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Preamble:
The organizations financial policy and guidelines are issued as a reference point for accounting officers, management and the entire staff in their official dealing with the organizations transactions. They are guidelines on what should be done when a transaction takes place. They range from basic requirements or definitions to cover such policies, controls and procedures of handling financial transactions.
They represent broader principles of finance and accounting policy for staff and management of the organization.
The Director must ensure the financial policy and guidelines are read and understood by all staff of the organization. Policies and guidelines should always be readily available for reference.
The Board approves these policy and guidelines and the date of such approval will be shown on the cover page. Any amendments to the guidelines must also be approved by the relevant authorities. The date of such amendments will be notified to all staff through appropriate organization circulars.
Unless otherwise expressly provided herein these guidelines or elsewhere or by specific context, these guidelines shall apply to all transactions of EFP-UGANDA.
Introduction: General:
These financial policy and guidelines are in accordance with the national accounting standards, International accounting standards and the International standards on auditing.
Amendments:
Amendments will be issued as and when necessary by the accounting and finance department. Except for minor alterations and deletion, whole pages will be reprinted, slips and sheets will be serially numbered and reference to the number of the amendment sheet or slip made marginally when amendment to the text is carried out.
Commencement:
These guidelines come into force on
August 23rd 2017  (the date the Board approves them)
Basic requirements:
Interpretations:
General:
In these guidelines, the words and expressions used in the subsequent paragraphs unless the context requires otherwise will have the meaning specifically assigned to them in this section.
EFP-UGANDA:
Means Empowerment For the Poor-Uganda.
The Board:
Means the Board of Directors of EFP-UGANDA responsible for overall policy of running the organization.
The Director:
Means the person appointed as the Director who is the top executive of EFP-UGANDA or any person duly authorized to carry out prescribed functions of the post.
Management:
Means a body normally consisting of the Director, the HOD and other officers delegated by the same body to carry out similar responsibilities for the day to day efficient running and administration of the organization.
HOD:
Means any officer heading any of the departments of the organization or any person authorized to carry out prescribed functions.
Staff:
Means a person in the employment and is on the staff list of EFP-UGANDA.
1.0
Background:
Empowerment For the Poor –Uganda (EFP-Uganda) is a non –governmental organization that was established way back in 2009 and officially registered in 2014 with the Non Governmental Organizations Board of Ministry of Internal Affairs as an NGO with Registration No.
S.5914/11097
The organization was began by a group of social workers in pursuit of sustainable solutions to alleviate poverty among poor communities, households and marginalized people of in Ugandan communities. We improve the quality of life of the people regardless of their gender, age,religious, ethnic and political inclination.
Our experience over the years has taught us that empowering vulnerable people with knowledge and skills enables them to support themselves practically,
We work with poor and vulnerable households to enable them initiate income generating activities that lead to increased income and undertakes community initiatives that advance economic and social progress in a systematic and sustainable manner. Our programsinclude: a) Household Income Security, b) Agriculture and Food Security, Environmental Conservation and Climate Change Adaptation, Health,Education and Human Rights Protection.
Vision
‘A empowered community in which all people are capable of living self reliant lives”
Mission
To promote health, education and livelihood programs among poor households and communities through training, capacity building and advocacy.
Mission Statement
Empowerment For the Poor Uganda exists to improve the lives of those living in poverty by promoting a Rights Based Approach to improve livelihood of the poor and the marginalized people of society through socio- economic strengthening and increase house hold production.
EFP-Uganda Objectives
· To build the capacity of the poor households and communities to improve their livelihood by engaging in socio-economic activities.
· Establishing a vocational training Institute to offer holistic and integrated practical training to Orphans and vulnerable children and Youths
· Facilitating rural poor communities to access clean safe water, improved hygiene and sanitation practices, and acquire useful knowledge on health promotion, human rights and environmental protection
· Empowering EFPU management and governance systems for effective programme implementation
CORE VALUES
· Team Work and Commitment
· Service with Compassion
· Accountability
· Respect for all
· God fearing
2.00 FM Guidelines:
These guidelines have been prepared for EFP-UGANDA to enable it execute its duties. They set out the minimum Financial Management (FM) and accounting procedures to be followed. The guidelines shall be applied together with the rules and regulations of the organization. Where the two are in conflict the guidelines shall prevail.
2.01 Meaning and relevance of FM:
FM is concerned with the mobilization or raising of money and its allocation or spending. It's a tool that provides information about money so as to assist the manager of the organization to plan, control and monitor how the project is performing in terms of resource and time that were planned to be used and those already applied in the project. It's also a process of initiating transactions, gathering monetary information, recording it, using the information to prepare reports to various parties interested in the project so as to enable them to evaluate the organization's performance.
The Community empowerment  projects implemented in communities are non-revenue earning projects and therefore the basis of accounting will be cash accounting. For cash basis FA is developed, recorded and reported only when cash has been received. When cash has been paid out the project recognizes that expenditure has occurred. Under cash basis nothing is recorded until cash has been received. The other basis of accounting is accrual basis and this recognizes that either revenue or expenditure will be recorded as soon as the transaction takes place whether cash has been received or not.
2.02 Rational of FM:
FM provides timely and relevant information to the community upon which decisions relating to community funds, projects and the management of such project is archived.
2.03 Users of financial information:
There are various users of financial information in order to make economic Decisions.
· The project owners, stakeholders and their advisors, executive committees and project managers: The owners and management have the responsibility to plan and control the resources in such a way that will enable the manager to develop, gather, prepare and present financial information to permit the owner take economic decisions that satisfy project investment goals.
· Suppliers and trade creditors: They need financial information to enable them assess project's ability to pay outstanding bills.
· Customers: Require financial information from the project that provides them with goods and services so that they can assess the ability of the project to continue doing so.
· Government and its agencies: Need information to regulate activities of the projects and offer assistance where it's required or collect taxes.
· The public: These are the users of the goods and services produced by the project. They also provide essential services such as labour and materials to the organization.
· Employees:  Need information to determine job protection and also bargain for salary
increase.
All information required by various persons is provided in writing by means of financial reporting.
2.04 Meaning and purpose of accounting:
Accounting involves the recording and classifying of financial transactions in the books, summarizing and communicating financial information through the production of the financial reports and the interpretation of the operating results portrayed in the financial statements to facilitate decision making. There must be an inflow of information regarding transactions from all departments to accounts to enable the officer produce the financial statements or reports.
3.00 Basic standards, principles, laws and regulations:
These are some of the guidelines to be followed in assembling data that will formulate the financial reports.
· Information must present the full transaction as it has occurred. This principle is particularly important for community projects where goods and services are expected to be fairly valued and included in the accounting records of the projects at a fair cost.
· Comparability: users must compare financial information of an enterprise all the time to identify the changes and be able to explain the causes.
· Timeliness: Information must be provided on time. Both information and time have value
if information comes
late.
Such information has economic benefit for the user.
· Cost: information especially financial information is costly to gather record and present. If the costs of preparing reliable and relevant financial statements far exceed the benefits that a user may obtain, such information is not worth presenting.
· Financial information must be processed and interpreted within the legal framework of the law that sets up the project. The information collected and provided about the project
must satisfy the requirements of the laws governing the project and the community.
4.00 The legal framework:
The laws and regulations define the duties, functions and responsibilities of each person running a project. They also outline how reports are to be prepared, to whom and for what purpose they are distributed. This is known as the reporting framework for project's operations.
FM and accounting are highly regulated practices as they operate under a strict environment of "dos and don’ts." To achieve this the organization can create accounting procedures manual.
5.00 Accounting procedures manual:
APM is a record of the policies and procedures for handling financial transactions. The manual can be a simple description of how financial functions are handled (e.g. depositing cash, paying bills etc) and who is responsible for what. The APM is also useful when there is a change over in FM staff.
6.00 Internal controls:
These are policies and guidelines instituted by the project managers to protect the resources of the project and to ensure the smooth running of the operations. These objectives include proper authorization, timely and accurate recording of transactions in the correct period, the safeguarding of assets and ensuring the existence of assets recorded.
They are designed by management to ensure the prevention, detection and correction of errors. However the choice of controls may reflect a comparison of the cost of operating individual controls against the benefits expected to be derived from them. For example the cost of having no control on maintaining adequate documentation would lead to lost or missing invoices. ISA400 states that internal controls within an accounting system are needed to ensure that:

