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9
Introduction

This extract from the main Financial Procedures Manual for the Project became necessary in view of the peculiarity of the STEP B Project and the requirements for reporting by the National Project Secretariat, the Regulatory Agencies and the Post Basic Educational Institutions.

It is strongly advised that the main Financial Procedures Manual be taken together with this extract i.e. one should not be read in isolation. The extract should also form part of initial training for up-coming beneficiaries of the Grant.

Please note that in requesting for 2nd and subsequent tranches, the following shall be prepared and forwarded to the National Project Secretariat

i. Letter of application 

ii. SOE report showing how the previous tranche was expended

iii. Bank statements

iv. Internal audit report for the period
v. Summary of project total budget and amount received to date of request

vi. Cash flow projection showing the need for funds in the ensuing period

vii. Any other documents as shall be prescribed by the NPS from time to time

BANK ACCOUNTS

1 This section should be read together with section 60 of the Financial Procedures Manual.
2 A STEP B Project account shall be opened in a designated commercial bank that is as close to the Project as possible.

3 There shall be two (2) signatories with one each from Category A and Category B. Each category shall have a maximum of 2 people.

4 Category A

i) The Project Manager (first signatory)

ii) Director PPM & R/Vice Chancellor/Rector/Provost/Principal or their designates (alternate signatory)

iii) Where the Director/Vice Chancellor/Rector/Provost/Principal is the Project Manager, the deputy becomes the alternate signatory

5 Category B

i) The Project Finance Officer (first signatory)

ii) The Director (Finance and Admin)/Bursar/Head of Accounts (alternate signatory)

iii) Where the Bursar/Head of Accounts is the Project Finance Officer, the Deputy/Assistant becomes the alternate signatory)

6 All the above information together with the supporting documents shall be made available to the National Project Secretariat as quickly as possible i.e.

a) Name and address of the bank

b) Names of officials in each signature category showing designation, category   specimen signature and passport size photographs of the officials
     6b
Please Note:
Any cheque or money received by the Project from the National Project Secretariat or other sources MUST be deposited into the Project Bank Account as quickly as possible at least not more than 2 days when such cheque or money is received after close of bank on Friday.
FUND DISBURSEMENT

7 Requests for payment must be initiated by the budget holder for example, the Procurement officer, and approved by the Project Manager before it is sent to accounts for payment.

8 The PFO shall check these documents to ensure that

i) The proposed expenditure is eligible

ii) Funds are available and expenditure within approved project budget

iii) It has been properly authorized for payment

iv) The Bank’s No Objection (where necessary) has been obtained
9 A payment voucher is then raised by the PFO ensuring that all necessary information like date, name of payee, amount in figures and in words, description of the transaction etc are provided in the payment voucher.
10 A cheque is prepared in favour of the beneficiary and the PFO signs his/her portion of the PV and the cheque and forward to the Project Manager
11 The Project Manager shall sign both the payment voucher and the cheque simultaneously before returning them to the PFO. The turnaround time for settlement of invoices shall not exceed 6 working days
12 Before releasing the cheque to the payee, the PFO shall ensure that the beneficiary signs the PV and the cheque issue register 

13 An official receipt shall be obtained for all payments. Please note that computer generated receipts, Photostat copies or sales invoice is not an alternative to the official receipt 

ACCOUNTING SYSTEMS AND RECORDS

14 Project Finance Officers must ensure they update their knowledge of the following important items to be able to account for project funds properly

· Bookkeeping

· Accounting

· Asset

· Liability

· Journal

· Ledger (general ledger)

· Debit

· Credit

· Double entry

· Financial statements

· Chart of accounts

· Budget

15 Why Keep Records?

· Monitor progress of project activities

· Prepare financial statements and report
· Statement of receipts and payments

· Balance sheet showing assets and accumulated funds

· SOE report and other reports required by the NPS

· Identify sources of revenue from IDA and government/institution support funds

· Keep track of project expenditures

16 BASIC REQUIREMENTS

i. Grantee must report quarterly on use of grant funds

ii. Report must also be prepared each time there is request for 2nd and subsequent tranches

iii. Grantee must use funds only for the purpose intended

17 RECORDS

· Grantee must keep records showing use of grant funds

· Keep for 5 years from close of grant

· Have available for IDA or government/parent institutions

· Grantee must have supporting documentation showing use of grant funds
18 KINDS OFRECORD TO KEEP

