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HANDING-OVER OF STORLS
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Condemnation of unserviceable stores, etc.
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‘PUBLIC Norice No. 10 oF 1998

Published 5tk November, 1998

‘ THE PUBLIC BUDGETING AND ACCOUNTING ACT. 199!

{No. 1 of 1992)

THE FINANCIAL ADMINISTRATION REGULATIONS, 1998 Short title.

Part |—~RESPONSIBILITIES OF OFFICERS

and Accounting Act, 1992 (hereafter referred to as “the Act”) a vote controllers.

ActNo. 1 of

controlier shall — 1992.

(a) check all cash in his charge and verify the amounts
with the balances in the cash books;

(b) bring promptly to account as revenue any cash
found in his charge in excess of the balances in the
cash book;

(c) promptly make good any deficiency in cash for
which he is responsible;

(d) ensure that all books of acccunt under his control are
correctly posted and kept up-to-date;

(e) reportto the Financial Secretary any apparent defect
in the procedure for revenue collection or any
apnarent waste of extravagance inexpenditure, which
comes to his notice in the course of his accounting
duties,;

1. Inthe performance of his functions under the Public Budgeting Duties of vote
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(f) produce, when required by the Accountant-Ge
or Auditor-General or by sach officers as m.
authorised by either, all cash, books, rec
vouchers or other items of value in his charge
(8) putin place such arrangements as may be conve
to the public when transacting busincss with 1
Limits of 2. (1)  Where a vote controller delegates his powers ord
del‘sgi‘q“fd to a public officer under his control, he shall do so Inwriting and .
potvers. set out clearly and unequivocally the limits of such dele gation.
(2)  Any public officer who makes or allows or directs
disbursement of public moneys or issue of securities, stores or o
public property without the requisite delegation shall be person
responsible for the amount or value involved: and any public off
whose duties require him to render accounts shall be responsible for
inaccuracies in those accounts.
i Accountant- 3. (1) The Accountant-General shall maintain or cause
- GeT’eg}l ' maintained by an accounting officer a register of all audit quenes ¢
e maitn n [ .
register. audit inspection reports.
“ (2}  The register shall contain—
1 .
” (a) the reference and date of the audit query or repc
B and
(b) the date on which the audit query or report w
answered or otherwise dealt wilh.
Vote 4. The vote controller concerned shall examine and initial 1l
controllers to register at the end of every month.
examine
register. L .
Use of green 5. No public officer except the Auditor-General or an officer «
ink.

employee of the Audit Service oi person appointed by the Auditoy

General, shall, in relation (o public accounts use green ink, pencil ¢
crayon.

i S P ParT II—-ESTIMATES OF REVENUE AND EXPENDITURE
‘:[‘ :;l"‘ | o

Budgetcall . 6. (1)
circular.

The Financial Secretary shall, at the appropriate time ir
- ' each financial year, issue a circular called the “budget call circular”
~ all vote controllers.




(2)  The budget call circular shall require all vote controllers
o submit wthin a specified time and in a prescribed manner—

(a) detailed proposals, applications, requirements and
any explanation relevant to their staff establishment
and the anticipated revenue and recurrent and capital
expenditure for the following year;

(b) draft estimates of the revenuc and expenditure for
which they are responsible; and

(¢) 1evised estimates of revenue and expenditure for the
current year.

| '3) A vote controller shall, in preparing draft estimates of |

§ revenue and expenditure, ensure that the estimates are realistic and s
~qccurate i1 all respects and are prepared in accordance with any

siructions or guidelines given by the Minister of Finance, Development

and ‘gECt:sm:wmic Planning (referred to in these Regulations as “the

finister”.) B

| (4) Proposals for any new establishment or expansion of
8 anexisting one including an increase or upgrading in the establishment,

4

shall be ir.cluded in the draft estimates only after the approval of the
-] Minister has been obtained.
i .

7. (1) The estimates of revenue shall comprise moneys {rom Estmates of
revenuce.

these classes—

(a) the gross receipts of the Government other than
' repayments of advances;

(b) receipts from deposits and remittances;

(¢) the cale of investments forming part of the
Consolidated Fund; and

(d) fees, dues and fines payable imo the Treasury;

r (2) Each class of estimates may comprise several heads
b put no head shall contain items coming under different classes.

(3) Receipts which cannot properly be placed under any
head me.y be classified as “miscellancous’.

LA
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(4)  Where there is need for the opening of new sub-headéi
under any head authority shall be sought before such opening. {

8. Proceeds from the sale of government lands, rents fronz
leases and other assets shall be kept separate from other sources o
revenue in the draft estimates.

9. (1) Where the Government is to receive a grant or loa
from outside the country in aid of administration, the estimate of thj,
amount to be so received shall appear under a separate head of revenue
following and distinct from the total revenuec receipts from othea
sources. ;

(2) Where there is any anticipated repayments of a lcan by
the Government it shall appear under a separate head of expenditure,

10. (1) The estimates of expenditure shall show as nearly as,
can be predicted the amounts expected to be spent during tlie financial
year.

(2) The estimates shall be divided into heads of expenditure
in accordance with the structure determined by the Financial Secretary
acting on the advice of the Budget Bureau and conveyed to vote
controllers through the budget call circular.

11. (1) The purposes of expenditure and the services to be
provided under each head shall be outlined in a preamble to the head
to be called “the ambit of the vote™.

(2) No expenditure shall be charged to the head unless it
falls within the ambit of the vote.

12. (1) The estimates of expenditure within the heads of
expenditure, whether of a capital or recurrent nature, shall be divided
into such programmes as are considered necessary for the efficient
running of the services to be provided.

(2) Each programme shall include, as far as possible, all

" ‘the items relating to the particular service to be provided under that

programme so as to show clearly the total estimated costof that service.
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(3) Expenditure within each programme shall be classified
into the following groups—

(a) recurrent expenditure (personnel expenditure);,

(b) other recurrent expenditure (standard);

(c) other recurrent expenditure (non-standard);

of the (d) capital expenditure; and

(e) development estimates.

13. (1) All personal emoluments to public officers shall be Persoua
separately identified under a programme sub-head under the recurrent emolumeats
expenditures (personnel expenditure) group.

(2) The group shall contain—
(a) salaries; and

(b) personal allowances such as allowances for special
duty, overtime, acting, entertainment, housing, fuel,
light, clothing or allowances in lieu of
accommodation.

(3) Salaries of established personnel shall be put under a
separate sub-head.

u ) (4) Each allowance shall be described in a separate line
‘s> and shall not be included with the salary.
ss it . _
(5) Transport and travelling allowances granted in
consideration of expenditure incurred during service shall not be
b of regarded as items of personal emoluments.
ded , . .
tent 14. (1) Where an officer receives emoluments under more Receipt of
% (  than one head it shall be indicated by cross-references or footnotes. emoluments.
fall (2) Any pension or compensation allowance or other
ot emoluments during service, including the provision of official residence
shall be indicated as in sub-reguiation (1).
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15. (1) The Financial Sccretary on the advice of the Buc
Bureau shall prescribe the standard nomenclature for all items
annually recurrent expenditure which is common to all or
Government Departments.

(2) Such items shall have the same sub-head numt
within the respective heads and shall appear first within the "ot
recurrent expenditure (standard)” group.

(3) All items of annually recurrent expenditure of an
capital nature shall be included in the “other recurrent expendit
(non-standard)” group.

(4) Where an annually recurrent vote is provided
maintenance or up-keep from which purchases of stores, instrume
or equipment are to be made, the amount entered shall not be more
sufficient to provide for normal requirements for the replacement
repair of existing articles.

16. Items of expenditure which cannot be conveniently pla
under any sub-head shall be classified under the sub-hc
“miscellaneous”.

17. (1) ltems of expenditure of a capital nature which are
annually recurrent shall be included in the capital expenditures grot

Where the expenditure is for development purpos

(2)

‘whether funded locally or externally, it shall be classified as “projec

and included in the development estimates group.

18. (1) When capital expenditures and development estima
are being presented to Parliament through an Appropriation Bill th
shall contain sufficient detail as to enable Parliament to ident fy the

(2) Savings on total estimated cost shall not be used

19. Estimates of capital works which are not annually recurc
but which extends over one year shall show the following —



(a) the anticipated expenditure for the next financial
year;

(b) the revised estimates (if any) for the works;

(c) the total amount actually expended so far as the
acccunts are complete; and

(d) the total amount likely to be expended up to the
beginning of the next financial year.

(2) The estimates shall show the following—

(a) the anticipated expenditure for the next financial
year;

" (b) the original total estimated cost of the project if any;
(c) therevised total estimated cost (if any) of the project;

(d) the total amount actually expended so far as the
accounts are complete; and

(e) the total amount likely to be expended up to the
beginning of the next financial year.

(2) The source of funds and the anticipated date of receipt

of the funds for each capital works shall also be shown in the estimates.

Part 111 —AUTHORITIES FOR EXPENDITURE

22. (1) The Accountant-General shall, after receiving a general Accounting

{warrant from the Minister authorising him to make payments or accept warrants.
& lharges, notify vote controllers of that fact by an accounting warrant.

(2) The accounting warrant shall exclude any expenditure

i |rserved by the Minister in accordance with section 3A of the Act.

(3) Accounting warrants may, if necessary, be numbered
wnseculively within the financial year to which they relate.

‘ 2C. (1) Estimates of expenditure for development purposes Development
§ thall detail expenditure by project. estimates.

21. (1) All capital works sub-heads shall be included in the piacement of
fevelopment estimates group. . capital works.
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Scope of
general
warrants

Dxpartmental
control of
expenditure.

Disbursements
for
unforzseen
services.

23. (1) A general warrant shall cover services fur v
provision has been made in the estimates but shall not include?
expenditure reserved by the Minister under section 3A of the Act §

(2) Provision of services of any expenditure reserved
the Minister shall be listed in a Schedule attached to a general wam:
and commitments for expenditure on those services shall only
entered into and the expenditure incurred when the relevant funds he |
been released bv means of a Requisition to Incur Expenditure si gl
the Minister and an accounting warrant issued by the Accoun:

General for the amount authorised.

—

(3) Requisitions to Incur Expenditure shall be numbee:
consecutively within the financial year ¢ whichn they relate. !

24. (1) A votecontroiler shall be rzsponsible for so contm}!}:%
the expenditure in respect of any service under his control thatt
provision authorised for that service by an accounting warrent m
exceeded. ]

(2) A vote controller shall be rersonally and pecuiinr,
responsible for any excess expenditure which is incurred without pro:

authority.

25.(1) Where further disbursements are required 1n resped
a service which—

(a) cculd not have been foreseen,

(b) cannot be postponed without detriment to the pu
service;, or

(c) cannot appropriately be charged (o an existings
head of the estimates or which can cause an exc
on such estimates,

a vote controller shall seek approval or authority before an expendi
is incurred.

(2) Whete expenditure for such service cannot be me
virement from sub-heads with savings, provision for supplement
estimates shall be sought. |
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Ca0 (1) Where

2ddiion to the originai estimates, an application for supplementary
funds shall be made by tlie vote controller concerned to the Financin

Secrrtary.

(2) The application shall incfude all pecessary information
0 cuable a decision on the application to be taken without further

(1)

{i1)

i1}

(1v)

referznce to the Departinent or office concerned and shall include—

(a) in the case of supplements o existing personal
emoluments and other charges-

the head and sub-head which it1s desued Lo
suppiemeni. the original sum voted thereon
and any sumﬁlcmm!ss which may have since
been added;

the actual expsnd iture and the outstanding
liabilities against the sub-head on the date the

_application is raade;

the amount of the supplement required, the
reasons why the supplement is necessary and
why it has not been possible to keep within the
voted provision;

the basis on which the supplement s calculated;
and

whether savings arc available in other sub-
heads within the head and if so, ol what

amount;

(b) in the case of supplements to create nEW sub-hcads
under the recurrent expenditure (person ncl

cxpenditure) group—

(i) the reason why the supplement i< NECTSSAry':

(1)

the basis on which the supplementis caleul ated;

PrOVISIONs

.
B

supplementary provision 1s required as an Supplementary

«
DR



Supplementary
estimates for
capital and
development
expenditure

Variation of
: mta], 2 :
;. estimated

(111) the reasons why the need for the service wa
not foreseen when the estimates were mad
and why it cannot be postponed and include
in the following year’s estimates; and

(iv) whether savings are available in other sub
heads within the head and, if so, of wha
amount.

27. (1)  Where a vote controller thinks that there is a need (¢
vary the amount authorised between financial years but within the total
estimated cost for an item of capital or development expenditure, he
shall submit an application for a supplementary appropriation on a

Variation of Estimates Form, to the Financial Secretary for consideration
by the Minister.

(2) The application shall state—
(a) the reason for the submission;

(b) the amount involved and the revised schedule
of expenditure;

(¢) theoriginal and revised (if any) total éstimated
cost; and

(d) the amount of expenditure incurred to date.