Transactions
are
executed
in accordance
with
general
or
specific authority.
· All transactions are recorded at the correct amount, in the correct account and in the proper period so as to permit the proper preparation of financial statements.
· Access to assets and records is authorized.
· Recorded assets are compared with existing assets periodically and appropriate action is
taken with regards to differences.
6.01 Features of internal controls:
· Each person heading a department must have clearly defined responsibilities. He/she is accountable and is directly accountable for those responsibilities.
· Adequate records must be maintained: Records give management reliable information to use in monitoring the operations of the enterprise and will finally give the reports desired by different users.
· Record keeping and custody should be separated.
· Regular and independent reviews: In order to ensure that the system of internal control is functioning properly it must be checked regularly by independent persons who test the transactions to ensure that they comply with the laid down procedures.

Responsibility of dividing related  transactions:  If a transaction  is divisible into related activities, an independent person should perform each activity. E.g. Ordering, receipting,
verification of quality, quantity and custody of goods. Transactions should be initiated, executed, recorded and reported in the shortest time possible. Information loses value faster than with time.
7.00 Financial policies:
· These are specific accounting bases selected and consistently followed by an organization as being, in the opinion of management, appropriate to its circumstances and best suited to present fairly its results and financial position.
· All incomes and expenditures for the organization will be properly documented in the books.
· All expenditures will be authorized, approved and recorded in the right books. The officers concerned will ensure that documents are initialed before filing them.
· All requisitions and payment vouchers for the organization will be properly checked and approved before payments are affected. All payments above one hundred thousand shillings (100,000/=) will be made by cheque through the bank.

