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Introduction

This Financial Guidelines and Accounting Procedures manual was developed by the WIDEK Management in order to create guidelines on the policies and procedures governing the financial management of the WIDEK office in compliance with WIDEK policies and uniform practices.  It is the intention that this manual be used for several purposes:

a) As a comprehensive explanation, guideline and reference for staff regarding the policies and procedures of daily office operations and accounting methods. This will ensure that transactions of WIDEK are systematically recorded in the books of account in accordance with standards and guidelines issued by the National Board of Accountants and Auditors {NBAA}, and also in line with the laws prevailing in Tanzania.

b) As a means to orient new staff members to the policies and procedures of WIDEK financial management

c) As a demonstration to partner Organizations and public that WIDEK has a sound system of financial management in place

d) As a means to facilitate the review and modification of procedures and policies as required and communicating these modifications to the staff concerned

e) As a documentation of the overall internal control systems of WIDEK
All staff members are expected to comply with the provisions of this document.

This manual may be updated at any time throughout the life of the Organization in Tanzania.  Employees will be notified in writing of any amendments to policies and procedures.  A policy or procedure may be changed in consultation with the National Regional Administrative Committee.

An annual review of this manual shall be performed with all staff members to ensure that the policies and procedures are understood and reflect the desired practices.

Financial accounting

The financial accounting shall be organized in accordance with the principles of commercial ‘double entry book-keeping system”. The system allows the determination of annual surplus/deficit by two different methods:

{a}
The comparison of assets and liabilities at the end of the year, and determination of 

             a gain or loss of capital.

{b}
The compilation of costs {expenses} and revenues {receipts} during a year and 

determination of surplus or deficit {Income and Expenditure statement}

Financial activities

(i) Opening of accounts for all assets and liabilities with the values of the opening 

balance sheet

(ii) Coding and posting of business transactions in the Journal and General Ledger

(iii) Periodic {monthly/yearly} reconciliation/verification of the General Ledger 

accounts, Statements, physical stock etc.

(iv) Periodic arithmetical reconciliation of the General Ledger accounts with the 

Journals and preparation of monthly trial balances.

(v) Evaluation of assets and liabilities for the purpose of closing accounts

(vi) Preparation of the annual balance sheet, Income and Expenditure statements and 

Cash flow statement. and 

(vii) Preparation of financial reports and other analysis as may be required.

Closure of accounts

At WIDEK, the financial year-ends on 31 December at the end of each year, these accounts shall be closed and final accounts extracted.

1.
Cash Management

1.1 Bank Accounts

Bank accounts will be opened in the main ledger and all cash and cheques be deposited or transferred/received into the bank will be debited to these accounts. All cheques issued or transferred and bank charges will be credited to this account. Bank reconciliation must be prepared every month and all discrepancies rectified immediately. All cheques must be A/C PAYEE or order cheques.

· In order to limit the exposure of funds to currency fluctuations, WIDEK maintains at least two types of bank accounts; one bank accounts in US dollars and another the other in Tanzanian Shillings.

· Other bank accounts may be opened at the Programme Coordinator or Donor’s request. 

1.2
Cash Collections

These collections include monies in the form of cheque or cash paid in by debtors and other miscellaneous sources.

· The cashier receives cash/cheque collections and issues receipts.  If the cashier is unavailable, cash receipts should be signed by the employee receiving the funds on behalf of WIDEK. 

· Cash receipts in duplicate should be used when collections are made with one copy for the person paying in the funds and the other copy for WIDEK records kept by the Accountant.

· Funds received should subsequently be transferred to the Cashier.

· The Accountant will prepare a deposit slip for each transaction /each individual remittance

· A cashier will deposit all cheque and cash collections on the date of collection or on the following day for collections made after banking hours; the Accountant will assure that this is completed and receives the document from the bank that indicates the deposit was made

· The deposit slip and Cash Receipt voucher should be used to prepare the journal entry

· The Finance Manager will complete a spot check of various receipt items to assure that the receipt amounts from the Accountant are the same as the Cash Receipt voucher/deposit slip amounts; this will be completed on at least once a month

1.3
Cash Requests
A detailed request of projected expenditures is prepared showing line item projections.  WIDEK has a format for this procedure.

· The Cash Request form should be prepared by the accountant, reviewed by the Finance Manager and approved by the Programme Coordinator of WIDEK.

· Any discrepancy between the requested and received amounts should be followed at the bank as necessary.

