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1.0  OVERVIEW OF ACCOUNTING AND PROCEDURES MANUAL 
 
1.1 Purpose 
 

PREVENT’s continued service depends on its ability to safeguard and                   
manage effectively and efficiently all donor funds (including locally                 
generated income) entrusted to it. Central to this goal is a sound structure of                           
financial management and control to maintain both integrity and confidence. 
 
This Manual describes the financial policies and procedures for ensuring                   
accountability on effective and efficient use of funds. The procedures are                     
aimed to give Management (including the Board of Directors) accurate,                   
complete and timely financial information. 

 
Any deviations from adhering to the procedures contained in this Manual by                       
PREVENT staff should be in writing and approved by the Executive Director. 

 
The implementation of this Manual is essential for the successful delivery of                       
PREVENT’s services as we conduct our activities morally, ethically, and in                     
the spirit of public accountability and transparency, and in conformity with                     
applicable laws and regulations and practices common with responsible                 
organizations.  

 
The principles and suggested procedures in the Manual reflect systems                   
currently in operation, or being implemented by PREVENT and those                   
expected to be adopted by its subpartners. 
 
This Manual has been designed to suit specifically the accounting and                     
financial management practices at PREVENT, and the general principles                 
and essential features are applicable to all resources no matter their source                       
(e.g. Cooperative Agreement from CDC, subaward with another partner, or                   
locally received funds). 

 
This Manual is not exhaustive but provides a framework for accounting and 
financial procedures within the organization. 

 
As circumstances and requirements change the manual should be reviewed 
and updated annually to take into account potential new donor regulations, 
tax law regulations, as well as new developments in the accountancy 
profession and changes in the organization. 
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1.2  Importance of Financial Accountability 
 

The ability to provide accurate, complete and timely financial information                   
enables compliance with the rules and regulations of donors and other                     
partners reporting requirements, as well as adhering to generally accepted                   
accounting principles (GAAP). This information also assists management to                 
plan and coordinate their programmes effectively. 
 
The guidance in this Manual should be used in conjunction with other                       
policies and procedures specified from respective donors.  

 
1.3  Scope 

 
This Manual should be used across the organization to guide the handling of                         
finance functions. It provides guidance on all financial procedures and                   
reporting requirements. 
 
The usefulness of any manual is in its applicability to provide guidance. As                         
the transactions of PREVENT evolve, diverse and increase, this Manual                   
must remain relevant, therefore it is critical that management ANNUALLY                   
review and revise this manual as needed. 

 
1.4  Cooperative Agreement Signing Authorities 
 

The Chairman or the Executive Director should sign all cooperative                   
agreements 

 
2.0  OVERVIEW OF THE FINANCE AND ACCOUNTING           
DEPARTMENT 
 
2.1  Financial Records 
 

Financial records include all source documents (budgets, invoices,               
vouchers, bank statements, credit advice, journals, cheques, receipts and                 
any other documents which serve as evidence of financial transactions). 
 

2.2      General Responsibilities 
 
PREVENT requires all of its employees to abide by the foregoing standards                       
of ethical behavior in their dealings with its suppliers, consultants, sub                     
grantees, subcontractors, and government. Employees of PREVENT should               
not solicit for any funds, gifts or any favours from a prospective vendor, sub                           
grantee or any other business partner. Attached as Appendix 1 to the                       
Manual is PREVENT’s ethics policy which ALL staff are required to sign on                         
an annual basis. (Copies of the signed ethics statements will be kept within                         
personnel files). 
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Staff are also required to report any violations of these standards to the                         
Executive Director and Board Finance Subcommittee.  

 
The Executive Director has overall authority and oversight of all funds. 
 
 
 

2.3 Finance and Accounting Responsibilities 
 

2.3.1  Finance /Operations Manager 
 

Please note: In absence of a designated Finance/Operations Manager, 
PREVENT may subcontract out with a licensed Accounting Firm for 
financial management assistance and if these services are 
subcontracted, all of the duties specified below will apply to the 
responsibilities of the subcontracted firm / individual.   

 
Primary functions 

 Ensure that the financial system runs properly in order to process financial                       
information and generate accurate reports. 

 Ensure that internal controls are enhanced and maintained at an acceptable                     
level, 

 Manage risks affecting PREVENT’s assets and make sure risks are                   
maintained at a lower level. 

