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About PRSP
Pakhtunkhwa Rural Support Program (PRSP) is a Non Governmental Organization registered under Societies Act 1860 (Reg. No.2095/ 5/7442). The organization works for the “To support & strengthen human resources and institution for the promotion of sustainable development at the grass root level”. This aim is achieved with the close collaboration of partner communities and organizations through a participatory, demand responsive, gender and poverty sensitive integrated development approach in the Khyber Pakhtunkhwa Province
1. PRSP INSTITUTIONAL PROFILE & CAPACITY:
	1.
	Name of Organization


	“Pakhtunkhwa Rural Support Program”



(PRSP)

	2.
	Address of Head Office


	House # 405 Sectors F8 Street No, 3,Phase 6 Hayat Abad, Peshawar, Khyber Paktunkhwa Pakistan.

	3.
	Contact Person’s (Name)
Telephone
Cell
Email Address
Website
	Ambreen Banori (Executive Director)

+92 91 5863038 

03018392981
ambreenprsp@gmail.com  (functional)
info@prsppak.org.pk      (not registered yet)

www.prsp.org.pk 

	4.
	Registration No.

Registration Act
	2095/5/7442
Societies Registration Act 1860




2. PRSP Management Structure:
PRSP with a decentralized structure manages its operations through a 3 tier management structure. The management structure includes:

2.1
Board of Directors: A 7 members BoD representing private sector, communities and academia and mainly entrusted with policy level functions with need based support to PRSP management in implementing its aims and objectives.

	Sr. #
	Name
	
	Designation

	1.
	Mr.Sheraz Liaqat
	
	Chairman Board/ Businessman

	2.
	Mr.Syed Manzoor Ahmad
	
	Member / Assistant Director FHA

	3.
	Ms.Fatma Banori
	
	Member / Social Worker

	4.
	Ms.Samina Khanum
	
	Member / Businesswomen

	5.
	Mr.Sangeen Khan
	
	Member / Doctor/Medical Specialist

	6.
	Mr.Mian Shahid Gul
	
	Member / Businessman

	7.
	Mr.Ahsan Ali Shah
	
	Member /  Student


2.2
Management Committee: The PRSP Management Committee is responsible for implementing the aims and objectives of the organization under the overall policy guidelines of PRSP Board of Directors. The Committee is comprised of the following persons:

	Sr. #
	Name
	Designation

	
	
	

	1
	Ambreen Banori
	Executive Director

	2
	Muhammad Nehar
	Program Manager

	3
	Asif Ali
	Finance Manager

	4
	Atif Sohail
	HR Officer

	5
	Sarah Khan
	M&E officer


2.3
Operational Core: The level of management comprise Project Managers and Team Leaders who provide overall technical assistance and guidance to the field team to facilitate them in the quantitative and qualitative achievements of program objectives at the field level.

3. No. of PRSP Employees by Main Office:
	S.No
	Name
	Designation
	Expertise
	Status

	
	
	
	
	Paid
	Volunteers

	PRSP Main Office

	1
	Ambreen Banori
	Executive Director
	Child Protection and Organization Management
	
	 1

	2
	Asif Ali
	Finance Manager
	Financial Management and Control
	
	1 

	3
	Shahnaz
	Admin Finance Assistant
	Administration and office filling system
	
	1

	4
	Muhammad Nehar 
	Program Manager
	Management and Gender main streaming
	
	 1

	5
	Sarah Khan
	M&E Assistant
	M&E, Management
	
	1

	6
	Atif Sohail
	HR Officer 
	Human Resource Management
	
	1

	7
	Gulzar Khan
	Procurement and Logistic Officer
	Procurement and Logistic 
	
	1


*in addition to that, we have 20 volunteers (13 male and 7 female) on board partially working with PADO* 

4. Legal Status of the Organization:
PRSP is registered as not for profit, non political, non-governmental organization in 2012 under the Societies Act 1860 with registration No. 2095/5/7442.
5. PRSP Mission and Mandate:
“Pakhtunkhwa Rural Support Program (PRSP) is a Non Governmental Organization registered under Societies Act 1860 (Reg. No2095/ 5/7442). The organization works for the “To support & strengthen human resources and institution for the promotion of sustainable development at the grass root level”. This aim is achieved with the close collaboration of partner communities and organizations through a participatory, demand responsive, gender and poverty sensitive integrated development approach in the Khyber Pakhtunkhwa Province
PRSP Objectives:
1. To support and develop replicable models of and strategies for sustainable human resource development through skills development initiatives;

2. To network and collaborate with the govt. departments, NGO's, CBO's, WOs and inter-national agencies for sustainable development.

3. To support initiatives for sustainable community based, gender sensitive development with particular focus on; Human and institutional Development, Natural Resource Management , drinking water supply, environmental sanitation, education, agriculture, health & nutrition, disaster management and micro credit & enterprise.