(3) I the Minister is satisficd that the application 1s inorder
and in the public interest, he may authorise an advance of funds from the
Consolidated Fund to meet any additional expenditure in the current
financial vear.

(4) The amount involved in any advance shall be included
in an A ppropriation Bill to be submitted by the Minister to Parliament |
at its next sitting.

28. (1) Where a vote controller thinks that an increase in the
amount of the total estimated cost is justified, he shall submit an
application on a Variation of Total Estimated Cost Form through the
Financial Secretary for consideration by the Minister.



(2) The application shall statc—

(a) the rcason for the submission;

(b) the original or revised (il any) total estimated cost;
and ‘

(¢) the amount involved and the source of available
funds
(3) If the Minister 1s satisfied that—

(a) the application is in order and in the public interest;
and

(b) funds are available,

e‘shall include the amount involved ina supplementar); estimate to be
itied by him to Parliament at its next sitting.

: (4) No expenditure shall be incurred beyond the exiéting
esiimated cost until a variation of total estimate warrant is received
rom the Minister. |

25.°(1) Anapplication for supplementary provisions submitted
by a vote controller shall be received by the Financial Secretary and sent
110 the Minister for consideration.

(2) TheMinistershall,if after examination of the application
and consultation with the vote controller, where necessary, he thinks
that thzre is the need (or the supplement, include the amounts of such
provisions in the supplementary estimates and eventually in the
Supplementary Appropriation Bill to Parliament.

(3) A vole controller shall not take any action which incurs
acommitment on public funds notwithstanding that amounts have been
ubmitted to Parliament for approval.

(4) The Accountant-General shall notify vote controllers
by means of an accounting warrant when he receives the supplementary
appre priation warrant from the Minister.

(5 The Accountant-General shall ensure that the amount
authcrised by the accounting W arrant does not include any cxpenditure
4 4 rcserved by the Minister under section 3A of the Act.

i -

Procedure for-
approval of
supplementary
provisions.
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Use of
virements.

Application

30, (1) The Minister may, where he considers necessary, vary;;
an amount allocated to the sub-head of a head provided the total amony

ke

approved by Parliament for that head is not exceeded.

(2) No vote controller shall increase any amount in anj §
sub-head from which virement has been made either by further viremel
or supplementary estimate; and no virement shall be used to mee
unauthorised expenditure already incurred . 3

31. (1) No virement shall be allowed between programmes, v

U

(2) Virements shall only be permitted within groups o{} : : :

(_3_).//‘V\7iﬂli11 the “Other recurrent expenditures (standard)’ -
group virement shall not be allowed to or from the Travelling (Over-
seas) sub-head; and virement shall only be permitted into any sub-head 1
defined by the Budget Bureau as being a utility. "'

-

(4) No virement shall be allowed within the “developmen va
estimates” group, between projects other than to and from the amoun ;; ,‘
of domestic funding. 5

(5) No virement shall be ysed to ereate a new sub-head {
unless it is approved by Parliament. b

32. (1) An application for virement shall be submitted by the

for virements. ote controller for the consideration of the Minister through the Financig ]

Secretary, on an Application for Virement Form.

(2) The application shall state the amounts involved,

identify the sub-head where extra provision 18 required and give an’
appropriate explanation for the availability of the savings.

(3) No consideration shall be given to the application
where the amount involved is less than five hundred thousand lcones.
" (4). In order to ensure that savings identified are genuine,
‘sub-heads from which funds have been transferied shall no longer be ‘*

eligible for the provision of additional funds by supplementary
appropiiation.




.
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3. The Minister may, by writing, authorise the Financial Minister to
Secretary to approve on his behalf any virement application which authorise
t | complies with the provisions of these Regulations and any other gg:f“c'alv
relevant enactment and does not exceed ten million leones. retary:

34. (1) Onapproval of a virement ap}ﬂication by the Minister Virement

| or Financial Secretary as the case may be, a signed virement warrant et
shallgl 1 shall be issued.

B (2) Virement warrants shall be numbered consecutively
willh ! within the year of issue and shall be laid before Parliament at its next
l 3
)

sitting.

, 35. (1) The Financial Secretary shall, as soon as possible after Excess

ihe end of each financial year, cause to be-prepared schedules showing expenditure,
 the net excess expenditure incurred on each sub-head of the estimates
and the revenue under-collected during the financial year.

(2) The schedules so prepared shall be laid before
liament.

36. (1) Payments may be made by one vote controller -on Departmental
‘behaif of another vote controller if the requisite authority has been wanants.
‘conveyed by the vote controller on whose account the payments are (0

| ' be made, by means of a departmental warrant under His signature.

(2) The departmental warrant shall state clearly the head
and sub-head (if any) to be charged and the maximum expenditure
which may be incurred.

(3) Departmental warrants shall be numbered consecutively

ing in the financial year to which they relate.
; J (4) On receipt of a departmental warrant the prime
Wj responsibility for the expenditure of funds covered by the warrant
devolves on the vole controller to whom the warrant is issued but the

vote @ontroller who issues the warrant shall ensure that the moneys
covered by-the authority of the warrant are properly spent for the
purpose for which they were granted by Parliament.

37. (1) The authority for expenditure conveyed by an Termination
Appropriatton Actora Supplementary Appropriation Act shall lapse at of authonty

- . . for expendi-
the end of the financial vear to which it relates. wre P
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13 The Minister may, by writing, authorise the Financial Minister to

SCCYT ' Secretary to approve on his behalf any virement application which authorise
n
,

5

com

| complies with the provisions of these Regulations and any other g‘“a_“c‘a}v
relev ecretary.

elevant-enactment and does not exceed ten million leones.

18 14. (1) Onapproval of a virement application by the Minister Virement
orfgal | or Financial Secretary as the case may be, a signed virement warrant warrant.
shalgel | shall be issued.

N (2) Virement warrants shall be-numbered consecutively
‘~'ﬁ‘“* | within the year of issue and shall be laid before Parliament at its next
sl sitting. B

| 35. (1) The Financial Secretary shall, as soon as possible after Fxcess

 the end of each financial year, cause to beprepared schedules showing expenditure.
‘the net excess expenditure incurred on each sub-head of the estimates

! and the revenue under-collected during the financial year.

(2) The schedules so prepared shall be laid before

36. (1) Payments may be made by one vote controller on Departmental
;‘;behalf of another vote controller if the requisite authority has been warrants.

" conveyed by the vote controller on whose account the payments are (O
be made, by means of a departmental warrant under his signature.

(2) The departmental warrant shall state clearly the head
and sub-head (if any) to be charged and the maximum expenditure
which may be incurred. '

-

' ¢3) Departmental warrants shall be numbered consecutively
I in the financial year to which they relate.

(4) On receipt of a departmental warrant the prime
f responsibility for the expenditure of funds covered by the warrant
¢ devidves on the vole controller to whom the warrant is issued but the
' vote @ontroller who issues the warrant shall ensure that the moneys
? covered by-the authority of the warrant are properly spent for the
?f pursose for which they were granted by Parliament.
|

37. (1) The authority for expenditure conveyed by -an Termination
Aporopriation Actora Supplementary Appropriation Act shall lapse at of authority

) . i ) for expendi-
the end of the financial vear o which it relates. fure. i
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- expenditure from one financial year to another and no vote controller -

(2) The authority conveyed by all warrants of whatev@
nature shall lapse on the last day of the financial year to which they relau;

and no payments shall be made after that date on.the authority of they
warrants.

PArT IV—BASIS OF ACCOUNTING AND THE PREPARATIO\
OF ANNUAL ACCOUNTS

38. (1) Novote controller shall make any entry in the accouns

of Government which anticipates the receipt of revenue or the pay e
of moneys by Government, :

(2)  Where itis discovered that a vole controller has taken’
any action which anticipates the approval of expenditure by Parliamen:,;§
then any payment made as a result of such action shall be treated as:i
unauthorised expenditure and a new sub-head entitled “Unauthorised:
Expenditure” shall be opened for the head in question,

39. (1) Where in the course of transactions difficulties are met }
in immediately allocating recei pts or payments to the correct sub-head
a suspense account may be opened below-the-line into which the :

amount may be temporarily posted.

(2) Suspense accounts shall be opened only by the
Accountant-General and in only the following circumstances —

(a) in the case of payments, such accounts shall be |
brought to nil balance before the accounts for the
financial year are closed;

(b) in the case of receipts, such accounts may be carried
forward to the following year if the Accountant. '
General has reason 10 believe that a third party may i
be involved;

(c¢) such accounts shall be converted to deposit accounts
under an appropriate title before the accounts for the
financial year are closed.

R

(3) No suspense accounts shali be used to transfer

shall take any action which shall have that effect.



(4) Suspense accounts used in contravention of sub-
| regulation (3) shall be treated as unauthorised expenditure and shall be
dealt with in accordance with sub-regulation (2) of regulation 38.

4. (1) The closure of appropriation accounts shall not be
delaye for the clearance of suspense accounts.

(2) Appropriation accounts which are intended for use
during the financial year shall not defay the reporting of any unauthornsed
expenc.iture to Parliament. . ’

(3) If the appropriate authority of Parliament cannot be
identified by the time of the closure of the appropriation accounts, then
uch payments shall be treated as unauthorised expenditure and shall be
ealt with in accordarice with sub-regulation (2) of regulation 3&.

(4) If no appropriate head of expenditure can be identified,
tich ex penditure shall be included in a sub-head for which the Financial
ecr_ch;»,ry 15 responsible, as an unauthorised expenditure and shall be
Fait with in accordance with sub-regulation (2) of regulation 38,

| | Part V — RECEIPTS

4]1. (1) A vote controller is personally responsible for ensuring
that adequate safeguards exist and are applied for the prompt collection
" of, and proper accounting for, all Government revenue and other public
moneys relating to their Depariments or offices.

(2) A vote controller shall ensure that all persons liable to
| pay revenue are informed by bills, demand notes or other appropriate
1 1 notices, of debts which are due and that adequate measures are taken to
| obtain payment.

42, A vote controller who experiences difficulty in collecting
] moneys due to the Government shall, while continuing efforts to collect
z the rev enue, report the circumstances to the Financial Secretary promptly;
copics of the report shall be sent to the Accountant-General and the

Auditor-General.

43. (1) The Accountant-General shall report to the Financial
Sceretary any failure on the part of 2 vote controller to receive or duly

account for any sums received by him.

g

Closure of
appropriation

aceounis,

Responsibility
for revenue
collection.

Difficulty in

collection of
moneys ¢ be
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Accountant-
(yeneral to
repor fatlure
o recerve
monNeys.
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(2) The Accountant-General shail also report any case
which he considers, after due inquiry, that the payment of revenue
falling undaly into arrears. |

44. (1) Regular revenue collectors who receive duties, tax
fees, 1ents or other public moneys, whether of a revenue nature
otherwise, shall pay such moneys daily or at the earliest opportuni
either into a bank authorised by the Accountant-General, the Treasi
or other public cffice designated by the Accountant-General.

(2) Revenue colleciors shail obiain receints fog mene
paid under sub-regulaiion (1).
45. (1) No public officer shall collect public moneys unless|
is specifically authorised to do so.

(2) Where a public officer receives public moneys he she
pay thein promptly to a regular revenue collector within his Ministry«
into the Treasury or other public office designated by the Accountan
General; such public officer shall obtain receipts for moneys so paid

(3) Except with the specific authority of the Accountan
General no public officer whose duty involves the posting of assessmel
registers, rent rolls and similar documents shall be authornised to colle
public moneys or to post collections into a cash book.

46. (1). No use of any public money shall be made by an
public officer in any manner between the tinie of its receipt and pavmer
into the bank, Treasury or other public office designated by th
Accountant-General; and no public money shall be lent or borrowed |
any manner or for any purpose by any petson.

(2) No money received shall be used to cash any chequ
other than a Government cheque, by a public officer or any other persor
and no public officer shall convert public moneys received in loca
currency into foreign currency. ,

47. (1) Thedateof receipt of any sum of money determines thy
date of record of the transaction in the accounts.

i

(2) Mo Outstahdiug item of revenuc shall be carried 1o

¢ :
AT

‘ revenue sub-head as a charge to an advance account pending ibf

collection of the amount.



(3)  Reveave collected any yond shall not be placed ou
~deposit or held in suspunse with the object of tansterring it to revenus
in the Tollowing year.

(4) A repisfer in the form prescribed by the Accountant-
General shall be kept in cach Department of otfice for weceipts, licences
and suzh other items as the Accountant-General may direct.

() The vegister shall be in the charge of an officer 1o be
designated by the vote soniroller and such offizer shall ensaie that
details of receipt books nje fully and corestiy eniered in it as sooL as
they are received.

