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INTRODUCTION

A word of welcome

GMark Foundation (GF) is a not-for-profit non-government organization (NGO), founded on the basis of voluntary and charitable directives, and is free from any political party affiliations. The Foundation has been in motion since 2010. Operating in northern districts and Hill Tract in Bangladesh, the Foundation aspires to engage in projects all over the country, with a vision to expand its activity across Bangladesh.

At GMark Foundation, we are dedicated to improving the socio-economic development of poor, landless, and/or marginalized populations, and are involved in a wide range of activities to find the most effective, innovative, and sustainable solutions to poverty. We ensure that the people we are working with and rooting for- all members of beneficiary communities involved in our projects- are given control over the decisions that affect them, and that they are included at every stage of the process. We have geared our projects to address the most pressing issues that impact the lives of the poorest in Bangladesh.

Vision:

The Foundation’s aim is to assist poor, landless, and marginalized communities to increase their income through developing and enhancing local entrepreneurship in different sectors. 

Objective:

All initiatives of GMark Foundation focus on sustainable livelihood development through improved resource allocation & mobilization. As a strategy, GMark Foundation concentrates on capacity building, ensuring information & technology availability and enhancing linkages with private sector actors

Governing body of GMark Foundation:

Governing body of GMark Foundation consists of active and highly experienced and qualified rural development professionals. There are 07 governing body members, who are full time active working executives of the organization. Governing body members have 18 years experience in the development field with various national and international exposures. They are having hand in experience in working with international donor organizations. Hands on experience of the GB members are from the field of Agricultural Innovations and Technologies Promotion, Agricultural Value Chain Development, Inclusive Social Agri-Business etc. 

Technical Expertise:
The Foundation professionals have vast experience and knowledge on some of the key development approaches. Market Development Approach is the core technical expertise, from which several sustainable and viable development approaches have emerged.

Value Chain Development

The “Value chain” refers to all the activities and services that bring a product (or a service) from conception to end use in a particular industry from input supply to production, processing, wholesale and finally, retail. It is called so because value is being added to the product or service at each step. MDA is the recent evolution of Value Chain approach which also is critically based on value chain analysis and focuses on strengthening service market to enhance service provision that benefits the farmers within the market system and focuses on private sector development through sensitizing their role in line with their incentives that relates with the benefit of the disadvantaged, poor/ultra-poor, women and youth. Sustainability is a prime concern of MDA. This means considering not just the existing alignment of market functions and players but how they can work more effectively in the future, based on the incentives and capacities of players to play different roles.
To develop and strengthen a market, understanding value chain is necessary. GMark professionals are highly knowledgeable in value chain development key issues, through which they are contributing in development through value chain development.

Rural Livelihood Development

As it has proven expertise and remarkable experience, GMark Foundation is working on rural livelihood development with the help of its highly professional staffs, partners and donors. It has taken and still working on many projects which have put smile on many rural peoples’ faces.

Enterprise Development

From the very inception, the foundation is involved in enterprise development through different mechanism or approaches. GMark works for the private sector development with the support of government, national and international donor agencies. GMark have specialized its expertise in providing technical assistance to the MSMEs, large corporations, and service providers by facilitating the enterprises in finding business serving the poor and vulnerable people those are at the bottom of the pyramid (BOP).

Women Economic Empowerment

The burden of poverty falls disproportionately on women; female-headed households (estimated at 5-9% of rural households) are the worst-off group among the poor. Women Economic Empowerment enables poorest people to become economically independent. Again, success of a project in empowering the women depends on the project’s ability to bring the women in the mainstream economy. GMark foundation is specialized in finding the right way which would turn a number of poor rural women into an economically solvent group. The foundation is also determined to accelerate market opportunities for small and household female farmers which will enable them to ensure a better and secured
Research and Study

GMark conducts custom research. Our research includes:
· Value Chain and Sub sector Analysis

· Marketing Research

· Service Market Assessment

· Scoping Mission Study

· Area Profile Study

· Feasibility Study

· Rural Marketing System Analysis 

Thematic Area 

Agricultural contributes 23.50% to national GDP (BBS, 2006) and the Foundation based its works on agricultural development. We are focused on the following areas-

1. Agricultural Value Chain Development

2. Agricultural Innovations and Technologies Promotion

3. Market Access & Distribution

4. Development of Agro-packaging market

5. Inclusive Social Agri-Business

Agricultural Value Chain Development

The pressures of globalization and liberalization are creating exclusive value chains between preferred business partners, with serious effects on rural farmers in Bangladesh. A targeted effort is needed to include smallholder farmers and poorer households in integrated agricultural value chains. GMark Foundation promotes poverty reduction of those pro-poor offering its services in agricultural value chain development in the country. Thus, the Foundation ensures Improved Quality, Increased System Efficiency and Superior Value to the Buyer to produce sustainable profitable return to the poorest farmers.

Promoting Technologies

Agricultural technology has been a primary factor to increase farm’s productivity predominantly in a developing country like Bangladesh. It can affect smallholders’ income, labor opportunities for the poor, food prices, environmental sustainability and linkages with the rest of the rural and national economy. The Foundation works on identifying, developing and promoting the most effective agricultural technology to generate greater impact of new agricultural technology on the lives and livelihoods of the poor.

Market Access and Distribution

Development practitioners of the Foundation through support from partners has over the last eighteen years capacitated smallholder farmers to produce different agricultural commodities in adequate quantities through promotion of sustainable practices. Despite potential of increased yields from numerous sustainable agriculture approaches, small-scale farmers are still unable to successfully access and participate in meaningful market initiatives; this has rendered effects on their livelihoods to remain negligible. The lack of access to markets, calls for innovations from GMark Foundation to enable farmers reap rewards from their hard work. The result embarked the Foundation to take steps for enhancing small-scale farmers’ market access and distribution program.

Development of Agro-packaging Market

Packaging as said have several benefits across different sub-sectors, hence treated as having cross-sectoral impact over other sub-sectors like fruits, grains, flowers, vegetables, and fisheries in different forms. GMark professionals experienced need for funding for agro-allied firms to promote usages of modern packaging techniques & technology for the pro-poor producers. Thus, the Foundation is devoted providing right package for specific agro-products that will have positive impact over farmers’ product and increase profitability from production.

Inclusive Social Agri-business

The private sector has a crucial role to play in integrating smallholder farmers within company value chains, by developing supply chains that grant them access to markets. For companies operating in the food and related sectors, sourcing from these farmers presents both tremendous growth opportunities, but also new challenges in terms of business model adaptation and supply chain innovation. For other companies, providing products and services that benefit the smallholder farmers has enormous potential. The Foundation therefore aims to build, develop and promote inclusive business models in the agricultural sector to address pro-poor access to markets with improved product quality and ensured sales & price mechanism.

GMark Values: 

Respect for people: All GMark employees are entitled to fair, courteous and respectful treatment by their superiors, subordinates and peers. GMark values the individuality, diversity and creative potential that employees bring into the organization which help to fulfil its purpose and to realise its vision.

Respecting the contractual and legal obligations: Employees shall fulfil their contractual commitments. They are expected to respect the law applicable in Bangladesh. 

Equal rights: In their working environment, employees shall make no differentiation in respect to gender, colour, religion, culture, education, social status, disability, age, sexual orientation, family status or nationality.

Transparency: Employees shall make sure that their actions and motives are understandable and comprehensible.