 Ensure that financial policies, procedures and donor compliance               
requirements are adhered to expected standards  

 Ensure that internal and external financial reports are prepared and                   
disseminated within deadlines  

 Ensure there is enough cash on hand and vendors are paid promptly 
 Responsible for all aspects of cash management including:   
 Monitoring receivables, billing staff and collection of debt and managing                   

prepayments.  
 Lead, direct, mentor/coach, appraise and supervise the other finance staff 

 
2.3.2 Bookkeeper / Admin Assistant  

 
Primary functions 

 Ensure that payment package is complete and accurate before processing. 
 Ensure that charge codes are in agreement with Program Managers’                   

approval and the organization’s chart of accounts.  
 Ensure that vendors/Suppliers, Staff and Subrecipients’ cheques are               

prepared and paid on time.  
 Maintain petty cash ledger and prepare petty cash replenishment. 
 Prepare cash receipt voucher for cash collected and deposited to bank                     

account.  
 Ensure that copy of cash receipt and bank deposit must be attached with                         

the Cash Receipt voucher.  
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 Ensure that the Petty cash replenishment is prepared the moment the paid                       
cash is 75% of the cash float. 

 Prepare cash and check deposit slip and give it to the agent for banking on                             
a daily basis.  

 Cash collected from staff travel advances and other receipts must be                     
banked within the next business day.  

 Ensure that all cash at hand must be locked in a safe overnight and on                             
weekends. 

 Maintain safe ledger and keep the first key of the safe.Work closely with                         
Administrative officer on physical counting of assets, stocks and property.  

 Prepare a stock count report on a monthly basis 
 Manage the asset register 
 Prepare cash receipt vouchers. 
 Retrieve documents needed for Audits 
 Ensure that soft copy and hard copy month end closing packages are filed                         

properly and done within the due dates 
 Ensure that data is posted on a daily basis, and that the financial information                           

is processed accurately and reliable reports are generated timely 
 Ensure that internal financial reports are generated accurately and                 

disseminated timely.  
 Perform systems analysis to identify any irregularities (such as wrong                   

posting) and propose immediate corrective actions to the finance manager 
 
2.4  Internal controls 
  

Internal accounting control consists of the PREVENT’s plan, procedures and                   
records to assure the reliability of financial reporting as well as safeguard                       
the assets of the organization. 
 
An effective internal control structure includes a series of                 
checksandbalances required for the appropriate recording and             
authorization of transactions and ensures that access to assets is limited to                       
authorized personnel. Each transaction should be divided into component                 
tasks completed by different staff members in order to increase the                     
likelihood of detecting unintentional errors and prevent misappropriation of                 
PREVENT’s assets.  

 
As an example, the person who approves vouchers for payment should not                       
prepare or sign cheques.  
 
The following chart includes other examples of the appropriate segregation                   
of duties:  

 
Finance Officer Who:  Should Not: 
*Prepares vouchers  *Approve Vouchers 
*Prepares Cheques  *Sign Cheques 
*Has access to Blank Cheques  *Post Payments 
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*Receives Cash  *Bank or deposit the cash receipts at the               
bank 

*Is responsible for the physical  *Perform the physical 
  security of Assets     inventory of Assets 
*Prepares Bank Deposits  *Reconcile Bank Accounts 
*Prepares payroll  *Distributes payroll payments 
*Maintains Driver Logs  *Monitor Fuel Usage 

 
The following four basic tests of completeness, validity, accuracy and                   
maintenance should be consistently applied to all transactions 
 

 
2.5 Completeness 
 

Each element of a transaction must be documented, approved and                   
recorded. 

For example: A cash payment to a worker requires the signature of the                         
worker or other proof as evidence of payment.  

 
2.6 Validity 
 

Is the disbursement made to a verifiable vendor or employee? 
Is there such tangible proof, such as a vendor’s receipt, purchased item, to                         
confirm that the item was received or the services performed? 

 
2.7 Accuracy 
 

Is the amount recorded as received or disbursed correct? 
Are all relevant charges recorded? 

 
2.8 Maintenance 
 

After a payment has been approved for payment and recorded, it should be                         
impossible to make changes, such as addition of a zero to the amount or                           
changing the payee name, or in deed using the same documents for other                         
double payments. All documents after use must be stamped PAID to avoid                       
reuse. 
 
Close supervision by the Finance/Operations Manager and oversight by the                   
Executive Director are vital to ensure that control systems are working and                       
that weaknesses are identified and corrected.  

 
3.0  FINANCIAL REPORTING 
 
3.1 Overview 
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Financial reports are summaries of the information found in financial records                     
for a given time period or as of a certain date. Financial reports also provide                             
information on the financial status of a project including project                   
income/costs, cash flows and trial balance. Financial reports may also                   
include sufficient background information to support the data included in                   
reports. 
 

