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i. Abbreviations and Acronyms
AET
African Education Trust

ALO
Administration and Logistics Officer

CFBT
Centre for British Teachers

DAF
Director of Administration and Finance

DFID
Department for International Development

DG
Director General

DN
Delivery Note

GRN
Goods Received Note

ECE          
Early Childhood Education

ESSP        
Education Sector Strategic Plan

EU         
European Union

HRD
Human Resource Department

ICDSEA
Integrated Capacity Development for Somalia Education Administration

ICT
Information Communication technology

MDG
Millennium Development Goal

MoE         
Ministry of Education

MRN
Material Requisition Note

NFE
Non Formal Education

NGO
Non Governmental Organizations
PC
Procurement Committee

PO
Purchase Order
PV
Payment Voucher

REO
Regional Education Officer

SNE
Special Education Needs

TA
Technical Advisor
TVET
Technical Vocational Education Training

ii. Preface
The National Constitution stipulates that Puntland shall endeavour to make education available to all and shall adopt policies aimed at ensuring that:

· Education is directed to the full development of the human personality and sense of dignity and strengthening the respect for human rights and fundamental freedom;
· Primary education is compulsory and available to all and it is the responsibility of the government to enforce participation; and 
· Fundamental education is encouraged or intensified as far as possible for those who have not received or completed their primary education.
The above aspirations cannot be achieved unless there is proper and efficient use of available resources. This Finance and Accounting Procedures Manual, is therefore prepared to guide the MoE in adopting best practices in financial management and accounting as well as promote transparent and accountable management of scarce resources.

The purpose of this finance and accounting and procedures manual is to embody in one unified form, details of accountancy records and systems, together with the associated documentation.  The manual will form the basis for initial training of new staff and for ongoing development of existing staff.  It will also provide a comprehensive reference of accountancy standards against which staff performance may be evaluated.  It will be used as a reference point and source of information for interested parties such as the Government, Development Partners and Auditors etc. 

This manual has been prepared to cater for the specific circumstances and requirements of the Ministry of Education.  The books of accounts, which are documented within this manual, have the following underlying objectives:-

1. They will enable adequate records to be maintained which will allow for the preparation of varied financial statements by management or for any other statutory purpose.

2. They will provide a system of control to secure the Ministry's annual budget, once agreed, and to monitor actual expenditure against budgets in all subsequent accounting periods.

3. They will provide a system of accountability and control of the Ministry's assets and liabilities.

This manual will provide a general guideline to all employees who will be involved in the accounting work of the Ministry and will be available to all those personnel in departments connected with finance and accounting. The manual will be reviewed from time to time to incorporate any new changes or delete any superseded sections. This manual is designed in such a way that it incorporates all the Ministry’s activities but remains as flexible as possible to accommodate future developments.

The implementation of this manual is the responsibility of the Director of Finance and Administration. 

1 Introduction
The overall goal of the MoE is the inclusive development of Education, that satisfies basic human needs in accordance with the MDGs while putting into consideration the cultural and spiritual values and attitudes of the people. It undertakes to develop knowledge and skills that will prepare and empower citizens to contribute to economic development of a healthy working nation through provision of quality holistic education. 
While the Puntland Government has played an integral role in coordinating and financing recurrent costs in the education sector, its budget of some 3% of overall government expenditure to the Ministry has been far from sufficient to finance its annual recurrent expenditure. Accordingly, a substantial level of donor support has enabled many of the vital projects and activities to take place. 
It is appreciated that each of our development partners has immensely contributed to and effectively participated in the holistic development of education in Puntland. Myriads of education projects have been supported and implemented successfully. And there has been an increasing trend in multi-donor programmes in recent years.  The main actors for the education sector are as follows:
· The Ministry of Education, based in Garowe, is composed of a Minister, 1 Deputy Minister, a Directorate General and seven Directorates with linkages to sub-national units. There is approximately 60 staff in the Central Ministry that include 5 Diaspora Technical Advisors, between 3-18 staff at the regional level, 1-2 staff at the District Level.  Some districts however have few to no staff;

· 8 Regional Offices including Regional Education Officers, 37 District Offices includes District Education Officers and Community level Education Councils;

· There are 543 primary schools served by 3,890 teachers, 228 non-formal education centres served by 886 teachers, 52 secondary schools served by 463 teachers and 28 TVET centres;

· There are 8 universities and 6 colleges;

· National and international NGOs finance and manage most of the non-Quranic schools in the country. The number of such schools is currently unknown.
To support the delivery of services to the Sector, the MoE has articulated the following vision and mission:
1.1 Vision
Quality education systems that guarantees and foster success for learners of all abilities 
1.2  Mission
To provide an enduring quality holistic education that responds to and recognises and realises the spiritual, cultural, intellectual, physical potential of all learners, enabling them to make fulfilling life choices – responsive to socio-economic conditions and environmental challenges
1.3 Basis of the Manual
The Financial and Accounting Procedures Manual provides guidance and instructions to MoE in the management of its financial affairs. It provides financial guidelines and internal controls necessary to effectively manage and safeguard the MoE’s assets.  

MoE maintains assets that are mainly composed of Cash, Vehicles, Equipment, Furniture and fittings etc. It is imperative that these assets are protected and that proper accounting with regard to the receipt, disbursement and/or adjustment of these assets is maintained. Also, the MoE has to make accurate decisions on the allocation of present resources and plan for future resource needs. For these reasons, it is important that all staff involved in financial management and implementation understand the financial system, policies and procedures to provide accurate and comparable financial information for the decision-making process.

All decisions with regard to financial issues are based, in part, on the accurate recording, classifying, summarising and reporting of the financial transactions. If financial policies and procedures are followed and accuracy is maintained, then it is possible to interpret the financial data supplied by the accounting staff and provide dependable information to the management for decision-making. 

The Ministry discharges this financial and accounting responsibility through the Directorate of finance and administration unit. In the next chapter we discuss the structure of the finance and administration unit.

2 Structure of the Administration and Finance Unit

The Administration and Finance Unit is under direction and the control of the Director of Administration and Finance (DAF). The DAF reports to the Director General. 

Within the administration and finance unit, administrative, logistics and procurement services are also performed. Directly under the DAF is the Chief Accountant with direct responsibility for budgeting, accounting and payment of salaries and wages, etc.  The Chief Accountant is the control person in financial activities of the project.  Central Office Accountants and Regional Accountants report directly to the Chief Accountant on their day-to-day work assignments. 

Overall the Chief Accountant ensures the proper management of the computerized accounting system (QuickBooks).  Each regional accountant will maintain his or her own set of financial records. Reports will be sent at the Central Office for consolidation and reporting. The administration section of the unit is be headed by an administration and logistics.  The Administration and logistics officer is responsible for logistics such as staff travel and vehicle maintenance. The directorate can be split into the following functional units:

· Finance  and Accounting
· Procurement 

· Information and Communication Technology (ICT)

· Administration and logistics
· Internal Audit
Finance and Accounting Unit
Finance and Accounting unit would be responsible for both budgets and accounting. The accounting section responsible for ensuring ensure proper maintenance of accounting records and preparation of financial reports for the MoE’s expenditure and receipts, government revenue and proceeds from external grants. The finance section would be responsible for the preparation of the Ministry budget. The detailed functions are:
· Control and management of the Ministry's expenditure as well as assets and liabilities;
· Receipt, control and accounting of all revenue including development partners funds;
· Maintenance of proper books and records of revenue, receipts and other funds.

· Preparation of annual accounts; and
· Ensuring effective cash management.
· Expenditure forecasts and monitoring; prioritization of projects and activities for the purpose of financial allocations in the budget;
· Oversight of commitment of funds and expenditure trends;
· Budget preparation, monitoring and reporting; and

· Financial management and control of voted funds.
Procurement Unit 

The procurement division’s main duties are to ensure that goods and services that support the running of the MoE’s internal functions are procured in time and at the best prices: The main functions of the unit are:
· Procurement of goods and services as per the laid down procedures and procurement manual;

· Maintenance of the inventory and distribution of procured goods;

· Disposal of unserviceable or obsolete goods and equipment in line with Government regulations;
· Ensuring that procurement of goods and services that support the internal running of the Ministry is efficiently undertaken.
Information and Communication Technology (ICT) Unit

The main function of this unit is to provide high quality, customer-focused Information Technology Services solutions to the MoE, citizens and other stakeholders who come to MoE for services. The Functions of the unit are:
· Developing and implementing an appropriate ICT policy for the Ministry.

· Advising the DG on matters related to ICT;
· Networking and spearheading the equipping of the entire Ministry with appropriate ICT facilities;
· Providing the necessary ICT interface between the Ministry and other Ministries, other Government Agencies and stakeholders;
· Offering technical advice on the procurement of the Ministry’s ICT equipment;
· Updating ICT in MoE so as to keep pace with technology developments;
· Ensuring optimal operation/use of ICT through training and other capacity building intervention; and
· Support the development and implementation of the Ministry’s communication strategy

Administration and Logistics Unit 

This division is charged with the responsibility of providing administrative support services to technical departments in the MoE, enforcing observance of government rules and regulations at the Ministry headquarters and also handling of a number of non-technical duties in the Ministry. Specifically, the division is responsible for the following duties:-

· Control of expenditure which falls under administrative services vote or allocation;
· Maintenance of a clean and safe working environment at MoE;
· Provision of transport services;
· Allocation of office space;
· Provision of telephone services;
· Provision of MoE Compound and offices security services;

· Ensuring smooth running of mail registry of the Ministry

· Coordination of boarding of obsolete MoE/government stores. 

In the following section we discuss the proposed duties of the staff of the unit.
2.1 Functional Structure

The following is the functional structure of the Administration and Finance unit.
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2.2 Organization Chart

The following is the organization structure of the Administration and Finance unit.
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2.3 Duties of the Admin and Finance Unit Staff 

The duties of the staff of the finance and administration unit are proposed as follows:
2.3.1 Director of Admin and Finance (DAF)
The DAF is the overall custodian of all project finances and books of accounts. The DAF is responsible for ensuring that project resources are employed in the best way possible for the benefit of the country.

The DAF is in charge of all employees dealing with accounting and finance matters of the Ministry. The DAF is therefore responsible for allocating such personnel to various levels of financial operations. The DAF is also responsible for administrative and logistic matters and discharges this responsibility through the Administration and Logistics Officer. The DAF reports to the Director General. The duties of the DAF include:

1. Overall responsibility of the finance and administration unit

2. Developing a suitable accounting system and procedures

3. Coordinating both internal and external audits

4. Coordinating the preparation of annual budgets and cash flow forecasts

5. Link between the Director General MoE and Ministry of Finance on matters related to financial management and reporting.