Loyalty: Employees acknowledge the purpose, vision and internal regulations are loyal to GMark. This also includes providing constructive criticism, which employees express openly and in an appropriate manner within GMark.

Confidentiality: All Foundation information is handled confidentially whenever its nature demands discretion or if it is expressly required.

GMark-based Co-operation: Cooperation with GMarks and target groups is always fair, reliable and based on trust, honesty and mutual respect. The same also applies to the behaviour among employees, whereby a constructive approach to conflict management represents a key component.

Organizational culture: Employees understand that, with their work and behaviour, they all contribute to the image building of the organization.

Our Team:

GMark boasts a versatile team of media and development experts, engineers, business graduate, economists, agricultural science and development studies graduates. GMark recruits the best graduates from the country’s premier universities. GMark’s management team brings together 15 years of experience in development projects. GMark is a learning organization and adopts a flexible approach of management to give each staffs scope to learn and develop.

Management and Structure:

The Executive Director is vested with the responsibilities to formulate policies, procedures and guidelines for the overall management and smooth functioning. The managers assist the ED for the day to day operations. 

The reporting system is followed according to agreed working relationship as clarified in the job descriptions.

A detail organongram is attached in Appendix-1.

Our Clients:
Our primary clients are development projects, NGOs, donors and government agencies. We bring private sector in the development process who also benefit from our projects. Finally and most importantly, poor people and MSMEs are the ultimate beneficiaries.

2.    ABOUT THE MANUAL

Purpose of the manual

This manual intended to provide staff with the information they need to have a clear understanding of GMark’s work and the conditions of their employment with GMark. The Manual regulates activities related to personnel, financial and administrative matters for GMark staff. 
The manual is the definite version of conditions of employment for staff. This manual together with the agreement signed by the staff on joining GMark and any subsequent changes thereto will form the contract of employment for staff. 

GMark will update the manual periodically in accordance with any changes in personnel and administrative policies. GMark reserve the right to make alterations to the conditions of employment contained in this manual. All changes will be communicated to the staff in writing. 
Who should staff contact on day-to-day employment matters?

On day to day matters staff should contact the Manager Accounts & Administration with whom responsibities rests. The Manager Accounts & Admin is assigned to maintain all personnel records. The ED will refer any matters which need policy decisions, which will also make decisions in consultation with the appropriate persons in the organization/development GMark.
Who should staff contact for clarification?

Staff requiring any clarification of these matters should feel free to discuss them either with the Manager Accounts & Admin or ED.
General Working Principle and Responsibilities
The  general  working  principle  and  responsibilities  are  documented  in  job  descriptions  for  all staff and the Code of Conduct.
3. RECRUITMENT 
GMark’s recruitment practices are directed to demonstrate fair and non-discriminatory procedures for recruitment of staff of all categories in line with the following recruitment principles:
a) Effective and appropriate recruiting, screening and selection

b) Selection standards are relevant to skills, training, experience, education and knowledge necessary for successful job performance,

c) The hiring procedures conform to the organization’s requirements and organization’s policies and procedures i.e. GMark is an equal opportunity employer and there will be no discrimination in respect of marital status, gender, disability, race, religion or belief, nationality, ethnicity or age.
d) Giving preferences to equally qualified women candidates as part of the organization’s positive intervention to redress gender inequalities at all level, as far as possible. 

e) All regular appointments in GMark shall conform to its existing position and salary structure.

Type of Appointments

a. Fixed Term Appointment

An employee inducted for the length of period of GMark falls in the category of fixed term appointment.

b.  Short Term Appointment

An employee inducted for specific assignment not exceeding one year falls in the category of short-term appointment.

c. Consultant

The process of selection and appointment of a consultant with a specific assignment is carried out by the Chairman and Management. The Terms of Reference (ToR) for the assignment of Consultant needs prior approval.
Employment Contract and Job Description

Each employee will be issued a standardized GMark employment contract. 
See Appendix-2 “Employment Contract”.  This document shall indicate the type of appointment, salary scale, entitlements and other relevant facts. 

Job description specific to the appointment will form an integral part of the appointment contract. 
See Appendix-3 “Job Description Format”.

The appointing authority or the supervisor shall ensure that each employee has an appropriate and updated job description stating clearly the responsibilities, tasks, reporting line and relationship with others in the organization. 
Power of Employment and Termination of Contract

The Executive Director (ED) hold the authority to appoint and terminate the service of an employee. Termination of employment of an employee for the following reasons:

The post is abolished because either the service is no longer required or it does not serve the best interests of the management of the program.

a. The service of an employee proves to be unsatisfactory. 

b. The service of an employee does not meet the required standards of performance as detailed in the job description.

c. An employee is absent for 10 days without proper reasons and/or prior permission.

d. An employee is unable to perform further service due to illness or disability. 

Confidentiality, Liability and Working for Third Parties

It is the employee’s duty to keep all employment and work-related information strictly confidential.

The employee will be held liable for losses incurred by the employer in case of gross negligence on the part of the employee.

In principle, an employee is not permitted to work for a third party. Exceptions must be formulated in the Appointment Contract.

Probationary Period 

Newly inducted employee on fixed term appointment basis is required to undergo a probationary period of 3 months.  In exceptional cases the management (Chairman& ED/Line manager) may reduce or extend this period, which is notified to the concerned employee in writing.

Employee on short-term appointment and contract basis will not be required to undergo probationary period.
4.
STAFF DEVLOPMENT
Induction Process

The induction of staff for GMark is carried out in strict compliance with the regular work Plan and the Yearly Plan of Operation in force. All new staff will undertake an appropriate induction program depending upon requirements of the positions. 

Performance Evaluation 

The management will conduct staff performance evaluation once a year.  The performance evaluation must be signed by both the employee and the employer and must be kept in the “personal file” of the employee. The performance evaluations and the letters of appreciation must be kept confidential. The main objectives of performance evaluation are:
· To recognize the staff members achievement

· To assist improving the performance

· To aid in assessment of the staff’s potential 

· To facilitate HR planning and development 

· To identify the support required by the staff member from their line mangers in order to fulfill their role. 
Training and Development

Training helps for better performance in the workplace. The training needs are derived from the strategic and operational needs of GMark. The management may conduct training need assessment and team development activities. Whenever possible GMark will try to arrange and support necessary training for staff in the office, or will nominate staff to outside training program suitable to their needs.
In general once the training requests have been approved by the ED staff continues to receive their full salary and benefits during the training.
Training Bond policy

GMark wants to invest in the professional growth of its staff. Given the input of resources involved in sending staff members for International/overseas training the organization would like to have a commitment fom the said employee to the effect that they will continue to work with GMark after the completion of training. In view of this, it is mandatory that staff being nominated for undertaking ovesease training should sign bond agreement.

	Course Duration


	Bonded employment period

	1 week
	No bond

	More than 1week up to 4 weeks
	 6 months

	More than 6 months
	 1 year


Amount of Obligation

If a staff upon return from training chooses not to fulfill the bonded employment period he/she will be responsible for reimbursing the cost of training to the following scale:

	In case of departure
	Employee to reimburse

	Less than 6 months after the training
	Full course fee, accommodation and travel cost

	Less than 9 months after the training
	50% course fee, accommodation and travel cost

	Less than 12 months after the training
	25% course fee, accommodation and travel cost


Networking

Networking with other organizations, donors, projects etc. and the presentation of GMark in international forums are encouraged. Costs of networking activities must be planned and approved within the budget of the foundation Plan.