3.2       Financial Transactions 
 

For the purposes of this Manual, a financial transaction is any occurrence,                       
which results in an inflow/outflow of funds or has any effect on the                         
organization’s assets and liabilities.  
 
All financial transactions will be accounted for accurately and properly. No                     
undisclosed or unrecorded funds or assets will be established or maintained                     
for any purpose. 
 
No borrowings on behalf of the organization are to be made from any                         
lending institution or individual without the prior written authorization                 
from the Board of Directors. 
 
For any cost to be allowable under specific grant agreements, the costs                       
must meet the following general criteria: 

 
a) Be reasonable for the performance of the grant agreement and allocable                     

thereto 
b) Be consistent with organizational policies and procedures 
c) Be determined in accordance with generally accepted accounting               

principles (GAAP) 
d) Conforms to any limitations or exclusions set forth in the principles or in                         

the agreement as to types or amount of cost items, and 
e) Be adequately supported and documented.  

 
A cost is reasonable if in its nature or amount it does not exceed that which                               
would be incurred by a prudent person under the circumstances prevailing                     
at the time the decision was made to incur the costs. In determining this, it                             
should consider whether the cost is of a type usually recognized as normal                         
and necessary for the organization’s operations. 

 
All costs incurred should be allocable to projects i.e. its activities or benefits                         
can be distributed reasonably to that specific project.  
 
Transactions processed using the respective source documents must be                 
stamped processed/paid to avoid duplication. 
 
PREVENT uses an accrual (preferred) or cash based accounting system to                     
recognize income and expenditure. 
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3.3 Procedures for Receiving Funds 
 
3.3.1 Objective of a Receipting System 
 

The objective of a receipting system is to ensure that all funds donated/collected                         
are fully accounted for in financial records and reported to the donors. 

 
3.3.2 Main strategies to Achieve the Objective 
 

In order to ensure that funds are fully accounted for in financial records, the                           
following strategies should be applied: 

 
a) Effective control of accounting documents (receipt books, cheque books). A                   

receipt book should be serially numbered and have three copies: 
1. Original goes to the payer 
2. The second copy is filed in Accounts department and  
3. The book copy remains as a permanent record. A receipt is a proof of                           

payment and payer should obtain one. 
 
*Attached as Appendix 2 to the Manual is PREVENTôs cash receipt slip which             
should be serially numbered and in triplicate.  
 
b) The cashier should receive all monies, issue a receipt for all funds received,                         

and reconcile all funds received with amounts to be banked the following day at                           
the end of each day. 

 
c) Cash disbursements must not be made from cash received. All cash received                       

must be banked and supported by an official bank deposit slip. 
 

d) Cash receipts should not be mixed up with the petty cash fund 
 

e) Strictly all receipts issued should be recorded and analyzed in the cash books                         
for onward posting to the ledgers at the end of each month. 

 
f) All bank transfers (direct credits) must be authorized by designated signatory                     

and should immediately be recorded in the cash book. Prompt recording and                       
analysis of receipts in the cash book shows up at the earliest point the levels of                               
funds received and allow spot check of cash on hand. 

 
g) All original documents should be systematically filed in box files and made                       

readily available for any prompt audit. The Finance/Operations Manager should                   
be fully responsible for this receipting system and should therefore check the                       
bank reconciliation to separate the duties to show transparency of the system. 

 
h) All receipt books should be recorded in a Register kept by the Bookkeeper.                         

Only the Bookkeeper will be responsible for the issuance of the receipt book for                           
use.  The Register should show: 
i) Serial numbers of each receipt book 
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ii) Date when receipt book received from the printer 
iii) Name and signature of staff entering the new receipt books into the                       
Register 
iv) Date the receipt book issued for use and 
v) Name and signature of staff requisitioning the receipt book for use. 

 
3.4       Procedures for Payments 
 
3.4.1 Objectives of Payment Procedures 
 

The objectives of a good payment procedure is to ensure that disbursement                       
of money is and can be proved to be legitimate and transparent and in                           
accordance with the budget. 
 
Accounts Staff should ensure that the details from the source documents                     
are processed correctly in the cashbook. Each disbursement will be                   
supported by: 
 
a) purchase requisition (see appendix 3 for example) 
b) purchase order (see appendix 4 for example) 
c) voucher authorizing payment signed by at least 2 authorized signatories 
d) completed cheque signed by authorized signatories 
e) supporting vendor’s invoice 
f) a receiving report and 
g) Other independent source materials. 
 

