL based budget form ‘Forecast for AUG-DEC’ and ‘Budget for Next Year’ could be editable and other fields: ‘Total Budget’, ‘Actual till Previous Year’, ‘Revised Budget for Current Year’, ‘Actual for JAN-JUL’, ‘Commitment till July’, and ‘Forecast for JAN-DEC’ are non-editable.
· FPI/OM should input forecast amount in ‘Forecast for AUG-DEC’ field as per their needs within the current year revised budget balance (current year revised budget-actual for Jan-Jul-commitment till July) by GL code.
· FPI/OM should input Budget amount in ‘Budget for next year’ field as per their needs within the total budget balance (total budget -current year revised budget) by GL code for restricted budget code.
15) Changes during forecast and budget process:
· After completion of GL code wise forecast and budget FPI/OM should click ‘Refresh’ and ‘OK’ button.
· After transfer of data in the budget and forecast table and till updating of completed data in main server the changes should be kept minimum in order to maintain consisting of data.
· PI should send e-mail to Budget Coordinator for any change in HR & GL budget in Main Menu or Budget & Forecast.
16) Request to Revise the GL Budget:
Total budget or current year revised budget should be updated by the AO in compliance with donor’s budget (restricted grants) and as per approval of Executive Director/ Director, Finance for unrestricted budget codes.
17) International HR Budget:
· International HR allocation should be updated by the AO in HR allocation table.
· AOs should advise the PIs/FPIs/OMs to make similar changes in ‘Forecast and Annual Budget’ menu to maintain consisting of data.
18) Approval Process:
· PI would click ‘Approval of Principal Investigator’ button and a summarized format (refer Annexure BF-SA- 14) should be available for approval. PI should click ‘Approval of PI’ button to approve. PI should approve within the cut-off date.
· For unrestricted include budget code the summarized forecast and budget format (refer Annexure BF-SA-15) should have previous 2 years actual expenditure. The PI should review and discuss reason for various with FPI and OM.
· For restricted budget code the forecast and budget form should have total budget expenses till previous year. The PI should review and discuss with FPI and OM.
· PI should click ‘Approval of PI’ button to approve the forecast and budget.
· Budget and Forecast once approved cannot be reviewed by PI.
· System Analyst should deactivate ‘Forecast and Annual Budget’ menu for PI/FPI/OM at the end of time schedule changes during budget and forecast process.
19) Re computation & post review:
· After deactivation the budget & forecast should be recomputed by System Analyst.
· System Analyst should activate the ‘Forecast and Annual Budget’ Menu for AOs, Cost Analyst, Budget Coordinator, Manager B&C, Controller B&C, and Director Finance for review and approval based on review and analyze of aforesaid reports.
· System Analyst should generate the following reports to review by AO, Cost Analyst and Budget Coordinator:
· Forecast and Budget for Active Budget Code (refer Annexure BF-SA-16)
· Forecast and Budget for Closed Budget Code (refer Annexure BF-SA-17)
· Forecast and Budget for Suspended Budget Code (refer Annexure BF-SA-18)
· GL Based Analysis by Budget Code (refer Annexure BF-SA-19)
· Employee Based Analysis by Budget Code (refer Annexure BF-SA-20)
· Analysis of Forecast with Actual till August (refer Annexure BF-SA-21)
· Analysis of Unrestricted Budget and Forecast (refer Annexure BF-SA-22)
· Analysis of Restricted Budget and Forecast (refer Annexure BF-SA-23)
· Analysis Report by Division (refer Annexure BF-SA-24)
· AOs should click ‘Analysis of Restricted Budget and Forecast‘report and generate the variance report for restricted budget code (refer Annexure BF-SA-25) by GL line or HR line or All (GL & HR) by budget code for active, closed and suspended budget code. AOs should review the variance report and identify variance in HR, GL and total against budget code.
· AOs should click ‘Forecast and Budget for active / closed and suspended Budget Code’ report and find the proposed contract end date, proposed transfer, allocation of salary, proposal for recruitment and GL based forecast and budget report to review in details and find out the reasons of variances for restricted active budget codes.
· Based on review of aforesaid reports, AOs should edit the forecast and budget amount of restricted budget code in consultation with Budget Coordinator, and PI in compliance with approved budget.
· AOs should click ‘Assigned Officer’ button under ‘Approval of Finance’ and a summarized format (refer Annexure BF-SA-26) would be available for approval. AOs would click ‘Approval of AO’ button to approve for restricted budget codes only.
· Cost Analyst should review ‘Analysis of Unrestricted Budget and Forecast’ report for the variance of budget & forecast for unrestricted budget codes.
· Cost Analyst should click ‘Forecast and Budget for Active/Closed Budget Code’, review the proposed contract end date, proposed transfer, allocation of salary, proposal for recruitment and GL based forecast and budget report to review in details and find out the reason of variances.
· After review of Cost Analyst, Director Finance should review the variances and explanation and if required discuss with PIs and Division Directors. The justification prescribed by PI should also be considered.