6. Safeguarding the Ministry’s assets and liabilities

7. Advise the Ministry and other stakeholders on all matters related to finance

8. Instituting control of revenue and other related procedures and systems

9. Maintaining adequate records to reflect the operations, resources and expenditures in respect of all activities and programs of the Ministry
10. Ensuring timely preparation of monthly Bank Reconciliation for all Bank Accounts

11. Ensuring that the implementation of the Financial and Accounting Procedures Manual and also ensuring it is updated on a regular basis.

12. Establishing and enhancing systems of internal control and ensuring compliance with the requirements of Government and development partners according to their principles.

13. Monitoring the financial management aspects of procurement.

14. Preparing financial statements and reports in accordance with the agreed timetable and in compliance with financial reporting requirements of Government and other stakeholders

15. Any other duties related to finance that may be assigned from time to time by the Director General
2.3.2 Chief Accountant

The Chief Accountant is responsible for the day-to-day finances and book keeping of the Ministry. The Chief Accountant reports to the DAF.  The duties of the Chief Accountant include:

1. Day to day financial administration of the accounts department
2. Preparation of budgets and forecasts
3. Preparation of financial statements
4. Supervision and training of Central Office Accountants and Regional Accountants

5. Maintaining registers for all assets of the Ministry
6. Control of all the accounting documents

7. Effective cash flow management
8. Payroll and benefits processing and payments

9. Preparation and submission of statutory returns in respect to Payroll and Withholding Taxes.

10. Co-ordinate and oversee implementation of both financial and non- financial systems of internal control

11. Expenditure tracking and control in line with the budget

12. Is responsible for recording, tracking, disbursing and accounting for all funds of the Ministry
13. Upon presentation of documents by the suppliers to effect payments
14. Any other duties that may be assigned from time to time by the DAF
2.3.3 Internal Auditor

The Internal Auditor will be responsible for the Internal Audit function of the project. The position reports to the DAF on functional responsibilities but has direct access to the Director General and the Minister. The duties of the Internal Auditor include the following:

1. To advise the Admin and Finance Unit on the soundness, adequacy and application of accounting and financial controls

2. To ascertain the extent of compliance with prescribed plans, policies and financial regulations and check the accuracy of accounts

3. To prepare audit programmes and present such programmes for approval by the Director General
4. To ensure that the internal audit function is effective to prevent errors, misappropriations, irregularities or fraud

5. To review the economy, efficiency and effectiveness of operations including non-financial controls

6. To advise the Director General on any weaknesses noticed in the executing of the daily tasks to promote efficiency, effectiveness and economy

7. To liaise with external auditors of the Ministry by providing information on all matters relating to the Ministry operations

8. To design appropriate internal controls for new and emerging functions

9. To conduct regular systems audits to ascertain the effectiveness of the existing internal controls and recommend improvements where necessary

10. To conduct special assignments as the need may arise and report accordingly

11. Review compliance with the laws, regulations, internal policies, directions and other requirements

12. Ensure compliance with existing financial and accounting policies and procedures for purposes of protecting the assets and proper conduct of operations

13. To prepare monthly reports on the findings arising from the work executed as per the approved internal audit program

14. To undertake any other duties related to internal audit as directed by the Director General or the DAF from time to time.

2.3.4 Central Office Accountants

The Central Office Accountants will be responsible for supporting the Chief Accountant discharge the financial and accounting responsibilities of the finance unit. They will be assigned specific functions but this could be re-assigned as pressure of work demands. The Central Office Accountants will be reporting to the Chief Accountant. The specific areas that the assistant accountants can be assigned include the following:

· Management Accounting including budget analysis, tracking and control

· Cash Management

· Asset Management

· Development Partners Resources Management

· Government Resources Management
· Bank reconciliation

· Financial Accounting and Reporting

The above functions should be shared equally among the Central Office Accountants but in keeping with good internal control practices of segregation of duties. Activities that fall within these functions include the following:

1. Understanding; nature of accounting, purpose and objectives, users of accounting information, the fundamental accounting principles, the financial statements and relevant accounting standards.

2. Maintenance of proper books of accounts and insuring that they are updated on a timely basis.

3. Supporting the Chief Accountant in preparing financial reports as required by Government and other stakeholders.

4. On a continuous basis responsible for budget analysis, tracking and control.

5. Accounting for cash and bank transactions

6. Keeping cash and cash controls and Cash book & petty cash system

7. Proper maintenance of bank accounts

8. Responsible for payments and disbursements to suppliers and other service providers
9. Accounting for accounts receivables and payables

10. Preparing bank reconciliation on a monthly basis

11. Preparing and management of payroll

12. Accounting for petty cash

13. Accounting for inventories

14. Maintenance of a Fixed Assets Register

15. Providing external auditors with detailed schedules of financial transactions

16. Any other duties that may be assigned by the Chief Accountant from time to time

2.3.5 Regional Accountants

Regional Accountants are responsible for all financial activities and record keeping in the regions. They report to the Chief Accountant. 
All recording of books of accounts in the region is the responsibility of the Regional Accountants. They are required to maintain proper books of accounts and prepare monthly report for submission to the Chief Accountant who facilitates consolidation and preparation of reports as per the Government requirements. The Regional Accountants report to the Chief Accountant.
2.3.6 Procurement Officer

The Procurement officer ensures that goods and services that support the running of the MoE’s internal functions are procured in time and at the best prices. The Procurement Officer reports to the DAF and the officer’s duties include:

1. Procurement of goods and services as per the laid down procedures and procurement manual;

2. Participating in developing and reviewing purchasing policies and procedures

3. Procuring of various supplies/materials at the most competitive terms

4. Maintaining of updated supplies list as per established policies and procedures

5. Ensuring that services and goods are delivered on time and are within stated specifications and standards

6. Ensuring sound management of inventory levels

7. Participating in planning and forecasting supplies requirements

8. Liaising with other department in purchasing required materials

9. Processing purchasing contract documents as may be required

10. Preparing tender documents as per approved policies and procedures

11. Performing any other duty as may be assigned from time to time 

2.3.7 Administration and Logistics Officer

The Administration and logistics officer is responsible for coordinating administrative and related office operations and serves as central point within the Ministry to facilitate communication services such as telephone, Internet; support services e.g. cleaning, furniture and office allocation as well as transport management. The logistics officer will report to the Chief Accountants. Other duties of the officer include:
1. To coordinate work performed by support staff in all departments and assign duties as appointed 

2. Coordinate with project staff on such matters as building maintenance/repair and telephone services

3. Coordinate the work of transport assistance and mail-room staff to ensure efficient dispatch, collection of mail parcels

4. Ensures that all offices and work areas are clean and well maintained 

5. Ensures that the office internal communication system is well coordinated, notice receptions are well maintained

6. Any other duties assigned by the Chief Accountant from time to time. 

2.3.8 Secretary

The Secretary role will be the provision of secretarial services to the unit. The secretary will report to the DAF, but will also be responsible for provision of secretarial services to the entire finance and administration unit. The secretary will act more or less like a pool secretary for the unit. The secretary duties include:

1. Typing

2. Receive incoming and making outgoing calls

3. Arranging for appointments

4. Establishing a consistent filing system

5. Streamlining retrieval of records and documents

6. Ensuring safe custody of Ministry finance records.

7. Any other duties that may be assigned from time to time by the unit staff

3 Financial Management System

3.1 Introduction

Financial management is a process which brings together planning, budgeting, accounting, financial reporting, internal control, auditing, procurement, disbursement and the physical performance of Ministry with the aim of managing the Ministry resources properly and achieving the Puntland Government’s development objectives. 

Thus a reliable financial management system is a critical ingredient of the Ministry success. Timely and relevant financial information provides a basis for better decisions and efficient service delivery. The objective of the financial management system includes:  

· To ensure that funds are used only for their intended purposes in an efficient and economical way;
· To ensure that funds are properly managed and flow smoothly, adequately, regularly and predictably in order to meet the objectives of the Ministry;
· To enable the preparation of accurate and timely financial reports;
· To enable management to monitor the efficient implementation of the Ministry programs; and

· To safeguard the Ministry assets and resources.
The followings are necessary features of a strong and reliable financial management system:

· Availability of adequate number and mix of skilled and experienced staff;

· An internal control system that ensures the conduct of an orderly and efficient payment and procurement process and proper recording and safeguarding of assets and resources 

· An accounting system that can support the Ministry meet its reporting obligations to fund providers including the Government and other donors

· A system capable of providing financial data to measure performance when linked to the output of the Ministry
The financial management system is supported by an accounting system. The accounting system allows for gathering, processing and organizing of accounting data in order to generate useful financial information. The accounting system reflects the Ministry needs and is designed to provide the financial information required by all stakeholders. The accounting system is designed to:

· Provide information compatible with the agreed accounting standards

· Provide adequate documentation and audit trails

· Provide reliable and timely information, including financial management and other reports

· Maintain data and financial integrity

The sections that follow articulate the financial management and accounting system to be maintained by the Ministry. 

3.2 Budgets and Budgetary Control 

3.2.1 Introduction 

The control of expenditure is usually the most important aspect for any viable undertaking as institutions are always under pressure to achieve their targets within a limited source of finance. Budgetary control allows for monitoring of proper use of available funds on a reasonable frequency.  It enables periodic statements of accounts to be prepared comparing budgets and actual results. Budgets are a core feature of control systems.  When administered properly budgets:

a) Compel planning

b) Provide performance criteria

c) Promote communication and co-ordination

Budgets formulate expected performance, and express managerial targets.  Without such targets operations lack direction, problems are not foreseen, results lack meaning and implications for future policies are dwarfed by the pressure of the present.

A budget is a financial and/or quantitative plan of operations for a forthcoming accounting period. Budgets are designed to carry out a variety of functions including planning, evaluating performance, coordinating activities, implementing plans, communicating, motivating and authorizing actions. The Ministry uses the Strategic Plan and Annual Budget to guide the day to day activities and as a basis for reporting implementation progress. The DAF is responsible for updating and revising plans and budgets to reflect changed circumstances or issues arising during implementation.

The Ministry will prepare budgets that translate work plans into projections of expenditures. These will be prepared on an annual basis and updated regularly during the year. 

3.2.2 Budget Preparation

The Strategic Plan informs the budget preparation. Annual budgets will be drawn from the strategic plan activities for the specific year.  

3.2.3 Budget Officer

The DAF is responsible for budget preparation, execution and control.