] (6) Al issues of receipt books shall be acknowledged by
the of ficer to whom the issue is made.

48. (1) Onreceipt from the Treasur; or the printer and before Receipt
ing cntered in a register, all receipt books shall be checked by the bookstobe
ficer-in-charge to ensure that they are correct and consecutively checked.

umtrered.
(2) The ofﬁcer-in-charge shail write on the inside front
over of each receipt book a certificate in the following form—

“Examined by me this dav and found to contain
forms correctly numbered.

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

Dinte Siguature

(3)  Any receipt book found by the officer to be defective
shall immediately be returned to the Treasury o¥ {o the printer with a
report of the defect.

(4)  On achange of an ofitcer-in-charge, the stock of all
recept documents shall be hecked against the register by both the
officer handing over and the one taking over; and a statement of the
pumber, type and serial numbers ot ail the receipt books on hand signed

by both officers shail be sent 1o the Accountani-General, with a copy 10

ihe Auditor-Genernl.

a1y The aificer-in-charge shall keep all unused receipl mare custody

k and key and shali keep the kev himsell and issue only of recent

books under loc
such books as are required for iminediate use.
(2y ‘The orficer-in-charge shall look up at the ctose of »aoh

w

woking day, all reeeipt sooks actually 1 use.



3 (3) The original and counterfoil or copy of every-licence or
' simi ar document which of itself is not a receipt but evidence of the
. payraent of the prescribed fee, shall on issue be endorsed with the
| number and date of the receipt issued in respect of the payment of the
fee and the amount of the fee and details of the licence or similar
document issued-shall be entered on the receipt.

53. (1) No alterations shall be made to any receipts, licences
or other accountable documents. :

(2) When such documents are issued from books which
have duplicates and other copies to be reproduced by carbon paper, the
officer issuing the documents shall ensure that the carbon copies are
clear and legible in every respect.

84, (1) Areceiptinthe proper form shall be issued immediately
after public money is received.

,, (2) Where the payer pays in person, the receipt shall be
handed to him immediately; but where moneys are received by post the
 receipt shall be sent on the same day of receiving of the payment.

55. (1) Incoming mail shall be opened by a senior officer of the
1 Departmentoroffice in the presence of another officer of the Department
! or of fice but neither of them shall have any direct responsibility for the
& | collection of revenue. |

(2) The officer opening the mail shall maintain a register in
which he shall record full details of any cheques, cash or documents
rece:ved, including the date, name of the sender, registercd package
nuirber and the amount or description of the articles.

(3) In the case of uncrossed cheques they shail be crossed
immediately.by the senior officer.

(4) Items received in the mail shall be handed to the
officers responsible for dealing with them who, if the items have been
recorded in the register, shall sign the register in acknowledgement of
their receipt.

No alterafions
on receipis,
etc.

Recetpts to
be issued
immediately.

Recerpt of
mail.



1 , (3). Any officer in charge who makes collections outsi
1 the office shall return to his office before the close of business so thath
receipt books and collections can be lodged in safe custody.

(4) No receipt books shall be kept'on private premig

overnight.

(5) The vote controller concerned may, when the needs:
the Department or office so require, and with the prior approval of
Accountant-General make exemptions to sub-regulation (4).

Vouching of S0. (1) Allreceipt entries iri the accounts shall be vouched
receipts. on the form or in the manner prescribed by the Accountant-General,

(2)  Except when it is otherwise provided for in account
instructions issued by the Accountant-General or when receipts are i
required, for example when tickets are sold, receipts shall be given fror
the official books or forms bearing printed consecutive numbers [
every sum paid to the Government.

(3) No receipts shall be issued for payments by publi
officers which are elfected by means of deduction on payment voucher

Responsibility 51. (1) A vote controller shall be responsible for ensuring th

for conlrol of 3 proper system exists for the safe custody, recording and proper use ¢

receipts. all receipts, licences and other documents issued for the receipt of publi
moneys, in his Department or office. '

(2) An ofﬁcer-i;-charge shall retum early enough (o hi

office to enable him lodge the receipt books and collections safely in th
office.

(3) No receipt books or collection shall be kept on privat
premises overnight. -

(4) The vote controller concerned shall, when the needs o
the department so require and with the prior approval of the Accountant
General make exemplions to sub-regulation (3). ‘

»

Preparation 52. (1) When receipts, licences or other accountable books are

of receipls.  jgsued from counterfoil books, the officer signing the original of the

ete. receipts, licences or acccuntable books shall initial the counterfeit ang

shall ensure that it contains all the necessary detail including the amoun

, received, the particulars of the payment and date of payment and that il
, accords with the original.

(2) When such documents are issued from books which
make provision for duplicates and other copies to be reproduced by
| carbon paper, the officer issuing the document shall ensure that the
..o carbon copies are clear and legible in every respect.
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56. (1) Noforej gn currency, notes or coins, foreign s,
cheque/s\ drawn in forej gn currency shall be accepted in paymen

moneys due to the Government unless specifically approved
Accountant-Gene .

(2) No Payment of moneys due to (he Government s
made by credit cards of promissory notes.

57. (1) A cheque drawn in the Jocal currency shall be ac
in payment of morieys due to the Government if the officer recej

has no reasonable grounds for believing that the cheque will
honoured, ;

2y Al cheques recejved shall be made payable
Govermnment and shal] be crossed “Accounts Payee only” an,
cheques not so crossed on receipt shall immediately thereafy

(3)  Post-dated cheques shall not be accepted in paym
moneys due to the Government.

(4) Officers accepting cheques in payment of money:
to the Government shall ensure that- ‘

’(a) the cheque is correctly dated (that it is neither
expired nor post-dated);

(b) the amounts in words and figures agree;
(c) the cheque is signed; and

(d) allalterations oany details of the cheque are valid;
by the full signature of the drawer,

and shall not accept any‘cheque which contravenes any ol th
conditions.

(3)  When payment is made by cheque, the officer receiy,
it shail write the cheque number on all coptes of the recej Pt book
document and record the setial number of the book or document on |
back of the cheque.

S8. (1) Ifa cheque received by an officer is dishonoured byt

bank and cannot be immedijately corfected and re-presented the offic
shall— '



(a) 1f the cheque has been received in payment of a
licence or similar pie-paid item (for-cxample a
motor vehicle licence), debit the appropnate tevenue
itemn by the entry of a debit item in the revenue cash
book and inform the vote controlier concerned or
relevant authority in order that appropiiate action
can be taken (such as the revocation of the licence).

() if the cheque has been received in settiement of a
debt owed to Govérnment (for example, the
settlement of an imprest), debit the appropriate
advance account by entering a debit item in the
revenue cash book and informing the vote con-
troller in order that appropriate action can be taken;

(c) if the cheque has been received as a condition for
services to be performed by the Government (for
example, the clearance of goods for custom
purposes), initially debit the amount involved to the
advance account, in the name of the person
concemed.

(2) Without prejudice to sub-regulation (1), all necessary
steps shall be taken to obtain the revenue including where appropriate,
legal actions, in respect of the dishonoured cheque.

(3) In the case of paragraph (c) of sub-regulation (1), all
outstanding balances in the advance account shall be closed at the end
of the financial year by crediting that account and debiting the revenue

item.

(4)  All amounts involved with dishonoured cheques shall
be included in the Register of Losses.

(5) No dishonoured cheque shall be held as part of a cash

balance.

(6) Thenameofthe drawer and theamountof a dishonoured
chequeshall beincludedina schedule tobe _maimained by the Accountant-
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General and when thc revenue 1s collected {rom thc debtor the cntry
shall be removed.

59. The-Accountant-General shall be informed immediately of
any instance of a dishonoured cheque.

60. Receipt of moneys shall be posted into the cash book at the
time of the actual transaction or as soon as possible thereafter on the day
of the transaction. ]

61. (1)
shall investigate any surplus moneys found when balancing the cash
book with the collections.

(2) If no explanation of the surplus is discovered which
will enable the matter to be corrected immediately, the cash shall be
credited to miscellaneous receipts (surplus cash) and a report made to
the Accountant-General.

62. (1) Revenue collectors shall keep records of moneys
collected in such form as the Accountant-General may prescribe. The

records shall show the persons from whom revenue is due, the amount
payable, the date, receipt number and amount of the collections made.

(2)

and shall be reconciled with the cash collections monthly.

63. The officer who posts assessment registers, rentrolls, ledgers

and similar documents shall inform the officer-in-charge of revenue
collection whenever the amount collected differs from the amount due
and such difference shall immediately be investigated and appropriate

action taken. ..

64. (1) All revenue or other public moneys collected shall be
paid into a bank or into the Treasury daily or if it is not possible, at the
earliest opportunity.

(2) When moneys are being pald into a bank by cheque, the

. amount and serial number of the cheque and the name of the bank shall

be recorded and retained with the departmemal copy of the bank
lodgement slip.

The vote controller or other person doing a spot check -

The records shall, whenever possible be self-balancing
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(2)  The surprise check shall verify that—

(a) the cash in hand is coirect:

(b) the cash books and ledgers bave been poste
date;

(¢) effective controls and saleguards are applie

(d} arrears of revenuc are 1o being aliov
secumudale,

(3)  The ufficer doing the surprise check shall oy
results of his check in the Register of Surprise Inspections ang «;
daie the entry. .

67. (1) Refund of revenue may become necessary b
cotlections or over-collection made in CITOr, or where propeily eol
tn accordance with any enactment or instruction, provision e is
cnactment or instruction for the revenue to be reclaimed in
circumstances, in the form of a 1cbate or drawback.

(2)  Where the collection, over -collection, rcba
drawback is made in the same financial year as that in which the rey
was originally collected, it shall be authorised by the vote conp
concerned to be charged as a debit item in the appropriate revenue |

(3) A rebate or drawback made in a financial
subsequent to that in which the revenue was collected shall be made
the prior approval of the Accountant-General who shall debit it t
expenditure item called “Refunds of Revenue of Previous Years”

(4) A rebate or drawback made in accordance wit]
enactment or instruction shall be authorised by the officers presen
in the enactment or instruction and charged against the appropr
expenditure sub-head.

68. (1) When an overpayment charged to an expenditure i
is recovered in the same financial year as that in which the e\ pendil
occurred, it shall be treated as an expenditurc credit to the same s
head but when recovery is made in a subsequent year, the recovery s}

“be treated as revenue and credited to the revenue sub-head cal
“recovery of overpayment”.



)

iy | (3)  When paying collections mto the Treasury, the officer
OIng 5§ doing so shall submit to the Accountant-General —

?Of (a) the total sum collected or where the collections have
| been paid into a bank, the bank lodgement ship;

'3 (b) the completed receipt vouchers; and

:e “ (¢) the duplicate receipts.
By

(4)  The Treasury officer recciving the collections shall,
where appropriate verily that all receipts issued have been entered i the
eceipt:vouchers and that the totals in the youchers are correct and
correspond with the amount paid into the Treasury oracknowtedged in

| (6) The Treasury officer shall issue a treasury receipt for
1 the collections paid inand post details of the receipt into the Department’s
i cash book in support of the payment.

65. (1) A vote controller shall ensure that his accounts are

properly maintained and are correct at all times.

; (2) A vote controller shall, in relation to sub-regulation (1)
appt  §  uppointan officer who shall examine and check daily, all entries in cash
booké books and other books of account, the counterfoils or copies of receipts
orok 3 orcriginal documents to verify the correctness of the transactions. The

offick officer so appointed shall not have taken part in the work to be checked.

(3) The checking officer shall aflter checking the cash
| books and receipt books initial and date them in such a way that the
period and items covered by the check may be clearly identified.

66. (1) A vote controller shall arrange that from time to time
and at least every three months, a surprise check is carried out by an
officer more senior to the checking officer. .

.

Checking of
records.

Surprise
checks.
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(2) Recovery of an overpayment made from below-the-
line account shall be credited to that account irrespective of the financial

year in which the original payment is made.

69. Where revenue is refunded or overpayment is recovered, the Payment of
original receipts or vouchers on which the over collection or overpayment CeIPts nto

; o . banks or
occurted shall be ful'y cross-referenced to the vouchers or receipts by ey

whicl the adjustments are made or otherwise.

70. (1)  Within thirty days of the end of the financial year, each Vouchers to
{ vote controller shall submit to the Accountant-General in the form ‘f‘}““‘ssj ,
prescribed by the Accountant-General, a return of all arrears of the reerences

everiue for which he is responsible.

| (2)  The return shall state for each revenue head and sub-
head the arrears outstanding at the end of the current financial year.

e " () The Accountant-General shall, on recetving the
B ividual returns consolidate them into a statement showing all the

revenue outstanding under each revenue sub-head as at the end of that
financial year. The statement shail form part of the Government’s

annual statements ol accounts. ..

ParT VI — PAYMENTS

CONTRO!L, AND VOUCHING OF PAYMENTS.