· In addition, the account updates the journal/cashbook (Quickbooks) entries on a regular basis (daily) in order to assure that the actual cash balance is available upon request by the Finance Manager and the Programme Coordinator.

1.4
Transfers between the US Dollar and Tanzanian Shilling accounts

In order to limit the exposure of monies to currency fluctuations, WIDEK will maintain at least two accounts (one in US dollars and other in Tanzanian shillings)

· Transfers between accounts should be limited to twice a month and should be based on projected expenses for the succeeding two weeks

· At the time of each transfer, a spreadsheet will be completed in order to document the amount transferred from the US dollar account to the Tanzanian Shilling account (Completed by the accountant and reviewed by the Finance Manager).

· The exchange rate should be verified on the receipt from the bank by the accountant

· The amounts should be entered in both Cash Books (USD and Tsh) by journal entries by the Accountant

2.
Payments

A sound system of cash control requires that payments be made by cheque.  However drawing a cheque is not practical for minor expenditures or in the cases of emergency or where circumstances demand cash payments.  It thus becomes necessary to maintain a Petty Cash Fund.  The Management should continuously seek to reduce the necessity to make disbursements via Petty Cash on a regular basis.  The Management is required to encourage payments with vendors’ by way of cheque.  

2.1
Petty Cash Fund
A Petty Cash Fund is a fund established to meet minor and recurring expenses, which would not normally require the issuance of cheques.

Presently, the Administrative Manager is assigned the role of the Petty Cash Administrator.   The function cannot presently be assigned to another individual due to the size of the office. The assignment of this task will assure proper safeguarding of the Petty Cash funds without hampering the operations of the project.

As the number of staff increase this policy will be changed so that the role of Petty Cash Administrator is transferred to a staff member not directly involved in WIDEK’s financial record keeping.  

The following controls have been established to facilitate tight management of the petty cash accounts:

· The initial petty cash fund will be two hundred thousand shillings (Tsh 200,000).  This amount may be increased or reduced depending on the volume of transactions that will be assessed periodically by the Finance Manager and signed approval of the Programme Coordinator.

· The fund is established by the issuance of a cheque in the sum of two hundred thousand, which is the amount of the fund.  

· The entry required to establish the fund is to debit Petty Cash Fund and credit cash at the bank.

· Petty cash vouchers are prepared by the accountant and approved by the Finance Manager and the Programme Coordinator.

· Based on the approved petty cash payment voucher, the petty cashier effects the payment.

· After the payment is effected, the petty cashier stamps it “PAID”

· The petty cash holder records the paid vouchers in a Petty Cash register and prepares a petty cash summary replenishment.

· When disbursements are made from the Fund, the receipts/vouchers must be presented to the Accountant for review and entry into books of account.

· The Accountant prepares a voucher and a cheque for the total expended amount in the name of the Petty Cash holder.  The Accountant classifies and codes the expenses debiting the appropriate accounts and crediting cash at bank.

· Nor debit or credit entry is made in the petty cash account unless the level of the fund is increased or decreased.  In a memo, the Programme Coordinator will state the amount and the reason for any increase or decrease in petty cash. The Petty Cash fund record in Journal/cashbook shall remain at a constant level of 200,000 Tshs.    

· The Petty Cash Fund should be replenished only by cheque.  The cheque is written payable in the name of Cash and money collected from the bank by the Accountant.

· The physical record should be verified independently from the Journal/cashbook record. The Petty Cashier should at any one time have either cash or paid vouchers or a combination of the two each of which should equal the petty cash fund.

· The Finance Manager will conduct surprise cash counts (at least one time per month).  This spot check is documented each time to show a listing of the petty cash vouchers in the box plus the physical count- denominated by each piece of bill/coin (e.g. 30 bills of 1,000 Tshs equals 30,000 Tshs) with a total equal the amount of cash available.  The total of these two amounts must be 200,000 Tshs.  If there is a difference, this difference must be explained.  Finally, both the petty cashier and the Finance Manager sign the surprise check form.  A copy of this spot check may be provided to the Programme Coordinator upon request.  

· The Finance Manager and Programme Coordinator reviews the surprise cash count log at least quarterly to assure that monthly cheques occur and is encouraged to also perform surprise cash count at least once every six months.

· Pre-numbered Petty cash vouchers must be used.

· Payment from the petty cash fund must not exceed Tsh 50,000 for any single payment.

· The fund must be kept in the office safe in a locked cash box.

· The Finance Manager approves the replenishment vouchers to petty cash and the cheque is prepared for signatories.