3.2.4 The Budget Format 

The budget format will be based on expenditure items which can also be segregated into sub- activities and shall be aligned with the accounting chart of accounts. 

3.2.5 Budget Timetable

	DATES
	DESCRIPTION
	RESPONSIBILITY

	1st September
	Budget instructions sent to Head of Departments by the Director General 
	Director General

	5th September
	Head of Departments meet to agree on budget preparation program
	Head of Departments

	15th September
	Detail inputs from various directorates of the Ministry received in line with the activities identified in the strategic plan and preparation of Draft Annual Work plan and budget
	Head of Departments

	20th September
	Annual Work Plan and Budget discussion by head of departments and revisions made accordingly
	Director General/Head of Departments

	15th October
	Consolidation of the Draft Annual Work Plans and Budget
	Director of Admin and Finance

	15th November 
	Draft Annual Work Plan and Annual budget sent to the Ministry of Finance/and other development partners
	Director General

	15 December 
	Ministry of Finance aggregate all budgets and send to Cabinet for approval before submission to Parliament/ and other development partners
	Ministry of Finance/Cabinet

	10th January
	After Cabinet Approval send the consolidated budget Parliament for approval
	Parliament

	30th January
	Ministries receive funds from Ministry of Finance
	Ministry of Finance

	Continuous
	Budgetary Control
	Director General/Head of Departments


3.2.6 Budget Instructions 

The Director General will issue budget preparation instructions to the head of departments. The instructions will indicate the budget objectives for the coming year. 

3.2.7 Meeting for the Preparation of Annual Work Plan and Budget  

The Director General will initiate a meeting with heads of department. The objective of the meeting will include: 

· Agree the objectives for the coming year

· Determine priorities taking into consideration the strategic plan of the Ministry
· Review the implementation of the current budget

· Agree on the budget format and preparation time table
3.2.8 Gathering Information and Activities 

Heads of department will submit inputs for annual work plans and budget in accordance with the budget instructions. 

3.2.9 Analysis and Consolidation of Proposed Activities

Inputs to the budget will be analyzed. Costs will be allocated. The budget will be presented by activities and sub activities in compliance with government and donors’ requirements.
3.2.10 Discussion of the Annual Work Plan and the Proposed Budget 

Department heads will have to justify their budget proposals. The Director General with assistance from DAF will consolidate the Annual work plans and Budgets for submission to the Government and Development Partners.
3.2.11 Integration of the Budget into the Accounting System

The approved budget will be integrated into the accounting system through the Budget Chart of Accounts. There will be a direct interface with the accounting chart of accounts.

3.2.12 Budgetary Control 

Plans are made about future operations. It is the task of the head of departments to ensure that these are carried out or where circumstances call for a change, to prepare fresh plans. To achieve planned results, the head of departments should arrange a working environment where monitoring and control is exercised. 

Control depends on a comparison of differences between actual performance and the plan or expectation. Comparison may be made between:

· Actual results and the budget

· The results of the current period and those of a previous period

The regularity of reporting budgetary control information is of crucial importance in a control system. Each new report will enable the Ministry to reconsider what action should be taken. The Ministry will control budget execution in three different phases. They will include:

· Daily budgetary control: No expense should be incurred without budget approval. The DAF’s approval is required before any expense is incurred.

· Monthly budgetary control: Monthly reports will be produced. These reports will serve the basis of budget analysis.

· Quarterly budgetary control: Quarterly reports should be produced. Cumulative analysis will be carried out.

Each phase of the budgetary control should be discussed with the Director General. The head of departments will carry out the following budget analysis:

· Actual results and the budget

· Current period results and previous period

· Variances will be derived in absolute and relative terms. They should be explained and interpreted. 

3.3 QuickBooks Accounting

The Ministry is using Quick Books Accounting Software. The QuickBooks accounting software automates double-entry accounting, tracking transactions throughout the accounting cycle from creating purchase orders and receiving items to depositing payments.

QuickBooks uses accounts to group financial data by purpose. Balance sheet accounts track assets and liabilities: asset accounts track what the Ministry owns, including cash, inventory, equipment, buildings and money owed by funding agencies; and liability accounts track the Ministry outstanding taxes and accounts payable of what is owe to vendors and service providers. Equity accounts track revenues retained by the Ministry. As you enter purchase orders, bills, invoices and payments into QuickBooks, you associate each of these with a particular asset, liability or equity account.

Much of QuickBooks' power comes from its ability to track complex, inter-related transactions. As long as you keep complete records and associate the transactions you enter with the appropriate accounts, QuickBooks will handle much of the complexity of the Ministry accounting
3.4 The Chart of Accounts

The chart of accounts gives the comprehensive accounts coding including main accounts and sub-accounts. In addition it gives the details and definitions of items, which will be coded into each of the account including the sub-codes. The chart of accounts assists in posting entries in the General Ledger where all transactions are classified into different transaction headings that are consistent with the nature of the financial transaction. 
The purpose of the Chart of Accounts is to ensure that accounting data is completely captured into the accounting system. A Chart of Accounts is a means of classifying an entity’s data in a way that leads to better management and meaningful accountability. It provides a logical structure according to which accounting transactions will be sorted. It also determines the limits for reporting financial information because data cannot be easily reported unless the relevant category has been created in the chart of accounts. 

The purpose of a chart of accounts is to facilitate objective and consistent classification of expenditure and income into specific account heads with codes that allow easy identification and computerization of the accounting system. There are four major segments of Account Codes namely:
· Assets Account Codes: These accounts codes will be sued to record the assets of the Ministry. Currently MoE does not capitalize its fixed assets but rather it has been expensing the costs as the expenditure has been incurred. This has made it difficult to maintain a fixed assets register. In future, the coding structure adopted will allow for capitalization of assets. 

· Liability Account Codes: These accounts will be used to record the liabilities of the Ministry. However, currently in the absence of adoption of an accrual basis of accounting by MoE in the foreseeable future, the liabilities account codes in the Chart of Accounts may not be active. 

· Revenue Accounts Codes: MoE currently only receives funds from exchequer appropriations. However since in the future it is anticipated that once the Ministry improves its financial management system, we have introduced donor and grant codes into the Chart of Accounts. 
· Expense Account Codes: This is the largest of all categories and has been categorized in four broad categories including; Salaries Wages and Benefits; Operating Costs; Repairs, Maintenance and Rehabilitation and General Expenses and Support Services. However, this can be expanded as future needs arise:
3.4.1 Coding Structure

Based on the above the Ministry uses a four level coding structure denoting the following:

	Level One 
	Level Two
	Level Three
	Level Four

	Ministry
	Directorate
	Main Category
	Sub-category

	Two Digits[00]
	Two Digits[00]
	Two Digits[00]
	Two Digits[00]


For example a code such as 12011001 would mean the following:

	Level One 
	Level Two
	Level Three
	Level Four

	Ministry of Education
	Admin & Finance Department
	Assets
	Land and Building

	12
	01
	10
	01


The detailed chart of accounts is included in the annex

3.5 Books of Account and other Registers

This section of the manual describes the key books of account that should be maintained by the finance unit and administration unit under the control of the DAF. This does not necessarily mean physical books but includes a financial management system that is capable of maintaining search books. Currently, the Quick Books accounting software in use has the capacity of maintaining the required books of accounts. The following books of accounts should be maintained:

1. Cash Book

2. Petty Cash Book

3. Purchases Journal

4. Creditors Ledger

5. Journal Book

6. General Ledger

In addition to the books of account the following registers:

1. Fixed Assets Register

2. Inventory Ledger

3. Payroll Register

4. Minute Book

5. Incoming/ Outgoing Mail Register

In following sections we provide a brief summary of each of the books and register. 

3.5.1 Cash Book

A designated account code is maintained for each bank account.  Each of this account code is used record receipts and payments relating to it properly analyzed to coincide with the general ledger accounts heading.

The Cash book (s) shall be used to record all bank transactions i.e. the receipts by checks or direct credits on the bank accounts and payments by checks, payment orders or direct debits on the bank accounts.

Procedures of maintaining Cash book(s)
· All receipts that constitute the income of the Ministry shall be recorded in the cash books. 

· Pre- numbered and printed receipt vouchers shall be raised for all receipts received on the Ministry bank accounts, and they shall be reference documents for debiting the receipts in the cash books.

· All check payments shall be made on pre-numbered bank payment vouchers which shall be signed by the Accountant who prepares the payment, the DAF and the DG who approves the payments and the payee or recipient of the check to acknowledge receipt. 

· Check payments shall be supported by bank payment vouchers, local purchase orders, goods received notes, service contracts and suppliers invoices.

· Interbank transfers shall be treated as normal payments and shall follow the procedures of payment in the paying bank and receipts in the receiving bank.

· All bank payments indicating payment voucher numbers, as reference documents shall be credited to the Cash book.

· The bank payment vouchers shall be coded in accordance with the chart of Accounts, so that by crediting the payment in the cash book a corresponding double entry is completed in the General Ledger by debiting the appropriate Account.

· All bank payments shall be posted on daily basis to keep the cash books up to date.

· Direct credits or debits on the bank statement shall be captured from the bank statement and be brought into the cash books. Receipt and payment vouchers shall be raised respectively for the receipts and payments. The vouchers raised become the reference documents in the cash books.

· Maintenance of the Cash books shall be the responsibility of the Chief Accountant.

· The Chief Accountant shall on monthly basis prepare a summarized bank receipts and payments Accounts showing the opening balance, total receipts, total payments and closing balance at the end of the month.

· The Chief Accountant shall prepare end of month bank reconciliation statements and forward them to the DAF for approval.

· All paid up bank payment vouchers shall be stamped “paid” and be properly and serially filed.            

· All checks paid out shall be recorded in a check register, the information to be recorded shall include the name of the payee, the check number, check amount, the bank on which the check is drawn and the date of issue of the check. The recipients of the checks must sign the register to acknowledge the receipt of the checks.

· It shall not be necessary to photocopy paid out checks except for big amounts and unusual payments.

· Tight security over checkbooks shall be maintained and the unused checkbooks shall be kept in locked safe under the custody of the DAF.

· Check stubs shall be completed with date, name of payee, amount and voucher number.

· When error is committed in the preparation, the check shall be cancelled by writing CANCELLED diagonally across its face and the signature portion destroyed. The cancelled check should be retained in the checkbook.

· The authorized signatories shall not sign a blank check.

3.5.2 Petty Cash Book

Petty cash is maintained to meet the day- to- day small expenses of running the office.  Big payments should be made by cheque through banks and cash payments should be left to the routine and within the maximum limits set in this manual. 