Personnel Files

Personnel files must be maintained in Dhaka office of GMark. The files contain a job advertisement (if any), appointment letter (contract), terms of reference, performance review, records of leaves, etc.

5.
WORKING CONDITIONS AND LEAVE ENTILEMENTS
Official Working Hours

GMark staff is required to work five days a week, Saturday to Thursday except public holidays and 8 hours per day (excluding lunch). Unless on a field trip or customer visits, staff is expected to be in the office during fixed hours: Between 9:00 am to 5pm (including half an hour lunch time). 

Starting time:  9:00 am
Closing time:    5:00 Pm

Lunch break:   1:00-1:30 Pm

Attendance, Staff Movement and Time Recording

A system of attendance control must be maintained for all employees.  A registrar will be maintained at the reception desk for “Attendance” and “Time Recording”. 
Exceptions to normal hours

The above timings do not apply to staff when they are in field as per duty roster. Exceptions to the above working days and hours are necessary because of the nature of the jobs of certain staff like Drivers, Office Attendants, and other staff when working out of the office or on field visits. They will work according to their duty roster/monthly field trip schedule based on the actual need.

Access to Office outside Office Hours 

e. Only persons authorized by the management are allowed to access the offices during silent hours.

f. Non-GMark persons are strictly prohibited to have access to the office facilities unless the management gives prior approval.

Non-political Profile

GMark employees are obliged to maintain a non-political profile in their dealings in both official and private matters in pursuance to the image of the organization. This policy is applicable to employees under Fixed Term Appointment only.

Annual Public Holidays

Employees are entitled to be absent from work on annual public holidays as per the “List of Holidays” prepared by the Management every year.
Annual Leave

On confirmation of employment with GMark full time employees are entitled to annual leave of 20 working days per year as approved by the Management. The annual leave must be planned in advance and clearly reflected in the year planner as applicable. However, duly completed application form must still be submitted closer to the time. In case need any changes or incase of emergencies, staff must plan their leave on a quarterly basis. It is important that work is assigned and consent sought from the concerned staff before submitting the leave form for approval.

Duly completed application form for annual leave must be submitted to the line manager well in advance.
Leave must be taken during the contract year.  However, if staffs are unable to take their full leave may carry the unused leave forward to the next year. The maximum five working days may be carried forward in that case. 

The proportionate accrued leave is en-cashable during staff transition like retirement, resignation only.

Sick Leave

Absence from work due to sickness must be communicated to the office. Leave form must be filled for management approval on reporting day for work. 

· Sick leave exceeding period of three consecutive days needs to produce certificate from their doctor who should be at least a registered medical practitioner and approved by the management.

· Sick leave not approved shall be regarded as unauthorized absence resulting in leave without pay.

A maximum of 15 days sick leave may be approved in a year.

In the event of a prolonged illness, the ED may grant additional sick leave beyond 15 working days considering the seriousness of the illness.
Maternity/Paternity Leave

A female employee shall request maternity leave at least 3 months prior to the anticipated delivery. This leave consists of 16 weeks of which 4 weeks may be taken during prenatal stage and remaining 12 during postnatal stage.

Male employee is allowed a total of 10 working days covering both pre-natal and postnatal stage of his spouse.

Overtime and Compensation Leave

As a basic rule overtime cannot be en-cashed.  Only drivers and cleaning staff are eligible for overtime payment as stipulated in their respective contracts.

The employees are expected to work in accordance with the requirements and schedule.  Employees are entitled to claim compensation leave for 1 full day or more spent on official assignments during weekend and holiday, which is subject to approval by the management.  Details of these must be clearly reflected in the time recording sheets.

Compensation leave must be used within a trimester and cannot be carried over.

Other Conditions

No compensatory leave or financial recompense shall be given in lieu of holidays, which occur whilst an employee is attending a training course, or on a study tour

Circumstance of Political Unrest
The organization will continue to operate during Hartals or any political unrest occurs in the country whilst minimizing exposure to its employees and assets.

Employees who were unable to come to office on Hartal day, they may compensate to complete their tasks & targets on the other day discussing with the Line mangers/ED.

Short leave During Office Hours

Staff, who is away from the office during office hours, either on official or on personal issues or matters must fill in a short leave form. Short leave taken for personal issues or matters will be accumulated and considered as normal leave taken. For every 8 hours of accumulated leave taken, 1 day of annual leave will be deducted.

Lose of Service Lien: An employee who is absent without proper leave authorization for a period of more than ten consecutive calendar days shall days shall lose the lien on his/her job with approval of the ED or his/her designate.
Leave without Pay (LWOP)

· Leave without Pay may be granted if an employee requests such leave and their entire annual leave has been used.

· Such leave cannot be availed without prior permission of the ED.

· An employee shall be entitled to all applicable allowances and benefits except salary while on leave without pay, for a maximum period of one month, subject to rejoining.

· Unauthorized absence from duty shall be treated as Leave without Pay for employees.

· An absence may be treated as Leave without pay when ED is not satisfied with the explanation of the employee concerned.

· For special cases, an employee may request leave without pay for more than one month, and such leave may be granted by the ED. 

· The concerned employee shall not be entitled to salary during leave period.

6.
SALARIES AND OTHER BENEFITS

Salary

Salaries are strictly confidential. The salaries for the employees are in accordance with a grading frame. The individual staff salaries are determined using a monthly base salary scale. GMark shall adjust the salary yearly, for each new fiscal year, taking into account the performance of the staff concerned and the inflation rate as per the recommendations of Bangladesh Bank. 

Overview salary calculation

The monthly gross salary is composed of the monthly base salaries plus the, housing medical and transportation allowances.

Deduction of the salary
The following deductions will be made from monthly salary at the time of payment.
· Income Tax in accordance with the tax law

· Provident Fund contribution of staff members

· Adjustment for any advances given

· Other deductions according to the law or to bilateral agreement 

The salary is composed as follows:

Monthly Base salary (as per salary scale = 100%)


	Description
	Amount

	Monthly Basic pay 
	------

	Housing Allowance
	-------

	Transportation allowance
	------

	Medical Allowance 
	------

	Provident Fund ( employer’s contribution)
	-------

	Gross Salary
	

	Less: Income tax
	------

	Less: Provident Fund employer & employee contribution
	-------

	Less: PF loan adjustment
	------

	Net salary transferred to Bank account
	


Note: It is the sole obligation of the employee to comply with the Bangladeshi laws for income taxes and the respective due payments. GMark will not be responsible in whatsoever with the tax issue.
Benefits (for regular employees) 
Festival Bonus

Confirmed employees are entitled to this allowance equivalent to one monthly gross salary. The bonus is paid for each completed year of employment as follows:

· Muslim:

½ month salary to be paid before Eid-ul-Fitr

½ month salary to be paid before Eid-ul-Azha

· Hindu:
             Durga Puja

· Buddhist:
 Buddha Purnima
· Christian:
 Christmas

Staff belonging to other religious denominations (i.e., those who are not Muslims) may choose to be paid as above or on their major festivals, as agreed at the signing of the contract.