71. (1) Wherever practicable all payments of public moneys o Payments

persons outside Sierra Leone shail be made by direct payment to such g“‘d“ ‘J‘“““‘“
' ) Sterra beone,

I persons by bankers dralt or otherwise through the local banking systeim.
(2)  Where direct payment s inappropriate, payment shall
be made on the authority of the Accountant-General through agents

appointed for the purpose by him with the approval of the Financial

Secretary.
Charging to

’ . . . rear of
ol the recording of the transactionn the accounts. ve “im\
ST h

72. (1) The date of paymentof any amcunt determines the date

(2)  Ne pavment shall be made betote they are due, tor the
Cpurpose of utilising an anticipated saving on a sub-head.




Payment
vouchers.

Responsibitity
for accuracy
of vouchers.

(3) Nounexpended portion of any sub-head shal
from the Treasury for the purpose of setling it in resen

impending payments or to be carried to a deposit or other a

(4) Notwithstanding the provisions of sub-reg
or (3), any expenditure properly chargeable to the account
year shall, as far as possible, be met within that vear and sl
deferred for the purpose of avoiding an cxcess in the amoun
in the estimates.

73. (1)  All disbursements of public moneys shall b
vouched on payment vouchers.

(2)  All payment vouchers shall be tvpewritien o
in ink or ball point pen and shall contain or have attached
particulars of the service for which pavment is made includ
numbcrs, distances and rates, so that they can be checkei
refercnce to any other document.

(3)  Where items arc purchased at contract rates
the items shall be named in the same order as that in which th
in the contract and the rates™or prices shall also be stated in
terms as those in the contract.

(4)  All amounts appearing in a voucher shall be:
words as well as in figurcs.

(5)  Copies of vouchers shall be clearly marked and
so as to dis #nguish them from the originals.

74. (1) Anolticer who signs a voucher shall ensure

{a) the services specified in the voucher have t
and competently performed;

- (b) the prices charged arc cither according o
or approved scales or arc fair and re:
according to local rates;

{¢) authority has been obtained as quoted;

(d) the calculations and castings have been ver
arc anithmeucally correct;



- . (e) the classification of the expenditure and any
- deduction are correct;

: (1) thereare sufficient funds uncomynitted in the relevant
0 vote to meet the expenditure;

i L

pien (g) the persons named in the voucher are those entitled
Y [ (o receive payment; and

(n) any supplies purchased have been taken on charge
or issued for immediate use.

(2) Except in the case of a duly authorised proforma
invoice for a payment on account, no more payment shall be made than
the value of the work certified to have been performed.

(3) Wherea deduction is due from the amount payable in
‘acontractin respect of any tax, withholding moneys, penalties or fines,
Giily the net sum shall be paid.

1

officers in his Department of office to sign payment vouchers on his
behalf; and shall in doing this set the financial limits and other conditions

within which this authority shall be exercised.

(2) The vote controller shall communicate to the

Accountant-G eneral and Auditor-General the names of the officers so

hich they shall exercise the

authorised, the financial limits within w
' purcd authority and specimen signatures of thosc officers.
%,
4 : (3) When the vote controller withdraws such authority he

d the Auditor—Gcncml.

2.
W"ﬂ?@ﬂ"w.
R,

shall inform the Accountar\t~(}cx1cral an

z’,duh' ) (4) Avole controlier shall, at the be ginning of cach financial
Wi year, submit 1 list of the current authorised officers and their specimen
signatures 10 the Accountant-General and the Auditor-General.

(%) Where the officer signing the voucher cannot himself
check that the services for which the payment is being made have been
performed cr the supplics reccived, he shall ensure that the voucher is
supported by a certificate (or other endorsement such as an anio
rubber stamp) signed by an officer who can attest 1o the correctness ol

{he facts, as in the following cxample:

tated

75. (1) A vote controller may in writing authorise by name Signing of
vouchers.



S

For example —

(a) Payments for the purchase of supplies shal
certified by the storés officer concerned as folloy

(1) “Icertify that the articles for which this payr

is made have been received by me in g
condition and have been taken on charg
stofes ledger folios (quote reference)”; or

(11) “Icertify that the articles for which this paym
- 1s made have been received by me in g
condition and have been issued for immed;

b4

use .

(b) Payments for purchases unsupported by tecei

shall be certified by the officer making the purcha:
as follows—

“I certify that these charges have been incurr
wholly and exclusively for the public service a

that receipts could not be obtained because (sts
reasons).”

(6) The signatures of officers on payment vouchers ar

certificates shall be in ink or ball point pen but no stamped facsimi
signatures shall be used.

(7)  Only the original payment voucher or certificate sha
be signed and the officer shall ensure that legible copies of the signatui
are on each copy of the voucher.

(8) Each certificate on or attached to a payment vouche
and each sheet of a voucher comprising more than one sheet, shall b
signed separately; but no signature shall be written across one or mort

- certificates.

(9) The name and designation of the officer signing ¢

voucher or certificate shali be typed or written legibly below the
signature.
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76. Where a1 unauthorised or irregular payment has been made Officer to be

as ¢ result of an incorrect certificate, the o’ficer who signed the Y

certficate shall be required to explain the circumstances leading to the

1 errcrand if he is found to be negligent he shall be held responsible and

shali be surcharged with any loss arising therefrom.

rcharged.

77. (1) A vote controller shall, in order to be readily aware of Vote service
the state of expenditure paid and incurred, keep a vote service ledger in ledgers.

the form prescribed by the Accountant-General showing separately
under each head and sub-head of the estimates for which he is

responsible —

(a) the amount voted and revised where necessary (o
account for the amount authorised for release by an
accounting warrant and for increases or reductions
by way of savings approved for use for other

pUrposes;

(b) the total expenditure to date (including acceptance
of a charge in respect of Unallocated Stores Issue
voucher or otherwise);

(c) any commitments entered into including any
allocation made to other Departments or offices by
a Departmental Warrant, indents for chargeable
supplies and charges for utilities such as power,
telephones or local purchasing orders; and

(d) the uncommitted balances available.

(2) Liabilities including outstanding indents incurred but
not paid for in a financial year shall be entered in the Vote Service
Ledger for the following financial year.

(3) Whenever a voucher is prepared for authorization of
pavment, it shall be entered in the Vote Service Ledger and the
authorizing officer shall initial the column provided for that purpose as
evidence of the correctness of the charge and of the entry in the Vote
Service Ledger.

(4) Whereitis impracticable for an authorising officer to

initial, he shall satisfy himself that an adequate system is in force Lo
ensure that the Vote Service Ledger is updated.
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(5 Inrelationto sub-regulations (3) and (4), the vouche;
shall bear a clear endorsement or indication that it has been entered i
the Vote Service Ledger and adjusting entries between commitment
and expenditure similarly cross-referenced, shall also be made wher
necessary.

78. (1) The Accountant-General shall notify vote controller
of all charges incurred by other external bodies or agencies against th
votes for which they are responsible in order Lhat the relevant entries i
their Vote Service Ledgers can be made or adjusted.

(2) The notifications shall be made in duplicate, and one
copy shall be returned to the Accountant-General by the vote controllel
endorsed “certified that the charges have been accepted and entered in
the Vote Service Ledger”.

(3)  Where the charges relate to the purchase of supplies the
notification shall also be endorsed “Certified that the articles have been
received in good order and taken on charge”.

79. (1)  The Accountant-General shall, as soon as possible
after the end of each month, send to each vote controller a statement
showing the state of each head and sub-head of expenditure and revenuc
for which that vote controller is responsible.

(2) The vote controller will agree to or reconcile this statement
with his Vote Service Ledger, investigate and correct any discrepancies
and certify in writing to the Accountant-General that this has becn done,
within fourteen days of receipt of the stalement.

PAYMENTS MADE TO THIRD PARTIES BY TREASURY

80. (1) Except payments made from authorised imprests, afl
payments in Sierra Leone shall be made by the Accountant-General or
an officer duly authorised in writing by him to do so.

(2) Vote Controllers shall, for the purposes of payments,

s submlt payment vouchers to the Treasury supported by a batch sheet
“ which has been completed in triplicate, two copics being sent with the

vouchers to the Treasury and one copy retained as the departmental
record together with copies of the vouchers.



(3) Cnreceipt by the Treasury of the vouchers referred to
| ir sub-regulation (2), they will be checked against the batch sheet and
i in order, one copy of the batch sheet acknowledged by the ticasury
| oficer shall be returned to the vote cgntrotler as an acknowledgement
! o receipt of the vouchers.

(4) The Accountant-General shall ensure that payments
due on the vouchers are made as soon as possible to the persons entitled
o receive them.

81. (1) The Accountant-General or authorised officer shall Pavment e
tefore making any payment against a voucher check that— e parties

(a) the voucher is properly su pported by the prescribed
de-uments;

(b) that the documents are attached to the voucher and
are correct and complete in every particular; and

(¢) payment of the voucher shall not result in an excess
-on the amount provided in the estimates.

(2) The Accountant-General or authorised officer shall
- nfuse payment on any voucher which is incorrect.

3)  Where an irregular payment‘is made as a result of a
‘ailure to comply with any provision of this regulation, the paying
fficer responsitle for the omission may be surcharged with the amount

°f any loss.

g2, (1) Ifanyvoucher onwhich payment has been made is lost, Loss of

m,gl'u;g mislaid or inadvertently destroyed, the Accountant-General shall report P“Y“:“r‘g
i ) R . . . yvoucners.
he m; ihe tull circumstances to the Financial Secretary with a copy to the
Audi Auditor-General.
AUl

for a (2)  If after duc enquiry the Financial Secretary is satisfied

w10 the cireun stances of such loss, mislaying or destruction and that
payment has been properly and correetly made, he may recommend o
the Minister to authorise the payment to stand charged in the accounts.

(3) For the purposes of this regulation, a paymenty oucher
1s¢ its supporting documents and other records

w hick

which is incomnlete becat

are w2 arc missing shall be regarded as a missing \ oucher.
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IMPRESTS

83. (1) Animprestshall only be issued fora purpese for which g

expenditure has been included in the approved estimates.

(2) A vote controller shall submit a list of standing imprests

required by him in the coming financial year to the Accountant-General
at least fourteen days before the start of that financial year.

(3) Special imprests may be requested as the need arises
and shall be submitted to the Accountant-General at least three days
before the money is required.

(4) An imprest shall be restricted to the minimum amoun{ '

required for the purpose for which it is issued.

2
i

i

o
|
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(5) All imprests shall be issued in the names of the officers
who will hold them and the imprests shall remain their personal

responsibility until they are refunded or discharged by the submission
of properly completed payment vouchers or handed over to another
of ficer in accordance with regulation 88.

(6)  Animprest holder shall not be relieved of any personal

- responsibility by delegating the custody or operation of an imprest to

another officer.

(7)  Animprest shall not be charged in the accounts as final
expenditure; only the actual payments out of such imprest shall be so
charged.

(8) The full amount of any imprest issued shall be entered
in the cash book as a payment and shall be allocated below-the-line
under a separate account entitled.“Imprests”.

84. (1) The officer holding an imprest shall decide whether to

hold the imprest in a bank account, taking into consideration the size of

the tmprest, the nature and frequency of the payments to be made from
it ind the security facilitics available to him.

(2) The officer holding an imprest shall, if he decides to

deposit it in a bank account seek the approval of the Accountant-General

thereafter.

}
!



(3) Cashin respect of an imprest shall be kept separate
from any other cash for which the imprest holder is responsible.

- 4 85. An officer holding an imprest shall—

(a) ensure that an imprest issued 1o him is used wholly
and exclusively for the purpose for which it is
issued;

(b) account for the tmprest in accordance with these
Regulations and the terms under which it is issued;

(c) easure that the imprest moneys and any payment
vouchers awaiting recoupment are adequately
safeguarded at all times;

| (d) arrange for proper payment vouchers to be prepared

- in support of all expenditure from the imprest
| showing the amounts chargeable to each head and
sub-head or other accounts;

(€) cbtain proper recéipts on all payment vouchers for
disbursements from the imprest;

() ensure that the full amount of the imprest can be

' (4) A listof the stores items which have been checked and
the -esults of the check, signed by both officers shall be attached to the
han.ling-over statement, together with an explanation by the officer
handing over, of ary differences or discrepancies. ‘

(5) The vote-controller concerned shall, where such
diffi-rences or discrepancies are reported or wherever the handing-over
statement indicates any fault in the recording, custody or proper
maintenance of the stores, within one month of the handing-over inform
the Financial Secretary, Accountant-General and Auditor-General of
any action he has taken on the matter. |

LossES, WRITE-OFFS, CONDEMNATION AND LCISPOSAL OF STORES

217. Inaccounting for losses of stores, the following action shall
be raken—

Duties of
imprest
holders.