A designated account code for petty cash will be maintained in the system where the expenditure incurred on a petty cash basis will be analyzed.  
Procedures of keeping the Petty Cash book

· The maximum petty cash float shall be US$ 2,000.

· Petty Cash shall be managed under imprest system; it means the amount of petty cash replenishment is limited to the expenditure whose accountability is satisfactory.

· No payment shall be made out of petty cash if it is more than US$500, in other words US$500 is the maximum amount that can be paid out of petty cash.    

· Petty Cash payments shall only be made on duly approved petty cash payment vouchers.

· Petty Cash payment shall only be made when it has proper supporting documents such as suppliers’ invoices, receipts or goods received notes.

· The petty Cash Payment voucher shall always be signed by the person who has prepared it, the one who has approved it and the recipient of the money.

· All petty cash payments shall be credited to the Petty Cash book and each payment entered in the petty cash book shall make specific reference to the petty cash payment voucher on which it is approved.

· Money for Petty cash shall normally be drawn from the bank, but even if they are to be from other sources, they shall be recorded in the Petty Cash book by debiting the petty cash book and crediting the bank or other source that has supplied the money. 

· For all the money received into Petty Cash book, the cashier shall issue a Receipt voucher stating the source of the money and the amount.

· The cashier shall always keep the petty cash book posted up to date and be able to carry out a daily self-check by comparing the physical cash balance with the theoretical balance as per the petty cash book.

· The Chief Accountant shall prepare on monthly basis a summarized receipts and payments Account showing the total receipts and payments and the petty cash book balance at the end of the month. Somebody independent from the petty cash functions shall on monthly basis verify the petty cash book balance by carrying out physical count of the cash balance available. 

· The discrepancies found by carrying out the exercise above shall be reported to DAF who shall take the appropriate action to correct the situation.

· Where the discrepancy amounts to a shortage the Chief Accountant shall acknowledge it in writing after which the shortage is recovered from person in charge of petty cash.

· The DAF shall take disciplinary measures against an Accountant who continuously incurs cash shortage.

· Surprise cash counts shall be part of cash control measures. 
3.5.3 Purchases Journal

All invoices from suppliers and project beneficiaries will be captured in this journal.  This enables for adequate control and tracking of the supplier invoices. The journal is directly linked to the Creditors Ledger in the Quick Books accounting software. 

Posting of invoices in the purchase journal should be chronological based on the date of receiving the invoice. This ensures that payments are made in order of age, i.e. the old bills are paid first. The purchase journal and the creditor’s ledger are integrated to the general ledger and therefore allows for automatic update.

3.5.4 Creditors Ledger

All invoices received from suppliers are recorded in the purchases journal. The entries in the purchase journal directly update the individual suppliers account in the creditors’ ledger. Creditor’s payments are processed through the cash book, which is linked to the creditor’s ledger. The individual creditor account is automatically updated. 

Procedures of maintaining the creditors’ ledger

· The liability is recognized immediately after receipt of an invoice. The supplier shall raise an invoice and based on the invoice, the supplier’s account shall be credited with the corresponding debit entry in the relevant expense or asset account.

· When supplier is paid his/her account is debited and the bank account is credited. 

· Any discounts received or other deductions made from the suppliers accounts shall be debited to the suppliers’ accounts with the corresponding credits in the discount received or other appropriate accounts to which the deductions relate.

· Ideally all creditors ought to have been paid at the end of the year.

· Since the reporting framework is a receipts and payments account only payments made to creditors during the year shall be reported in the receipts and payments account. Amount owing to creditors shall be shown as a note to the accounts and names of creditors and balances owed to each of them shall be part thereof. 

3.5.5 Journal Book

The Quick Books accounting software has a journal entry facility. This allows for adjustments of accounts for the systems that are not integrated to the general ledger. 
This may include stores adjustments and payroll. The journal also enables transfers to be made from one account to another within the accounting system.
3.5.6 General Ledger

The general ledger contains all the accounts under the specified headings in the chart of accounts.  Individual account codes are opened for relevant categories of expenses and revenue items in the general ledger. 
The general ledger is the fundamental accounting source from which statements of accounts are prepared and is designed such that financial statements may be quickly extracted in the many different forms required for internal and external use. 

The Ministry though the Quick Books accounting software shall maintain a General Ledger with the accounts as shown in the chart of accounts. Sub-accounts shall be opened under the respective series as appropriate. The Chief Accountant will be responsible for maintaining the master chart of accounts and any changes that are made on the chart of accounts must be approved by the DAF. Posting of transactions to the General Ledger should be done through valid accounting documents. Any adjustments, editing or correction of errors shall be done through Journal Voucher entries prepared by the Chief Accountant and approved by the DAF. The adjusting Journal Voucher must refer clearly to the original entry being corrected.

A “Posted” stamp shall be affixed on all posted documents, which shall indicate the date of posting and initials of staff who posted them. The Chief Accountant shall print a transaction listing and check it against the original vouchers/primary records before updating the General Ledger. The list shall be approved and signed by the DAF as evidence of reviewing the postings for correctness and completeness. This will ensure minimal adjustments. 

Access to the Quick Books General Ledger module should be restricted to the authorized finance personnel only. No one will have access or operate the system without express authority of the DAF who is the custodian of the financial management system. 

The DAF, in consultation with the Director General, will allocate access rights to different users of the system depending on their functional needs. The access rights will be administered through a system of passwords allocated to users. Individual users shall be responsible to keep their passwords secret. 

Any computer printouts of reports/information from the system shall be destroyed as soon as they are of no use further use. This will prevent unauthorized access to the Ministry financial information. The Chief Accountant should ensure that daily back-ups of the information in the system are carried out. System malfunctions should be reported as soon as possible.  
3.5.7 Fixed Assets Register

Fixed Assets refers to long live assets acquired for use in the operation of an organization. The inventory of all fixed assets shall be taken and properly recorded in the Fixed Assets Register. The following information related to the asset should be clearly shown in the register:

· Description of asset; Serial number or model;

· Date of acquisition; User Department;

· Acquisition cost; Source of financing;

· Internal reference number; Depreciation rate;

· Annual depreciation charge; Accumulated depreciation; and

· Net book value.

All assets acquired by Ministry shall be registered in its names. Upon acquisition, all assets shall immediately have to be marked. Fixed Assets will be valued at cost and recorded in the accounts. At the end of every year, depreciation will be computed using official rates and the fixed asset schedule disclosed by way of notes to the financial statements. The depreciation rates shall conform to the percentages as shown in the table below.
Percentage depreciation of fixed assets

	Item
	% Depreciation

	Furniture 
	10%

	Office Equipment
	20%

	Computer equipment (Hardware & Software)
	30%

	Motor Vehicles
	20%


The annual depreciation charge is calculated using the Straight Line Method at annual rates estimated to write off the carrying values of assets over their expected useful lives.

3.5.8 Inventory Ledger

The Inventory ledger is as follows:

	1. Inventory code
	2. Item name and description

	Receipt and Issue Details

	3. Date 
	4. Reference
	5. Quantity received 
	6. Quantity issued
	7. Balance

	
	
	
	
	


1. Inventory code – enter the inventory code given for each item. 

2. Item name and description – enter the inventory name and description indicating the main usage of the item.

3. Date – enter the date the stock is received as per Material Received Note which is raised when the goods are received in the stores, or the date good are issues as per the stock issue note. 
4. Reference – enter the Material Received Note number. 

5. Quantity received – enter the stock received as per the stock received note.

6. Quantity issued – enter the stock issued as per the stock issue note.

7. Balance – enter the stock balance by subtracting the quantity issues or adding the quantity received or both from/to the previous balance.
3.5.9 Payroll Register
The monthly payroll will record the monthly emoluments of all permanent workers employed by the Ministry.  A payroll register should contain the following details: 

1. Name of employee

2. Gross pay

3. Allowances

4. Pay As You Earn (PAYE) and other deductions

5. Net pay

6. Employees signatures

Statutory deductions must be remitted to the collecting agents within the specified time. At the end of each month the total gross pay of all employees entered in the register should be summarized and posted to the General Ledger through a journal voucher.

Individual employee pay slips should be prepared in duplicate giving details of gross salary, deductions and net pay.  The employees should sign and retain the original copy and return the duplicate copy to the Chief Accountant for filing. 

A HR system that captures all employee data including dates hired, rank and promotions is also recommended. The system should have capabilities of payroll processing, job descriptions, training and leave management
3.5.10 Minute Book

Minutes of official meetings for the Ministry shall be maintained in a minute book. Any such minutes if signed by the Chair of the meeting shall be evidence of proceedings in that meeting. The minute book shall be retained at the DAF’s office and a mirror copy by the DG.

3.5.11 Incoming/ Outgoing Mail Register

All incoming and outgoing mail should be registered in the above register.  This forms a good reference for all mail coming in and going out of the project.  The register should contain the following details:

1. Date

2. File reference

3. Sender/addressee

4. Contents

5. User department – Incoming
Outgoing mail register should include details of how the mail has been dispatched, whether the mode is registered, ordinary or hand delivered mail. 

4 Account Processes 

The Ministry is using Quick Books Accounting Software. The QuickBooks accounting software automates double-entry accounting, tracking transactions throughout the accounting cycle from creating purchase orders and receiving items to depositing payments.

This section details the accounting processes adopted by MoE to improve efficiency in service delivery.
4.1 Revenue Process 

MoE revenue base is largely from government appropriations with some development partners also chipping in the payment of teacher’s salaries as well as supporting capacity building, coordination and inspection activities as well as payment of incentives to key Ministry staff to supplement the low salaries currently in place. All revenue received by the Ministry is receipted and deposited to the appropriate bank account. The receipts are entered into Quick Books in the respective accounting headings as well as funding source. 
4.2 Purchasing and Expenditure Process 

The sequence of events for purchasing and expenditure is as follows.

· Request of an item from user department

· Approve of Order by DAF and DG

· ALO procures and delivers to user department

· ALO brings invoice attached to the approved order to the Accounting Officer

· The Accountant prepares payment voucher which is approved by DAF and DG

· Cheque prepared from current Account  88 and signed by DAF and DG

· Recipient signs for the cheque

· Cheque recorded in Quick Books system
4.3 Fixed Assets Management Process

4.3.1 Procedure of acquiring fixed Assets

· The purchase of fixed assets shall follow the established procurement procedures.

· As mentioned under procurement procedures, technical specifications of fixed assets must be defined before the rest of the process of acquisition is embarked on.

· A fixed asset shall be purchased only when the provision for its purchase is in the Ministry’s budget.

· Fixed Assets acquired through donations shall be brought into the fixed assets’ record at cost.