3.4.2 Strategies to Achieve a Good Payment Procedure 
 

The following strategies will be applied to achieve this objective: 
 
a) All payments should be authorised by the Executive Director. When an                     

invoice is received, it should be matched with the purchased order and                       
checked for calculations and depending on the correctness, a payment                   
voucher will be raised. The Finance Manager should ensure that all                     
procedures and checks have been followed and all supporting                 
documents attached before a payment voucher is sent to the Executive                     
Director for final authorisation. 

 
b) Before any payment is made, the Senior Finance Officer must ensure                     

that there are sufficient funds in the bank account. 
 
c) Payments should be posted promptly to the cash book and to the                       

general ledger. 
 
d) Paid vouchers represent an essential means of supporting and                 

explaining a payment as well as evidence that the necessary approval                     
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was given and procedures followed before making a payment and that                     
voucher number and order are available for future reference. 

 
There are two types of paid voucher, as follows: 

 
(i) Fully acquitted  These vouchers have all the necessary supporting                   

documents; and 
 

(ii) Not adequately acquitted  The vouchers which lack some of the                     
necessary supporting documents mentioned above. They should be               
kept and filed separately from the fully acquitted vouchers and                   
reviewed frequently to ensure that, in due course, all are fully                     
acquitted and filed. 

 
e) Additional documentary evidence will be required under d (ii) above for                     

such expenditure as workshop allowance, training allowance and field                 
visits.  Some of the evidence needed will include: 

 
(i) workshop allowance – signed attendance list, showing amount paid                

to each participant, names and Passport number of each participant; 
 
(ii) training allowance – name of training institute, rate per period and                    

amount paid to the candidate, duration of the course and Passport                     
number of the candidate; and 

 
(iii) field visits – authorised signature of the field visit by the Executive                      

Director, amount paid, name and Passport number of the traveler. It                     
is recommended that the amount be given to the officer traveling as a                         
travel advance to be accounted for on return. 

 
f) All vouchers should be filed sequentially and kept in a secure location.                       

The removal of payment vouchers from their files and the office in which                         
they are kept should be discouraged at all times. If it is necessary for a                             
payment voucher to be taken away it should be signed for in a register 

 
g) An additional safeguard is to only allow whole files to be taken and not                           

individual vouchers 
 
h) To good financial regulations, payment vouchers must be preserved for                   

a period of six years, or until audited, or in a court case, until the case                               
has been settled, if this is later than six years. 

 
3.4.3 Cheque Issuing 
 

Cheques should not be written until the payment voucher has been                     
authorised. The cheque should be entered in the cashbook at the time that                         
it is drawn. 
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The cheque should not be drawn unless the cash book indicates that funds                         
are available to meet it. It is illegal to make payments if funds are not                             
available. 
 
After the cheques have been signed they should be entered in the cheque                         
register which is maintained in cheque number order with columns, showing                     
the name of the payee, the amount, date drawn, name and signature of                         
person collecting it. 
 
The drawn cheque should be sent for signing with the payment voucher and                         
the supporting documents. 
 
They should always be two panels of cheque signatories: 
 
a) PANEL A  The Executive Director  
b) PANEL B  The Finance Manager or Bookkeeper  
 
Changes in authorized signatories require the approval by the Partner’s                   
highest level of authority. 
 
Notification of change of signatories (adding or removing) must be                   
communicated to the bank in writing, and the letter must state the reasons.                         
Copy of this letter will be kept in the project’s file for future verification. Copy                             
of all bank correspondence letters should bear the bank’s stamp (and date)                       
as a confirmation of receipt. 
 

3.5 Monthly financial reports 
The monthly financial reports will cover transactions on a period basis                     
starting on the first day and ending on the last day of each reporting period.  
The monthly financial reports currently include: 
a) cash book 
b) budget summary 
c) expenditure summary 
d) bank reconciliations 
 

3.5.1 Cash book  
Shows the dates, all the cheques in chronological order including cancelled                     
cheques, bank transfers, details of payment, amount of each receipt and                     
payments, running bank balance and extended columns for posting these                   
amounts according to the budget lines 
 

3.5.2 Budget summary  
Shows how much has been spent and how much is remaining for each                         
budget line item.  

 
3.5.3 Expenditure summary  
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Within five working days after the end of each month, accounts clerks                       
assigned to specific projects shall submit an expenditure summary to the                     
Accountant who will review them within 48 hours after which the specific                       
Bookkeeper will submit the reports to the programme manager and hold                     
discussions with them to make sure they understand it and also to look at                           
any expenditures that are likely to overrun the budget limit and to look at                           
activities where there has been no or low expenditure which can be an                         
indicator that certain budgeted activities are not being carried out.  