· Replenishment of the petty cash fund should be requested before the balance is zero and usually not if the balance is above 25,000 T Shillings.  If this occurs, the Accountant will note the reasons for this request.

· The petty cash fund should not be mixed with other funds of money and should not be used for short-term loans for employees or officials.

2.2
Cheque payments
· Upon receiving the cheque books from the bank, it must be ascertained that all the leaves are intact.

· Tight security over the cheque books should be maintained and unused books kept in a locked safe under the responsibility of the National Treasurer.  The cheque book in use should be kept under lock and key.  

· The Finance Department will organize itself so as to make cheque payments only once a week.  Any additional emergency payments can be made with the approval of the Programme Coordinator.

· New cheques ordered must continue in a sequential order. 

· The Accountant initiates cheque payments by preparation of a payment voucher upon receipt of an invoice or approved request.

· Payment voucher is approved by Finance Manager and authorized by the Programme Coordinator

· The cheque is prepared by the Accountant or secretary.

· The cheques are signed by the authorized signatories.

· An authorized signatory may sign no blank cheques.

· Cheque photocopied by Accountant

· Cheque delivered or payee called to collect payment by the cashier.

· If the cheque is made to cash, the cashier goes to bank for the cash.

· Voucher, copy of cheque and invoice filed and payment recorded in G/L

· Once the cheque is prepared and signed, a photocopy is made of the cheque to attach to the payment voucher and invoice.  The invoice will be stamped “PAID” to indicate that payment has been made.

3.
Bank Reconciliation

· The Accountant completes the reconciliation of all bank accounts.  The Finance Manager reviews each reconciliation for approval by the Regional Treasurer. 

· Reconciliation may be made using QuickBooks or in any other approved format as soon as the statements are received from the bank.

· Bank reconciliations must be checked for correctness by reference to the source documents of items reported as outstanding.

· The Accountant must make immediate follow-up with the bank regarding missing Bank advice slips and/or deposits not cleared within a reasonable timely manner.

· Where the bank does not issue debit advices slips for instance, for the cost of cheque books and interest charges and other fees, such charges should be journalized from the bank statements and not carried from month to month as reconciling items.

· Unpresented cheques that have been outstanding for more than 6 months should be reversed upon investigation of the Finance Manager and approval of the National Treasurer.  The journal voucher of this transaction should state clearly the reason(s) the cheque was not cleared.  

4. 
Travel and per diem

4.1
General

WIDEK pays an allowance for meals and incidental expenses (M&IE) and for actual lodging costs up to a pre-determined maximum amount.  WIDEK employees are encouraged to use the least expensive acceptable accommodations, and must not exceed the rates in the Standardized Reimbursement Form with original hotel receipts attached.  WIDEK has adopted its own per diem rates for all travel within country for staff and consultants whose contract was generated in Tanzania. 

Per Diem compromises:

a)
Meals and incidental expenses (M&IE) are payable at rates specified in the per diem schedules which are updated regularly.  The maximum daily amount available for WIDEK Committee Members will receive 45,000/= Tanzania Shillings per day. WIDEK Management Staff and consultants is presently 35,000/= Tanzania Shillings per day.  For all other employees per Diems will be 25,000/= Tanzania shillings per day.  Volunteers (non-office bearers) will receive 30,000/= Tanzania shillings per day.  This rate will be reviewed on at least an annual basis;

The M&IE allowance is computed on a quarter-day basis (Midnight-6:00 AM, 6:01 AM-Noon, etc.)  If the hotel or hosts provide meals, then the MI&E per diem is broken down into:

Breakfast: 15%


Lunch: 25%

Dinner: 30%

Incidentals: 10%

b) Lodging which is based on actual receipts up to the maximum specified schedules approved by the Programme Coordinator.

c)  Reimbursable Expenses:  In general, incidental expenses should be covered by the M&IE rate.  However, there may be other substantial expenses that are not covered under M&IE, including the following:

· Actual costs of local travel—including taxi fares or other transportation required by WIDEK business, or other travel expenses not pre-paid before travel begins—as required by the authorized itinerary.

· Cost of additional luggage, when the employee is required to carry additional weight on WIDEK’s behalf.

· Privately-owned vehicle:  The use of a privately owned vehicle on official business will be reimbursed at the rate of Tsh 300 per km, plus toll charges and parking fees.  Charges for maintenance and repairs, gasoline, oil, depreciation, insurance, etc. are considered to be included in the mileage allowance.  