· On completion of review and discussion process Director Finance should click ‘Director Finance’ button under ‘Approval of Finance’ button and a summarized format (refer Annexure BF-SA-26) would be available for approval. Director Finance would click ‘Approval of finance Director’ button to approve.
· System Analyst should provide a table to Controller B&C to capture input of unrestricted revenue (refer Annexure BF-SA-27). Controller B&C should provide input based on the signed agreement and commitment. Director Finance should review and approve.
· After completion of all approval process and unrestricted revenue input, System Analyst should generate the following reports from ‘ERP System’
· Table I: Consolidated Revenue and Expenditure by Categories (refer Annexure BF-SA-28).
· Table II: Unrestricted and Restricted Revenue and Expenditure (refer Annexure BF-SA-29)
· Table II A: Unrestricted and Restricted Other Expenditure (refer Annexure BF-SA-30)
· Table II B: Unrestricted and Restricted Expenditure Salaries ( refer Annexure BF-SA-31) 
· Table III: Contributions (for Main donor) (refer Annexure BF-SA-32)
· Table III A: Contributions – Others (for Other Donor) (refer Annexure BF-SA-33)
· Table IV: Contributions by Unrestricted and Restricted Funds (refer Annexure BF-SA-34)
· Table IV A: Contributions by Unrestricted and Restricted Funds By Donors (refer Annexure BF-SA-35)
· Table IV B: Contributions by Unrestricted and Restricted Funds By Donors-Others (refer Annexure BF-SA-36)
· Table V: Unrestricted Projects/Programs and Management Expenditure (refer Annexure BF-SA-37)
· Table V A: Unrestricted Projects/Programs and Management Expenditure (by Budget Code) (refer Annexure BF-SA-38)
· Controller B&C should review the aforesaid reports with guidance from Director, Finance.
· After receiving final approval from Director, Finance, Cost Analyst should prepare the following tables (based on reports mention in 6.63) and analyze data based on advice from Director Finance:
· Table I:Summarized Revenue and Expenditure (refer Annexure BF-SA-39)
· Table II (a):Restricted Revenue and Expenditure (refer Annexure BF-SA-40)
· Table II (b):Unrestricted Revenue and Expenditure (refer Annexure BF-SA-41)
· Table III: Unrestricted and Restricted Contributions (refer Annexure BF-SA-42)
· Table IV: Unrestricted Expenditure (net) by Division by Category (refer Annexure BF-SA-43)
· Director Finance should present those reports and analysis to Executive Director.
· Director, Finance should review forecast and analyze reports for restricted and un-restricted budget codes by Division and discuss with Division Directors.
· Executive Director should review and suggest for necessary changes.
· Director Finance should update and present the Budget & Forecast to CD.
· On completion of Executive Director and CD, System Analyst should upload forecast data in main server.
Manager B&C should prepare graphs, write up based on the tables mentioned in 6.63 and guidance from Controller B&C and Director Finance. System Analyst should prepare input of % salary increase from ‘ERP System’ and BoT would approve yearly salary increase.
· Director Finance should review write up and graph and prepare presentation for BoT with assistance for Budget Coordinator and Cost Analyst. 
· The budget data should be uploaded in the ERP System by Systems Analyst in the 1st day of next year for budget considering the general salary.
[bookmark: _Toc527757859]Procedures for June Forecast
· Budget prepared in previous year should be uploaded by System Analyst in the 1st day of this year in ‘ERP System’. Based on this budget, expenditure should be incurred during this year. June forecast should prepare based on actual revenue and expenditure from January – March and projections for remaining nine months i.e. (April – December).
· Procedures of June forecast should similar to the procedure of November forecast described in 6.00. Only difference would be in format. For June forecast there would be no budget column.
· The following tables should be prepared based on reports are generated through system in similar processes as November forecast.
· Table I: Summarized Revenue and Expenditure (refer Annexure BF-SA-44)
· Table II (a): Restricted Revenue and Expenditure (refer Annexure BF-SA-45)
· Table II (b): Unrestricted Revenue and Expenditure (refer Annexure BF-SA-46)
· Table III: Unrestricted and Restricted Contributions (refer Annexure BF-SA-47)
· Table IV: Unrestricted Expenditure (net) by Division by Category (refer Annexure BF-SA-48)
· On the basis of Tables mentioned in 7.03 write – up graphs, analytical reports should be prepared and presented to BoT.
· The forecast data should be uploaded in the ERP System by the Systems Analyst after approval of the forecast by the Executive Director.
[bookmark: _Toc527757860]Estimation of cash flow of a project
Project Title: Surveillance of Pneumonia and Invasive Bacterial Disease (IBD) among under 5 years children & Demographic surveillance system (DSS) in Mirzapur, Bangladesh.
PI name: Dr. Shams El Arifeen 
Division: MCHD, icddr,b	
Donor: Dhaka Shishu Hospital
Grant Number: GR-00732
Budget period: August, 2009 - December, 2019
	Budget head
	Total Budget
[2009-2019]
	Total Expenditure up 2018
	Total Amount for 2019