4. To create economic and recreational opportunities for youth through skill enhancement programs for peace promotion.

6. Staff relevant experience:
· Experienced Full-Time Professional Staff: PRSP, though established in 2012 but its board members and staff has an extensive experience and history of working in various sectors of Human and institutional Development, Natural Resource Management , drinking water supply, environmental sanitation, education, agriculture, health & nutrition, disaster management and micro credit & enterprise, since 1999 due to their association with different organizations.
7. Summary of the Financial Management Procedures: The summary is presented below:
A. Bank Receipts:

FP-1. The Finance Manager/ Executive Director is authorized to receive all the cheques and drafts. An official receipt will be issued. (Appendix).

FP-2. Payers should be encouraged to pay through cross cheques or Bank Draft

FP-3. On the receipts of cheques / demand draft, a Bank Receipt Voucher (Appendix) will be prepared by the Admin Finance Assistant and will be checked by Finance Manager and verified by the Executive Director. 

FP-4. All sums received will be deposited immediately on the day of receipt into the bank through pay in slip.

FP-5. Counter foil of the pay in slip will be attached to the respective Receipt Voucher.

FP-6. Receipt Voucher will be filed in serial order and recorded in the bank account and respective receipt account by the accountant.

FP-7. The Finance Officer will check the daily transaction in the bank account and duly initial it

B. Cash Receipts

FP-8. Unused books will be kept under lock and key

FP-9. All receipts will be consecutively numbered and will be in triplicate

FP-10. The issue and custody of cash receipt will be under the control of Finance Manager;

FP-11. Originals of all spoilt and cancelled receipt should be retained and counter signed by the Finance Manager.

FP-12. The cashier will receive all the cash.

FP-13. Acknowledgement: For every amount received an official receipt must be issued

FP-14. Deposits: All collections must be internally checked and then deposited in to the bank on the next day through pay in slip. The amount will then be traced in to the bank statements.

FP-15. After the acknowledgement & deposit Receipt Voucher will be prepared by the Admin Finance Assistant and will be checked & verified by the Finance Manager and approved by the Executive Director.

FP-16.  Receipt Voucher should be filed in serial order and recorded in cash a/c and respective account. 

C. Demand/Purchase Procedure:

The Admin Section is responsible for the purchase of store materials and other office equipments, accessories and material for office and field use. In case of purchase of stock /store items, the following procedure will be followed:

· The store requisition/demand initiated by the respective person (s) will be checked by the store in charge, verified by the Admin. Officer and approved by the Executive Director.

· Purchase order will be placed after the approval of the demand while taking the following points into consideration.

FP-17. Quotation may be called for purchase of Rs.10, 000/- or more.

FP-18. The purchase committee consisting of store in charge, Admin Officer and respective team leader or detailed by the Executive Director;

FP-19. Al least three quotations will be called for purchase;

FP-20. After receiving the quotation Admin. Asst. /Store in charge will prepare the comparative statement of these quotations.

FP-21. The comparative statement along with the quotations will be forwarded to the purchase committee for review and recommendation and then to the Executive Director for approval.

FP-22. After the approval the supplier will be requested to deliver the demanded items in conformity with the purchase order.

FP-23. On the receipt of the items, the invoice will be crosschecked with the purchase order and physically checking will be made by the store in charge.

FP-24. Goods received report will be prepared by the store in-charge.

FP-25. The report will be checked and verified by the Admin. Finance Assistant.

FP-26. For purchase below Rs.10, 000/= a purchase order will be prepared in the same manner and the rest of the procedure except preparation of comparative statement will be followed.

FP-27. Invoice bill along with the comparative statement will be submitted to the account section for payment.
FP-28. For purchase above Rs. 100,000/- procurement will done via tender
Tender Type
(a) A tender is a competitive process via which a supplier can be selected for the PRSP to procure goods or services from. 

(I) Open tender: for purchase above Rs. 100,000/- an open tender process must be executed. In consultation with the purchase committee. The open tender is distributed to potential suppliers via newspaper or other medium asking them to respond to a request for information, credentials, quote or proposal. The documents developed for the open tender must be supported by the relevant templates. 
FP-29. Purchase Committee
The PRSP Purchase Committee is responsible for meeting the demands and purchasing of Head Office and Project related procurement as per procurement policy of PRSP
The Purchase Committee will review all tenders with a view to providing endorsement of the procurement process, including: 

(I) Prior to the Request to Supplier(s) 

(a) The tender type and approach; 

(b) The tender evaluation criteria; 

(II) After the Request to Supplier(s) 

(a) Review of the supplier responses to the tender and subsequent analysis and ranking of those responses; 

(b) The link between the responses to the tender and the proposal to contract a supplier; and

(c) The terms of the draft contract between the PRSP and the supplier. 