If the length of service of an employee is less than one year, this allowance is paid on pro-rata basis.
Increment of Salaries
Salaries will be increased strictly on performance basis only or when being promoted. For promotion purpose each position is broken down into several grades. The ED will decide which employee belongs to which grade within a particular position. Number of years served in the organization does not entitle employees to salary increments. Salaries will be reviewed at the occasion of the Annual Performance Evaluation. Reasons for salary increment or denial of increments will be communicated in the interview.
An employee may receive an increment if
•
The employee’s performance exceeds requirements of the job.
•
She/he is promoted to a higher position.
Gratuity Scheme
GMark operates gratuity scheme for staff in recognition of their contribution to GMark’s activities. Under the scheme the following rules will be applied:

· Staff must have completed 12 months continuous services with GMark as regular and full time employee in a confirmed position to qualify for gratuity benefit.

· Under the scheme staff will be entitled to a gratuity at the rate of 1 month’s gross salary for every completed year of service.

· Gross salary represents the staff’s member’s gross monthly salary received last month excluding bonuses and GMark contribution to the provident fund.

· For the purposes of calculation, every 12 months from the date of commencement of employment will constitute a year, and ant pat year will be calculated on pro-rat basis. 

· No advance payment of gratuity will be made to any employee during his/her employment with GMark. Payment from this account will be made only at the time of his/her separation during final settlement of account. 
Provident Fund

Staff will be eligible to join a GMark contributory staff Provident Fund scheme on successful completion of their probation period and confirmation of the service. Each staff is entitled to become a member of the fund if he/she wishes unless precluded by the conditions of their individual contract.

Eligibility

Staff members who meet all the following conditions are eligible to members of the fund.

· Full time regular employee of all grades who have expressed an intention in writing to become a member

· Have agreed to abide by the staff provident fund rules and regulations contained in the trust deed.

· Are willing to contribute 10% of their regular monthly gross salary excluding bonus and gratuity payments.

GMark will contribute an amount equivalent of the staff contribution to the fund. Staff who does not become members of the fund will have no claim to receive this benefit in any other form. In other words GMark’s liability is restricted to 10% of the regular monthly gross salary of each member of the Fund. The staff provident fund is regulated by a trust deed.

GMark provident Fund scheme is fully funded scheme. At the end of each month it will deduct 10% from staff salary along with 10% of GMark’s contributions deposit into the Provident Fund bank account. The Provident Fund bank account will be operated jointly as stated in the Provident Fund Trust Deed.
Staff Provident Fund and Gratuity:


The above provision would be considered in future; when the organization’s financial condition is stable or healthy.  

7.
WHEN STAFF ARE TRAVELLING

Basic principle

Travel cost and daily allowances are intended to compensate for extra expenses incurred due to board and lodging on occasional trips outside of the place of assignment.  This is not an incentive for the hardship of the office duty station work.

Daily allowances are given to the employee only where one has properly justified the entitlement on a travel expense report and the management must approve the claim.

In exceptional cases explicit costs with receipts (instead of daily allowances) shall be reimbursed, subject to prior approval by management.

In-country Travel Cost and Daily Allowance

Travel Costs

Travel costs for work related assignments are reimbursed on the basis of actual costs against receipt which includes also the related costs such as airport taxes, local conveyance, official communication cost, and transfer to and from airport or bus station. Mode of the transportation will vary from situation to situation. Official vehicles will be provided for most of the field trips.  

Lodging (Accommodation) Expenses

Lodging expenses are reimbursed based on actual costs. 
Per Diem and Lodging
Daily Allowance 

Daily allowance shall be fixed by the management time to time based on considering the cost of living for food expense for all places within Bangladesh other than the duty station. For assignment of one day and less (one meal), half of the daily allowance shall be paid. The project staff may get daily allowances according to allocation in the project budget.

All staff of Head office based will be eligible for per diem. The per diem will be paid through traveling bill (TB) providing that travel times are recorded and validated, as per the following table. Please note that, if the head office will arrange for meal, no one can claim the per diem. 
	Description
	Amount
	Remarks

	Day Trip
	Tk.300.00
	Breakfast, Lunch

	Night Halt Trip
	Tk.500.00
	Breakfast, Lunch and Dinner


Following are examples of how allowance may be calculated.

All employees will be eligible for per diem based on the following criteria:

Breakfast: 
Departure at or before 7:00 A.M

Lunch:
Minimum 5 hour of field trip or out of head office (Town)/ assigned area visit and return after 2:00 P.M.

Dinner:
Return after 7:00 P.M.

Lodging:
Overnight field trip.

Invitation to Third Party

These expenses are reimbursed at cost.
Miscellaneous expenses
Expenses related to official papers, work-related books, stationery and others are reimbursed at actual cost.

Travel advances

Staffs traveling on Foundation works are entitled to a reasonable travel advance to meet project expenses during the trip depending upon the need. This advance must be taken against proper receipt and duly approved by the ED. It is the responsibility of the staff to pay back unspent money and adjust the travel advance against expenses during the trip within 7 days of completion of the trip.

The employee has to attach all the receipts with the travel expense report.  The entire bills/receipts and travel expenses sheet, duly signed, must be forwarded to the management within two weeks of returning. Every report requires a general description of the purpose of the expenses and a detailed description for the miscellaneous expenses.

.

8. PROMOTION/RESIGNATION/TERMINATION OF EMPLOYMENT
Promotion

· Promotions are only given for staff who will undertake significantly increased responsibilities (additional tasks do not necessarily increase one’s responsibility level) not included in their previous job description. 

· All promotions will generally occur following a competitive process applies to all qualified applicants.

· It is policy to promote from within the organization when a vacancy occurs, providing there are qualified candidates available. However, competitive test will be arranged to judge the employee’s competencies. In some instances, external candidates may compete at the same time as internal candidates.

· Before selecting an internal candidate for an interview for any higher position, his/her last year Annual Performance Appraisal must be consulted first.
 

· Probationary promotion or promotion on trial will not be considered

Resignation

Staff wishing to resign from their employment with GMark must give GMark at least one month’s notice. GMark will adjust all entitlements due to staff or money owed to GMark while settling accounts at the time of release from employment. The normal benefits on resignation are:
· The amount credited to the staff member in the staff provident fund including employer and employee contribution plus accumulated proportionate profit up to the last accounting year.

· The accumulated gratuity amount up to the last working month according to the gratuity scheme.

· Proportionate salary for unused annual leave.

Any shortfall in the staff member’s notice period may be adjusted through leave accumulated.

Retirement

Subject to the continuation of GMark activities, staff will normally retire at the age of 60 years. The normal benefits at retirement are:

· The amount credited to the staff member in the staff provident fund including employer and employee contribution plus accumulated proportionate profit up to the last accounting year.

· The accumulated gratuity amount up to the last working month according to the gratuity scheme.

Termination of Contract

Either party – GMark or the employee – may terminate the contract in writing subject to the following notice period:

· 1 months’ notice or 1 months’ salary payment during the first year of employment and probation period
· 1 months’ notice or 1 months’ salary payment after one year of employment.

The employer can terminate the contract with immediate effect in case of big negligence such as stealing and damaging project properties. Reasons for termination without notice shall be according to local legislation.

Upon termination of employment by whatever means staff shall return all GMark’s property issued to hem including all files, documents, equipment, office supplies, assets and any other relevant property.

Clearance and final settlement
An employee who resigns, or is terminated, retired must have a clearance certificate from all the sections of GMark and produce the copy of the same to the Accounts section before final payment. The employee, prior to his/her release from the organization must do hand over of his/her responsibilities to a staff nominated by the management or to his/her line manager.
9.
DISCIPLINARY PROCEDURE

By accepting an employment contract with GMark employee agree to work in a responsible, disciplined, harmonious and productive manner, to be the organization and to act in a manner conducive to the accomplishment of the organizational objectives.