	Salary:
	
	
	

	Epidemiologist 
	53,997
	41,797
	12,200

	Deputy Project Coordinator 
	53,462
	47,030
	6,432

	Medical Officer/Research Investigator
	57,032
	57,032
	-

	Project Research Manager
	62,629
	62,629
	-

	Project Research Physician
	37,712
	37,712
	-

	CSU Coordinator
	16,079
	16,079
	-

	Senior IT development specialist
	22,080
	2,868
	19,212

	Program analyst
	14,640
	120
	14,520

	Senior Field Research Officer
	56,961
	56,961
	-

	Programmer 
	86,730
	70,374
	16,356

	Senior DMA
	11,302
	-
	11,302

	Field Research Manager
	24,312
	-
	24,312

	Field Research Officer
	50,689
	50,689
	-

	Sr. Research Fellow
	2,669
	2,669
	-

	Data Management Assistant (DMA)
	147,803
	147,803
	-

	Sr. Administrative Officer
	21,310
	8,260
	13,050

	Manager, HR
	8,393
	8,393
	-

	Manager Budget and Costing
	7,543
	7,543
	-

	Manager, Accounts/Finance
	9,252
	9,252
	-

	Data Manager
	36,490
	36,490
	-

	Clerk
	20,722
	20,722
	-

	Field Supervisor
	44,758
	37,378
	7,380

	Data Collector
	123,666
	99,186
	24,480

	Field Worker
	41,158
	39,118
	2,040

	Field Organizer
	94,013
	70,013
	24,000

	Village Health Worker
	459,752
	383,192
	76,560

	Admin/Financial Assistant
	9,028
	5,097
	3,931

	Office Attendent
	5,560
	5,560
	-

	Driver / CSA
	4,428
	-
	4,428

	Driver
	28,457
	22,049
	6,408

	OT and others for drivers
	1,080
	
	1,080

	Subtotal:
	1,613,707
	1,346,016
	267,692

	Laboratory expenses:
	
	
	

	Reagents and supplies
	41,353
	41,353
	-

	Subtotal:
	41,353
	41,353
	-

	Travel cost:
	
	
	