· Expensive or highly specialized items of fixed assets shall be supplied with performance guarantee or warranty agreements for a period not less than one year i.e. printing press.
4.3.2 Procedure of disposing of the fixed assets of the Organization

· The Procurement Committee of the Ministry shall authorize the fixed assets disposal in writing.

· The Director General shall write to the Procurement Committee seeking for Authority to dispose one or several fixed assets of the Ministry, the request shall include reasons why the fixed assets have to be disposed of and the preferred method of disposal.

· The reserve price of the fixed asset to be disposed of shall be based on valuation of the fixed asset. 

· The Chief Accountant will be required to update the fixed assets register accordingly.    
4.3.3 Capitalization Policy

Below we highlight capitalization policy by class of asset:

Property and Equipment – Property and Equipment is broadly defined by the Ministry as Land, Buildings, Office Equipment, Teaching Equipments, Computer Equipments and Motor Vehicles etc. These categories form the Ministry’s Non-Current Assets. The Ministry considers these items or categories as tangible items that are held for use in the delivery of services or for administrative purposes and are expected to be used during more than one accounting period. 

The cost of an item of property & equipment shall be recognized as an asset if, and only if it is probable that future economic benefits associated with the item will flow to the Ministry and the cost of the item can be measured reliably.

Land - Capitalized at cost.

Buildings - Capitalized at cost, when brought into use.

Furniture and Fittings, and Other Equipments - This category wide and examples are furniture, furnishings, partitions, kitchen utensils etc. These are capitalized at cost 

Office Equipment - This category includes photocopiers, projectors, telephone (Communication) systems, facsimile machines, refrigerator and freezing equipments,    etc. These are capitalized at cost. Operating costs should be charged directly to the Income and Expenditure account.

Teaching Equipments - This category includes video equipments, audio equipments, projectors, camera equipments, survey equipment etc. This will be capitalized at cost.
Computer Equipment - This category includes processing units, serves, cablings, Stabilizers, Back-ups, etc.  This will be capitalized at cost. Cabling and similar fittings will only be treated as capital, if considered as part of a major upgrade. Otherwise these should be considered as general repairs to the building and therefore not capitalized. 

Computer Software - Computer software should only be capitalized if it enhances the operational life of the system and not as direct replacement of outdated software. Software licenses greater than or equal to US$1,000 should be capitalized. All software developed internally should be charged directly to the Income and Expenditure account.

Motor Vehicles - This category includes motor cars, vans, motorcycles etc. Assets inform of vehicles should be reported at their historical cost.  In the absence of historical cost information, the estimated historical cost may be used. Motor vehicles donated should be reported at their fair value on the date the donation is made.   
4.3.4 Fixed Asset Identification number

· Each fixed asset of the Ministry shall be given a unique identification number and it shall be indicated on a label, which shall be fixed or tagged on each fixed asset.

· Fixed Assets in each office shall be listed and the list shall be fixed in a clearly visible place within that office.

· Transfers between offices shall be made only on authorized transfer forms and the fixed assets record in each office shall be appropriately adjusted.

· The DAF shall keep a copy of the Fixed Assets’ register showing how the fixed assets are distributed within the different offices of the Ministry.   

4.3.5 Fixed Assets repairs and Maintenance

The Administration and Logistic Officer (ALO) should ensure that all fixed assets are kept in good working condition, which implies proper servicing and maintenance. All fixed assets shall be regularly serviced in accordance with the conditions and regularity of services per manufacturer’s handbook.  Servicing equipment shall be carried out using the following modalities:

· Every user of equipment who detects a problem on the equipment shall notify the ALO.

· The ALO shall ensure that the damaged equipment is repaired and rectify any faults brought to his/her notice.

· Repair and Maintenance Services shall be acquired through the established procurement procedures.

· Proper control measures of fixed assets use shall be put in place to ensure that the repair and maintenance costs are kept at a minimum. Measures such as the use of logbooks to monitor the movement of vehicles, use of register books to record personal use of office facilities such as telephone, photocopiers, and scanners and fax machines. If the use of these facilities is not properly controlled the costs of repairs and maintenance can exorbitantly be high.

4.3.6 Loss, damage or theft of the Fixed Assets

· The loss, damage or theft of a fixed asset shall be reported to the ALO who will carry out investigation to establish how the fixed asset was damaged, lost or stolen. If the asset cannot be recovered it shall be reported to DAF who shall then report to the DG.

· In some cases like the damage or loss of vehicle it shall be necessary that a report is made to police as soon as possible, in which case the driver in the vehicle at the time of the incident shall make the report to police and to ALO. 

· Fixed assets lost shall be removed from the fixed assets register

4.3.7 Physical Count of the Ministry’s Fixed Assets 

At the end of each accounting period, the ALO shall organize physical counting of the assets.  The physical count results shall be compared with the records as per the fixed asset register and any discrepancies found shall be investigated and be resolved. The physical count exercise shall produce a report on the physical condition of each fixed asset high lighting those that have experienced unusual events like major accidents or those that were transferred or disposed off during the year.
4.4 Stocks Management Process

· All materials purchased for use by the Ministry shall go through the stores.

· The Store Keeper shall keep a stock bin card for each item of stock held in stores by the organization.  

· The ALO shall raise a pre-numbered and printed goods received note for all materials received in stores. 

· The ALO shall have the responsibility of preparing and signing the goods received note to acknowledge the receipt of the goods and also to ensure that the goods are received in good condition, quantity, size and other specifications. 

· All recipients of stock shall sign the issue vouchers to acknowledge the receipt of the goods from stores; the ALO shall keep on file only stock issue vouchers that have been signed by the recipients of the issued materials.     

· The stock quantities shall be verified on regular basis by physical count carried out by somebody independent from the function of store keeping. Discrepancies revealed by the physical stock count shall be brought to the attention of the Chief Accountant who shall immediately establish the reasons for the cause of the discrepancy and take appropriate action.

· The stock cards shall be updated using goods received note for receipts and stock issue voucher for the issues. Since both the goods received note and the stock issue voucher are pre-numbered the stock bin card shall make reference to the receipt and issue documents’ numbers.

· The Store Keeper shall maintain good store layout that facilitates stores control and minimizes stock wastage.

· The stores shall be kept under lock and key to prevent unauthorized persons from entering.

4.4.1 Purchase Procedures

The ALO identifies stock needs from time to time. He then prepares a list of the stock items required. The list is presented to the DAF for review and approval. After approval by the DAF the list is then forwarded to the Director General for final approval before it is given to the procurement officer to purchase in line with the procurement policies and procedures highlighted elsewhere in this manual.

4.4.2 Receiving Procedures

The ALO receives the Delivery Note (DN) of the goods that have been purchased in line with the procurement guidelines. The ALO checks the quantity and quality and all the other specifications of the Order. The ALO signs the delivery note and hands them to the store keeper who updates the Bin Card accordingly.
4.4.3 Issuing Procedures

The ALO receives request for items from the store. The ALO completes a Materials Requisition Note which indicates the following details:
· Number 

· Article description

· Quantity requested

The ALO takes the MRN to the DAF who authorizes. The authorized MRN is returned to the ALO who then passes it over to the Store Keeper to issue the items and update the bin card accordingly.
4.4.4 Stock Taking Procedures

The Chief Accountant prepares the stock taking instructions in preparation for the stocktaking. The CA assigns responsibilities to the stock takers. The stock takers physically count the stock and also identify slow moving or obsolete stock. They record the count on the stock sheet and reconcile the physical count with the bin cards. They ascertain any discrepancies. The Chief Accountant carries out further investigation on the discrepancies. Any necessary disciplinary action is contemplated on whoever is found responsible for such discrepancies. 
4.4.5 The Goods Received Note

The project is expected to use a simple stock received note, which will be designed as follows:

	1. Serial Number ________

2. Date _______________



	3: Supplier Name and address 



	4. Order Number
	5. Description of the goods
	6. Quantity received

	
	
	

	7. Received by ___________________                8. Date ______________________

9. Entered in stock by ________________           10. Date _____________________


1. Serial number – the printer could provide these numbers during printing of the stock received notes. However in a lot of cases they can be allocated as the goods received note is issues.

2. Date – enter the date goods are received.

3. Supplier name and address – enter the name of the supplier as per invoice or/and delivery note including the address.

4. Order number – enter the purchase order number issued to the supplier for the supply of the stock items.

5. Description of the goods – enter the description of the goods 

6. Quantity received – enter the number of items received 

7. Received by – signature of the person receiving the good.

8. Date – Date entered by the receiver of the goods on signing.

9. Entered in stock by – signature of the person entering the goods in stock.

10. Date – date entered by the person entering the goods in the stock ledger on entry.

4.4.6 The Stock Issue Note

Issues note to be completed by the requisitioning person or department.

	1. Serial Number ________

2. Date _______________



	3: Requisitioned by:  



	4. Sock code
	5. Description of the goods
	6. Quantity requisitioned
	7. Quantity Issued

	8. Issued by ___________________                9. Date ______________________

10. Received by ________________                 11. Date _____________________

12. Entered in stock by ______________         13. Date ____________________


1. Serial number – the printer could provide these numbers during printing of the stock issue notes. However in a lot of cases they can be allocated as the goods issue note is issued.

2. Date – enter the date goods are issued.

3. Requisitioned by – enter the name of the person requisitioning the goods.

4. Stock code – enter the stock code number as provided.

5. Description of the goods – enter the description of the goods

6.  Quantity requisitioned – enter the number of items requisitioned

7. Quantity issued – enter the number of items issued. (To be entered by the stores on issue)

8. Issued by – signature of the person issuing the goods

9. Date – date the goods are issued entered by the person issuing the goods

10. Received by – signature of the person collecting the goods from the stores.

11. Date – Date entered by the receiver of the goods on signing.

12. Entered in stock by – signature of the person entering the goods in stock.

13.  Date – date entered by the person entering the goods in the stock ledger on entry.

As a general rule, stocks should be expensed at the time of purchase. However, the stock records must be maintained to manage and control the movement of stocks. Report on stores level should be produced on a regular basis. 

4.5 Payroll Management Process

· The Objective of the payroll is to expense the total salary payment for all employees, establish the amount of statutory and other deductions and disburse the net salary to each employee.

· The payroll shall be prepared, verified and approved by 25th of every month.

· The payroll should be prepared by the Human Resource Department (HRD), verified by the Chief Accountant and approved by the DAF before the salary cheques are written. 

· The HRD shall be expected to have the Personal data of each employee. The appointment letter, the Salary Scale the basic Pay and the benefits accruing to each employee.