Any act of misconduct or violation of organizational Code of Conduct shall be dealt with the disciplinary guidelines. 

Depending on the severity of the offenses, such action may be in the form of an oral or written reprimand, temporary suspension from duty without pay or termination of contract. Repetitions  of the same  type of  minor  misconduct  by  an employee can result  in  progressively  severe  action,  beginning  with  an  oral  reprimand  for  the  first  offense  to  written reprimands for further offenses. In cases of more serious breach of conduct a termination of contract is warranted, even if it is a first incident.

The misuse of computer, drugs and alcohol on duty may lead to immediate termination of the working contract.

Show Cause procedure

A show cause explanation letter is a request to an employee for a written explanation concerning his/her alleged act of offence. It indicates in writing the allegations and asks the employee to explain why disciplinary action should not be taken. The accused employee after receiving the show cause letter will have a minimum 5 working days to respond.
Dismissal

Dismissal is used when an employee is convicted of an offence or is found guilty of misconduct. An employee may be dismissed without prior notice and receive no pay in lieu of notice or receive any other compensation if after going through the formalities of the Show Cause Procedure. The employee is convicted of an offence or if the employee is found guilty of misconduct. 
Sexual Harassment Grievance

· GMark Personnel Policies and Procedures manual provide extensive policies with regard to misconduct by staff members. However, to enable proper handling of specific cases of sexual harassment the guidelines below are suggested in addition to the existing policies. The guidelines do not aim to replace the existing policies, although in some instances they recommend to treat the existing rules with some flexibility, especially in the way complaints should be submitted. This flexibility is required in order to help and encourage especially female staff members, to bring forward cases without fear and /or shame. It should be recognized, however, that these guidelines attempt to provide a general or board framework. Individual cases may merit special handling and flexibility according to the judgment of the Chairman of Gender Cell. The Chairman may seek of the Committee’s of Gender Cell.

· It is the policy of GMark as a group to promote a gender sensitive working environment in which all forms of sexually harassing conduct, whether committed by supervisors, Directors, non-supervisory employees or non-employees, is prohibited. 

· Definition: Sexual harassment is defined as any from of conduct or behavior of the following :

a)
Unwanted physical contact or conduct of any kind, including sexual flirtations, touching, advances or propositions;

b)
Verbal abuse of a sexual nature;

c)
Threatening or insinuating, either explicitly, or implicitly, by any supervisor or Directors that an employee’s refusal or unwillingness to submit to sexual advances will affect the employee’s terms or conditions of employment.

d)
Demeaning, insulting, intimidating or sexually aggressive comments about an individual’s dress or body;

e)
The display or storage in the workplace of demeaning, insulting, intimidating or sexually suggestive objects or pictures, including nude photographs;

f)
Demeaning, insulting, intimidating or sexually suggestive written, recorded or electronically transmitted messages, including pornographic video programs.

GRIEVANCE PROCEDURE

Any grievances in the workplace, whether they are of personal or professional nature, should be communicated to the Management in written form or verbally. The staff member concerned is entitled to appeal against the decision if they are unsatisfied, they must inform the Management in writing. 

10.
ADMINISTRATIVE MATTERS
MICELLNEOUS RULES & REGULATIONS
Security

It is the responsibility of Management to ensure security of its office premises including personnel, equipment, furniture and fixtures, official documents and records etc. at all times. 

Repair and Maintenance

Repair and maintenance is a routine work as per the requirement. Maintenance schedule should include the following: Office premises, furniture and fixture, vehicles, and office equipment.

Use of Office Facilities for Private Purpose

Employees are not entitled to use office facilities - vehicles, equipment, stationeries etc. - for private purpose. 

Use of Office Telephone
All staff must ensure that office telephone facilities are used only for GMark official purpose. Private telephone calls should be limited. If NWD/ISD call need make on emergency basis then it is only allowed through approval in advance and its actual cost will be reimbursed by the staff member on a monthly basis on receipt of the telephone bill.

Use of the Vehicles 

The purpose of the vehicles is to respond efficiently and rationally to the official transport needs of GMark. The responsibility of operating the vehicles on a day-to-day basis lies with the Management.

Transport between the work place and residence is not a fundamental right.  However, where and if meaningful, vehicles can be used for transport between the work place and residence with Management’s approval. The vehicles cannot be used for private purpose. Only if needed, the Management will regulate the private use of vehicles.   

Personal Vehicle

Personal vehicles shall not be used for office purposes, except in extreme emergencies. GMark will not assume any responsibility or liability in case of problems.

Log Book

A logbook must be maintained for every vehicle.  Both official and private trips must be recorded accurately. Both driver and user must clearly state the date; place and purpose of the visit and the mileage run and sign the logbook.

Vehicle Management
The responsibility of day-to-day vehicle management lies with Manager Administration.  For the day-to- day management of the vehicles, the Manager Administration shall prepare and implement procedures, approved by ED.
Detailed procedures (including Vehicle Requisition form) can be found in the Administration section.

Vehicle Arrangement for Staffs on Operation

Staffs should duly sign Vehicle Requisition Form Request form 24 hrs before the car is needed in cases of transportation within Dhaka and 2 days before the car is needed in cases of transportation outside Dhaka. In cases where office vehicle is not available the administration will rent cars for operational purposes. 

Vehicle Arrangement for the Management

The ED will get full time transportation with driver. The cost will be borne by GMark. 

Responsibilities and Safety 

The Management is fully responsible for the vehicles operated in adherence to these policies. The Management must give written authorization to persons who are allowed to drive vehicles. 

Unauthorized persons are not allowed to drive office vehicles. Vehicle drivers/users must obey traffic regulations and drive the vehicles with due care and attention. Seat belts must always be fastened for security and insurance reasons.

Driving License

Nobody is allowed to drive any vehicle without a valid driving license. 

Maintenance and Fuel

The Management is responsible for keeping the vehicles in roadworthy conditions at all times.

Health and Safety

The Foundation strives to operate an environmentally friendly office (electricity usage, recycled papers, keeping first aid box etc.). GMark promote safe and healthy working conditions in the office as far as is reasonable. GMark will continue to standardize the working environment to avoid health hazards to the staff members working in the office.
Supervisors shall motivate their employees to observe and obey organization safety rules and common safety practices.

Drugs and Alcohol

The misuse of drugs and alcohol on duty may lead to immediate termination of the working contract.

Code of Conduct:

All employees must explicitly confirm that the GMark Foundation ‘Code of Conduct’ has been explained and questions have been clarified. He should abide by the rules and values stipulated in the code of conduct.

PUBLIC APPEARANCE

General
All employees are employed as staffs of GMark Foundation.  
Name Card
Layout, color and text must follow GMark stipulations for  all  staff.  
Letter Heads and Envelops
GMark letterhead will be used with the layout, color and text following certain rules. Letters with the official GMark letterhead can only be signed by the Management, not by staff. 