	Local travel cost for data management persons
	11,974
	9,974
	2,000

	Local travel cost for Supervisors
	12,772
	12,772
	-

	Local travel cost for field workers
	27,995
	27,995
	-

	Dhaka-Mirzapur-Dhaka
	9,366
	9,366
	-

	Local conveyance and others for driver
	3,182
	1,403
	1,778

	Subtotal:
	65,289
	61,511
	3,778

	Other Expenditure:
	
	
	

	Printing and photocopy
	12,912
	12,552
	360

	Office rent & utilities for field office
	-
	-
	-

	Other utilities at Dhaka office
	35,975
	35,975
	-

	Security and cleaning
	17,513
	16,888
	625

	Meeting and Training/Orientation
	4,886
	4,861
	25

	Fuel and maintenance of office vehicle
	7,010
	2,059
	4,951

	Subtotal:
	78,295
	72,334
	5,961

	Logistics and stationaries:
	
	
	

	Stationery & other maintenance for Dhaka office
	2,856
	1,705
	1,151

	Subtotal:
	2,856
	1,705
	1,151

	Capital cost
	65,723
	55,832
	9,891

	Total Direct Cost:
	1,867,223
	1,578,751
	288,473

	15% Indirect cost
	180,963
	139,361
	41,602

	Total (Direct + Indirect) Cost:
	2,048,187
	1,718,112
	330,075



This project budget can be categorized as:
· Salary
· Laboratory Expenses 
· Travel Cost
· Other Expenditure
· Logistics And Stationeries
· Capital Cost 
· Overhead
All donor funds are distributed in those categories.
Salary: Salary includes all national and international employee salaries that are related with the projects. In here, 41.21% fund is allocated for salary purpose. This should be distribution within project period.
Laboratory Expenses: Means cost of lab equipment’s which are used in particular projects. 1.06% fund is allocated for Laboratory Expenses.
Travel Cost: Two form of travel cost are in a project. Those are below:
1. National Travel Cost: Travel cost occurred within Bangladesh knows as national travel cost.
2. International Travel Cost: Travel cost occurred outside Bangladesh knows as international travel cost. 1.67% fund is used as travel cost all over the project period. There is no international travel cost.
Other Expenditure: Other expenditures includes Printing and photocopy, Office rent & utilities for field office, other utilities at Dhaka office, Security and cleaning, Meeting and training/orientation, Fuel and maintenance of office vehicle etc. The fund is 2.00% for other expenditure.
Logistics and Stationeries: Includes Stationery & other maintenance for Dhaka office. 0.07% fund is allocated for salary purpose. This should be distribution within project period.
Capital Cost: For getting funds from donor icddr, b has to prepare proposal, protocol, and after complete project identify findings of the project and publication it. All those activities cost are known as capital cost. . The fund is 1.68% for capital cost
Overhead: It can divide into two categories. Those are direct and indirect cost. In here, 52.31% fund is allocated for salary purpose. This should be distribution within project period.

Project funds allocation and be different from one to other projects. 



[bookmark: _Toc527757861]Monitoring Process of icddr,b
[bookmark: _Toc527757862]Overview
In monitoring process icddr’b established their own system knows as Monitoring Framework System (FMFS). Required Navision Data is being extracted on 11th day of every month to FMFS and then transformed and loaded to the Business Scorecard Manager (BSM) through a predefined ETL process. Finance Data Management Unit is responsible for monitoring, rescheduling and manual execution of this process. This unit is also responsible for user creation and installation of client tools, including the configuration of Internet Explorer.
The following are the major business processes under this activity group:
· Modification of Lead Time Data
· Modification of Weekly Off-Days
· Monitoring of ETL Process
· FMFS User Creation
· Installation & configuration of Client Tools
This section of the manual laid down the policy guideline, roles and responsibilities, definition of various terms used. The procedures and related documents & records are elaborated. This manual is last updated and reviewed by Director, Finance on February 2009.
[bookmark: _Toc527757863]Policy Guidelines
· Modification of Lead Time Data: Written approval should be obtained from Director, Finance before any modification of Lead Time data.
· Modification Weekly Off-Days: Written approval should be obtained from Director, Finance before any modification to the weekly off-days information
· Monitoring of ETL Process: Windows application log should be monitored for each Package on the 12th day of every month to ensure the successful execution of ETL process.
· User Creation: Creation of new User requires the written approval of Director, Finance
· Installation & Configuration of Client Tools: SQL Server Client tools should be installed at user’s computer. Internet Explorer should be   configured for FMFS user.
[bookmark: _Toc527757864]Execution, Review and Monitoring
All the required activities are carried out by Senior Programmer, Reviewed by System Analyst and Monitored by Director, Finance.
[bookmark: _Toc527757865]Documents and Records
	Description
	Reference Number