A procurement system will be instituted for the purchase of assets, stock and other services for the organization. All purchases should be authorized, approved and documented in the books of accounts and filed thereafter. Suppliers will be vetted properly.
· A storage system will be given priority for the safe custody of documents, stock and cash. A safe and a filing cabinet which is lockable will be put in place. Proper record of assets and goods received and issued and the balance on hand will be instituted.
· All transactions will be properly classified, analyzed and recorded in the books.
· All payment vouchers, receipts, ordering forms, GRN, LPO, requisition forms etc will be prepared in three copies on pre-numbered forms. All cash and receipt books plus variable documents will be kept under key and lock when not in use.
· All cash received i.e. cash donations, cash sales etc, will be banked intact within two days after the transaction.
· All requisitions will be made in writing and not verbal.
8.00 Statement of management responsibilities:
The accounting practice requires management to prepare financial statements for each financial year which give a true and fair view of the state of affairs of the organization as at the end of the financial year and of the profit or loss of the organization for that year. In preparing those financial statement management are required to:
· Select suitable accounting policies and then apply them consistently.
· Make judgments and estimates that are reasonable and prudent.
· State whether applicable accounting standards have been followed.
· Prepare the financial statements on the going concern basis unless it's inappropriate to presume that the company will continue in business.
Management is responsible for keeping proper accounting records, which disclose with reasonable accuracy, at any time, the financial position of the organization to enable them to ensure that the financial statements comply with the international accounting standards. Management is responsible for safeguarding the assets of the organization and hence for taking reasonable steps for the prevention and detection of fraud and other irregularities by:
· Monitoring the legal requirements and ensuring that operating procedures are designed to meet these requirements.
· Instituting or operating appropriate internal control system.
· Ensuring proper employee training and that the employees understand the policies and procedures.