 
3.5.4 Bank reconciliations 

 
3 days after the bank statements are received, the accounts clerks assigned                       
to specific projects will finalise the accounts, do the bank reconciliation and                       
submit the bank reconciliations for checking and signing off. 
 

3.6       External reporting 
 

The accounting staff will be aware of all donor reporting requirements                       
including deadlines and will ensure that all such reports are submitted to the                         
Executive Director at least 5 days before the reporting deadline and are                       
ready to be submitted to the Donor. 

 
4.0  BANK ACCOUNTS  
 

All requests to open other bank accounts should be approved by the Board 
Chair and Executive Director.   
Each major donor should have a separate dedicated bank account. A                     
register of all the bank accounts should be maintained and kept up todate                         
by the Accountant.   It should have the following details:  
 
a) name of account 
b) name of bank 
c) date the account was established 
d) currency, account number 
e) interest/non interest bearing 
f) source of funds and 
g) Signatories and signing arrangements.  
 

4.1 Procedures to adhere to when performing bank reconciliations 
 

Bank reconciliations should be done on a monthly basis and these must be                         
duly signed for by at least two different people. 

 
Some of the normal standard routines to be followed regarding bank                     
reconciliations are as follows:  
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a) Ensure that all bank statements for each bank account are at hand                       
before attempting the reconciliations 

b) Details from the source documents are processed correctly in the cash                     
book to minimize time spent on the bank reconciliation 

c) References on the Cash book must be consistent with those that appear                       
on the source documents 

d) Journalize bank debits/credits in the same month they occur 
e) Review outstanding cheques older than three months 
f) Use reference appearing on the bank statement to crossreference                 

outstanding items on the reconciliation 
g) Investigate long standing items on the reconciliation and if necessary                   

write back items that are not likely to be cleared (Cheques that are                         
outstanding for more than 6 months are regarded as stale and must be                         
reversed) 

h) Once the reconciliations are complete, they should be signed off at least                       
by the Accountant, paying particular attention to long standing deposits                   
and cheques if any 

i) Bank statements must be filed together with the bank reconciliations 
j) Bank reconciliations should be written in ink and not pencil to minimize                       

erasure. 
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5.0  ACCOUNTING DOCUMENTS AND PROCEDURES 
 

The Bookkeeper will maintain the following accounting documents. 
 

5.1 Cheque Authorization Form 
 

There will be a cheque request form for each cheque that includes the                         
following information:  
 
1. Name of Payee 
2. Description 
3. Voucher number 
4. Cheque number 
5. Project Number to indicate which project(s) the cheque should be                   
charged  
6. Amount and the signature of the person collecting the cheque. 
 
The main purpose of the voucher system is to ensure there is a record in                             
place that provides evidence of which project checks are to be charged to,                         
that checks have been collected by the respective vendors and also to                       
satisfy donor requirements. 
 
An example of a cheque authorization form can be found in Appendix 3.  

 
6.0     PETTY CASH MANAGEMENT 
 
6.1 Overview 

 
Expenditure for small recurring items may be paid for from Petty Cash. A                         
member of staff shall be appointed at respective centres in consultation with                       
the Accountant to handle petty cash. Such an officer will be responsible for: 

 
a) Preparing the Petty Cash Voucher  
b) Maintaining a Petty Cash Register that records all petty cash                   

transactions 
c) Filing all supporting documentation for petty cash transactions 
d) Reimbursing the petty cash float 

 
Petty cash float of (Rs.100000.00) shall be clearly stated in the letter to the                           
official handling petty cash. 

 
The letter should indicate what items are authorized by PREVENT for the                       
particular program to be paid from petty cash and any prior authorization                       
needed for any disbursement, for example, Administration Petty cash                 
allowable items are: 
 
a) Daily newspapers 
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b) Tissues 
c) Sugar 
d) Tea leaves  
e) Soap etc. 

.  
Any expenditure that does not fall under the above mentioned categories                     
will have to receive prior authorization from the Accountant or his/her                     
designee.  
 
The Accountant should sign off all the above expenditure not requiring prior                       
authorization at the end of each day. 

 
Program managers or the Accountant should not be handling petty cash. 
 
An example of a petty cash voucher form can be found in Appendix 5 and                            
an example of a petty cash count for can be found in Appendix 6. 
 

6.2 Replenishing Petty Cash 
 

Petty Cash will be replenished for the exact amount of expenditure incurred                       
when more than 75% (organization can decide limit) of the petty cash float                         
has been spent. A cheque will be issued in the name of (name of petty cash                               
custodian) for the amount of replenishment submitted. 