	Lead Time Related Tables in Navision:
	[bookmark: _GoBack]Annexure VIIC6SE01-01

	Lead Time for Voucher & Others
	Annexure VIIC6SE01-02

	Lead Time for Requisition: 
	Annexure VIIC6SE01-03

	Lead Time for Procurement:
	Annexure VIIC6SE01-04

	Navision Table: ‘Weekly Off Days for FIS’:
	Annexure VIIC6SE02

	Home Page of FMF:
	Annexure VIIC6SE03

	Schedule of ETL Process in FMF/DMS Server:
	Annexure VIIC6SE04-01

	ETL Process Monitoring Guide:
	Annexure VIIC6SE04-02

	Installing Client Tool from Microsoft SQL Server2005 Standard Edition (32Bit) Installation CD (Disc 1 of 2):
	Annexure VIIC6SE05

	• The Link for Installing Client Tool from Microsoft SQL Server 2005 Standard Edition (32Bit) Installation CD (Disc 2 of 2):
	Annexure VIIC6SE06

	User Manual for FMFS:
	Annexure VIIC6SE07



[bookmark: _Toc527757866]Procedure for Modifying of Lead Time
· Navision Database contains three Lead Time tables: (‘Lead Time for Voucher & Others’, ‘Lead Time for Requisition’ and ‘Lead Time for Procurement’), which is loaded to the FMFS Database during ETL process.
· Modifications to the above table is done through Navision Client, with the written approval of Director, Finance.(Annexure VIIC6SE01-01 to Annexure VIIC6SE01-04)
[bookmark: _Toc527757867]Procedure for Modification of Weekly Off-Days:
· Navision Database contains the table for weekly off-days with two fields for off-day1 and off-day2, which is loaded to the FMFS Database during ETL process.
· Modifications to this table is done through Navision Client, with the written approval of Director, Finance.(Annexure-VIIC6SE02)
[bookmark: _Toc527757868]Procedure for Monitoring Of ETL Process
· A set of instructions are executed for each KPI under different Scorecard.
· Since the process is executed through a batch process, a command window displays status (success / failure) of each KPI.
· In the morning next to the ETL date error log is reviewed to check the execution status all packages.
· From Event viewer, execution status of packages can also be identified.
· Detail procedure for monitoring of ETL process was documented.(Annexure-VIIC6SE04-02)
[bookmark: _Toc527757869]Procedure for Installing & Configuration of Client Tools
· Client tools are installed at the User End from the Microsoft SQL Server 2005 Standard Edition (32Bit) Installation CD (Disc 1 and Disc 2). (Annexure-VIIC6SE05, Annexure-VIIC6SE06)
· Client computer requires Internet Explorer 5.5 or higher version for use Business Scorecard Manager.
· The Business Scorecard Manager Server Web site must be added to the list of trusted sites in Internet Explorer to allow the Web Parts to work properly.
· Microsoft Office 2003 with web components are required to use the functionality of Pivot Chart reports, PivotTable reports, and spreadsheets in report views.
[bookmark: _Toc527757870]Procedure for FMFS User Creation
· Addition of Domain user within FMFS Server User Group.
· Addition of User to the SharePoint Portal Server. (Click on Start -> Run -> Programs -> SharePoint Portal Server -> SharePoint Central Administration)
· Scorecard Level permission assignment.
· Database level permission assignment.
· Permission assignment for viewing cubes.(Annexure VIIC6SA26 User Management Document for FMFS page 06-21)
[bookmark: _Toc527757871]Monitoring of a Project Fund: 
There are some standards established by icddr,b to monitoring project funds. Those are below:
1. CV
2. Annual/Semiannual/Monthly Reporting
3. Auditing