Monitoring compliance with the code of conduct and
developing displinary measures to
those employees who abuse them.
The FM guidelines and policy requires that management recognize the fact that non-compliance
with the policies and guidelines by staff may lead to material misstatements and that any non-
compliance has implications on the integrity of management and staff.
9.00 Management of accounting records:
The basis of a proper financial system is that all income and expenditure from the cash box and bank are correctly written down. All income should be written on a receipt book and all expenditure should be written on a payment voucher in the payment voucher book. Money should always be kept in a safe place.
9.01 Receipt book:
This section describes the controls and procedures to be applied when cash and cheque are received.
· Issue of a receipt should acknowledge all cash received.
· All cash received should be properly documented in the books of accounts i.e. the cashbook and the ledger account.
· All cash received should be banked intact within two days to the organization's account.
· At no point should the payment be made out of cash receipts.
· There should be segregation of duties while handling cash. The person receiving cash should not be the same person going to the bank.
There should be independent checks on cash floats and investigations on cash shortages.
Every time the organization receives money a receipt needs to be written. The receipt should indicate the following:
· Date of the transaction.
· Received from, from whom the money has been received.
· The sum of shillings, amount in words.
· Being payment of, purpose of payment.
· Signature, signature of the person receiving the money.
Always when writing the amount in letters, the following must be done:
· Do not leave a space at the beginning, so that no one can add any letters at the beginning.
· End the amount in letters with the word "only"
· Draw a solid line after the word only.
9.02 Payment voucher (cheque and cash payment voucher):
Expenditures shall comprise of expenses incurred directly on the organization's activities. The organization will recognize, pay/reimburse and include in the financial statements costs that are adequately reasonable and included in the budget.
· All payments shall be made by accounts. The rest of the departments should request for payments by filling appropriately the requisition forms and submit them to accounts office through the HOD.
· All payments should be initiated using a requisition form prepared by the user person or department.
· All requisitions should be properly checked and approved by the HOD.
· All requisitions should be addressed to the accounts office through the HOD.
· After the requisition has been approved, accounts officer will raise a PV.
· The PV should be properly checked and approved by the Director and thereafter signed by the payee.
· The payee should acknowledge payment by issuing a receipt.
· The accounts officer will stamp the PV "paid." and file it after wards.
Every time a payment is done by the organization a voucher should be written. The voucher should indicate:
· Name of the organization and title.
· Serial number.
· Date of payment.
· Payee i.e. to whom the money paid.
· Quantity of the item.
· Particulars i.e. details of the payment.
· Code i.e. the account code used in the list of expenses.
· Amount, the amount for each detail.
· Total, total of the payment under amount.
· Approved by, the payment should be approved a senior authority for payment.
· Cashier, name and signature of the person making the payment voucher.
· Received by, name and signature of the person receiving the payment
The payment should be recorded in the cashbook and in the ledger book. Without the signature for approval, the cashier is not authorized to pay the amount. The persons who can sign for approval are the members of the core team, the Director and the Chairman of the management committee. The person signing for approval and the person receiving the amount should be different. The cashier should not be one of core team members. It's important to have separate cheque and cash payment vouchers.
9.03 Cheque payments:
· The person in charge of accounts shall write the cheques and present them to together with the supporting documents to the bank signatories.
· Cheques shall be signed by at least two authorized persons.
· Signed cheques shall be issued to the recipient and recorded in the cheque register which the recipient shall sign when he/she collects the cheque indicating his/her name and the date
· The recipient shall issue a receipt in acknowledgement of a payment.
· The payment voucher shall be stamped PAID to minimize the possibility of double payment.
· Payment voucher and all supporting documents shall be filed sequentially to enhance the accessibility of operating information, which is required for the development of financial reports and to facilitate auditing and performance review.
9.04 Mistakes:
If you happen to make a mistake in writing the voucher, then cross the page with one big line, from left side to the upper and write "CANCELLED" along that line.
9.05 Petty cash payments:
The organization will operate a cash imprest of 500,000= to facilitate payment of minor expenses not exceeding 500,000/=
Expenses exceeding 500,000= shall be paid by cheque to the respective person or organization. The cashier shall be responsible for the petty cash float that will be kept in the locked safe or box.
Payments in the petty cash float shall be on the basis of duly approved petty cash payment vouchers that shall be serially pre numbered and be issued sequentially. Approval will be obtained from the head of accounts.
9.06 Replenishment of the petty cash float:
· Petty cash replenishment shall be initiated on properly approved reconciliation and supporting documents.
· When the petty cash threshold has been reached, the person in charge of the petty cash shall request for a replenishment of the petty cash float. He/she will summarize all the
petty cash payments made since the last replenishment,
balance
up
the
cash
book
and
determine
the replenishment
amount
by
completing
the
petty
cash
count
and reconciliation form.
· The person in charge of accounts shall perform the petty cash count and reconcile the cash on hand to the approved petty cash float on the form.
· The completed petty cash count and reconciliation form shall be reviewed by the Director together with the respective petty cash vouchers, petty cash book and all relevant supporting documents.
· The Director shall review and approve the petty cash vouchers and sign the petty cash book and the petty count and reconciliation form as evidence of authorization for the replenishment.
· Once the approval has been given for the petty cash replenishment the withdrawal shall follow the cheque payment guidelines.
· The Director shall appoint personnel to carry out surprise petty cash counts and these shall be performed at least once a month and the results recorded. If there are any discrepancies between the cash on hand and cash paid out as evidenced by the petty cash payment vouchers, explanations shall be sought and any irregularities noted resolved immediately.
10.00 Procurement/purchases:
Purchases must be controlled. Organizations should ensure that only authorized purchases that are necessary for the organization are made. All stages of the purchases process, ordering, receiving goods and being charged should be documented and ordered so that the organization gets what it ordered and pays for what it ordered and received. Organizations need to keep track of what they owe to each supplier by maintaining a purchases ledger.
10.01 Procedures:
· For all goods ordered there should be a purchases requisition from the user department.
· The purchasing department should check the purchases requisition is for the goods the user department is authorized to buy and consume.
· The purchase requisition should use a standard form and be signed by an authorized person.
· The purchasing department should buy the goods from an authorized supplier. Where there is a choice of a supplier or a new supplier is required, the purchasing department should obtain the production from the supplier who provides the product or service at the best price, quality and delivery.
· The purchasing department should raise the purchase order which should be signed by the Purchasing manager. For large value purchases, a Director is required to sign the purchase order. The purchase order should be sent to the supplier, goods received department, the user department and accounts.
· The purchase department should ensure goods are received on time.
· When goods are received, the purchasing department should receive a copy of goods received note from the goods received department. Goods should be recorded against the order.
· The purchase department should authorize the purchase invoice. They should check the goods on the invoice are consistent with the purchase order and the price per unit is correct.
· The purchase department should be informed about short deliveries i.e. quantity, quality and prices.
· The purchase department should be informed of situations when goods or services are received but no purchase order has been raised.
11.00 Payroll management:
The  objective  is  to  describe  the  procedures  to  be  used  when  preparing  payrolls  for  the
organization. Payment of salaries and wages shall be made to only bona fide employees of the
organization. The payroll shall be prepared at the end of every month and in accordance with the
approved budget. All benefits and allowances paid with the salary shall be in accordance with the
local tax laws and other government regulations such as ITA and NSSF act.
The  accounts  office  will  be  responsible  for  preparation  of  the  payroll  and  will  check  the
following:
· Accuracy and completeness of the payroll.
· Existence of staff on the payroll.
· Accuracy of any changes made on the payroll.
· Recoveries or dues to third parties are complete.
· Computation of statutory deductions that include NSSF and PAYE.
· The payroll reconciles to accounting records.
Employees will be required to complete their monthly time sheets. Completed and approved time
sheets will be sent to accounts by 22 day of each month for payroll processing. The Director
shall sign the payroll as evidence of authorization. All salaries shall be paid through the bank at
the end of the month by direct credit to the employees account or by cheque payment to the
employee.
All  employees  will  furnish  finance  and  accounts  department  with  particulars  of  their  bank
accounts. Each employee
shall
be issued a pay slip
showing the monthly salary, allowances
due to him/her, deductions and net pay.
A file shall be maintained for all monthly payroll and other supporting documents.
Statutory deductions shall be submitted to the relevant authorities before 15 day of the following month or the time stipulated by the statute.
12.00 Accountability:
· The individual given advance to undertake work shall submit a complete and adequate accountability.
· All advances shall be accounted for promptly, reviewed and authorized by the HOD.
· The individual who draws an advance shall prepare accountability as soon as the activity is completed and in any case not later than 7 days from the date the activity is completed.