 
 6.3 Petty cash management 
 

The Bookkeeper should ensure that all petty cash vouchers are sequentially                     
numbered and show the amount disbursed purpose of disbursement and                   
signed by both the Accountant and recipient.  
 
Receipts and any refunds to petty cash should be handed back to the                         
Bookkeeper within a day of the initial disbursement. Receipts and the                     
approved petty cash voucher should be attached together as evidence of                     
the transaction.  

 
The petty cash box should be kept in a safe place with access restricted and                             
only allowed to the responsible person. 

 
All petty cash documents i.e.: petty cash slips and invoices must be                       
cancelled with a “PAID” stamp 
 
Only payments less than 10% (organization can decide %) of petty cash                       
ceiling will be paid from petty cash. Any payment in excess of this amount                           
will be paid for by cheque. 

 
They should be no IOU in the petty cash box and if this occurs, the petty                               
cashier should be sternly warned in writing and dismissed on second                     
occurrence of the IOU in the cash box. 

17 
 



 
6.4 Unannounced Petty Cash Controls 
 

Spot checks (conducted at least 4 times a year) should be carried out by the                             
supervising officer, and any discrepancies should be explained. The spot                   
checks should verify the following: 
 
a) Petty cash float less (minus) any petty cash vouchers on hand should be                         

equal to petty cash available. Any discrepancies should be explained. 
b) The spot checks should include checking whether the vouchers have                   

proper authorization, proper necessary supporting documents and any               
reasons for non compliance or delay in compliance 

c) The Accountant also has the right to carryout these spot checks and                       
should do so at least twice a year. 

 
7.0 ACCOUNTING FOR IMPREST 

 
7.1 Definition of Imprest 
 

An Imprest is an amount of money advanced for a specific shortterm 
purpose which must be accounted for immediately that purpose has been 
satisfied. It is given to an officer rather than direct payment to supplier. 

 
7.2 Objective of Imprest Procedures 
 

To ensure that all amounts advanced for specific short term purposes are 
properly authorised, and promptly accounted for on completion of the 
activity. 

 
7.3  Main Strategies to Achieve the Objective 
 

In order to meet this objective the following strategies are recommended: 
 
a) Control over the issue of Imprest 
b) Appropriate retirement procedures 
c) Prompt and accurate accounting 
d) Control to ensure prompt retirement 

 
No person shall be issued with Imprest when there is another Imprest 
outstanding in her/his name. 
 
It is important that all expenditure is accounted for promptly and properly in 
full, and that an Imprest should be retired immediately its purpose has been 
fulfilled.  Consequently an individual should never have more than one 
Imprest outstanding against her/his name at one time. 

 
7.4  Appropriate Retirement Procedures 
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Imprest must be accounted for within 48 hours upon completion of the 
activity for which it was issued.  This process is known as retirement. 
 
There are three possible outcomes of the Imprest: 
 
a) The Imprest amount has been fully spent on the intended purpose 
b) The Imprest amount has only been partially spent on the intended 

purpose leaving a balance to be returned 
c) The Imprest holder has incurred more expense that the amount of the 

Imprest and is due an additional payment 
 

In all of these cases the retirement is through an Imprest retirement form, 
the purpose of which is to summarize the expenditure incurred against the 
original Imprest and the necessary approvals to the way that it has been 
utilized.   
 

7.5 Appropriate Retirement Procedures 
 
It is recommended that, in all cases, the Imprest retirement form is attached 
to a payment voucher and processed through the payment procedures. 
 
Where the Imprest is retired in full the payment voucher amount payable will 
be nil and the coding of the expenditure will be balanced. 
 
The accuracy of the recording is tested through the reconciliation of the 
impress ledger to the control account and the verification checks in the cash 
book and general ledger systems. 
 
In the sections above it was noted that an Imprest is an advance to an 
individual for a specific purpose, which must be accounted for on 
satisfactory completion of the activity. 
 
Imprest holders may be reluctant to retire an Imprest promptly, either 
because they owe a balance on it, or because they can’t be bothered to.  If 
the above systems are in place then the information is available to indicate 
those that have outstanding impress and action can be taken to encourage 
their retirement. 
 
The procedures to encourage this may include: 
 
a) Only one Imprest outstanding at any time  No Imprest to be awarded if 

there is an existing one outstanding.  Whilst this is a financial regulation 
its enforcement encourages the retirement of existing ones; 

b) Deduction from salary  If a special Imprest is not retired promptly, it 
should become a priority for payment from the next month’s salary, if 
possible being deducted in total.  If an Imprest is being recovered from 
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salary, no further imprest should be authorised until full recovery has 
been made. 