Losses of
stores.



holders.
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Keeping of 86. (1) The officer holding a standing impres shall Keep an |
;ﬂ%ﬁ:c imprest account showing the amouny of the full details of (he paymen
vouchers for Imprest disbursements made from the jj prest.

(2) The imprest account shall pe balanced at the time of
cach recoupment ang the total of the cash, stamps, bank balance apg
completed vouchers shall correspond with the amount of the impreg;,

(3)  After rccoupment, the balance shajj be carried dowp
nd the ainount of (fe fecoupment entered, thyg bringing the tor] to the
amount of the original unprest,

Recoupment 8.(1) T he officer holding an imprest shall, whep recouping
of imprests. '

payment voucher, supported by individya] vouchers and receipts and g
covering schedule Summarising and allocating (he individugj
lransactions.

(2)  Payment Vouchers shal] be sent (o the Treasury for
Tecoupment not later thap the month following tha in which they were

paid; transactiong for different months shall not be e uded in the same
recoupment.

(3) The Accoumanl-GcncraI shall, after eXamining the
payment voucher and op being satisfied thay j IS correct, pay the totaj

Sum represented by the voucher 1o the holder of (he imprest (o recoup
the imprest 10 jis original amount.

Supported by a signed certificate of the cash on hand, a bank Slatement
and bank reconciliation (where appropriate) and such other documents
as are necessary to prove the existence of the imprest.

‘1:';@;‘;@ of . 38. (1) On any change of an officer holding Imprest, a stafe-
dmprest

}

meni of account as ip sub-regulation (4) of regulation 87 shall be
- prepared showing how the im prest was made up at the time of handing

,Wm- s W




Accouf
retaing

nope

resporiy
submilg

5se of the financial yzar in which the imprest s is:
femand by the Accountant-General, the amount outstanding may be
covered from the salary or other emoluments or from any other
Samoun!s due to the officer but where no salary, emoluments or amounts
‘e available from which to recover the imprest, the amount may be
charged as a personal advance in the name of the imprest holder and may
"be recovered as a civil debt due to the Government.

(2) The original statement shall be submitted to the

4 iccour tant-General, one copy to the Auditor-General and a_third
painec on file in the Dzpartment or office. The officers concerned will

wch retain one of the remaining copies.

(3) Notwithstanding the provisions of sub-regulation (1),

wpersonal imprest shall be handed over to another officer.

prests shail be retired as soon as the necessity for them ceases to ¢y
by tk ¢ closc of busiress on the fast working day of the financial year

(2) " If anew imprestis necessary in the subsequent financial
| be issued under the authority of the imprest warrant {or that

| (3) Except as otherwise provided in regulation 91, if an
ficer hoiding an imprest fails to retire it in full within thirty days of the
sued or otherwise on

(4) Officers holding imprests arc not relieved of their
respor sibilities in respect of the imprests until payment vouchers
submiited to the Treasury have been examined and found to be correct.

0. (1) Notwithstanding any other
Regulations, a special imprest issued in one fina
aquly journey which has not becn completed by
year, Inay be retained by the officer butit shall be
a5 the officer returns to his normal place of work.

ncial year in respect of
the end of that financial
accounted for as soon

2) The officer shall, so far as is practicable, even though
ave been completed, submit vouchers for the
him against the imprest before the end of the
accounts of that year.

the d.ity may not h

exper diture incurred by
financial vear, so that they can be included in the

g9, (1) Except as otherwise provided regulation 91, all Retiremenrt of
st Hnprests.

provisions of these Duty journey

Imprests.



(3)  No further special imprest shall be issued to an g 4
for the purpose of a duty journey if he is still in possessionof anu
imprest previously issued to him for a similar purpose.

el

Retirement of 91. If, in exceptional circumstances, a standing imprest cg
standing

improst be retired before the close of the financial year in which it is issue
i o vouchers paid before the end of the year shall, w
‘?' to Treasury to be embodied in the accounts of that year; and in s
circumstances the officer holding the imprest shall submit tof
. Accountant-General with a copy to the Auditor-General, a full statem
in writing of the reasons for the delay in retiring the imprest. |

herever possible,

LLOANS AND ADVANCES

L
Y

: Accountant- 92. The Accountant-General shall ensure that payments ay
| General to

ol repayments of loans or advances given under the General Orders ap]
contro . . . L. .
payments and Made strictly in accordance with the terms and conditions attachin

re-payments. the loans or advances, and shall in particular ensure that—

{8

o

(a) payments are made only to persons entitled (o them

(b) suitable terms and conditions have been prescribef §
| to safeguard the repayment of the loans or advances: §

(c) interest is charged where applicable;

(d) repayments are not overlooked or delayed; 5

&
b

(e) collateral security is held by the Government: and

43

(f) proper accounts and controls are kept and the ;
necessary recoveries effected.

Accounts of 93. (1) The following accounts shall be maintained in the §
loans and

o ans ; Treasury in respect of loans and advances—

i ¢ advancesto be - Ty pe 3

rmaintained. ‘ .
ik | (a) a control account to record the total sum provided |
fon | : b

o for each category of loan or advancqs,. th:c amounts | 1

3 issued, the repayments received and the balance

outstanding; and

A
¥
‘
by
i
)



; ' 7
o (b) an individual account for each borrower which,
- apart from the accoun};ng transactions, shall record
the name of the bortower, the authority for the

" amount loaned or advanced, the amount so
authorised, the terms of the loan or advance, the
nature of the collateral security, if any, the rate of
interest payable and the due dates and amounts of
repayments.

(2) The balances on, the individual loan accounts shall be
istedd and reconciled with the relevant balances in the control accounts
{thz end of each quarter and copies of the reconciliation shall be
pbmiltéd by the Accountant-General to the Auditor-General.

SALARIES AND WAGES

.94, 1In this Part, wages include all items of personal emoluments. Interpre-
- tation.

95. (1) A voie controller shall ensure that the personal Records to be
e ol uments records maintained for all of the permanent staff within his f?‘“{fﬁ?led
Department or office are correct and that all changes, increases or or s

" deductions are duly notified to the Accountant-General.

(2) Notification of changes shall be batched and sent to the
ccountant-General till the appropriate datc shown in the Schedule of
sayroll Dates which shall be issued by the Accountant-General at the

begiining of the year.

(1) A vote controller shall ensure that the required ime Naintenance
sooks and other records are maintained so that persons employed on a of time books.
daily wage basis are paid only for days actually worked.

(2) Paysheets in the form prescribed by the Accountant-
Gord Genoral shall be predared for each week and a witness nominated by the
Acck Aceountant-General.

() Subject to sub-regulation (4), payment shall only be
' made to the person listed on the pay sheel after proper identification and
¢ signing. ‘

(4) Payment shall be made to a person other than the one
whose name is listed on the paysheetif anacceptableletter of authorization
iomake payment to such person by the person whose name 1s on the pay

sheet is submitted.
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(5) " Any unpaid wages shall be repaid t the Acco
General and the entry on the pay sheet shall be initialled by the
officer and the wiiness,

(6) No payments shall be made to any officer
contractor, foreman or any other person for distriby tion unless auth
by the Accountant-General,

ParT VII—ACCOUNTS AND BOOKKEEPING

97. Approved estimates shall form the basis of the accour
the year to which they relate and the analysis and classification
accounts of revenue and expenditure shall accord with those estin

98. Every entry in the accounts shall be supported by avol
or other approved document containing the full details and partic
of the item or items to which it relates.

99. (1) Noerasure oralteration shall be made in any cashb
assessment register, rent roll, ledger, voucher or other documer
account.

(2)  Payment in connection with any document bearin
alteration or erasure may be refused by the Treasury.

(3)  Ifany correction becomes necessary, the original e
shall be crossed through by a line only, so as 10 show clearly what
original entry was, and the correct entry placed before the original o
and the correction shall be initialled by the responsible officer,

(4)  No correction shall be made in any document whi
has been audited, without the prior approval in writing of the Audit
General.

(5) If documents containing corrections are frequent

received by the Treasury {rom any department or office. the Accounta
‘ ‘General shall draw the attention of the vote controller 1o this tactan

seck an appropriate explanation.

100. (1) The Accountant-General oran y sub-treasurer appointe

by him shall keep in his office a cash book, batch sheets or other record

showing the allocation of receipts and payments, journals and ledger




together with such other books and registers as may be necessary for the
. proper maintenance and production of the accounts of the Government.

(2)  All cash ransactions shall be entered in the cash book

as they occur.

(3) The cntries shall be numbered consecutively on cach
ode of the cash book in the order of the receipts or payments and
{ corresponding numbers shall be cntered on the supporting vouchers.
1 commencing a [resh series cach month.

(4) The cash book shall be totalled and balanced at the end
ol eachavorking day and the balance com pared with the total amount on
nd; butil the balance does riot agree with that total, the discrepancy
hall be checked in accordance with sub-regulations (2) and (3) of
egulation 65.

(5) Afterthe checking has been done, a certificate shall be
entered in the cash book showing the opening balance, receipts and total
tyalance of the day and the closing balance.

-

(6) In the case of the Treasury cash book, the certificate
shall be signed and dated by the Accoun tant-General or his deputy and
in the casc of a sub-treasurer, dated by an officer nominated in writing

by the Accountant-General.

(7)  Theclosing batance shall be carried forward toconstitute

the opening balance of the next day.

adjustments
heads or items of revenue and of expenditure and other ledger accounts

which do not involve cash receipts or payments.

(2) The Accountant-General shall be the only authority for

he issuance ol journal entrics.

(3) Each journal entry shall be consccutively numbered. a
(resh series being started for each month.

(4) Journal cntrics shall be posted daily after the completion
of posting of the receipt and payment vouchers for that day.

L1, (i journal entries shall be prepared as required, for all Treasory
quthorised to be made by transfer between individual sub- joumals



(5) Journal entries shall be supported by sufficien
explanations, authorities, references and documentation to enable the :
purpose of the transfer to be understood without reference to any other
source. ‘

! (6) Where a jeurnal entry involves adjustments between 1
two or more heads, the entry shall be copied to all the vote controllers
concerned.

Sub-treasury 102. (1) Every sub-treasurer shall, not later than the tenlh\

accounts. working day of each month, submit to the Accountant- Gencralq
summary of his cash book for the previous month certified by him asa
true abstract, together with the necessary supporting vouchers and

. allocation of receipt payments and a statement of the balances held in

: cash and in the bank on the last day of the month.

(2)  If the total of the sub-treasurer’s cash and bank balances
exceeds the maximum amount he is authorised to retain, he shall send
with his account, a cheque for the amount of the excess.

g
g
£

s b Y

| (3) Where a sub-treasurer operates a bank account, he shall : »
submit together with his returns a copy of the bank statements from the
bank showing the balance in the account at the end of the month.

f
-
% i
)
(

(4) The balance in the account shall be reconciled accordmg
to the format prescribed by the Accountant-General, with the figure -
shown in the cash book at the same date by adjustment for cheques not -
yet presented and lodgements not yet credited.

(5) The Accountant-General shall on receiving a sub-
treasurer’s cash book and other documents, check them against the
allocations and the supporting vouchers and any item insufficiently
accounted {or shall be disallowed. '

e e s s R T A L Ty

(6) Any item disallowed shall remain with the balance of

. the account as a charge against the sub-treasurer and i it1s not properly
I vouched or justified within a reasonable time, it shall be treated asa |

shortage of public money. !

(7)  After they have been checked, the accounts of a sub-
treasurer or any other accounts shall be processed for the m onth to whi (,h

they relate. L




103. (1) Deposit accounts shall be opened only by the
Accountant-General.

(2)  Subject to sub-regulation (=), the Accountant-General
shall be responsible for the keeping of proper accounts for deposits
which relate solely to the Treasury or which does not fall within the
responsibility of any other department or o fice.

(3) A vote controller shall be responsible for the keeping
of proper accounts in his department or office but the Accountant-
General may investigate and take necessary action to deal with a deposit

ccount which becomes overdrawn or has been dormant for any
considerable period or which has not been reconciled with the treasury
accouan.-

(4) The f Gllowing accounts shall be maintained in respect
eposits — " '
| (a) a control account for each category of deposits

which shows atany time the total balance outstanding
in respect of deposits of that category; and

(b) an individual account for each depositor, which
shows at any time the details of the transactions on
that account and the balance outstanding.

: .“g 104. (1) The balances on individual deposit accounts as at the
endgrc | end of the financial year shall be listed and reconciled with the balances

on thgemot on the relevant control accounts.

(2) In the case of deposit accounts maintained by vote
controllers, copies of the reconciliations shall be sent to the Accountant-
General for agreement with the Treasury records, and to the Auditor-

General.

-

(3) In the case of depositaccounts maintained solely in the
Treasury, acopy of the reconciliation shall be supplied by the Accountant-
General to the Auditor-General.