All
accountabilities
shall
be
supported
by
appropriate
original documents.
· The accounts office shall review the accountability to ensure completeness, adequacy and constitutes full documentation necessary to retire the advance.
· Any monies not accounted for after the stipulated period shall be recovered from the salary of the officer concerned.
· The responsibility for the authorization of the accountability rests with the HOD.
12.01 A complete accountability shall have the following:
· Accountability form.
· Advance requisition form.
· Original supporting documentation for the expenses incurred.
· A report relating to the activities performed for which the advance was requested and drawn.
· Evidence of approval by the HOD.
13.00 Stores management:
· The organization will operate a separate receiving area for items received in the store.
· The storekeeper together with the technical person shall inspect all items received and
check them against the order and delivery note for description, quantity and quality in the presence of the distributor.
· The delivery note and invoice shall be signed and stamped by the storekeeper as evidence of receipt.
· The storekeeper shall record the items against an already prepared LPO and generate a GRN.
· The storekeeper shall receive the items into the store and update the stock card.
· The storekeeper shall maintain a stock register that shall be updated on the receipt.
· After 2 months the storekeeper shall prepare a report that shall show all the items received and the Director shall review this.
13.01 Issue of items from the store:
· The requester shall complete the stores requisition form in duplicate.
· The director shall authorize and sign the stores requisition form.
· Monthly stock counts shall be carried out on the last day of the month by the storekeeper and 2 other personnel selected by the Director.
· Each stock item shall be physically counted at least once a year and more frequently for fast moving items.
14.00 Fixed assets management:
· Fixed assets are items held by the organization for more than one year.
· All fixed assets shall be used for only the organizations activities.
· A register shall be maintained for all assets received by the organization.
· A log book shall be maintained by the driver to record the following information; date when the journey begun and when it ended, meter reading both start and end, destination, authorized personnel, fuel consumption, service and any repairs done to the vehicle and comments and sign off by the Director.
· The Director shall authorize movements of assets from one point to another.
· All assets shall be engraved for quick identification and verified every quarter.
15.00 Reporting:
· The organization will be required to periodically prepare financial and non-financial reports and be submitted to the Director.
· The reporting period shall be that period as agreed by management.
· The cut off for monthly reporting shall be the last day of each month or the last day of the last month in the quarter under review.
· The Director shall review all the reports submitted to him/her.
· The accounts office shall be responsible for addressing all the queries raised. The queries shall be responded to within the shortest time possible.
16.00 Planning and budgeting:
A budget is an organization's plan for a forth-coming period, expressed in monetary terms. It's a detailed proposal based on money and activities that a community intends to follow in either executing a project or in collecting and spending revenue for a given year in line with its
objectives, needs and priorities. The budget period is the time period to which the budget relates.
This is normally the accounting year.
16.01 Planning:
This is a method or procedure that outlines how things must be done. It involves making choices between alternatives. It's primarily a decision-making activity. It has both long term and short-term dimensions.
16.02 Planning and control process:
· All activities incorporated in the budget must be planned and controlled. Planning
involves making choices between alternatives and it’s a decision-making activity. Control involves measuring and correcting actual performance to ensure that the alternatives that are chosen and the plans for implementing them are carried out.
· There should be laid down strategies that might enable the organization to achieve its targets.
· All strategies must be evaluated in terms of suitability, feasibility and acceptability. Strategies with the greatest potential for achieving the organizations objectives will be selected.
· Choose the alternative course of action.
· Implementation of the long-term plan.
· Organizational structure.
· Principal budgets.
· Administrative details i.e. budget committee, a time table and how budgets are to be prepared.
· Procedural matters i.e. account codes and the budget officer to address inquiries.
16.03 The objectives of budgeting process:
· All items budgeted for should aim at achieving the objectives and goals of EFP-
UGANDA.
· All functional budgets should aim at achieving the organizational mission statement and vision.
16.04 The budget manual:
This is a collection of instructions governing the responsibilities of persons and the procedures,
forms and records relating to the preparation and use of budgetary data.
A budget manual should be produced so that everyone can refer to it for information and
guidance about the budgeting process. It gives the instructions and information about the way
budgeting operates in a particular organization. The Accountant normally prepares it.
The responsibility for the preparation of budgets is ideally for the managers or HOD and their
subordinates. E.g. the programs officer should draft a programs budget and its overheads and
submit it to the budget committee.
16.05 The budget committee:
The coordination and administration of budgets is the responsibility of a budget committee,
chaired by the Director and assisted by the budget officer who is the accountant. Every part of
the organization should be represented on the committee.
16.06 Functions of the budget committee:
· Coordination of the of the budget preparation.
· Issuing of time table.
· Allocation of responsibilities.
· Provision of information.
· Communication of official budgets.
· Comparison of actual results.
· Continuous assessment of budgets
16.07 Need for budgeting:
· Allocation of scarce resources.
· Budgets are legal requirements for government-oriented activities.
· To determine project costs that will be implemented.
· To form a basis for requisitioning finances for the project from the financiers on the basis of planed activities.
· To control and monitor the implementation of projects.
· The current and development budgets provide the link between community revenue and expenditure budgets.
· The budgets contain a hierarchy of performance indicators that decide the inputs and outputs of the sub project in the short period.
· The budget outlines the activities required in getting an output and their costs.
16.08 How to avoid budget slack:
· Managers and HOD should avoid.
· Taking their own ideas as the budgeting rules
· Biasing priorities in their favor
· Avoid unreasonable budget proposals just for the sake of maximizing finance
· Not make budgeting a duty for a few individuals
· Over burden the budget with projects lumped in one period
16.09 Considerations for a good budget:
· Allow sufficient time for dialogue among all stakeholders
· Managers and HOD should carry out wide consultations among themselves to reach consensus for projects and plans that will be funded
· Offer each idea a chance to be considered and then eliminate unsuitable ones
· Assemble ideas and draw plans based on community consensus
· 16.10 Steps in budgeting processes:
· Collection of ideas for work plan and budget
· List all your income i.e. earned income and passive income.
· List all your expenses i.e. fixed and variable expenses.
· Preparing the financial plans
· Approval and finalization of the annual work plan and budget
· 16.11 Making realistic budget projections:
· List the number of local revenue sources available
· Compute the revenue estimates and ensure all are included
· Avoid unrealistic increases in revenue estimates