GMark Brochures and Leaflets
The ED decides about the layout, color and text. However, the same norm as for letterheads applies. Depending on the audience and context, brochures and leaflets may provide information of the clients for which GMark renders its services.
Advertisements
Depending  on  the  audience  and  context,  advertisements  must  be  given  as  GMark Foundation or  provide information of the clients for which GMark Foundation renders its services.
Vehicles/Equipment

No logo or text is to be inscribed on the cars or the equipment.
GMark’s name and Reputation
An employee must at all time preserve the good name of GMark and its reputation. Any act on the part of an employee which damages the image or reputation of GMark may be treated as a breach of this rule and serve as ground for disciplinary action or termination of employment.
Procurement Process

General

The management is directly responsible for determining the materials required for specific needs of the office and the procurement of the same.  Basically, the strategy adopted must be a mix of competitive bidding and market-price-based negotiation when transacting with suppliers of essential commodities for the office within the norms generally accepted by the auditors. 

At least 3 quotations must be obtained and rate analysis carried out by the office. Market based negotiations are possible but must be done by two separate employees to ensure competitive prices. The management (ED and Director-Finance) has the sole authority for approval of any kind of procurement.

Procurement Committee:

The following personnel will represent as the member of procurement committee:

· Director -Finance
· Director-Program
· Representative of General and Executive Committee. 

STOCK AND INVENTORY

General

GMark must maintain systematic records of all commodities, both expendable and non-expendable. The goods must be easy traceable from the financial accounts.

Stationery and Office Requisites

Items of official stationery such as letterheads and envelopes must follow the standard and specifications of GMark head office stylebook and are to be printed locally.

Other stationery items and office requisites should also be procured locally bringing quality and price under consideration.

Inventory

All items of office property such as vehicles, equipment, and furniture must be systematically recorded.

Different Register:

· Stock register

· Fixed and tangible assets register

· Fund received register

· Cheque register

· Salary sheet/register, which is attach in to the voucher. 

Write Off 

The management may write off item(s) that are damaged beyond repair or lost from the stock book or inventory record only on approval.

Sale / Auction

Any income on sale or auction of vehicle, equipment and materials must be credited to the relevant account.

INSURANCE

General

As a matter of policy all employees, vehicles and property (equipment, furniture etc.) must be fully insured at all times.

Vehicles

All vehicles (both 2 wheelers and 4 wheelers) registered under GMark shall be covered by comprehensive insurance policies from inception. 

In case of accident or damage, the traffic police must be informed and a police report obtained for insurance claim purpose. The Manager Accounts & Administration must be informed immediately.

Property

All the important items of property in the name of GMark shall be covered by an insurance policy on fire and earthquake fire/shock and burglary. 

TAX

General

GMark follows the tax law enforced by GoB.  

Consultancy Tax

GMark will follow the applicable rules as regards taxes related to consultancy. 

House Rent Tax Offices.

GMark will follow the applicable rules as regards taxes related to rental of office space.

Value Added Tax

GMark will follow the applicable rules as regards value added tax.

11.
FINANCIAL MATTERS
BUDGET AND CONTROL

Budget

Budgets are divided into three categories: Organization budget, Bi-Monthly Project budget, and monthly budget.

Organization Budget
The organization will develop an annual budget based on the operational plan and project based plan. The details should be developed by the Manager Accounts and approved by the ED.


The ED is responsible for the optimal use of the Organization budget to fulfill the objectives of the Organization.  The ED can also re-allocate the budget specified under different headings with the approval of the Board of Directors.
Project Budget
The Organization operationalizes its program utilizing the budget for the period based on the projects that it is implementing duly approved by the Board of Directors.
Monthly Budget
The Organization forecast a tentative monthly budget based on the expected expenses in prescribed form for the forth- coming month on the last week of the current month.  This is considered as a requirement of fund to carry the project activities for the budget month.
Budget Control

The  responsibility  of  controlling  and reporting  of  the  budget  lies  with  the  ED  with relevant assistance from Manager Finance. 
Financial Control:

“Controlling is determining what is being accomplished, that is evaluating the performance and if necessary, applying corrective measures so that the performance take place according to plan”

Financial Control is the control of financial resources as they flow into the organization (i.e. donor fund) and flow out of the organizations (i.e. pay, expenses). 

The following steps are to be taken for effectiveness of the financial control:

· Same personnel are not involved to authorize and received the bill/voucher/invoice.

· Cheque leaf should not be written in same personnel who sign the cheque.

· The ED should authorize the bills/invoice and payment documents and also authorized the receipt documents.

· The ED should not be authorized his/her own bills/invoice. The above documents should authorized by the executive committee.

CA SH  FL O W  MA NAG E MENT 
Bank Accounts
a.    Taka Account

The Organization operates required number of Taka accounts in the form of Non-Convertible and Short Term  Deposit  (STD)  for  the  cash  flow  management  under  full  responsibility  of  the  ED.

b.    Provident Fund Accounts
Provident fund will be maintained in a separate account.
c.    Cash in Hand  

For minor expenses, the Organization may maintain a petty cash account of maximum BDT 100,000 (one lac) excluding the IOUs.Cash/Petty Cash Transactions and handling of Cash:
I. Petty cash fund shall be used to meet immediate small expenses or to facilitate disbursements that are too small and uneconomical to process through the normal procurement cycle. For this purpose, petty cash may be operated under imprest system.

II. Payments exceeding Tk 10,000 (Ten thousand) shall be paid by Bank cheques except for petty cash, advance to staff for official purpose, field travel etc. Disbursement upto Tk 10,000 (Ten thousand) for cash shall be approved by one of the following persons or his/her authorized representative in his or her area of justification.

ED/ Accounts Manager/Coordinator /Project Manager in the field offices.

III. For urgent procurement of bi-lateral/ GMark project, Petty cash disbursement/ advance may be made up to Tk 10,000 (Ten thousand) on the basis of approved purchase requisition subject to settlement of advance within ten days of procurement. All advances must be settled/ adjusted within calendar month.

IV. Cash should be handled by the cashier or other designated person. If they are absent or go on leave, the cash should be handled by the immediate superior official available with proper order of the higher authority.

V. Cash should be kept in strong safe under double lock system- one key with the cashier and the other with the accountant/ authorized officer. Duplicate/ extra keys are to be kept in the safe custody of highly responsible official, if necessary.

VI. Personal cash advance/ IOU should be strictly prohibited. Encashment of staff or third party cheque is also strictly prohibited.

VII. Acknowledgement money receipts should be issued on receipt of cash/ cheque/ Bank draft/ pay order from each party.

VIII. Daily cash in hand should be counted by the cashier after days transactions and agreed with closing balance as per books and checked by Accounts Manager/ In charge with initials and noting  in the cash book or other registers maintained for this purpose.

IX. It is necessary to update the cash transactions recording in the cash book daily. Daily transactions should be closed at 4.00 pm or other pre-determined hours (except for emergency situation) on all working days.

X. The management shall make surprise ‘Physical Cash Count’ of all cash in hand at the same time at least twice in a year. In addition, cash in hand should also be physically verified on the last day of the financial half year or with evidence of such cash verification daily signed by all concerned  including the external auditors if they are present and take part in the cash verification. The external auditors may also physically count the cash independently on the last day of the financial year, at any time during the year or at the time of audit which is after the close of the financial year after audit.

XI. Keep cash balance and cash in hand at the minimum level as may be fixed time to time according to volume of petty cash transaction of the organization.

XII. Cash requisition for day to day small payment shall be submitted to the appropriate authority/ authorized person at least 3-4 days advance for justification of cash indent and approval.

XIII. Cash requisition may be made up to maximum limit of the 100,000 (one lac). Petty cash requirement is estimated in consultation with the accountant/ in charge of the finance department

Authorized Signatures
The ED of the Foundation will sign all financial transactions and other related documents as approving authority.
The authorized person shall be added as joint signatory with the existing signatory, the ED, for any kind of transactions of more than taka 100,000 (one lac) (as per the decision of Board of Directors’).