105. Whenever an authorising officer receives a claim for the
refund of a deposit, he shall satisfy himself that—

(a) the purpose for which the deposit was taken has been
fulfilled; and -

41

Deposit
accounts.

Reconciliation
of accounts.

Claims for
refund.
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Aceounts of
other
Lioverngnents,

e,

Investments
register,

Iegister of
loans.

-shows details of all loans raised by Government and other forms ("

public debt—

v (¢) the authority under which the loan was raised or il

!
! :

(b) the person claiming the deposit is the OTIgiMk |
depositor or ss otherwise entitled 1o the rofund

06, The Accountant-Uenoral shall ensure thal the accountse

other Govermments and Bodies witly the Government are reconell
monthly and that a subsidingg, regizier s matntained which shov @ Jel
of the outstanding transactyoi making up the balance < the acooune

the Governments or bodies.

107 (1) The Accountant-General shall maintain aregister call i
“investment register” which shall show full details of ol sccuriticsa
investments purchased bv the Government, including the dates ay
prices of purchases and sales. dates on which interest or dividends ar
due and received and dates of maturity.,

(2)  Securities and investments shall be revalued as at
last working day of every financial year at the middle market priu’
quoted on that day in the main market in which they are traded an
agreed with the balance on the investment account in the investmer,
register. ‘ o

(3)  Valuations of unquoted stocks shall only be obtainegg
frem a reputable stock broker. t

108. (1) The Accountant-General shall maintain aregister \xr'hicﬁrfl

i

public debt.

(2)  The register shall also show, in respect of cach item

(a) its term and designation;

(b) the amount raised in local currency and also,
appropriate. the currency of issue;

debt incurred;

(d) the terms on which it was issued including the date
on which payments of interest arc due; and

(e) which payments of interest are due: and

() the date of redemption and the sinking fun
contributions, if any.

-
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&inal 109. (1) The Accountant-General shall prescribe standard forms Formns and
ndvlg , and vouchers required for accounting procedures. ropehats.
s of (2) Special forms or vouchers for use in individual
Jepufeiled | departments or ol fices shall only be uscd after authotization by the

Accogetails
tof

Accountant-General and the concuwirence of the Auditor-General.

110. (1) Accounting records in the form of Joose-leal shects, Introduciion
cards or electronic storage shall only be introduced after authorization O oot
by the Accountant-General.

~1 . o
i

‘ - (2) Loose-leal sheets or cards shall be given printed serin]
umbers and shall be treated as accountable documents.

i (3) The receipt and issuance of cards shall be controlled
fthrough a register which shows the location of each card in use and the
nused cards remaining on hand.

(4) The officer maintaining the register and the stock of
sheets and cards, (who shall not use the documents for accounting
purposes) shall initial each card as it is issued.

(5) Loose leaf sheets and cards which get spoiltshall not be
destroyed but retained for audit examination.

111, (1) The Accountant-General shall issue instructions to Preservation

voled vote controllers prescribing the precautions to be taken in particular ! “-C(‘i‘“m“”?’
E ) . 1eCOTUS.

Cases b ocases 1o safeguard accounting records and documents.
ol |

(2) The Accountant-General shall ensure that all receipts
and payment veuchers lodged with the Treasury arce properly and
sccurely bundled and that the receipts and vouchers and all other
accounting documents are kept in an orderly manner so as to be
available when required. B

112. (1) Al classes of accounting books and records shall be Destruction

carefully preserved and shall, subject to this regulation not be destroyed :1;1;_‘;1‘:"““"?
without the approval of the Accountant-General and the concurrence of ‘

the Auditor-General.

(2) Accounting books and records shall generally bc
retained for the following periods —




» Provision of

security
facilities.

I'ype of record Dura,
(2) Deparunental copies of 3 yes
receipts, licences, payment
vouchers, cash books:

(b) stores receipt and issue vouchers: 3 yea

(c) Treasury copies of receipts, 7 yea
receipt vouchers, licences:

(d) Original payment vouchers, 7 yea
used cheques:

(e) Abstracts, subsidiary records, 7 year

stores, ledgers, journals

(f) Treasury main cash books, ledgers, Indefini
loan and investment registers

(g) Establishment and salary records Indefini
which may be records required for
.determining officers’ and widows’
pensions and other terminal benefits.

(3) Vote controllers who wish to destroy departme;
accounting records shall submit three copies of the lists of docume
concerned to the Auditor-General, who if he has no objection to
destruction shall so state on two copies of the list and forward then
the Accountant-General for approval.

(4) If the Accountant-General approves the destructior,
the documents he shall so state on one copy of the list and retum it o
vote controller.

(5) The vote controller shall after destroying the docume;
inform the Accountant-General and Auditor-General in wri ting, a
shail retain his copy of the list as his authority for the destruction.

FARrT VIII;CUS"FOE)Y AND SECURITY OF PUBLIC MONEY

STRONGROOMS, SAFES AND STRONGBOXES

113. (1) Strongrooms, safes or strongboxes provided for tt
sale custody of public moneys and valuables in departments and offic
in which such moneys or valuables are received and retained eithe
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lemporarily or permanently shall be fitted with two different locks, the
keys or combinations of which shall be held by different officers.

(2) The Accountant-General shall determine the necessity
for a strongroom, safe or strong box in a department or office.

(2) Avote controller shall report to the Accountant-General
if he is not satisfied that adequate facilities are available in his department
oroffice for the proper and safe custody of public moneys and valuables.

114. (1) An officer holding the key to or combination of a Protection of

irongroom, safe or strong box shall — security
‘ facilities.

(a) retain the key in his personai possession and ensure
that it is properly safeguarded at all times; or

(b) ensure that the combination is known only to him
and not divulged to any other person.

(2, Anofficer shall, when operating the combination do so
in such a manner that it cannot be read off by another person.

115. (1) Subject to this regulation; no spare or duplicate key or Spare or
written record of a combination shall be retained. duplicate
keys, eic.
(2) Spare or duplicate keys or a written record of the
combination of strongrooms, safes and strong boxes other than those
used for the storage of classified material shall be placed in an envelope
which shall be endorsed “Duplicate key/combination of a strongroom,

bal

safe, strongbox NoO............

(3) The officer holding the key or combination shall seal
the envelope personally with his personal seal or by signing and dating
across the sealed flap in such a manner that the envelope cannot be

opened without disfiguring the seal or signature.

(4) The envelope shall, after the signing or sealing be
deposited with the Accountant-General who shall enter the depositina
register which shall show the strongroom, safe or strongbox number, its
location, the maximum overnight holding, the name and designation of
the key or combination holder and the date of the deposit.




|

| Handover of
! strongroomn,
| cafeor

- strongbox.

! Refease of
envelopes.

Record of
strongrooms,
etc. .

TR P RN

(5) The Accountant-Genera] shall issue an appropriate
receipt to the depositor and retain the envelope under MAXIMum security
in his own strongroom.

(6)  The duplicate keys or written record of the combination
of the Accountant-General’s own strongroom shall be deposited 1 g

bank.

116. (1) Combinations of a strongrooin, safe or stron £ b shall
be changed on the handover of the strongroom, safe or stron gbux or
every six months, whichever is earlier.

(2} Duplicate keys shall be changed every six monthse

1I7. (1) The Accountant-General shalj release the envelope

containing the duplicate key or record of the combination only on the

surrender of the receipt which he gave for it, noting the date of the
release in his register.

deposited in accordance with regulation 115. B

118. (1) Every vote controller shalj keeparecord of strongrooms,
safes and stron gboxes which are on premises occupied by his depaitment
or office. .

(2)  The record shall show in respect of a strongroom, safe
Or strongbox —

(@) its location:

(b) the name and designation of the holder of the key or
combination;

Al (c) the dates on which the vote controller took over and
: handed over responsibility for the strongroom, safe
or strongbox respectively; and

(d) a record of the withdrawal of duplicate keys or
written combination pursuant to regulation 117.

ol



119. (1) / change of the holder oba by or combinatyecshai
i only be effected by the vote controlicr concerned who shall notizvan
wiiling the change, to the Accountant-Cienoral with a copy o e ol

{ Auditor-General.

Y

bovs o

counburiies

| (2) At the beginning of cvery financial vear, every voue
1 ccatroller shall submit to the Acconntant-General, with a copy to the
§ Aucitor-General, a return showing the make, type, maker’s reference
number and location of cach sttongroun, anfe o slrongbon i b
department or office.

© (3) Where a strongroomt, safc or strongbox havog fve
different- locks is handed over, the vote controller shall ensure bv
fnination of the register, that the officer taking over has never held
the key of the other lock. 1f such a situation cannot be avoided, the lock

| the strongroom, safe or strongbox shall be changed.

{{cred
amin
C kci
e s

£

poss of oy

120. (1) If the holder of akey to a strongroom, safe or strongbox
loses his key, he shall immediately report the loss to his vote controlier if_”"" RFOOT.
who shall report the loss to the Police and the Accountant-Genera:.

(2) The Accountant-General shall, on receiving a report o
the loss of a key make arrangements jor the lock to be changes!

e los
medd, 1 immediately.
b )
(3) It not porsihie o fange the lock immedintely e
ceoun Accountant-General shali airange fu the dupticate key o be withdraw e
; the f> by the holder of the key and the contents of the strongroom, safe
ﬂ?ﬂ}!b ':k | sucnghox remoyed nnder proper socuiiy to other sale custond v, antil the
ok 15k lck is changed ’
(4) I the holder of the key has good reasen 1o suspeet
fis key has been cxpozed t copying or Gtherwise compromised, he shat
take action purs mant 1o sub-regulation (3; '

Pesponsitiitty

for toss of

121. Where the lock of a strongroosn, safe or strongbox needs 10
e changed because of the loss of a kev or because it has been -
qrmnpromiscd by the fault of the holder of the key, the holder shall b~
“harged with the cost of changing the lock and of providing new keys.




jasues.

Preparation
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Preparation
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(3) On receiving stores, the receiving officer shall—
(a) postthe quantities received to the stores lcdger; a

(b) accept the debit of the value of the stores, 1o the v

service ledger.

200. Issue vouchers shall be prepared by the receiving of ﬁcerf"

the quantities issued and the words “price to follow” shall be ememdj
the value column of the voucher.

201. (1) The receiving officer shall return the original copyé
the issue voucher 6 the issuing store and sign for the receipt of the ston
items. :

(2) The receiving officer shall before returning the origin:i
copy of the issue voucher certify on the voucher the following—

“Debit accepted and posted to vole service ledgel

(3) On the return of the original copy of the issue \oucht
to the issuing store the storekeeper shall ensure that the voucher has bee
properly received and certified and shall also check it against the entt
in the monthly summary to ensure that the allocation of the chdrgesr

cofrect.

-

202. Issuance of unallocated stores shall be made again
requisitions in the manner prescribed in regulation 180 and 1n additic
to the quantities ol stores items issued, entries on the issue vouchers ar
in the stores ledger shall record the value of the stores issued.

203. (1) The storekeeper shall prepare monthly summarics
issues in duplicate on which he shall enter the issue vouchers.

(2) The monthly summaries of issues shall show the iss

_voucher numbers and the v alue of lhc issues under the various heac
i bt e hiiab thav ha



(3) At the end of every month the monthly summaries of
§ issues shall be totalled and the totals posted to the vote service ledger as
~{ acredit to the unallocated stores account.

(4) The original copies of the montnly summaries of issues
shall be submitied to the Accountant-General who shall effect the
necessary adjusting entries in his accounts, debit the various expenditure
heads and sub-heads of the services which have received the stores and
credit the unallocated stores revenue sub-head

204. (1) The storekeeper-shall prepare in duplicate summaries Preparation
- of unallocated stores converted or returned tc stock and other stores of summaries

justments. of unallo-
cated slores.

(2.) The summaries shall show the heads, sub-heads and
terns or other accounts to be debited or credited and the corresponding
amounts 1o be crecited or debited to the unallocated stores sub-heads.

-

i (3) Theoriginal copies of the summaries shall be submitted
% (he Accountant-General who shall use them to make the necessary
ntries in his accounts.

205. (1) Unallocated stores issued to institutions. other than Issuance of
Government departments or offices shall be paid inadvance and entered unallocated
, . : . ; stores to other
on a separate monthly summaries of issues on which shall be recorded ;.o
“against each issue voucher the proceeds of the sale and the serial

numbers of the revenue receipts issued for those proceeds.’

(2) The revenue receipt numbers shall be recorded on the
original copies of the issue vouchers.

; 3 l 206. (1) Unused stores which are returned to an unallocated Accounting

? store shall be taken on charge with the general stock at the current issue S’(‘):Smme‘j

price irrespective of the price at which they were originally issued.

(2) The work or service from which the stores have been
returned shall be credited and the unallocated stores revenue sub-head
debited with the value of the stores at the current issue price.