Base projections on documented ability to mobilize funding, by considering any innovations in kind, training and improved members mobilization or reduction of costs.
· Ineffective means of expenditure
· Accountant provides inputs to the annual work plan, which forms the basis of the budget estimates.
16.12 Cash budgets:
This is a detailed budget of cash inflows incorporating both revenue and capital items.
	Estimated cash receipts
	:(A)
	
	
	
	
	

	Period
	January
	February
	March
	April
	May
	June

	Credit customers
	XX
	XX
	XX
	XX
	XX
	XX

	Cash sales
	XX
	XX
	XX
	XX
	XX
	XX

	Disposal of fixed assets
	XX
	XX
	XX
	XX
	XX
	XX

	Total cash receipts
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	Estimated payments: (B)
	
	
	
	
	
	

	Suppliers
	XX
	XX
	XX
	XX
	XX
	XX

	Salary paid
	XX
	XX
	XX
	XX
	XX
	XX

	Purchase of asset
	XX
	XX
	XX
	XX
	XX
	XX

	Rent and rates paid
	XX
	XX
	XX
	XX
	XX
	XX

	Utility paid
	XX
	XX
	XX
	XX
	XX
	XX

	Loan paid
	XX
	XX
	XX
	XX
	XX
	XX

	Total payments
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	
	
	
	
	
	
	

	Net surplus/Deficit (A-B)
	XX
	XX
	XX
	XX
	XX
	XX

	
	
	
	
	
	
	

	Opening cash balance
	XX
	XX
	XX
	XX
	XX
	XX

	Closing cash balance
	XX
	XX
	XX
	XX
	XX
	XX


The cash budget is one of the most important tools that an organization can use. It shows the cash effect of all plans made within the budgetary process. It can also give management an indication of potential problems that could arise and allows them the opportunity to take action to avoid such problems
16.13 The master budget:
When all the functional budgets have been prepared they are summarized and consolidated in a master budget, which consists of the budgeted profit and loss account, budgeted balance sheet and cash budget. And which provide the overall picture of the planned performance for the budgeted period.
16.14 Budget performance:
· Examine the key achievements of past year including successes and failures.
· Compare overall budget expenditure and output.
· Was such output origin considered plan?
· Is project still on plan?
· Are  objectives,  priorities,  outputs  and  expenditure  allocation  still relevant?
16.15 Finalization and approval of budgets:
When the budget estimates have been compiled and carefully compared with the work plans, then the budget is presented and read to the members by the Accountant for their discussion and approval.
16.16 Budget implementation:
This refers to the constant comparison of actual activities and achievements against set targets to ensure that actual activities are within the set limits in terms of resources and time as originally envisaged in the annual work plans.
16.17 Budget control:
This comes in at two different stages. Firstly, pre-spending budgetary control. Here the person authorizing each expenditure transaction should ask is this in the budget? Secondly, post-spending budgetary control is done through periodic management accounts showing actual results against each budget line.
Control is likely to be most effective when the time lag between the output and the corrective action based on feedback is as short as possible. The analysis of variances and developments of corrective actions often takes weeks or months, if at all, any corrections are made. During this time lag problems keep growing. The variance report merely gives a post-mortem signal that timely remedial measures are necessary.
Managers must see the problem coming in time and do something to avert it. Since the past cannot be changed, effective steps should be taken to prevent present and future deviations from plans. This is achievable through close monitoring and control, preferably on sport or real time basis.
17.00 Accounting forms:
API Requisition form:
· Should be initiated by stores and addressed to procurement or purchasing department.
· A short memo and minutes from the committee should account this form to procurement office.
· A proforma invoice and bids analysis should also be attached.
· Should be properly checked and authorized before its submission.
AF2 Payment voucher:
· Should be addressed to the payee.
· A requisition must have been raised, checked and authorized.
· The requisition should ensure it has all the necessary supporting documents.
AF3 Local purchase order:
· It should be raised by the purchasing or procurement department.
· A requisition form must have been raised and authorized.
· Suppliers must have been sourced and analyzed.
AF4 Goods received note:
· Should be completed by the stores department.
· To be filled when goods have been received from the supplier.
· Should be accompanied with an invoice and a photocopy of the delivery note.
AF5 Stock card:
· To be filled by stores department.
· Each item must have a separate sheet recorded on it.
· Should be updated whenever stock is received or issued out.
AF6 Asset repair/Service form:
· Should be filled by the asset user when there is a need to repair or service the asset.
· Should indicate clearly the reason for repairing the machine.
· Should be properly checked and authorized by the HOD
AF7 Bids analysis form
· Should be filled by the purchasing or procurement department.
· Quotations should be recorded and analyzed on the bid.
· Proper selection and reason of the supplier should be made.
AF8 Cash requisition form:
· Should be initiated by the requester or user person of the funds.
· It should be filled when the activity that needs money to be spent on has been authorized by the higher authority.
· Should be addressed to finance and accounts department.
· Should be checked by the HOD and properly approved by the Director.