CV: 
CV is the abbreviations of cost voucher. Each and every cost should report through CV. Those CV worked as a document. For example, the procurement manager purchases 10 laptops for scientists for the researcher's purpose of a project. After purchase laptops the procurement manager should provide a CV to finance manager. Then the finance manager adds the CV with an annual / monthly report, which should be present in the donor. Another important thinks about CV, if finance manager fails to add CV in the report then icddr,b will get the funds.
Annual/Semiannual/Monthly Report: 
Fiancé department prepares annual/semiannual/monthly report for the donor. Donor do not know how icddr,b spends their funds for that icddr, b should provide reports to donor to make sure about fund utilization. Usually most of the donor wants annual/semiannual report, but in some donor want monthly or weekly report from iccdr,b. All CV should be in annual/semiannual/monthly report.
Auditing:
icddr,b have their own audit department to monitor or check report. Each and every CV should check by the audit department before submitting the report to the donor. Main focus on audit department is making sure that donor’s funds are hundred percent fully utilizes.
.


[bookmark: _Toc527757872]Major Findings, Recommendation & Conclusion
[bookmark: _Toc527757873]Major Findings
There are some findings that I have gathered when I was preparing my report on Budget, Forecasting and Monitoring process of icddr,b. Those findings I have gathered when I was working in icddr,b.
· icddr,b one of the most structure organization in Bangladesh.
· icddr,b completely software based organization. All most 80% worked done by software. 
·  Worked with transparence.
· icddr,b used EPR system which help them to complete the budget, forecasting and monitoring process very effective and efficient way.
· icddr,b follows a decentralization process like each department has their own fiancé department, which are always conceded with core finance.
· Although its software based organization, but still keep all documents in writing form.  
· Prepare annual/semiannual/monthly report for donor based on their written agreement..
· All projects’ fund is monitored by division finance department. The finance department submits monthly cost report to core finance.  
· In monitoring process icddr’b established their own system knows as Monitoring Framework System (FMFS).
· Too much work pressure on employees. 
· For each project, assign special skilled person as primary investigator so that project runs smoothly.
· icddr,b have their own audit department.
· Provide employee training to conduct their work smoothly. 



[bookmark: _Toc527757874]Recommendations
Providing recommendations for an international organization like icddr,b is a tough job indeed. As there are specialist teams who are continuously working for the improvement of every process that the organization follows, it is quite difficult for a fresher like me to prepare recommendations, but according to me there are only some issues for which I would like to recommend some specific issues.
· Overall budget, forecasting and monitoring process are time consuming because each department has their own finance department. If the project demands quickly fund for operational activity, then they have to ask division finance and division finance to take permission from core finance. The whole process takes sometimes more than one/two day. icddr,b should focus on this issue.
· icddr,b is a software depended organization. But still they should do lots of paper work while doing the budget, forecasting and monitoring process. They should try to reduce paper works because it’s not time and money effectively.
· Too much workload on an employee because of that same problem arises. icddr,b should hire more employee so that reduces worked for employee.
[bookmark: _Toc527757875]Conclusion
icddr,b is an institution that thrives for innovation and finds solution for the problem related to health issues, malnutrition and treatment expenses. This is a centre that search for findings for new things based on advanced scientific research. To complete the requirement of BBA program by working as an Intern in icddr,b was a great experience for me. Here I was able to utilize my knowledge and skills to benefit the organization, know about the real organizational culture, get knowledge how a real finance department is run by, get idea about the whole budget, forecasting and monitoring process and its effectiveness towards fulfilling the organizational goal, find some points to improve the process and get some real good memories. I would like to mention that the budget, forecasting and monitoring Process in icddr,b has been running systematically maintaining some structured methods to ensure its effectiveness and efficiency. Most importantly, Core Finance Department is continuously improving their processes to make icddr,b a model of the best finance  practicing organization in Bangladesh.
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