 
The Travel Advance Request is included in Appendix 10 and the Travel 
Expense Reconciliation is included in Appendix 11. 
 

8.0 PURCHASING/PROCUREMENT POLICY 
 

PREVENT’s Procurement Policy is based on the principle of assuring the                     
most cost efficient and rational use of resources for goods or services that                         
will best serve the organization in both the immediate and longterm. The                       
policy shall also ensure that procurements are conducted in a manner to                       
provide open and free competition to the maximum extent practical. Staff                     
should be alert to organizational conflicts of interest as well as                     
noncompetitive practices among vendors that may restrict or eliminate                 
competition or otherwise restrain trade. Awards should be made to the                     
bidder or offer or whose offer is responsive to the solicitation and is most                           
advantageous to the recipient with price, quality and other factors being                     
considered. 
 
Procedures to avoid unnecessary purchases or duplicative items should be                   
in place at all times. No employee or agent should participate in the                         
selection, award of a contract if a real or apparent conflict of interest is                           
involved. A conflict of interest originates when an employee or any member                       
of his/her immediate family, member of Board or associate, has some                     
interest, economical or not in the procurement in a specific business or                       
hiring the service of a particular person or business. The Project should                       
ensure that only contracts with responsible parties are made. While this                     
section is devoted to project purchases of goods or services via Accounts                       
Payable, this principle applies to all project transactions. 

 
Where a particular vendor has been selected as a preferred supplier based                       
on the most cost effective and efficient supplier, in terms of: quality,                       
capacity, timeliness and price competiveness, comparative invoices for               
exactly the same goods and services will compared on a yearly basis to                         
determine the eligibly of the preferred supplier. Normally, the bidder offering                     
the lowest bid will be selected as the supplier. However, if there are specific                           
reasons why the lowest bid is recommended, this justification needs to be                       
documented on the bid comparison. 
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For purchase between the local equivalent of Rs.50000.00, at least 3 oral                       
quotes must be obtained and documented, and include a detailed                   
description of name of providers, contact details and the exact description                     
for the products to be procured.  
 
For purchases over the local equivalent of Rs.500000.00, 3 written quotes                     
must be obtained and a Tender Selection Committee that should comprise                     
of at least someone from the user department, a finance person and the                         
procurement officer shall sit to choose the best quotation.  

 
The following documents for each procurement should be in place (Bid                     
Comparison Examples are attached in Appendix 7): 

 
a) Purchase request 
b) Appropriate number of estimates/quotes from different suppliers 
c) Purchase order 
d) Invoice 
e) Receipt 
 
Only goods and services specified in the approved budget can be procured.                       
Any other procurement will need written authorization from the Executive                   
Director and funding agency/donor where applicable. 
 
When competitive bids or offers are not obtained, justification for lack of                       
competition should be given. 
 

8.1  Purchase Requisition (PR)  
 

A Purchase Requisition, specifying the identified good(s) or service(s)                 
requested, must be completed by user officers and submitted to the                     
appropriate programme manager for approval. These will be later submitted                   
to the Accounts department with all appropriate supporting documentation                 
for payment.  
 

8.2 Purchase Order 
 

The approved Purchase Requisition and quotation from the selected                 
supplier are submitted to the Finance department for the completion of a                       
Purchase Order. The Original Purchase Order is submitted to the vendor to                       
confirm the order, as required. One copy is kept with the department that                         
made the order. A copy remains with the Accounts Office pending full                       
payment and delivery of the good(s) or service(s). Only after receipt and                       
inspection of the goods is the Purchase Order together with support                     
documentation (invoice, delivery note) submitted to the Accountant for full or                     
final payment. 
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8.3 Internet Banking Policies and Procedures 
 

Only users with signature authority can approve or release payments within 
the internet banking system up to the authority levels that have been 
assigned to them.  
 
In order to maintain a segregation of duties, all users must have individual 
user ids and passwords.  The duties for internet banking must be 
segregated as follows:  
 

1. The financial manager, who does not have signature authority on the bank 
account, must review all requests for payment. He/she should review all 
required documentation such as purchase order, requisition forms, vendor 
vouchers, etc. For salary payments, a list of employees and the amount of 
salary for each employee must be reviewed and signed by the Executive 
Director. The person who sets up the payments online cannot be the 
person responsible for reviewing the request for payments.  