Use accounting method that clearly shows revenues and expenses 

· Cash basis of accounting should be adopted

· Keep separate records for each project

· Maintain vote book to avoid comingling of funds and cross spending of one project fund for another

· Include summary of transactions

· Journals

· Ledgers

· Chequebook main source of entries

· Supporting documentation

19 BOOKKEEPING

Maintaining records of the financial transactions of the project including;

· Details and copies of invoices and receipts

· Bank statements and bank reconciliation statements

· Other paper work required for accounting purpose

Task of recording amounts, details and sources of all project revenues and expenditures

Starting point of accounting process

20 ACCOUNTING 

i. A system that provides quantitative information about finance

ii. A bookkeeper’s chronological list of related debits and credits. Forms part of a ledger of accounts

iii. Tracking project receipts & payments and using these numbers to answer specific questions about the financial status and use of project funds to achieve project development objectives

iv. The overall process of identifying, measuring, recording, interpreting and communicating the results of project economic activity

21 ASSETS
These are items of value owned by the project

i. Assets can be classified into current and fixed assets
ii. Current assets are those that can be easily converted to cash such as

(a) Bank accounts

(b) Imperest account

(c) Unutilized cash advance

Iii
Fixed assets are those that are intended to be used for a longer term period in the operation of the project such as

a) Project vehicles

b) Office equipment

c) Furniture and fittings

Iv
project fixed assets are however not depreciated for the fact that cash basis of accounting is adopted and because there is no project income against which the depreciation could be charged

22 LIABILITY

· Amount owed for;

i. Item received

ii. Services rendered

iii. Expenses incurred

iv. Assets acquired

· An obligation of the project that must be settled in the future by 

i. Transfer of assets 

ii. Provision of services

iii. Assignment of future economic benefit

· PLEASE NOTE:
As a result of the adoption of the cash basis of accounting, liability will NOT be recorded in the financial report. Liability (if any) shall be disclosed by way of notes to the accounts

23 CHARTS OF ACCOUNTS

a. Listing of accounts in a financial system

i. Generally uses alphanumeric characters to designate the transactions that comprise the:

· Balance sheet

· Income statement
b
Used as basis for preparing financial reports from an accounting system

c
Chart of accounts for use of regulatory agencies and Post Basic Educational Institutions are as shown below

d
10300

IDA Grant Account


10900

Currency Revaluation Reserve

12110

Unclaimed Allowances


12453

VAT Deductions


12454

Withholding Tax


20101

Civil Works


20103

Equipment


20104

Furniture and Fittings


20105

Motor Vehicles


20121

National Consultancy Services


20122

International Consultancy Services


20123

Local Training


20124

Overseas Training


20125

Workshops


20126

Audit Fees


20201

Institutional Awards Expenditure

20202

Partnership Awards Expenditure

20203

Innovators of Tomorrow Expenditure

20204

Teaching and Learning Grant Expenditure

20205

Grants to Centers of Excellence Expenditure

20206

Supporting Sector-Wide Initiatives Expenditure

20300

Operating Expenses



20300-001
Maintenance of civil works



20300-002
Operations/Maintenance of equipment



20300-003
Maintenance of furniture



20300-004
Fax/Telephone



20300-005
Postage & Courier services



20300-006
e-mail & internet services



20300-007
Utilities (electricity & water)