207. (1) Fart-worn stores returned to an unallocated store shall Part-worn

norv v s L taloam an charoe with the ordinary stock but shall be kept in a stores.



or offices requiring such stores, before similar new items are 18sued
from the unallocated store '

¥, : :
‘ Accounting 208. (1) Where, as a result of a survey or a departmental
‘ g‘t);ri‘;fplus stocktaking, unallocated stores are found to be surplus, the surplus
quantities shall be broughton charge in order to facilitate the reconciliation
P of the tabular summary and the financial records: the value of the surplus
] shall be credited to revenus and debited 1o the unallocated stores
b expenditure sub-head.

(2) Any losse_s in unallocated stores shall be dealt with i
' accordance with regulation 217.

Preparation of 209 (1) A stock valuation list as at the close of each financial

:it(?:;(ist:aIU& year shall be prepared as soon as possible after the end of the financial
| © year. |

financial balances of each stores item extracted from the unallocated

|
i | b (2) A stock valuation list shall show the numerical and
bog
By stores ledgers.

(3) A stock valuation list shall be totalled to show the valie
of the stock in hand at the end of the financial year and shall be signed
by the vote controller concerned.

B R L iy T 2

(4)  Where the value of the stock exceeds the approved
standard stock limit, the vote controller shall inform the Accountant-
General explatning the reasons for the excess and giving a forecast of
future requiréments for consideration by the Accountant-General as to
P whether an increase in the standard stock limit would be appropriate.

(5) If the excess is not authorised, fresh purchases shall be
restricted until the stock balance falls within the approved limit.

210. (1) A vote controller responsible for an unallocated stores
account shall, in addition (o the closure of the departmental or office
" account for each financial yeer submit to the Accountant-General a
" tabular summary of unallocared stores for inclusion in the annual

‘Tabular -

‘ o (2) The store shall be ottered free of charge to departments

-




{ quoted.

(2)

Eact: tabular summary shall show—

(a) the stock in hand at the beginning of the financial

year;

(b) addition of purchases, returns and charges as charged

to the unallocated stores sub-head in addition to the
arnount appearing in the Treasury accounts;

(c) deduction of issues to votes ard accounts as credited

(d)

0 (e)

to the unallocated stores revenue sub-head;

deduction of proceeds of sales of unallocated stores
as credited to revenue excluding on-cost;

addition or deduction of adjustments for stores not
paid for in the year in which they were received;

(D) addition of surplus stores taken on charge;

(g) deductionas "X

(IS 44

, losses and dleficiencies written-off
znd charged to the losses sub-head and as “y”, losses
not yet charged to expenditure;

(h) addition or deduction of the balance on the price

adjustment account; and

(1) the stock in hand at the end of the financial year.

(3) Paragraphs (e), (D), (#) and (h) of sub-regulation (2)

i shall be supported by statements listing the transactions taken into
account in the tabular summary; and in the case of paragraph (h) the
{ reference to the authorities given for writing off the stores shall be

(4y Ary variations in the figures in paragraphs (b) (¢) (d)

{ and (g), the figu

res in the Treasury accounts, the figure in paragraph (1)
{ and the total of the stock valuation list shall be accounted for on the
d reconciliation statements signed by the vote controller and attached to



l vt
| . STOCKS VERIFICATION ]
| s £

| ¢; . Stocks to be 2112 (1) The stock holdings of all public stores shall be veriﬁ

it verified at least once a year by continuous stock taking undertaken by 4
annually.

: Ol independent stock verifier or by a Board of Survey, appointed by :
: Accountant-General.

(2) A stock verifier shall verify all stocks and shall n
perform any other duties as a result of staff shortage or abnorm
| pressure of work.

‘ (3) . A stock vertfier shall visit stores for purposes ol
| ) verification without giving any prior information of his visit.

S (4) Excepl in the case of relatively small stores which ca
| , C be verified completely within a short period of time, a stock verifier sh
e select a section of the stores for examination and within that sectionfe
| L shall place notices on the bins, stocks or shelves being examined, lh

‘ R no receipts or issues should be made in respect of any item without hr
' '! approval. 1
| (5) A stock verifier shall, in selecting items {or examination‘f
% give precedence to checkingitemssuchas electrical appliances, e\pcnsm
medicines, textiles, cutlery and tools.

(6) A stock verifier shall —

(a) without prior reference to any official or unofficil
stock records, count and record the balance of cach
item being verified; and ‘

R O O O

(b) check the figures against the balance of the itens!
shown in the bin of tally cards and the stores ledger{
and if the figures agree the stores records shall be
noted and signed b\ him and the balance recordedin
red ink.

. Procedure 212, (1) Where there are minor differences in the balances of

3 Whgrg n;e:,: the items as a result of working tolerances (such as minor cumulative
-1 are@lierenc ) - ) ]
{in balances. - erfors arising where items are issued by weight or measurement), the

! ' '
g -
P !

i ~ stores records may, with the concurrence of the storekccpcr and the

K ,u—‘...._...n..q—-......»‘m P
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stores accountant be amended to agree with the counted figures; the
stock verifier shall then prepare, sign and date an explanatory note in the
stores records.

(2) Where there are differences in the balances but which
are not as a result of working tolerances, the stock verifier shall check
the'stores ledger for obvious errors and if after this the differences have
not been resolved he shall recheck the actual stock.

213. Astock verifiershall, inaddition to verifying stock balances —

(a) check whether—

(i) any of the stocks are unserviceable or obsolete;
f . and |

(i) the maximum stock quantities, provisional
action figures and minimum ordering quantities
will require amendment,

(b) inspect the store to ascertain if there are any defects
in the store accommodation, untidiness, bad
arrangement of stocks, failure to separate new, part-
worn and unserviceable items, inadequacy of
protection from loss or damage, theft or fire,
excessive or inadequate stocks, items not being
used, depreciation through lack of proper
preservative measures and items in store which
have not been recorded in the stores ledgers.

214. (1) A stock verifier shall, immediately after completing

(he verification of the stocks prepare a report in quintuplicate.

(2) The report shall include—

‘a) astock verification list i1 respect of all unexplained
differences not covered by working tolerances; and

'b) in memorandum form. his findings on the matters

referred to regulation 212,

85

Additional
duties of stock
verifiers.
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Handing-oves
of storers,

and the stock verifier shall retain one copy of the report for his own
record and sexd one copy each to the vote controlier concerned, the
Accountant-General and the Auditor-General.

3) The vote controller shall, within one manth of recei ving
&

: the report, inform the Accountant-General and the Auditor-General of
_ @ay action he has taken on the findings of the stock verifier.

215. (D ‘The Acccurntant-General shall — -

(a) in cases where stocks of any store have not been «

fully checked by a stock verifier during the financial
year; or

(b) in stores where, even though such a check has been
made, exceptiorzlly valuable or attractive items are
held,

appoint a Board of Survey to check the stocks to such extent as he may = .

consider necessary. .

(2)  Membership of a Board of Survey shall be the same as
that provided in regulation 140.

(3)  The procedures provided in regulations 211, 212, 213
and 214 in relation to stock verifiers shall apply with such madification
as may be necessary to a Board of Survey in the carrying out of its duties
under this regulation.

(4) The Board of Survey shall on completion of the checks
submit a report of its findings to the Accountant-General and the
Auditor-General. '

(5) The report shall be signed by the chairman and the
other members and shall include the items provided in sub-regulation
(2) of regulation 214.

HANDING-OVER OF STORES

216. (1) Vote controllers shall ensure that whenever one officer
relinquishes to another the whole or part of his responsibilities for any
store, the stocks and stores ledgers are properly examined and the

|
1

5 1y
{
(

s

I
o




! handing-over and taking-over conducted in such a manner that there can
b no doubt or ambiguity as to the items handed over and taken over.

(2y The procecures provided in regulations 145 to 161

' shall apply with such modifications as may be necessary 10 the handing-

[ overand taking-over of stores and the distribution of copies of handing-
over statements.

(%)  Without prejudice to sub-regulation (2), the officer
taking over shall—

E (a) examine the stores records to ensure that they are
entered to date and are in order;

l (b) inspect the stocks and stores accommodation and
satisfy himself that they are correcily maintained;
and

(¢) wherever possible make a detailed check of all items
of stock against the balances in the slores ledger, but
where cwing to the extent or nature of the stock this

- is impracticable, he shall make a random sample
check of the stock on hand, placing particular
emphasis on the verification of valuableand attractive
items.

3 (4) A listof the stores items which have been checked and
m the results of the check, si gned by both officers shall be attached to the
gﬁ%!handing—over"Stalemem, gogether with an explanation by the officer

I handing over, of any differences or discrepancies.

, T (8) The voie-controller concerned shall, where such
differences: or discrepancies are reported or wherever the handing-over
k¢ statement indicates any fault in the recording, custody or proper
'ﬂi maintenance of the siores, within one month of the handing-over inform
E the Financial Secretary, Accountant-General and Auditor-General of

any action he has taken on the matter.

)
LossEs, WRITE-QFI'S, CONDEMNATION AND DISPOSAL OF STORES

stores, the following action shall Losses of

217. 1naccounting for losses of
stores.

he taken—-



(a) where the losses are accidental and no officeris held
financially responsible —

(1)

(i)

ir: the case of allocated stores, the loss shall be

written-off ledger charge and the 1ssuc entry |

supported by a voucher quoting the authority
for the write-off; and

in the case of unallocated stores, the loss shall
be writte‘n-offlledger charge and the issue-
entry supported by a voucher quoting the
authority for the wrile-off; anapproprate losses

~suub-head of expenditure shall be debited with

the ledger value ol the stores and the
unallocated stores expenditure sub-head
credited with the same amount to enable the
reconciliation of tabulated summary;

(b) where the losses are due to the negligence or {aultof

an officer and for which he is held financially

responsible —

(1)

in the case of allocated stores, the loss shall be
written-off as provided in sub-paragraph (1) of
paragraph (a) and a personal advance account
opened in the name of the officer held
financially responsible shall be charged with
the loss and the appropriate revenuc sub-head
credited with the same amount; any balance
on the advance account which cannot be
recovered shall be written off and charged o
the relevant losses sub-head; and

in the case of unallocated stores, the procedure
set out in sub-paragraph (ii) of paragraph (a)
shall be followed: but credit {or the value of
the loss shall be taken to the unallocated stores
expenditure and not to revenue.




old 218, (1) A vote controller may write-oft minor items of-stores
oii  which have been accidentally lost or broken beyond repair such as
chir  china, glassware and sraall tools or perishable items which have become
nns bé | unserviceable, where the value of any one such item does not exceed
twe, twenty thousand leones or where the loss is not as a result of fraud, theft

Yy .
or 1, y or negligence.

ik
B

(2) Inthe case of items lost or broken the vote controller
may order the officer zoncerned to make good the cost of the items.

P (3) The vote controller shall submita quarterly schedule of
&g:ms written off or paid for as at the end of cach financial year to the
ccountani-General and the Auditor-General.

219. Except as ctherwise provided in regulat:on 218: the authofity
of8d¥ of the Accountant-General shall be sought for writing-off ledger charge
anh -and disposal of all unserviceable or obsolete stores such as vehicles,
pli g plant and equipment.

i

of 220. (1) Where a vole controller thinks that stores, vehicles,

e

pllly  plant or equipment—

(a) heve reached the end of therr uselul fife:

be

of (b) arc bevond cconomical repair or arc unsen ceable
nt for any other reason: or

1d

! (¢) have become redundant throu gh obsolescencee.

ih

ad ‘ N
h he shall ensure that they arce retained until a sufficient quantity has
4 accumulated to men the appointment of a Board ol Condemnation 1o
ibc inspect them. '

(o

(2y Thevole controlter shalt have a hist of items prepared

i giving details of the items and where appropriale therr aee and
re. gpproximate valuc.

a)

of (3) Four copies of the list shall be submitted by the vote-

es  controller to the Accountant-General witha request that the Accountant-
General appoint a Board of Condemnation to inspect the items and make

89
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recommendations as to their condemnation and disposal. Sufficient

space shall be left on the list for the Board of Condemnation to record

;&. its opinion and recommendations against each item thereinp.
’ ‘ : Accountant- 221. (1) The Accountant-General shall, if he thinks it fit, appoint
| gg g'r:n“efm“t‘ ' a Board of Condemnation which shall comprise two officers one of

Board of whom shall be designated the chairman, The Accountant-General shall
Condemnation. give to the Board all four copies of the list submitted to him under sub-
regulation (3) of regulation 220,

SRR

(2) Where the items to be inspected are of a mechanical or
technical nature, one of the members of the Board shall be suitably
qualified to express a technical opinion on the state of the items: and

unavoidable, no officer concerned with the custody or use of the items
shall be appointed as a member of the Board of Condemnation.

(3) If an officer appointed as a member of a Board of
Condemnation is for any reason unable (o serve as a member, he shall
notify the Accountant-General about it; and if the Accountant-General
is satisfied with the reason for the officer’s inability to serve on the
Board, he shall appoint another officer to replace him.