· The HRD shall keep each employee’s attendance sheet and where applicable deductions for absenteeism shall be made from the employee’s Pay.

· The Chief Accountant shall check the Payroll to ensure that Salaries are paid only to the genuine employees of the Ministry. Retiring or dismissed employees shall immediately be removed from the payroll.

· The Chief Accountant must verify the correctness of the information on the payroll, namely: name and position of the employee, basic salary, any allowances and deductions for taxes/advances and net salary payable to each employee.

· On completion of the payroll for the month, payroll slips shall be prepared in duplicate and distributed to each employee receiving payment. The slips must contain the name of the employee, position, gross salary, statutory and other deductions and net payment. A copy of the payment slip must be signed by each employee and returned to the Finance and Administration Department for future reference. 

· It is advisable for the employees to open bank accounts in local banks where their net salary should be remitted. 

4.6 Bank Accounts Management

As required by Ministry or Development Partners, the Ministry maintains bank accounts in US$ and Somali Shillings for the purpose of receiving and disbursing funds for its activities in  accordance with established financial and accounting procedures and policies of the Ministry. The following should be observed in managing bank accounts;
· With the approval of the Director General, a bank account may be opened after a request has been made in writing by the DAF.

· The signatories of the bank account are authorized by the Director General.

· If an authorized signatory is no longer employed by the Ministry, the signing mandates of the departing employee must be revoked immediately. The revocation letter is to be signed by the Director General and is addressed to the bank.

· All communication with the banks must be signed by the Director General or his designate in his absence. In practical terms the designate should be the DAF. All communication should be on the Ministry letterhead.   

· The signatories to the bank accounts will be categorized as follows: 
Category A:

Director General
Director of Admin and Finance (DAF)
Category B:

Chief Accountant

Head of Departments (Directorates)

· All cheques must have two signatories with Category A being mandatory. The DAF will make adequate arrangements for the custody of unused cheques.  Cheques in use shall be entered in a register to be maintained by the DAF.

· The cheque signatories are responsible for the financial transactions that they authorize including the payment and receipt of cash. Therefore, when signing payment vouchers, receipt vouchers and cheques, it is important that they critically review all documentation prior to authorization.
4.6.1 Bank Reconciliation Procedures 

The preparation of bank reconciliation requires the statement for the month concerned for each Bank Account. The timing of the reconciliation for each Bank Account will depend on the date of receipt of the relevant bank statements. It is important that reconciliation is completed for each month before the end of the following month. 

When the bank statement is received relating to a particular month, the Accountant responsible for the reconciliation will extract the accounts ledger and carry out the reconciliation.

Each entry, which appears both on the ledger and on the bank statement, will be ticked off thus leaving only those entries, which form part of the reconciliation. 

The Accountant must ensure that all cheques issued and cash received with the bank have been credited promptly on the statements and must investigate carefully items appearing on the statement which do not appear on the bank ledger. Where a justifiable entry has been omitted from the ledger relating to bank charges and interest, the officer should prepare a journal entry to update the ledger. 

When the reconciliation has been completed, it must be typed and presented for approval to the DAF. In addition to the reconciliation, the bank statement and the bank ledger should be presented. 

The DAF reviews and certifies the reconciliation before sending to the Director General. A file should be maintained for all bank reconciliation statements. The file should always be reviewed to ensure that bank reconciliation is consistently and systematically prepared.
5 Accounting policies

The accounting policies employed by the Ministry are consistent with internationally accepted accounting principles promulgated by the International Accounting Standards Committee. The more significant accounting policies applicable to the Project include:

5.1 Accounting Convention

The financial statements of the Ministry shall be prepared under the historical cost convention.
5.2 Accounting Basis

The financial statements shall be prepared on an accrual basis of accounting. All known receivables and payables are taken into account in the balance sheet at the end of the accounting period.

5.3 Accounting Period

The accounting period for the Ministry is 1st January – 31st December

5.4 Foreign Currency Accounting

In line with the Ministry policies, all the financial records of the Ministry will be maintained in Somali Shillings. Revenue and Expenses are translated at the exchange rates at the dates of the transactions. Assets and liabilities held in foreign currencies will be translated at the rate ruling at the Balance Sheet date. 

5.5 Recognition of Income

Revenue from government appropriation and development partner is recognized when received.

5.6 Recognition of Expenditure

Expenditure is recognized when incurred i.e. when goods have been received or a service has been rendered not necessarily when money is paid. Expenditure is therefore recognized in the Accounts on accrual basis. 

5.7 Cash and cash equivalents

For the purpose of the cash flow statement, cash and cash equivalents comprise cash at bank and in hand.

5.8 Fixed Assets 

Fixed Assets shall be defined as those assets acquired for use in the Ministry and have estimated useful life of more than one year.  Fixed assets are stated at cost, less accumulated depreciation.

5.9 Depreciation

The annual depreciation charge is calculated using the Straight Line Method at annual rates estimated to write off the carrying values of assets over their expected useful lives. The annual depreciation rates in use are: 
	Item
	% Depreciation

	Furniture 
	10%

	Office Equipment
	20%

	Computer equipment (Hardware & Software)
	30%

	Motor Vehicles
	20%


The annual depreciation charge is calculated using the Straight Line Method at annual rates estimated to write off the carrying values of assets over their expected useful lives.
5.10 Inventories accounting

Inventory is defined as stock of consumables such as unused stationary, motor vehicle or machinery spare parts, fuel or other materials held in stock for use by the Ministry. Stock shall be valued at cost or net realizable value whichever is lower.  Stock records for all consumables will be maintained to track acquisition, use and balances but the cost of stock acquisition will be charged in the year in which the consumables are acquired. 
6 Financial Reporting

To ensure effective financial management, the preparation of regular financial statements for use by the Ministry has to take place.  The financial statements should summarize the Ministry activities for the period. The timely review of financial reports of the project's affairs enables management to assess the financial effect of different activities.  The Quick Books software has several predesigned reports as well as capacity to modify or customize reports in terms of needs. Some of the reports the system is able to generate included the following:
· Chart of account listing

· Trial balance 

· Comparison between actual amounts against budget and their respective variances for each given account/budget item

· Journal transaction details (from all the interfaces and normal journal entries)

· Ledger reports with opening balances, transactions for the period and end of period balance. 

· Expenses per component and category

· Transaction reports analyzed by transaction type 

· Detailed monthly income and expenditure reports

· Balance sheet

This table outlines the key reports and reporting requirements for the Ministry.

	Financial Reporting Chart



	Identified sub-system
	Report title 
	Report purpose
	Users of report
	Frequency of report

	Ledger accounting and financial reporting

	General Ledger 
	Transaction listing
	Summary of general ledger transactions
	Finance Unit
	Monthly

	
	Trial Balance
	Overview of net postings and balances to income, expense and balance sheet accounts; validates posting accuracy
	Finance Unit 
	Monthly, Quarterly and Annual

	Chart of Accounts
	Chart of accounts listing
	Full list of account, cost centre and other codes in use
	Finance Unit
	Quarterly and Annual

	External Reporting
	Report on the Ministry operations
	Reports on all activities of the Ministry 
	Director General, Head of Departments, Government & stakeholders
	Annual

	
	Audited Financial Statements
	Reports on the financial position of the Ministry
	Director General, Departments, Government & stakeholders
	Annual

	Internal Reporting
	Income summary
	Summary of income by funding source and in total, against last year, and budget
	Finance Unit

& Head of Departments
	Monthly, Quarterly and Annual

	
	Expenditure summary
	Summary of expenditure by funding source in total, against last year, and budget
	Finance Unit 

& Management


	Monthly, Quarterly and Annual

	
	Overall Income and Expenditure 
	Consolidated version of above statements, against budget
	Finance Unit

& Management


	Monthly, Quarterly and Annual

	
	Overall Cash Flow Statement
	Cash flow version of above income and expenditure summary
	Finance Unit & Management


	Monthly, Quarterly and Annual

	Other sub-systems

	Budgeting and budgetary control
	Annual budget estimates
	Provides annual budget data by department and section
	Finance Unit and  Department Heads
	Annual/Continuous

	
	Budget monitoring
	Provides year-to-date analysis of actual against budget, and shows budget remaining for rest of year
	Finance Unit and Department Heads
	Monthly and Quarterly

	
	Revised annual budget estimates
	As above, but provides revised data
	Finance Unit and Department Heads
	Annual/Continuous

	Cash management (receipts/payments)
	Daily banking
	Summary of daily banking
	Finance Unit
	Daily

	
	Collections and banking
	Reconciliation of receipts with banking
	Finance Unit
	Daily

	
	Receipts reconciliation
	Reconciliation of receipts with credits in the bank
	Finance Unit
	Weekly

	
	Payments reconciliation
	Reconciliation of payments with debits in the bank
	Finance Unit
	Weekly

	
	Cash Position Report
	Shows the cash and bank position
	Finance Unit and Department Heads
	Daily and Weekly

	
	Cash Flow Forecast
	Shows the forecast cash inflows and outflows and relates this to existing balances
	Finance Unit and Department Heads
	Monthly and Quarterly

	
	Cash Flow Statement
	Shows the actual cash inflows, outflows and balances
	Finance Unit and Department Heads
	Monthly and Quarterly

	Purchasing
	Supplier List
	Master list of suppliers
	Procurement Unit, User depart & Finance Unit
	Annual/As Needed

	
	Item price record
	Shows supplier and price history for each item purchased
	Procurement, User depart & Finance Unit
	Annual

	
	Outstanding orders report
	Shows status of orders made in terms of how much received
	Procurement, User depart
& Finance Unit
	Monthly, Quarterly and Annual

	Creditors/Accounts Payable
	Payment schedule
	List of scheduled payments to be made
	Finance Unit and Director General
	Monthly

	
	Payment report
	List of payments made on a daily basis
	Finance Unit & Director General
	Daily

	Stocks Management
	Stores list
	Master list of stock items
	Finance Unit
	Annual/As needed

	
	Stores movements
	Summary of receipts, issues, transfers, returns and adjustments
	Finance Unit
	Monthly

	
	Stock adjustments
	Quantity and value of adjustments
	Finance Unit, DAF
	Quarterly

	Payroll 
	Pay slips
	Employee pay slips
	Finance Unit and Human Resource Dev Unit
	Monthly and Annual

	
	Statutory Forms
	Statutory reports
	Finance Unit and Human Resource Dev Unit
	As required by law

	
	Net pay reports by location
	Payroll transactions
	Finance Unit and Human Resource Dev Unit
	Monthly and Annual

	
	Full and summary payroll listing
	Comprehensive payroll list (all employees)
	Finance Unit and Human Resource Dev Unit 
	Monthly and Annual

	
	Deduction listings for each type of deduction 
	Comprehensive deduction list by employee
	Finance Unit and Human Resource Dev Unit
	Monthly and Annual

	Fixed Assets
	Fixed Asset List
	Master list of fixed asset types
	Finance Unit
	Annual/As Needed

	
	Fixed Asset Movements
	Summary of additions, disposals and other changes in fixed assets
	Finance Unit and Director General
	Quarterly and Annual

	
	Fixed Asset Schedule
	Reconciliation of opening and closing fixed asset balances based on above movements
	Finance Unit
	Quarterly and Annual


7 Internal Controls and Audit
7.1 Internal Control System
Internal control is a central responsibility of Head of Departments at the Ministry.  The system and techniques for implementing internal controls are aimed mainly at improving the accountability of actions, the accuracy and reliability of records, the safeguarding of assets and overall efficiency of operations. Internal controls refer to both administrative controls and financial controls. Administrative controls comprise the Ministry plans, methods and procedures that facilitate management planning and control of operations. Financial controls comprise the methods and procedures that are mainly concerned with the authorization of transactions, the safeguarding of assets and the accuracy of financial records.  Good financial controls help maximize efficiency and help minimize waste, unintentional errors and fraud.
7.1.1 Controls

Internal financial controls are supposed to provide reasonable assurance concerning:

Authorization

The Ministry should ensure that transactions are executed in accordance with established policies and procedures.  