2. Once the requests for payments have been reviewed, the Director, or the 
Deputy Director must approve each request.  

3. The financial assistant will be responsible for setting up the payments in the 
internet banking system.  

4. Someone with signature authority on the bank account will be responsible 
for approving and releasing the payments.  

5. The financial manger will be responsible for the monthly bank reconciliation 
which must be signed by the Executive Director 

 
 
 
 
 

 
8.4 Consultants and/or Independent Contractors 

 
 

Definition of Consultant 
 
A consultant is a self employed, independent contractor for whom 
PREVENT has no legal obligation to withhold taxes or pay benefits. 
Consultants are considered to be local contractors, rather than PREVENT 
employees, and as such are not eligible for payroll or regular employee 
benefits 

 
Hiring Process/Requirements 

 
Key consultants may be named, along with the daily rate and the scope of 
work (SOW), in the proposal and final contract between the PREVENT and 
the sponsoring organization. If the name of the consultant, daily rate and 
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scope of work are not stated explicitly in the contract, it may be necessary to 
request hiring approval from the funding organization before the entering 
into an agreement with the consultant (it is important to refer to the 
contractual arrangement with the donor to determine if approval is 
necessary). 

 
For consultants, a rate should be negotiated according to the terms and 
conditions of the contract and based on the information collected. The 
consultant daily rate will be based on factors such as previous earning 
history, market rate for comparable service, level of responsibility and 
complexity of assignment. A current and certified salary history must be 
provided by the candidate (see Appendix 15 for the 1420 salary history 
form). Generally, a 5% increase over a previously obtained rate is provided, 
if that consultant has worked at that rate for a significant amount of time, 
such as over 12 months. 

 
Once the consultant’s rate has been negotiated and approved, a consultant 
agreement and work order (see Appendix 13) stating the scope of work 
(see Appendix 14), duration of assignment, and daily rate of pay must be 
drafted and approved by the Executive Director. Consultants are not entitles 
to receive any rights, privileges, benefits, or allowances from PREVENT 
except as provided in the consultant agreement. 

 
The consultant agreement must be signed by both the consultant and the 
Executive Director 

 
Review/Approval Required 

 
If required by the donor, consultants must be approved by the sponsoring 
agency before being hired by the PREVENT. Approvals may also be 
required for consultant candidates, scopes of work, and/or daily rates. It is 
the Executive Directors responsibility to determine what approvals are 
required from the donor and ensure that they are secured in writing before 
the consultant can begin work 

 
Contracting and Payment Procedures 

 
Consultants are required to submit a fee payment request (or invoice) that 
specifies the number of hours worked each day, the approved daily or 
monthly rate, and the description of activities. The request (invoice) must be 
reviewed and approved by the Executive Director. PREVENT pays 
consultants in accordance with the terms and conditions of the agreement, 
typically up to a maximum of 8 hours per day and 5 days per week, unless 
otherwise authorised in writing by the donor and/or agreement with the 
donor. Please see Appendix 16 for fee payment request. 
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9.0  CASH RECEIPTS 
 
9.1 Cash /Cheque Received 

The Bookkeeper must issue a receipt to the person/organization for the                     
amount received on the reported date. The supervisors can check on the                       
receipting but will not be receipting or funds; 
 
Before depositing the funds received, the Bookkeeper needs to complete a                     
deposit slip 
 
The Accountant or any other supervisor he/she will appoint should check the                       
receipt book on an adhoc basis and match the cash, and check receipts with                           
the bank statements to ensure that all cash and checks are banked. 
 
A deposit slip or remittance advice will serve as the basic supporting                       
documentation that should be clipped together with the official duplicate                   
receipt for completing the monthly reconciliation.  
 
For incoming funds received via a bank transfer, the bank statement can be                         
used as the supporting documentation. 

 
10.0 RECEIPT OF GOODS AND PAYMENT 
 
10.1  Receipt of Goods 

A responsible officer shall be appointed by the programme manager in                     
consultation with the Accountant who should be responsible for receiving                   
Goods/orders and verifying delivery against the Purchase Order. All goods                   
received should be recorded in the goods received note. The goods                     
received note together with the purchase order will be passed to the                       
Finance Department for filing or payment. 
 

10.2  Payment 
 

The Executive Director should authorize all payment at/or in the Head Office                       
while the Branch Programmed Managers will authorize those at the                   
branches. 
 
The Bookkeeper prepares the Payment Voucher and allocates a voucher                   
number (which shall be the cheque number and they shall be filed                       
chronologically) upon verification that the original invoice represents the                 
correct information, the correct addition and conforms to the purchase order                     
and the delivery receipts from the supplier.  
 
Another staff member should check to ensure that details on the delivery                       
note, goods received note, purchase order and invoice all agree before                     
proceeding to prepare payment. To avoid the possibility of duplicating                   
payments all processed invoices will be stamped “Processed” or “PAID”. All                     
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