20300-008
Photocopiers/computer paper/consumables



20300-009
Other stationeries



20300-010
Advertisement/Publicity



20300-011
Entertainment



20300-012
Donations



20300-013
Rent of office buildings



20300-014
Insurance – vehicles

-

20300-015
Insurance – fire & burglary


20300-016
Security expenses



20300-017
Books & periodicals subscriptions



20300-018
Legal Fees & expenses



20300-019
Media expenses



20300-020
Stationery & Printing 


20300-021
Operations & maintenance of vehicles


20300-022
Travel expenses



20300-023
Other taxes



20300-024
Bank charges



20300-025
Fuel & Lubricants – PMS



20300-026
Fuel & Lubricants – AGO



20300-027
Fuel & Lubricants – Generator



20300-028
Transport – Local Running




20300-029
Salary

30101
General Stores

31211
Staff Advances



31211-001
Project Manager – Please insert name



31211-002
Procurement Officer – ditto



31211-003
Project Finance Officer – ditto



31211-004
Monitoring & Evaluation Officer – ditto
31212
Imperest Account

31301
Interest Receivable

32101
Grant Account

32201
Counterpart Fund Account

32401
Interest (CP & DD/A) Account

90910
Gain/Loss from Exchange Rate Difference

24 GRANT REPORTING

i 
Reporting the use of project funds should be done in line with the chart of accounts in 23 above
ii
Grant funds should be accumulated from the beginning of the project to the end of the project

iii
Separate report should be prepared for each project

iv
The format below should be adopted in the report

v
Reporting for the use of Grant Funds should be forwarded to the National Project Secretariat every quarter.

vi
These quarterly reports should reach the NPS not later than 15 days following the end of the quarter being reported. 

                                        SOE FORMAT 

            Name of Agency/PBEI --------------------------------------------

SOE Report for the quarter ended----------------------------------
	S/NO
	Date
	Detail description of Transaction
	PV No*
	Amount N
	E-Payment  Unique Ref
	NO OBJECTION Date (if any)

	1
	1/09/09
	Transport to/from the bank
	01
	400
	NA
	NA

	2
	15/09/09
	Training at LBS
	02
	329,000
	FB/01
	10/09/09

	Etc
	etc
	etc
	etc
	etc
	etc
	etc

	**Continue every Quarter
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	


 FORMAT FOR RECEIPT AND PAYMENY ACCOUNT
Name of Institution/PBEI -----------------------------------------
RECEIPT AND PAYMENT ACCOUNT FOR THE QUARTER ENDED-------------
	Account CODE
	Description
	Previous Period Balance (N)
	Current Period

          (N)
	Cumulative

         (N)

	
	RECEIPTS
	
	
	

	10300
	IDA Grant 
	xx
	xx
	xx

	32201
	INSTITUTION CONTRIBUTION
	xx
	xx
	xx

	90911
	BIDDING FEES
	xx
	xx
	xx

	90912etc
	OTHER 

INCOME(specify)
	xx
	xx
	xx

	
	TOTAL
	xx
	xx
	xx

	
	LESS: PAYMENTS
	
	
	

	20103
	Equipment
	xx
	xx
	xx

	20104
	Furniture & Fittings
	xx
	xx
	xx

	20105
	Motor Vehicles
	xx
	xx
	xx

	20123
	Local Training
	
	
	

	20125
	Workshops
	
	
	

	20300-004
	Fax/telephone
	
	
	

	20300-006
	E-mail& internet
	
	
	

	Etc
	Etc
	etc
	etc
	etc

	
	TOTAL 
	
	
	

	
	Excess of receipt over payments
	
	
	


FORMAT FOR BALANCE SHEET

25 Balance sheet showing project assets and accumulated funds at the reporting date should also be prepared as follows
26 Name of Project-------------------------------------
BALANCE SHEET AS AT ----------------------------





    Notes
Previous
Current
Cum 








Bal N

Bal N

Bal N

Development Capital Expenditure

1
        xx
        xx
     xx

Development Operating Expenditure
2
        xx    
        xx
     xx

Current Assets



3
        xx
        xx
     xx









       XX
       XX   
    XX
Financed By

Accumulated Funds


IDA Grant



4
        xx
        xx
     xx


Institution Contribution

5
        xx
        xx
     xx

Others 



6
        xx
        xx
     xx







       XX
       XX   
    XX


Project Manager
Signature & Date
Finance Officer
Signature & Date[image: image1.png]
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