Recording

All authorized transactions must be recorded in correct amounts, periods and accounts.  Immediate complete and tamper proof recording should be the aim.  

Safeguarding

The Ministry should uphold precautions and procedures, which are appropriate in safeguarding its assets and liabilities.  
Reconciliation

Records should be compared with other independently kept records and physical counts.  Such comparisons help to ensure that other control objectives are attained.  For example, bank statements should be reconciled with cashbook balances.  
Valuation

Recorded amounts should be periodically reviewed for revaluation and necessary adjustments.

Segregation of Duties

The accounting duties should be properly segregated not to allow one person to complete two interrelated tasks without an independent check.
7.1.2 Key Ingredients of a Sound Internal Control System

The control environment is the foundation for other components of internal control. To ensure that the information that the Ministry receives is accurate, it will establish some form of control over the preparation of the information. 
The control environment means the overall attitude, awareness and actions of staff regarding internal controls and their importance. Control over accounting records is a necessary part of the process. Control procedures are those policies and procedures in addition to the control environment, which are established to achieve desired objectives. They include procedures designed to prevent or detect and correct errors. The Ministry should put in place adequate controls over the followings:

· The organizational structure. The organizational structure should be adequate to enable the Ministry to monitor and control its activities. The current organization structure of the Ministry is considered adequate.

· There is sufficient coverage in key functions and that competent staff are recruited. 

· Budgets are prepared based on realistic and reasonable assumptions

· Head of Departments have sufficient reliable and relevant information. 

· Appropriate documentation of the policies and procedures, covering finances, accounting, procurement and financial reporting are in place.
· Appropriate segregation of duties and responsibilities has been put in place

· Adequate measures for safeguarding Ministry assets, including cash and bank balances

· Arrangements for carrying out accounting reconciliation and independent verification of assets and records

· Arrangements for storing Ministry documents and restricting access to authorized personnel.
7.1.3 Internal Audit
Internal auditing is the review of the Ministry financial and non-financial activities to ensure that operations and procedures laid down by the Ministry are adhered to.  The Internal Auditor will carry out this review. The Internal Auditor functionally reports to the DAF but on internal audit findings the auditor can report directly to the DG. The objectives of an internal audit are to:

a) Ensure that policies and procedures laid down by the Ministry are adhered to.

b) Review and improve internal control systems in line with changing trends.

c) Ensure internal control systems are such that they safeguard the project's assets and liabilities.

d) Ensure financial reports prepared by the Ministry project reflect its affairs accurately and honestly.

e) Be a link between internal auditors and the Head of Departments in matters relating to the internal control systems of the Ministry, etc.

7.2 External Audit Arrangements

The primary objective of the Audit is to express an opinion on the financial statement of the Ministry. The audits will be carried out by the Auditor General in line with the established laws and regulations. 
7.2.1 Audit Scope

The scope of the audit will include: 

· An assessment of the adequacy of accounting and internal control systems to monitor expenditures and other financial transactions and ensure safe custody of project-financed assets;
· A determination as to whether the Ministry is maintaining adequate documentation for all its transactions and activities;

· Verification that the annual financial statements reflect a true and fair financial position of the Ministry and are in compliance with set standards.
7.2.2 Report

The report enables the auditor to give his comments on the accounting records, systems and controls of the Ministry. Significant areas of weakness in systems and controls should be highlighted. The report should explain clearly the risks arising from internal control weaknesses. It should propose constructive recommendations to help improvements so that weaknesses can be eliminated from the system. The audit report should contain a clearly written expression of opinion on the financial information. 

7.2.3 Ministry Response to Audit Observations

It is the duty of the Ministry through the DG to respond to observations raised in the audit report. An Action Plan should be prepared to implement agreed recommendations.

8 Procurement Manual
8.1 Introduction 
The purpose of this Manual is to provide detailed guidance and best Practice to the staff of Ministry on managing its procurements. The contents of this Manual apply to the purchase of all goods, works and Services for the Ministry. This Manual is the key document for implementing the Ministry Procurement Strategy. The Ministry needs robust procedures that reflect good practice and demonstrates value for money and ensure efficient service delivery.

8.2 Procurement Structure 

Generally the procurement strategy concerns all the Ministry employees defining their needs. The Ministry Procurement/Tender committee is the supreme organ and is responsible for:

· Planning for procurement

· Preparation for Tender documents

· Opening and evaluation of bids, and 

· Awarding of Contracts

The Procurement/Tender committee is composed of the DAF, Director Policy and Planning, Director Human Resource Development, Director Formal Education and the Chief Accountant. The DAF will be the secretary to the committee. The Director General can vary the membership of this committee at any time. 
8.3 Objectives of Procurement 

Value for money is the guiding principle of the procurement process and requires the Ministry to evaluate the costs and benefits of the available options, so that it obtains the maximum benefit from works, goods and services it acquires within the resources available. The best value for money is not always the cheapest. To achieve value for money, the Ministry requires staff involved in a procurement process to encourage competition between potential suppliers, follow the procedures, apply the criteria and make judgments. Key tenets of value for money are:

Economy – The Ministry will use its resources carefully, to save money, time or effort.

Efficiency - The Ministry will select options that select the same level of service, outputs and impacts at less cost of money, time or effort.

Effectiveness - The Ministry will select options that deliver a better service or a higher quality outputs and impacts, and minimize risks.

Transparency- Contract procedures must be transparent and contract opportunities should generally be publicized. All the Ministry staff involved in procurement processes must comply with the principle of transparency. Each procurement process must be open and documented. Transparency will ensure that all potential bidders have access to the relevant information, and will enable the Ministry to take decisions to stand up to scrutiny. 

Impartiality- Procurement procedures must treat potential service providers fairly and in a non-discriminatory manner. All candidates should have equal access; receive equal treatment with common rules and deadlines. The Ministry staff involved in procurement processes must behave ethically, be impartial and avoid actual and perceived conflicts of interest. Potential bidders should be dealt with in a non-discriminatory manner.  

Clarity- the standards and duties relating to a procurement process must be clear, to ensure certainty and to avoid confusion;
Threshold- the procurement value will pre-determine which procurement procedure to use.

Criteria- Standards for evaluating tenders and awarding contracts will be articulated before tenders are received and the criteria and any weighting made available to potential bidders.

Responsibilities- The duties of Budget holders and evaluating committees will be clearly documented.

Legality – all procurement should be in accordance with procurement laws

The above key tenets of procurement should underpin all the Ministry procurements. In order for procurement process to be rigorous, it is important that assessments, discussions and decisions are fully documented and filed together with all correspondence with potential suppliers.

8.4 Initiation of Procurement 

Procurements that are included in an approved budget will be initiated and carried out by the Administration and Logistics Officer who will plan for prospective tenders to be awarded during the financial year on at least quarterly basis and in accordance with the annual budget adopted. Such plans shall be forwarded to the DAF for review and to the DG for approval.

Procurement may be initiated by any member of the Ministry staff as need is identified. An acquisition request approved by the head of the department concerned and submitted to DAF for verification and approval.

The administration and finance unit is responsible for verifying the availability of funds. For items that are procured punctually and are not in the procurement plan, the intended user raises a written requisition.

8.5 Procurement Committee 

An internal procurement committee (PC) will be established comprising of the DAF, Director Policy and Planning, Director Human Resource Development, Director Formal Education and the Chief Accountant where the DAF is the secretary. The Director General can vary the membership of this committee at any time. 
In the procurement of services, works or goods that need special consideration, a technical person from the concerned department may be invited by the committee.

8.6 Procurement Thresholds 

It takes a careful planning to make a procurement process successful. Before the Ministry approaches potential supplier’s for-value-for money goods, services or works, the procurement committee needs to know first what sort of goods or services or outcomes required, and they need to have decided how the market will be approached to obtain quotes or other proposals from bidders.

Specifications – The Ministry will specify in advance the performance and technical or functional requirements of the goods, services or works required. 
Procurement Value - The Ministry will estimate the maximum anticipated value of the contract, based on the specifications and research. This will guide the decisions on which procurement process to use, and the nature of selection criteria. The minimum process is determined by the procurement value.

Conditions - The Ministry will specify in advance any conditions that potential service providers must meet in order to participate in a procurement process. The potential bidder may have to demonstrate minimum legal, technical or financial capacities, for instance relevant experience in the technical field.

Procurement not Greater than US$ 500 

Procurement of goods works or services for values not greater than US$ 500 will be done through petty cash.

Petty Cash is used for minor and urgent expenditures, not exceeding US$ 500, where it is not practicable or efficient to issue cheques. The Petty Cash Fund is established and based upon an imprest system. The envisaged amount for the Imprest will be US$2,000 to be replenished as and when necessary. The amount of replenishment is always the total of summarized Petty Cash expenses, which must be prepared by the Cashier, checked by the Chief Accountant, approved by the DAF.

The Cashier keeps a petty cash book in which all movements of the petty cash are recorded.  The Chief Accountant must carry out regular and surprise cash counts. 
Procurement of US$501 – US$ 5,000

All procurements of works, services and goods with value US$ 501 – US$ 5,000 will need to secure three pro-forma invoices, compare and award tender to the bidder with the least cost but who also meets the set specifications for the procurement. The head of department in charge of the execution of a particular budget will proceed with the drafting of the specifications. All technical specifications must be approved by the ALO. Final approval on procurement specifications is provided by the DAF in consultation with the DG.