Payment
The Foundation is to make payments to local parties by account payee cheques unless decided otherwise by the ED on request, in exceptional cases (if the parties do not maintain any bank account, emergency cash required by parties etc.).

For international transactions, telegraphic transfers, letter of credit or bank demand drafts are used for the payment.
Fund Transfer

GMark head office will transfer the requested budget to the foundations field offices under the designated account based on the monthly requirement. The Accounts Manager organizes the fund transfer from the mother Bank account to the Field Office Bank Accounts through banking channel.

Payment Procedure 

Sound financial and accounting system is the backbone of an organization. Soundness of a financial procedure depends primarily on an effective internal control system. To ensure optimum internal control one of the steps is to give in depth and thorough look into all financial and regulatory matters involved in a payment procedure. The persons responsible in the payment procedure to satisfy themselves that the system is in order and all the required formalities have been duly complied with needs to have sufficient time. But, sometimes they do not get enough time to check and examine all the papers, which is not helpful for the internal control system. To avoid any such situation and to strengthen the internal control system the payment procedure 

Should be as follows:

· Minimum time for payment of bill: Disbursement against any bill to be made within 7 (seven) working days from the date of receipt of the bills in the Accounts Department provided that there is no question left unanswered against the bill within this period. We also suggest bill register to be maintained strictly by all departments.

·  Minimum time for payment against advance: Minimum 2(two) days time to be given for payment against any advance to internal parties i.e. GMark staffs.

· Timing of disbursement of cheques to vendors: Cheques to be disbursed only once in a week.

· Emergency/Priority Cases: Any case that requires urgent payment should be given priority and should not fall under the scope of the steps mentioned above. However, to entertain any case on priority basis by Finance it will require concerned Component Head's recommendation and to be marked as-URGENT. 

Accounts 
Organization Accounts
The Foundation maintains books of accounts for the purpose of recording and reporting of each monetary transaction to concerned authorities.
Accounting Period
Financial year of the Foundation is 12 months of period from 1st January to 31st December in each year.   The balance is carried forward to the subsequent financial year.
In exceptional case, the accounts may be closed before the end of a financial year and reopened again for the balance period or new financial year.
Vouchering
Serialized vouchers are prepared on the prescribed format for each transaction or a group of transactions under  similar  account  head  duly  signed  by  the  Manager Accounts  and  countersigned  by  the ED. Input  of  data  into  the  accounting  software/manually maintained books of accounts  is  carried  out  on  the  basis  of  the  voucher.  Supporting documents are attached to each voucher.
Accounts Payable

As the Project follows accrual basis of accounting, the credit purchase or other liability is recorded. Accounts payable is basically for tax liability and outstanding expenses as on closing date of books of accounts.

Accounts Receivables

Advance payments, including Tax Deducted at Source, employee advance and other advances (if any),   payments due for the services already rendered to the clients are   considered   account receivables.
.

Bank Reconciliation

At the end of each month, while closing the monthly accounts, bank reconciliation is carried out for all bank accounts.

Advance

The organization pays advances to the employees and/or concerned parties as follows:
a.   IOU/Advance Cash Request: Following are the rules to draw cash in advance using the designated form of IOU Cash Advance Request available on the Foundations LAN under Shared/Common/Administration/Forms.

IOUs  can  be  issued  to  the  full  term (regular)  employees  GMark Foundation and  to  consultants  in exceptional  cases  (to  be  approved  by  the  ED)  to  execute  work  connected  to  the Foundation; In  general,  no  IOU  can  be  issued  unless  the  previous  one  is  cleared.

The IOU request must be sent to Finance minimum 2 days (48 hours) in advance, indicating the date  of  requested  cash  receipt;  (exceptions  can  be  made  for  drivers  who  are  assigned  to consecutive field trips);
The  IOU  needs  to  be  cleared/adjusted  within  10  (ten)  days  of  completion  of  such  work.  In specific cases the ED can decide to deduct overdue and not adjusted cash advances from the salary payment.

b.
Travel advance is paid to employees who are authorized to carry out official assignment outside the duty station. This advance includes, daily allowance, local travel cost and contingency (approved by ED)
c.
Procurement advance is paid to a supplier of goods required for the Organization as part of the dealing or if there is requirement for confirming an order with an advance payment (approved by ED).
Delegation of Authority & Signatures for the Operation account
The ED must sign all financial transactions and other related documents as the approving authority. The documents must bear the signature of the designated recommending authority.
In the absence of the ED, the person authorized by the ED for the purpose will be the approving authority.

The ED shall be able to withdraw funds from the existing current bank account of the company with single operation to the maximum limit of taka 100,000 (one lac) only.
The authorized person shall be added as joint signatory with the existing signatory, the ED, to withdraw an amount of more than taka 100,000 (one lac) for any kind of bank transactions (as per the decision of Executive Committee’).
Reporting documents

The organization is required to submit the following documents for the monthly closing of accounts within 15 working days of the following month and retain a set of the same for record for 10 years.

1. Receipts and Payments Account

2. Income and Expenditure Account

3. Balance Sheet

4. Bank reconciliation statements

5. Up to date Bank and Cash records

6. Copies of vouchers booked under transfer accounts

7. Necessary Notes to the financial statements

Backup of Data

Backup of financial data for computers must be done regularly.

Accounts Audit
Generally, the auditing contract is signed for one year and renewed within the first quarter of the new financial year for the current financial year. GMark can change the audit firm if necessary as required.
Audit
Audits on the accounts are carried out once a year i.e. after closing the books of accounts on 31st December. Conventionally, Auditor submits a draft Audited Accounts after completion of audit on the yearly accounts for discussion to avoid any errors and omission.

The auditor is responsible to submit a draft audit report to the management within 10 days after completion of audit.

Audit Report
Auditor submits a final report to the Company.
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*This above mentioned organogram shows current status of GMark. However, it is subject to change with respect to number and volume of projects at hand.

APPENDIX-2
EMPLOYMENT CONTRACT

	Between
	GMark Foundation

	
	

	and 
	 X EMPLOYEE

	
	July’10

	Appointment date:                                            
	


Preamble: 
The “Manual” and the “Code of Conduct” are integrated parts of this contract. The employee shall serve GMark Foundation faithfully and according to the best of her skills and abilities, and observe the directives, rules and regulations as provided in the “Manual”. 

Job Title: Project Officer
Duties and Competencies:  As per the attached job description 
Duty Station: Dhaka, requires travel to outside Dhaka for field work

Probation Period: Employee on fixed term appointment basis is required to undergo a probationary period of 3 months.  In exceptional cases the management may reduce or extend this period, which will be notified to the concerned employee in writing.

Working Hours: 

· 8 hours per day (excluding lunch) Saturday to Thursday except public holidays
· Unless on a field trip or visits, staff is expected to be in the office during fixed hours:  Between 8.30am to 5pm (including half an hour lunch time).

Holidays and Leave: 

Employees are entitled to be absent from work on annual public holidays as per the “List of Holidays” prepared by the Management every year. Employees are entitled to enjoy annual leave of 20 working days per year as approved by the Management. (See manual)

Salary and Promotion: 
The monthly gross salary is Taka -.Details are given on the attached page.

Promotion and salary increase shall be based on the employee’s performance. The management will conduct staff performance evaluation once a year.  The salary and performance evaluations must be kept confidential.