(f) The Purchase Committee will review all requests to renew a contract with a Contracted Supplier, with a view to endorsing the recommendation.
D. Payments (Bank/Cash)

FP-30. All payments above Rs. 10,000/- shall be made through cheques.

FP-31. All payments will be prepared on the authority of a Bank Payment voucher.

FP-32. All cheques will be prepared by the Admin Finance Assistant duly checked and verified by the Finance Manager and approved by the Executive Director.

FP-33. The Bank payment voucher will be prepared on the authority of bills after checking and approval.

FP-34. There must be at least two signatories who will sign the cheque for payment

FP-35. Before handing over cheques to payee, acknowledgement of receipt will be taken.

FP-36. In case the cheques are mailed then acknowledgement is specially asked for in the covering letter, the letter must be sent to under registered post or an approved courier service.

FP-37. The voucher along with supports will be entered in ledgers and filed in numerical sequence.

FP-38. The Bank payments will normally be made through crossed cheque or a demand draft, except under unavoidable circumstances duly approved by the Executive Director.

E. Inventory & Stock/Store Record:

FP-39. A stock/store register will be maintained to safeguard the assets of the organization and to record the movement thereof.

FP-40. Entries in the stock/store register  will be made on the basis of the following source documents:

FP-41. Goods received report

FP-42. Store requisition/demand slip

FP-43. Entries will be made by the store in-charge. 

FP-44. PRSP Main Office will make stock/Store issue on dispatch note to the Regional Offices.

FP-45. The stock/store will be issue on the basis of requisition/demand form prepared by person requiring the stock & forwarded to the store in-charge.

FP-46. After the checking, verification, recommendation by the Admin/Finance assistant then forwarded to the Executive Director for approval.

FP-47. After the approval of demand the store in-charge will issue stock item to the respective person.

FP-48. Acknowledgement of the recipient will be taken on the demand slip.

FP-49. The Finance/Admin. Assistant will make periodic review of the stock/store.

F. Financial Statements:

FP-50. The monthly Financial Statements, which will be a great importance to every organization to evaluate monthly progress and review of all financial activities, will be prepared each month by the accountant and duly checked by the Finance Manager and approved by Executive Director.
FP-51. These statements will be showing the Financial Position of each donor/project for that particular month.

FP-52. At the end of each financial year Annual Accounts will be prepared in addition to the monthly financial statements. 

FP-53. At the end of project period financial statements of such project for the whole of the period shall be prepared.

These Financial Statements include the following:

· Trial Balance/Statement of Affairs   (prepared from General Ledger)

·  Receipts and Disbursement            (prepared from General Ledger)

·  Balance Sheet
                (prepared from General Ledger)


·  Overall Financial Position                (prepared from General Ledger)


·  Donor wise Expense Statement      (prepared from Subsidiary Ledger)

G. Investment Policy

PRSP Maintain all of its organizational and project/programs accounts with

I. Scheduled Bank

II. National bank

III. Nationalized commercial banks

IV. National saving organizations

Invest its surplus funds in the following

I. Scheduled bank

II. NIT units

III. Government securities

IV. Mutual Funds registered with the State Bank or Security Exchange commission of Pakistan or

V. Any other area of investment as agreed by the Board.

(All the above mentioned policies have been developed in close consultation and technical support of PADO)

8. Number of Members of the organization including Occasional Volunteers and Achievements:
· PRSP General Body members are 50 who are regularly involved in various programs and projects. A good example is their active participation in the relief operation in Sawabi and Charsadda to IDP’s.
· PRSP has conducted assessment for PADO for Aza khel bala ,Aza khel payan , Pir paen, Dere kandi khel on 22nd August 2012  of district Nowshera.   
· Pakhtunkhwa Rural Support Program (PRSP) in this short span after its establishment is keenly involved in laison development with different  national and international organizations.
· PRSP has conducted a medical camp for Aza khel bala and payan.
· PRSP has successfully implemented 2 days workshop with ERF,three days monitoring and evaluation workshop lead by UNDP, attending many other training workshop for its capacity building  and is also playing its role in cluster meetings .   

· In UC Battagram tehsil Shabqadar, PRSP distributed FIs and NFIs among villagers from there own endowment fund. 
· PRSP has conducted an assessment in District Charsadda (Tangi,Shabqadar and Chasadda) and UC Larhama on the situation of WASH facilities.

Pakhtunkhwa Rural Support Program (PRSP)                                             
Head Office:
                                   

House No.208, Sector K-2 Street No, 10 Phase-3, Hayat Abad 
        

                                             
Peshawar, Khyber Paktunkhwa, Pakistan

Tel: +92 91 58 11 028



E-mail: info@prsppak.org.pk, web: www.prsppak.org.pk