Similar information will be provided to each vendor and they will have same period of time to respond to the invitation. The minimum period allowed for submitting a bid is three working days. After all bids have been received, the three bids will be opened and evaluated within one hour of submission deadline. 
Procurement of US$ 5,001 and above
All procurements of goods, services with a value of US$ 5,001 – US$ 50,000 will be carried out by Procurement committee where they will prepare a request for proposal and send it to at least five bidders. Procurement based on short listing should allow bidders at least 7 days notice to prepare and submit their proposals. The seven days are counted from the date of receipt of the Request for Proposal by the bidders which should be acknowledged by appendices of the signatures and stamps of the bidders or their representatives.

After the initiation process specifications will be prepared by the responsible person. The validity of the tender must be for a minimum of 7 days. In instances where simplicity of the proposal is evident this may be reduced to 5 days or where the tender is complex this could be increased to 21 days. After the closing date of the solicitation, the procurement committee must open bids within one hour of submission deadline in a public manner and all suppliers providing proposals will be invited to attend.

An analysis of the proposals will take place. Each member of the procurement committee will evaluate the proposals. The Procurement committee will prepare proposal evaluation report and submit the report to each member of the procurement committee for his/ her signature. The proposal evaluation report MUST have original signatures from all members of the procurement committee in order to be valid.

After the completion of the bid evaluation report, a purchase order will be submitted to the selected provider of the service.

8.7 Procurement Evaluation Criteria 

8.7.1 Goods and works                  

The tender committee shall evaluate and compare the bids. The evaluation and comparison of bids shall be done basing only on criteria specified in the bidding Document and no addition or omission of any criteria shall be allowed

The evaluators shall examine whether the bidder fulfils the requirements as stipulated in the bidding document including at least the following:

· Having qualified key personnel, equipment, experience and financial capacity allowing him/her to efficiently execute the contract awarded;

· Being legally entitled to conclude procurement contracts;

· Not being insolvent, under liquidation, bankrupt or liable to legal prosecution;

· Not having been debarred from tendering operations;

· Any other information required by the procuring entity as it might have been specified in the tender documents.

The successful bidder shall be the one meeting the minimum technical score specified in the tender document and whose price shall be the lowest and more advantageous than the other bidders.

In case of many successful bidders with equal prices, the Ministry shall invite them to submit their new bids with reduced prices. In the event the bidders are again at par, the Ministry shall resort to lot casting among those bidders.

8.7.2 Services

For services, the tender committee shall evaluate every technical proposal in accordance with the criteria specified in the request for proposal and in compliance with the following scores.

· General experience of the firm in the field: 5 to 15 points

· Relevant experience in the similar services: 10 to 20 points

· Quality of the methodology proposed:20 to 30 points

· Qualifications and experience of the key personnel proposed: 40 to 60 points

· Transfer of knowledge  or technology 0 to 10 points(where applicable)

· Participation of nationals 5 to 10 points(where required),

The overall score shall be obtained by adding the technical and financial scores. The technical and the financial scores shall be determined according to the complexity and nature of the assignment. And the coefficient for quality and cost score used in determining the winning proposal is specified in the request for proposals.             

The Ministry will make sure that the process is fair, documented, clearly understood by all and potentially released after the Tender award. Care will be taken to ensure that there is no discrimination in evaluation criteria or scoring.

8.7.3 Dispute Resolution in Procurement

If after the notification of award of tender, one of the Bidders or contractors feels that his/her bid was responsive but has not won, the first step he/ she can take is to seek debriefing session with the Ministry to explain the grounds for disqualification. If not satisfied, he can seek review in writing to the Director General unless the procurement tender has already entered into force. The complaint must be submitted within 10 days when the bidder or contractor became aware of the circumstances giving rise to the complaint or when he should have became aware of those circumstances.

8.8 Procurement Cycle 

The procurement cycle consists of a number of Generic stages that are common to all procurements. These stages include;
· Determining the need to procure

· Establishing the authority to procure

· Establishing the procurement route

· Determining availability of Potential suppliers

· Inviting quotes/Tenders

· Evaluation of quotes/Tenders

· Awarding the Contract

· Managing the contract

· Receiving and paying for goods and services

Authority to procure is vested with the Ministry procurement committee. Only the Procurement Committee can commit the Ministry to a contract and only with the approval of the Director General. The Ministry will not accept liability for the payment of any invoice for goods, works or services supplied against an order, which has not been properly authorized. The person/s with authority to procure must not engage in the following;
· Divulge prices received from one tenderer or contractor to another

· Exaggerate quantities above known requirements

· State time as `of essence to the contract` unnecessary, making unreasonable or onerous demands of suppliers

· Permit some tenderers to re-quote while others are denied this facility

· Give false information under any circumstances

· Allow personal bias or prejudice to influence procurement decisions

· Solicit or accept from tenderers or contractors any personal favours

· Accept bribes of any kind

· Provide additional information of any kind to any tenderer which might assist their bid to the disadvantage of other tenderers

· Hold undeclared financial interests in tenderers or Contractors business;

· Make alterations to tender documents after they have been received.

8.9 Competition/ Single Sourcing 

Competition is a cornerstone of Public sector procurement and needs to be considered for each and every requirement. In assessing whether or not competition is practicable, a number of factors need to be considered:

· Value of requirement
· Threshold for competition

· Timescale of the requirement

· Technical complexity

8.10 Preparation of Bids 

The bidder shall bear all costs associated with the preparation and submission of its bid, and the Ministry shall not be responsible or liable for those costs, regardless of the conduct or outcome of the bidding process. 
9 Annexes
9.1 Detailed Chart of Accounts

	Ministry
	Directorates
	Main Category
	Sub Category

	12
	Ministry of Education 
	01
	Administration & Finance
	10
	Assets
	01
	Land and Building

	
	
	02
	Basic and Higher Education
	
	
	02
	Vehicles

	
	
	03
	Quality Assurance
	
	
	03
	Furniture and Fittings

	
	
	04
	Human Resource Management
	
	
	04
	Electrical and Water Systems

	
	
	05
	Policy Planning and Research
	
	
	05
	Communication Equipment

	
	
	06
	Tivet and Programs
	
	
	06
	Education Materials

	
	
	07
	Non Formal Education
	
	
	07
	Computers and Other Office Equipment

	
	
	08
	DG of Education
	
	
	08
	Cash and Bank Balances

	
	
	09
	Minister
	
	
	09
	Stores and Inventory

	
	
	10
	Vice Ministers
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	 
	 
	
	
	20
	Liabilities
	01
	Creditors

	
	
	
	
	
	
	02
	Outstanding Imprest

	
	
	
	
	
	
	03
	Loans

	 
	 
	
	
	30
	Revenue and Grants
	01
	 General Government Revenue

	
	
	
	
	
	
	02
	Government Grants

	
	
	
	
	
	
	03
	United Nations Partners

	
	
	
	
	
	
	04
	Other Development Partners and NGOs

	
	
	
	
	
	
	05
	Certification Fees

	
	
	
	
	
	
	06
	Printing Income

	
	
	
	
	
	
	07
	Other Revenue and Grants

	 
	 
	
	
	40
	Salaries Wages and Benefits
	01
	Permanent Staff

	
	
	
	
	
	
	02
	Project Staff

	
	
	
	
	
	
	03
	Allowances

	
	
	
	
	
	
	04
	Pension

	
	
	
	
	
	
	05
	Gratuities

	 
	 
	
	
	50
	Operating Costs


	01
	Fuel & Oil

	
	
	
	
	
	
	02
	Office Stationary

	
	
	
	
	
	
	03
	Printing Press Costs

	
	
	
	
	
	
	04
	Printing and Subscriptions

	
	
	
	
	
	
	05
	Medicare

	 
	 
	
	
	60
	Repairs, Maintenance and Rehabilitation
	01
	Vehicle Maintenance and Repairs

	
	
	
	
	
	
	02
	Office Maintenance and Repairs

	
	
	
	
	
	
	03
	Equipment and Furniture Repairs

	
	
	
	
	
	
	04
	Repairs and Rehabilitation of Schools

	
	
	
	
	
	
	05
	Vehicle Maintenance and Repairs

	
	
	
	
	
	
	06
	Office Maintenance and Repairs

	 
	 
	
	
	70
	General Expenses
	01
	In country Travel Allowances

	
	
	
	
	
	
	02
	International Travel Allowances

	
	
	
	
	
	
	03
	Telephone and Communication Expenses

	
	
	
	
	
	
	04
	Examination Costs

	
	
	
	
	
	
	05
	Entertainment

	
	
	
	
	
	
	06
	Petty Cash

	
	
	
	
	
	
	07
	Light and Water

	
	
	
	
	
	
	08
	Programs and Publications

	 
	 
	
	
	80
	Government Grants 
	01
	Puntland Commission of Higher Education

	
	
	
	
	
	
	02
	Puntland Examination Board

	
	
	
	
	
	
	03
	Puntland Institute of Education

	
	
	
	
	
	
	04
	Universities and Colleges

	
	
	
	
	
	
	05
	Primary Schools

	
	
	
	
	
	
	06
	Secondary Schools

	
	
	
	
	
	
	07
	Vocational Training Institutes

	
	
	
	
	
	
	08
	

	
	
	
	
	
	
	09
	

	
	
	
	
	
	
	10
	

	
	
	
	
	90
	Reserves and Capital Fund
	01
	General Reserves

	
	
	
	
	
	
	02
	Capital Fund


9.2 Sample Forms

1. Cheque Specimen

2. Funds Receipt Voucher

3. Petty Cash Voucher

4. Payment Requisition Form

5. Goods Received Note

6. Stores Issue Vouchers

7. Delivery notes

8. Credit/Debit Note

9. Bin Cards

10. Local Purchase Order

11. Assets Transfer Form

12. Petty Cash Replenishment Form

13. Pay Slip

14. Advance Request Form

15. Travel Advance Request Form

16. Travel Expense Reimbursement Form

17. Vehicle Log Sheet

18. Photocopier Log Sheet

19. Payroll Deletion Form

20. Certificate of Employee Release or Acceptance

21. Letterheads

9.3 Sample Reports 

1. Financial Reports

2. Balance Sheet

3. Income and Expenditure

Farah Mahille Jama

Director Admin and Finance Director of MOE
Mobile, Tell: 0025290794296/0025290746741

Email: farahmahille@gmail.com
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