Bonus payment:
All full time employees are entitled to one month’s salary for each year of completed service (as per Manual), paid in two parts:½ to be paid on Eid-ul Fitre and ½ to be paid on Eid-ul-Azha

Staff belonging to other religious denominations (i.e., those who are not Muslims) may choose to be paid as above or on their major festivals, as agreed at the signing of the contract.

If the length of service of an employee is less than one year, this allowance is paid on pro-rata.

Termination of Contract:

Either party – GMark Foundation or the employee – may terminate the contract in writing (FTA only), subject to the following notice period: a) 1 week’s notice or 7 days’ salary during the probation period b) 1 months’ notice or 1 months’ salary payment during the first year of employment c) 2 months’ notice or 2 months’ salary payment after one year of employment. 

The employer can terminate the contract with immediate effect in case of big negligence such as stealing and damaging company properties. Reasons for termination without notice shall be according to local legislation.

Income tax payment:

It is the sole obligation of the employee to comply with the Bangladeshi laws for income taxes and the respective due payments. The employer will deduct the applicable tax from the monthly salary of the employee. 

Code of Conduct:

The undersigned employee explicitly confirms that the GMark Foundation ‘Code of Conduct’ has been explained and questions have been clarified. He agrees to the rules and values stipulated in the code of conduct.

On behalf of GMark Foundation 


The employer:  Md. Saifuddin Khaled                                 The employee:

Monthly Salary Sheet

           Monthly Basic salary:





             Taka 
       


Monthly Basic pays
(60%)


                                   Taka -

Housing allowance
(30%)


                                   Taka   -
   Transportation allowance
(7.5%)


                                  Taka

          

Medical Allowance

(2.5%)


                                  Taka 

             

Monthly Gross Salary





                    Taka 
-
On behalf of GMark Foundation
The employer: 
The employee:

APPENDIX-3

Job Description Format

Job Title: Project Officer
Responsibilities include
Planning and Implementation

· Develop tools for study and also for assessing the markets.

· Conduct market surveys for market analysis.

· Analyze the information and constraints gathered from the market studies.

· Identify constraints and opportunities of selected markets.

· Design and formulate market strategies.
· Conduct Validation workshop and Focus Group Discussions (FGDs) with local professionals, consultants and markets.

· Select GMarks (service providers) for implementing the programs.

· Develop ToRs for consultants, market research firms, service providers who will be contracted to assist with the markets.

· Coordinate and support activities at field level.

· Assist management in over all project implementation.

· Explore new opportunities in relevant fields 

· Develop Project related plans.
 Monitoring, Documentation and Evaluation

· Design, establish and maintain a system of monitoring and evaluation (M&E) for the projects and organization.

· Prepare logical frame work and impact logics for interventions of selected markets.

· Prepare monthly market letters of different markets

· Prepare small cases on different issues of the markets.

Liaisons and Linkages

· Develop working relationships with concerned departments, agencies, market actors, different associations, GMarks and stakeholders

· Organize discussion meetings, workshops, trade shows, and fairs methodically with them as and when necessary for exchanging experiences, views and to generate public interest.

Training:

· Act as a team member in assessing training needs of different actors.
· Planning and supervision of training program.
· Assist in preparing training module.
· Provide training for project development.
Finance and Accounts

· Assist management in budget preparation and reviewing of expenditure reports.
· Prepare monthly budget for the markets.
· Prepare expenditure reports.

Job Title: Sr.Project Officer
Responsibilities include;

	Planning and Implementation


	· Develop tools for study and also for assessing the programs.

· Conduct surveys .
· Analyze the information and constraints gathered from the market and socio-economic studies.

· Design and formulate program strategies.

· Conduct Validation workshop and Focus Group Discussions (FGDs) with local professionals, consultants and markets.

· Select GMarks (service providers) for implementing the programs.
· Develop ToRs for consultants, market research firms, service providers who will be contracted to assist with the markets.

· Coordinate and support activities at field level.

· Assist management in over all project implementation.

· Explore new opportunities in relevant fields 

· Develop project plans, concept notes and project proposals.

	Monitoring,

Documentation & Evaluation


	· Assist M& E Coordinator to develop appropriate monitoring and evaluation (M&E) systems, indicators and tools to enable use of information for decision making 

· Assist M & E Coordinator to oversee the implementation of M&E systems and tools

· Disseminate monitoring and evaluation data and reports internally and externally

· Assist M & E Coordinator to build the capacity of staff and peer educators in M&E data collection, analysis, interpretation and use of data for decision making

· Keep records of all the projects under different heads and maintain regular updates.

· Produce periodic and specific reports for different projects as required.

	Promotion, publication and Public Relations:


	· Plan, design and develop effective community based Information, Education, Communications (IEC) materials (printed and audio-visual).

· Ensure reflection of customers’ expectation in all promotional materials.

· Participate in program promotion focusing organizational policies (with GMark network GMarks of concerned departments, agencies, market actors, different associations, NGOs, GOs and other stakeholders).

· Organize discussion meetings, workshops, trade shows, and fairs methodically with them as and when necessary for exchanging experiences, views and to generate public interest

·  Planning and coordinating publication of in-house publications.


Job Title: Admin Officer

Responsibilities include

Administrative
· Supervise and ensure appropriate maintenance of filing system,

· Maintain administrative records including inventory of equipment, appliances and furniture.

· Administer employment agreements.

· Maintain the leave management system.

· Supervise and ensure appropriate maintenance of communications systems (telephone, internet, LAN etc.)

· Arrange and maintain communication with internal and external people through communication means (telephone, email etc.)
· Oversee arrangements to facilitate travel for the staff members, obtain visas, airline reservations, hotel booking and travel advances etc.

· Facilitate the arrival/departure of staff, official visitors, including arrangements for local transportation and hotel accommodation.

· Supervise the tasks of support staff.

Liaisons

· Maintain liaison with project GMarks as well as different stakeholders and media agencies.

· Organize discussion meetings, workshops and fairs methodically with them as and when necessary for exchanging experiences and views.
Program Management

· Assist management in planning and coordinating implementation of the projects/programs. 

· Assist core team in preparing different research tools, conducting market surveys, analyzing market information.

· Assist core team in preparing different reports.

Job Title:  Accounts Officer

Responsibilities include

· Supervise and administer financial system, so as to ensure that finances are sustained in a timely and accurate manner.
· Maintain proper accounting system for the organization.
· Creation of budget, implementation of financial procedures and policies, supervising cash reserves, monitoring investment, creation and conciliation of bank statements.
· Administrating the system of purchase order, issue check, create balance sheets and prepare income statements.
· Preserve the accounts receivable and accounts payable systems, so as to guarantee accurate and entire records of each monetary transaction. 
· Assure and conserve funds, conciliate accounts payable, put in order journal sum-ups, conciliate accounts receivables, and issue receipts.
· Supervise the records and files of employees, so as to make sure that accurate allowances and advantages are offered to them.
· Work with internal and external auditors Assist with the annual audit.
· Maintain petty cash regularly (receiving and filing vouchers of each transaction).
· Prepare monthly staff salaries.
· Maintain and Prepare monthly financial statement and expenditure reports.
· Prepare bi-monthly invoices for the clients.
· Deal with banks for smooth transaction and transfer of fund.
Reserve Clause

GMark reserves the right to add, amend, or delete entries in this Personnel Manual, as and when deemed necessary.
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