· Distances between points traveled will be taken from standard highway mileage guides, or by direct odometer reading.  

· Fees in connection with the issuance of passports, or visas, cost of photographs for passports, and charges for inoculation are reimbursable upon presentation of supporting bills. 

· Telephone, facsimile and cable charges for official messages while in travel status.

Employees receive reimbursement for travel expenses upon submission of the Travel Expense Reimbursement Worksheet.  Receipts are required for all expenditures claimed for reimbursement, and original receipts are required for lodging, transportation other itemized expenses.  

WIDEK staff engaged in fieldwork within the District of the headquarters will receive an allowance of 10,000/= per day.

4.2 Travel Authorizations, Advances and Reconciliations

· The traveler completes the Authorization of Official Travel form indicating the purpose of travel. 

· The traveler provides itinerary of the trip with dates to the Administrative Manager, Finance Manager and Programme Coordinator 

· The traveler should list the anticipated expenses and provide the total estimated cost of the trip and indicate the amount of money being requested in advance

· The completed form must be signed by the employee (consultant) traveling; reviewed by the Finance Manager; authorized by the supervisor or Programme Coordinator; and dated.

· The form is then submitted to the Accountant for disbursement of funds.  The Accountant assigns an authorization number to the form and keeps a log for all travel approved. The authorization number is used as a reference when entering into Journal/cashbook. 

· The traveler should liquidate the travel advance within seven days of return from the trip or before the next trip is undertaken, whichever is earlier. 

· The traveler will complete a Travel Reconciliation form to liquidate the advance. Receipts are stapled/glued to sheets of paper and attached  (If applicable attach airline receipt)

· Accountant passes journal voucher to record traveling expenses

· Any overpayments to the traveler must be reimbursed to WIDEK in cash or by cheque in order to clear their advance.

· Amounts WIDEK owes the traveler should be paid out to the traveler no later than two weeks after receipt of the travel reconciliation. Cheque vouchers for the payment prepared by Accountant and approved by Finance Manager and authorized  Programme Coordinator 

· Advances should not be paid out before traveler liquidates any outstanding advances.

· Unpaid advances shall be deducted from the individual’s payroll at the discretion of the Programme Coordinator.

· The Finance Manager monitors any aging balances and reports the status to the Programme Coordinator on a monthly basis. 

· All reports, receipts and vouchers filed by Accountant

5.
Staff Salaries
· Payment of staff salaries represents the net salaries and wages obtained after the gross pay has been reduced by all payroll deductions such as income tax and advances.

· Salary rates are determined based on the WIDEK Payroll Scale

· Salary payment is effected by direct deposit to the individual employee’s bank accounts upon submission of signed and approved time sheet.  Cash payments of salary will be made to those employees receiving less than Tsh 80,000/month due to the difficulties of opening and maintaining bank accounts

· Entries in the books of accounts are made through the Quick books payroll function.

· The payroll is approved by the Finance Manager or the duly designated assignee and authorized by the PROGRAMME COORDINATOR.

· A definite procedure of notification of changes to the payroll must be followed when an employee is hired or released.

· The payroll should be examined to verify the names of the employees.

· All increases in pay rates must be properly authorized by the PROGRAMME COORDINATOR and applied in a timely manner in order to avoid retroactive tax payments.

· Monthly income tax deductions should be remitted promptly to the Tax authorities.

6.
Procurement

Procurement includes purchases of fixed assets, training supplies, office supplies, services for consultancies, office and vehicle maintenance/repairs.  All procurements should state clearly the goals/specifications for the purchase completed by the individual requesting the item or service (this is usually in the form of a internal requisition or a memo from the PROGRAMME COORDINATOR).

6.1       General Procurement Steps

· The procurement of fixed assets may proceed after authorization by the Programme Coordinator using pre-numbered purchase orders (a record of purchase orders should be kept by the Accountant)

· Pro forma invoices from at least three suppliers/vendors should be obtained for all purchases whose value exceeds US TZS 1Million for all procurement items.

· Oral quotes are recommended for amounts under TZS 1Million in cases of price uncertainty 

· The Accountant sends the same written request for bids to all of the suppliers.  These requests are based on predetermined specifications. 

· All pro forma invoices collected from suppliers must be collated, evaluated and filed.  A bid analysis is completed in order to provide written justification/documentation for the choice made (e.g. based on price, quality, warranties, discounts (cost savings), sole source etc.)