A short memo and minutes from the committee for the activity undertaken should be attached to the requisition before its submission to accounts.
AF9 Stores requisition form:
· Should be initiated by the user person or department of the asset.
· The asset requisitioned for should aim at benefiting the organization.
· The form should be addressed to stores department.
· Should be properly checked by the HOD and approved by the Director.
AF10 Petty cash reconciliation form:
· Should be completed by the person who requested and spent the funds.
· Receipts and payment vouchers should accompany this form to accounts.
· The reconciliation statement should clearly indicate the opening balance, cash replenished, total amount spent and the closing balance.
· Should be properly checked and approved by the Director before its submission to accounts.
AF11 Accountability form:
· All accountabilities should be made to accounts.
· Should be properly checked by the HOD and approved by the Director.
· Should indicate clearly the amount spent, advanced and the amount due to/from payee.
· All accountabilities should be done within 7days.
· All accountabilities should be accompanied by a short memo, minutes of the committee and the receipts or contract agreement from suppliers of goods and services.
AF12
Motor vehicle log book:
Should be filled by the driver and the authorizing officer i.e. the who has used the vehicle Should be checked on a daily basis and submitted to accounts weekly.
AF13
Requisition form for small expenses less than 10,000/=
This form has been designed to reduce on the costs of using too much stationery while requesting for small cash requisitions.
All the expenditures should be authorized before this form is submitted to accounts.
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	AF1
	
	
	REQUISITION FORM
	

	To:  _______
	
	
	
	Date:______________________

	
	
	
	
	
	
	

	Department:
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Budget code
	
	Quantity
	Particulars
	
	Unit price
	Amount (Ushs)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	TOTAL
	

	
	
	
	
	

	Amount in words:
	
	
	
	

	
	
	
	
	

	
	Name
	Designation
	Signature
	Date


Prepared by
Reviewed by
Approved by
EMPOWERMENT FOR THE POOR-UGANDA (EFP-UGANDA)
P.o Box 31461 Kampala, info@empowermentuganda.org
“A rights based Approach to Community Transformation”
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AF2
PAYMENT VOUCHER FORM
Date:
Voucher No:
Cheque
No:
Paid to:
Being payment in respect of the following:
Account code


Particulars


Amount (Ushs)
TOTAL
Amount in words:
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	Name
	Designation
	Signature
	Date


Prepared by
Checked by
Approved by
Received by
EMPOWERMENT FOR THE POOR-
UGANDA (EFP-UGANDA)
	
	
	
	P.o Box 31461 Kampala, info@empowermentuganda.org
	
	

	
	
	“A rights based Approach to
	
	
	
	
	
	

	
	
	
	Community Transformation”
	
	

	
	
	
	
	
	
	
	
	

	AF3
	
	LOCAL PURCHASE ORDER
	
	

	LPO
	
	
	
	
	
	Date:______________________
	

	No:_________
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	To:
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Please supply the following and charge to our account.
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Item code
	
	
	Description
	
	
	Quantity
	
	Unit price
	Total (Ushs)
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	VAT 18%
	
	

	
	
	
	
	
	
	
	
	TOTAL
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	

	Terms of payment: Delivery must be made within
	
	
	days from the date of this order. All
	

	items shall be described and shall not differ from
	the sample provided where applicable.
	

	
	
	
	
	
	
	
	
	

	
	
	
	Name
	Designation
	
	Signature
	Date
	

	Prepared by
	
	
	
	
	
	
	
	
	
	

	Checked by
	
	
	
	
	
	
	
	
	
	

	Approved by
	
	
	
	
	
	
	
	
	
	


EMPOWERMENT FOR THE POOR-UGANDA (EFP-UGANDA)
P.o Box 31461 Kampala, info@empowermentuganda.org
“A rights based Approach to Community Transformation”
	AF4
	GOODS RECEVED NOTE.
	
	

	No ____
	
	
	Date__________________

	
	
	
	
	

	Supplier:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	LPONo:
	Delivery note No:
	Invoice/Cash sale No:
	
	

	Item
	Quantity
	Description
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	

	The above items are in accordance with the items of the order.
	
	

	
	
	
	
	

	
	Name
	Designation
	Signature
	Date

	Received by
	
	
	
	

	Delivered by
	
	
	
	


EMPOWERMENT FOR THE POOR-
UGANDA (EFP-UGANDA)
P.o Box 31461 Kampala, info@empowermentuganda.org
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	AF5
	
	
	
	STOCK CARD
	
	

	Facility name
	
	
	Location
	
	

	
	
	
	
	
	
	
	
	
	
	

	Item description
	
	
	Item code
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Minimum stock level
	
	Maximum stock level
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Transaction detail
	
	Quantity
	
	
	
	Issued by
	Initials

	No
	Date
	Ref: (GRN/SRF)
	Received
	Issued
	Balance
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	Name
	Designation
	
	
	Signature
	
	Date

	Prepared by
	
	
	
	
	
	
	
	
	

	Checked by
	
	
	
	
	
	
	
	
	


EMPOWERMENT FOR THE POOR-UGANDA (EFP-UGANDA)
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“A rights based Approach to Community Transformation”
AF6
Asset description
ASSET REPAIR/SERVICE FORM
Asset No _ ______
Location
Users report:
Mechanical report:
Recommended by
Name
Designation
Signature
Date
[image: image4.png]