· For fixed assets, training and office supplies, a purchase order is required-completed by the Accountant, reviewed by the Finance Manager and approved by the Programme Coordinator

· For Office and Vehicle maintenance/repairs, a special form is completed by the Accountant, reviewed by the Finance Manager or Programme Coordinator and signed by the service provider.  This form includes an estimate of the cost agreed upon by both parties

· All purchases over TZS 1Million and paid invoices must be submitted to Tanzanian Revenue Authority for VAT reimbursement and/or exemption.  All other paid invoices under TZS 1Million will be submitted to the TRA upon arriving at a collective total of TZS 1Million or more for reimbursement of VAT paid.

· Property that is acquired for cash is recorded for the amount of cash paid.  However, all incidental payment outlays related to the purchase or its preparation for use such as transportation or installation should be added to the original cost in order to arrive at the final cost of the fixed assets.

· Fixed assets include all additional property received from WIDEK Headquarters

· All assets must not be sold or otherwise disposed of without the consent of WIDEK Board of Trustees.  

6.2 Consultants and Service Contracts

· For services by individuals in the form of a consultancy, WIDEK will seek competitive resources for the completion of these services and, hence, provide sole source justification in cases where only certain individuals are able to perform the necessary tasks for the project activities

· Consultants, trainers and partner institutions will be identified and recruited by the entire program staff.

· Staff person identifying the contractor will prepare the SOW and provide details of the contract to the Finance Manager

· Finance Manager prepares the contract for review by the Administrative Manager then to Programme Coordinator for approval 

· For consultancies, daily rates are based on their historical payments for work they have previously provided, experience and scope of work.

· Each consultant will provide a bio data sheet to provide a historical basis for their daily rate

· The information provided on the bio data sheets should be verified if the amounts seem unreasonable and on a spot check basis

· Invoices for reimbursement are checked against he conditions of the contract by the finance team.  All required taxes will be withheld from payment as required by the government of Tanzania.   

· Contracts are filed and maintained in individual contractor/consultant files by the Accountant and Finance Manager

6.3      Fixed Asset Register

Fixed Assets are defined as any non-expendable equipment of a value greater than TZS 1Million.

· All fixed assets will be inventoried, labeled and registered in a Fixed Asset Register database by the Storekeeper.  Items under the threshold of TZS 1Million may be recorded at the discretion of the Finance Manager 

· Accounting records maintained included information on asset name, location, name of supplier, funded source, appropriate funded source number (where applicable), date acquired, original cost, condition, additional cost and any other relevant details (e.g. serial numbers).

· A specific identification number must be written on the fixed asset.  The number series will begin with the name of organisation (WIDEK) and name of Donor, year purchased and actual asset number (e.g. WIDEK/FCS/2011/001)
· The numbers should be copied to the respective fixed Assets register

· Inventory of fixed assets should be taken annually, preferably at the end of the fiscal year, and submitted to WIDEK Headquarter
· The Accountant should perform periodic spot checks of inventory at least quarterly

· Adequate insurance coverage should be arranged for all fixed assets.

· Fixed assets should not be taken out of the office without prior authorization.  

· The assets registers should be updated for any acquisitions or disposals as they occur.  The register is maintained by the Storekeeper.

6.4
Stores

· The Storekeeper is responsible for recording and maintaining stores

· The Storekeeper completes and signs an internal purchase requisition for all purchases of supplies.  If the requisition results from another individual’s request, that individual will also sign the requisition. A copy of this requisition is given to the Accountant.

· The Accountant prepares purchase orders made out to the supplier for supply needs and based on the internal purchase requisitions.  The Finance Manager reviews these forms and the Programme Coordinator approves them.  A copy of the purchase order is form is kept in Finance. At the time of the review, the Finance Manager will compare the request with the budget to assure the purchase is within the limits of the budget

· Purchases should be made on a planned basis to control inventory levels and to obtain available discounts

· Collection of price quotations may not be necessary if the item is available only with a sole supplier

· The lowest price will be selected without unduly sacrificing quality

· Adequate records should be maintained in order to secure proper follow-up

· Goods received should be checked against purchase requisitions, purchase orders, and suppliers’ delivery notes and invoices by the Accountant.

· Any shortages or oversupply should be reported and the discrepancy should be followed up promptly by the Accountant.

· Damaged or missing items should be notified to the supplier immediately by the Accountant.

· At the end of the accounting period (monthly), the Accountant with the Storekeeper should perform an inventory check should be made by counting the stores items.  If there is any discrepancy, proper investigation should be carried out and the appropriate recovery action taken and the necessary adjustments made.

· The Accountant or Finance Manager should also perform periodic surprise check on a regular basis.

· Stores and materials required for a specific event or activity, such as a training workshop, should be procured separately, for budgeting and inventory purposes.

· The Storekeeper will keep a log of available stores; a separate log will be kept for training supplies.  Both office supplies and training supplies will be kept in the same store location

· Safeguarding: The Storekeeper and Programme Coordinator will be the only individuals with access to the stores.  Apart from the stores, general supplies will be placed in an area in the office accessible to all staff. These supplies include envelopes, stationary, pens, paper clips and markers and those designated by the Storekeeper as regular consumable items.


This allocation of supplies between store and a general location will allow the control of office supplies while, at the same time, not limit the productivity of the office activities.  The Storekeeper will assure replenishment of both locations and will report any irregularities, possible overuse or proposed changes to the Programme Coordinator for any adjustments. 

7.
General Ledger

The General Ledger is the basis of all accounting information and every change in the financial position of WIDEK will be recorded in this book, the extent of detail depending on whether or not subsidiary statements are prepared. It is in this ledger that the double entry system is completed. Both computerized and manual accounting system will have to use a General Ledger for posting accounting transactions.

8. 
Reporting

8.1
Monthly Financial Reporting to Headquarters
· Accountant prepares cash request (Cash Expenditure Forecast) with input on cash need projections from program staff and Programme Coordinator.  This request will be sent to headquarters by close of business on Tuesday for a wire transfer that week

· Accountant collects bank statements from the bank at the end of the month

· Accountant passes journal vouchers for advance liquidation, sub-grantee advances and all other non cash transactions

· Accountant prepares bank reconciliation statements, approved by Finance Manager and Programme Coordinator

· Accountant exports G/L to Excel

· Accountant converts Tsh G/L into USD G/L

· Accountant prepares expense summary approved by Finance Manager

· Accountant prepares all reports in hard copy for approval by Programme Coordinator

· Accountant submits all electronic copies of reports to the Finance Manager by 5th of each month

· Accountant arranges for all vouchers, receipts and backup photocopied

· Payroll preparation and documentation prepared by Accountant and Finance Manager for approval by Programme Coordinator.  

· The Accountant will maintain the transactions on a daily basis to assure that the records are up to date and enter all transactions into (QuickBooks) during the course of the month

· At the close of each month the Accountant should generate the following reports:

· The Summary of Expenses

· The General Ledger of both the Tsh and US dollar accounts

· The Weighted Average Exchange rate calculation with monthly re-valuation of receivables

· Backup of Accounting Package Software (QuickBooks)

· Un-liquidated Obligations with a list of any other commitments

· Accrual of leave

· The reports backed by the supporting vouchers, copies of cheque and receipts; the Bank Reconciliation Statement; and a Cash Request should be reviewed by the Finance Manager and authorized by the Programme Coordinator.

· The Finance Manager will assure the completeness and orderliness of the documentation to be submitted to headquarters

· The authorized reports together with the time sheets should be submitted by courier to WIDEK no later than the 5th of the month subsequent to the reporting period along with an email with electronic copies of the above listed documents. Originals of all reports, vouchers and backup filed by 10th of each month by the Accountant.

· The Finance Manager will review the transactions on a weekly basis.

· The Office Assistant will make copies of these transactions on a weekly basis.

· Backups:  The Accountant will maintain a backup of QuickBooks on a daily basis on the Shared file network location.  Additional (at least two) backups will be made on a monthly basis and stored in a safe place outside of the office.  One of these copies would include the copy sent to HQ. 

8.2
  Quarterly Financial Reporting (Overall/ Per Donor)
· On receipt of the Financial Status Report.

8.3    Quarterly Programmatic Reporting to Board and Donors.

· All activities of the last three months are summarized based on predictions of planned activities as stated in the previous quarterly report.  All results and activities are reported or if not accomplished, justification given.  Each of these organized by Management Element.  Input provided by program officers and synthesized by Programme Coordinator.

· A summary of all results is prepared and organized by Administrative and Programmatic categories

· All deliverables (reports, documents, etc.) attached to report

Acknowledgement:

I have read the Financial Guidelines and Accounting Procedures and understand the contents:




Employee Printed Name

____________________________                                           ______________________

Employee Signature






Date

Revisions to these manuals should be proposed in writing to the Programme Coordinator for consideration at the National Executive Committee Meetings.  Amendments and/or updates will be prepared accordingly.  There will be an annual review of each manual.
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