Work completion report (To be filled by the user person):
Parts replaced/Serviced


Unit cost


Total cost
	Name
	Designation
	Signature
	Date


Prepared by
Checked by
Approved by
EMPOWERMENT FOR THE POOR-
UGANDA (EFP-UGANDA)
P.o Box 31461 Kampala, info@empowermentuganda.org
“A rights based Approach to Community Transformation”
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	BIDS ANALYSIS FORM
	
	
	
	
	

	
	
	
	
	
	
	
	

	Date
	Description
	Quantity   Quotes
	
	
	
	
	

	
	
	Unit cost
	
	
	Total cost
	

	
	
	1
	2
	3
	1
	2
	3
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_
Quotation chosen: Rational:
Remarks:
	
	Name
	Designation
	Signature
	Date

	Prepared by
	
	
	
	

	Checked by
	
	
	
	

	Approved by
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AF8
To:
CASH REQUISITION FORM
Date:
Name of requester:
Amount requested in words:
Amount requested in figures : Purpose: _
Checked by: Date:
Authorized by: Date:
Received by: Date:
Note:
The funds requested for MUST be accounted for within 7days from the date the activity is completed.
If the funds are not accounted for within the above period, the funds will be recovered from your salary.
The requests must be authentic, genuine and budgeted for.____________________
-31 –
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	AF9
	STORES REQUISITION FORM

	(Asset, stock, stationery etc)
	

	To:
	Date:

	
	

	Department:
	


Budget code


Particulars


Quantity


Remarks
	Name
	Designation
	Signature
	Date


Prepared by
Reviewed by
Approved by
EMPOWERMENT FOR THE POOR-
UGANDA (EFP-UGANDA)
P.o Box 31461 Kampala, info@empowermentuganda.org
“A rights based Approach to Community Transformation”
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	AF10
	
	PETTY CASH RECONCILIATION FORM
	
	

	To:
	
	
	Date:
	
	

	
	
	
	
	
	

	Department
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Date
	Particulars
	
	Voucher
	Budget code
	Amount

	
	Opening balance
	
	
	

	
	Replenishment by cash/cheque
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Total amount spend
	
	
	

	
	Cash at hand
	
	
	

	
	Name
	
	Designation
	Signature
	Date

	Prepared by
	
	
	
	
	


Reviewed by
Approved by
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"
	AF11
	
	
	ACCOUNTABILITY FORM
	
	

	To:
	
	
	
	
	
	Date:
	
	

	
	
	
	
	
	
	
	
	

	Department:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Date
	
	Particulars
	
	
	Budget code
	Amount

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	Total expenditure
	
	
	
	
	
	

	
	
	Amount advanced
	
	
	
	
	
	

	
	
	Advanced due to/from payee
	
	
	
	

	
	
	Name
	
	Designation
	
	Signature
	
	Date

	Prepared by
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Reviewed by
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Approved by
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


-34-
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AF12
Motor vehicle registration No
MOTOR VEHICLE LOG BOOK
Serial No
	Date
	Speed meter reading
	Full details of
	Issues
	
	
	
	Amount

	
	
	
	
	
	journey
	
	
	
	
	
	

	
	Start
	End
	Km Run
	
	
	Fuel
	
	Oil
	Repairs
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	Name
	
	
	Designation
	
	
	Signature
	
	Date

	Prepared by
	
	
	
	
	
	
	
	
	
	
	

	AChecked by
	
	
	
	
	
	
	
	
	
	
	

	-35-
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'More"___________________________
	AF13
	REQUISITION FORM FOR EXPENSES LESS THAN OR EQUAL TO

	
	
	
	
	
	

	Date
	Description/Purpose
	Imprest
	Amount
	Person requesting
	Autho

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	|
	
	
	
	
	

	
	
	
	
	
	

	
	Name
	Designation
	Signature
	Date
	

	Prepared by
	
	
	
	
	

	Checked by
	
	
	
	
	

	-36-
	
	
	
	
	


1.
INCOME/RECEIPTS:
	
	Budgeted Income
	
	Actual Income

	
	Voucher
	# currency
	Bank
	Previously

	
	No
	
	National currency
	reported

	SOURCE OF INCOME
	
	
	2
	3

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2.
EXPENDITURE/PAYMENTS:
Actual expenditure
	
	vouchers no
	Previously
	During re

	
	
	reported
	

	BUDGET HEADS:
	
	
	1

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


-37-
3. BALANCE OF PROJECT FUNDS AND CASH STATUS:
	
	SPCG A/C
	OPERATIONS
	DONA

	Balance of project funds at the start of reporting period
	
	
	

	Add: Total Income
	
	
	

	Less: Total expenditure
	
	
	

	Balance of project funds
	
	
	


4. CASH STATUS:
Bank balance
-38-
	FIXED ASSET REGISTER
	
	

	Project name: Empowerment For the Poor-Uganda
	

	Prepared by .........................................
	Signature
	..................Date

	..............
	
	
	

	Approved by   ...........
	.
	Signature
	Date

	
	
	
	


Asset No


Description (e.g. model serial No)


Department assigned
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Person assigned
I
Date
acquired


Purchase cost
-39-