Mesling of 222. The chairman shall consult the vote controlier concerncd
Boardof regarding the place and time at which the Board of Condemnation shall
Condemnation. ‘meet; and the vote controller shall ensure that the storekeeper or other
officer responsible for the items concerned is.available and present
throughout the Board’s inspection.

| Bo:md ib | 223. (1) The Board of Condemnation shall%

"' inspect items,

(a) inspect the items submitted by the vote controller for
condemnation;

(b) check them against the list submitted by the vote
controller and any technical information available:
and

(¢) consider whether the items have become
unserviceable as a result of fair wear and tear having
regard to the anticipated life of such items.

except where the mechanical or technical nature of the items makes it -

s
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(2) The Board of Condemnation shall record its opinion,
. recommendations and suggested method of disp(wsal against each ttem
U,& - on the four copies of the list and submit them together with a covering
report signed by each member of the Beard, to the Accountant-Generat,

e
(3) Attention shall be drawn in the covering report to—

(a) ary items which are not considered to be
unserviceable or which can be reused in another
context; and

(b) any case where in the Board’s opinion,
i unserviceability has arisen as a result of neglect,
? misuse, inadequate maintenance, tmproper storage
| or otherwise.

224. (1) Serviceable stores, vehicles, plant or equipment which

4 are no longer required by a department or office shall, 1f they are to be
 disposed of, be sold by public auction or by tender after public
adverisement unless the specific approval of the Accountant-General

; has been obtained for them (o be sold by other means,

(2)  The voucher in respect of proceeds of the sale shall be
suppcrted by the auctioneer’s account or tender document; and in the
case of sale by auction the amount brought to account shall be the net
amount realised after the deduction of the auctioneer’s commission.

725. The Minister may authorise the gift of serviceable stores,
vehicles, plant or equipment or other property not required for
Government purposes or where it otherwise appears to him to be in the
public interest to do so, to institutions or organisations established
solely or principally for charitable, cultural, educational or scientific

- purpeses.

SALE,-HIRE CR LOAN OF STORES, PLANT AND EQUIPMENT
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226, (1) Sale of stores, plant or equipment shall only be made to Sale of stores,

public officers or to the public—

elc.
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() whereitfalls within the terms ofaformal Government
contract, such as matenials sold to a Government
works contractor after the contract:

(b) unless it is made ip accordance with a standing
s arrangement: or

(¢) with the written authority of the Accountant-General

which shall only be given when no other source of

supply is readily available and the vote controller
concerned is satisficd that the jtems can be spared.

() Where a sale is made under paragraph (¢) of <ub.
regulation (1), no stores, plant or cquipment shall be supplied (o the
purchaser until payment in full has been made by him,

227. (1) The price of stores, plant or equipment to be sold under
regulation 224 shall be the gross cost of the jtem including al charges
for transport, handiing or otherwise plus an on-cost charge of twenty-
"ﬁ“\'e per;"ccnl to cover customs duty, administrative costs and other

charges,

(<) In the case of unallocated stores, the gross cosi price
shall be crediied to ihe unallocated stores revenue sub-heud and in the
case of allocated stores, it shall be credited to the revenue sub-head. In
both cases the on-cost shall be credited (0 an appropriate revenue sub-
head.

(3)  When items are sold, the jssue voucher taking them of
ledger charge shall quote the authority for the sale and the revenue
receipt issued in respect of the proceeds of the sale: and the number of
the 1ssue voucher shall be quoted on all copies of the revenue receipt.

228. (1)  Except where an authorised procedure exists and
standard hire charges are in operation, stores, plant or cquipment may
only be hired out in exeeptional circumstances and with the written
authority of the Accountant-General.
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(2)  Any hiring out made under sub-regulation (1) shall be
) su ed by an agreement signed by the hirer on a form approved by
A:g’c the Aftorney-General and the hire charges shall be paid before the ttems
Sty '
elea |

are relensed.

(4y  The items hired out or loaned shall be posted to a Loan
and Hire Kegister maintained {or that purpose and showing—

(a) the date of the hiring or loaning;
(b) the person to whom it was made;
(c) the authority for the hiring or loaning;

(d) the number of the stores issue voucher and of the
revenue receipt for the hire charges;

(e) the date on which the item is due to be returned and
its actual date of return; and

«f) the number of the stores receipt voucher by which
the item has been brought back onledgeror inventory

charge.

(5) The items shall, on their return, be inspected by a
.- competent officer to ensure that they are in good order and the cost of
any deficiencies, damage or deterioration due to unfair wear and tear
shall be.charged against the hirer or borrower.

229, (13 The Loanand Hire Register shall be inspected at least

SO o
2268k ¢ once ¢very month by the stores accountant and at least once every
¢ eV quarter by a more senior officer appointed by the vote controller
rer 7 concerned.

cerne

(2) ‘The storekeeper and the officer shall ensure that the
per authority exists for all hiring and

register 1s postéd up to date, that pro
been raised and that all items have

SICTE oaning, that proper charges have
it peen returned on the due date.

et

Inspection of
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inspection sign and date the register.

The storckeeper and the officer shall alter every

ACCOUNTING FOR FURNITURE. FLANT, EQUIPMENT, VEHICLES, TOOLS AND
LIYESTOCK

230. (1)  All major items of furniture and equipment issued for
either government quarters or offices, large tools fu?éovcmmcm works,
plant, equipment, vehicles or launches shall be purchased from capital
expenditure votes provided for that purpose.

(2)

direct to the capital expenditure vote and not passed through the

Purchases made under sub-regulation (1) shall be debited
unallocated stores account.

231. (1) Furniture and equipmentissucd for governmentquarters
or offices shall be brought on charge in a master iy entory.
(2)  The master inventory shall record under cach category

of 1tem —

(a) the date and other details of the voucher or other
document on which the items were received or

issuecd;
(b) their serial numbers where appropriate: and

(¢) their distribution to individual locations and the

total quantity held.

(3) Inrespect of each individual location, there shall be
made two copies of an inventory showing all items held at the Tocation;
ore copy of the inventory shall be kept with the master inventorsy and

the other copy at the location.

(4) The dates and other details ol all receipts and issue of
items to or from the location shall be recorded on both copies of the

inventory as they occur.

bot
off
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v (5 The imitial entnes and all other entries made later on

0
]

boti copres of the mventory shall be validated by the signature of the

't\)( I S . . -
" officer having the use of the items or, where there is more than one
} f .
Ot officer, the most senior of them.
ot!
: 232. Noitem of furmture or equipment shali be removed [rom one Authority tor
V : emoval of
location to another except on proper authority. e
loe h

P 233. When the occupant of an office, location or government Change of

( S f . : cupant, ete
quarters or other person having charge or use of fumniture or equipment </ <

ithanges, the items on charge shall be physically checked against the

234 (I) Vote (-ommllcm shall ensure that |ocation invemories Location
inventories (o
" be checked
against master
inventory.

(2) The check shall not be carried out I)y an of ﬁcer hawng

O for the items bemg checked; and the officer carrying out the check
“shall, alter the check, «ign and date the records.

(3) Anydeficiencies or damage to the items being checked
not caused by fair wear and tear shall be treated as @ loss and dealt with
in accordance with the provisions of these Regulations.

235. (1) Regulations 231 and 232 shall apply with such Inventory of

. . . - . .. ehicles,
modifications ag may be necessary in respect of the taking of inventory ;:UI;thes e
of vehicles, launches and plant.

(2)  Without prejudice to sub-regulation (I), the master
inventory $hall, in addition to the requirements of sub-regulation (2) of
regulation 231, contain such other details as the name of the manufacturer

E of the item, the chassis and engine number and any ancillary equipment,

*
spares or tools.

.
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P:(izfmeggyo:(ce 2367 (1) Without pre udice to regulation 233, a log book or shal>¢
of log S g e e rvvrd g - : indif
of operating operating record shall be matntained for each vehicle, launch or plant, indif P
records for
vehicles, ete. ‘ '
(2) A log book or operating record shall record —
appc
) the histe y el o1 th tﬂs
(a) the history, performance, sen 1cing, overhcads and 4
repairs.in sefficient details for periodic assessments
to be made of its performance compared with its cost ¢
of upkeep; i
] ;
(b) details of the journeys or works performed and the
signature of the officer authorising them;

(c) details of fuel, cil, spares or otherwise used;

(d) dates and nature of servicing and repairs; and

(e) tools, spare wheels and other equipment carried on « :d ¢
or assoctated with the vehicle, launch or plant, |

(3)  Where practicable, details of a journey to be made with it

a vehicle or launch such as the time of commencement and the route 1o dat/® ¢

be taken, shall be recorded in the log book or operating record before a lau’™®

joeumey commences; and the temaining details such as the date and time be /™

of completion of the journey shall be entered as soon as the journey is v

finished.

W be
(4)  The entries in a log book or operating record shall be e

signed by the officer using the vehicle or launch or the driver, as may be

appropriate. : - lau

oft

(5)  Atthe end of each month a summary of — an

) ' co

(a) the amount of fuel used during the month;
(b) the total mileage or running hours; and
(c) the fuel consumption,

shall be entered in the log book or operating record.



(6) Thafuelconsumed shall be comparedwith that povaatiy

s nticipated for the type of conveyance or plant concerned and atiention

haok orall be drawn 1o any appargntly excessive consumption which gt
" ndi Plant, ndicate either mecharnical defect or theft of jre!,

237. (1) At east once in each guatter, the vote contreller shalj

Log books,

o ippoint an officer other than the ore using the car or launch, to check ff;%tf‘zc
S ‘ checked.
| thats and hat-—
L
. Ments.
C scost (a) the log book or aperating record has been propesly
i entered:;
(b) ail journeys have been correctly authorised:;
: (¢) no improper or private use has occurred;
(d) hire charges have been duly collected, where
appropriate; and
don J (e) all ancillary equipment, spares and tools on charge
" “ to the vehicle or launch are not missing.
} vith (2) The officer shall, after completing the check, sign and
jaft to date the log book and any deficiencies or damage to any vehicle or
! l';um‘ a aunch not caused by fair wear and tear shall be treated as a loss and shall
! i;f me be dezalt with in accordance with the provisions of these Regulations.
Vs
(3} Checks shall be undertaken on log books of plant and
wquipraent as provided in sub-regulations (1) and (2).
e
be ‘
e 2i8~ (1) Journeys shall only be made ina government vehicle or Use of
i “lwunch when the use of such vehicle or launch has been approved by an LCZ:::\LCTESZE
ii officer authorised by the vote controller concerned to give suchapproval — 77
) ind suh authorization shall be conveyed in wiriting (o the officer with
y copies to the Accountant-General and Auditor-General.
[0
(2)  The officer approving a journey shall ensure that—
(a) the most economical conveyance is used
comnmensurate with the duty 1o be performed: and
s
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(b) the distances travelled or time taken are reascenable

having regard to the conditions under which the
work 1s undertaken.

239. Nogovernment vehicle or Taunch shall be usea by any person
for travelling from home to place of work or for any other private
purpose except with the prior approval of the vote coptialior coneeined
or 1n the case of a vote controller, the Accountant-General,

240. (1Y All books purchased for official hibraries or offices
shall be broughton charge in a catalogue or inventory and shal! be grven
an accession number.

(2y  Books shall bz retained in a suniabic room or tookcase
under lock and key by an officer nominated as the librarian.

2410 (1Y Books mayv be issued on oan to of ficers requinng them
for reference or study for ofheial purposes.

(2) A loan register shall be maintained by the libiara
showing—

(a) the accession number and title of the book borrowed;

(by the name, designation and signature of the officer
borrowing it; and

(¢) thedate itis borrowed and the date by which it shall
be returned.

(3) The period of loan shall not exceed thirty days and
renewals shall only be permitted where no other officer requires that
book.

(4) The librarian s.hhll ensure that books loaned out are’

returned within the specified period.

242. (1) Vote controllers shall cause library 1ecords and stock
of booiks 1o be checked at least once each quarter by an of ficer other than
the libranan.

=3
v




a
N

j

F}W‘W‘w’i 5

(2) Evidence of the check shall be recorded in the catalogue
or inventory and shall be signed and dated by the officer undertaking the
check.

(3)  Any deficiencies or damage not caused by fair wear
and tear shall be treated as a loss and dealt with in accordance with the
provisions of these Regulations.

(4)  Worn out or cut-of-date books shall be withdrawn and
deadt with in accordance with the provisions of these Regulations.

243. (1) Vole controllers shall keep inventories of any livestock
belonging to the C overnment for which they are responsible.

(2) The inveutories shall show the receipt, sale, transfer,
death and progeny of the animals and the number on charge at any time.

(3) Separate folios shall be kept for each different kind of
animal and individual records shall be kept for each animal showing its
history, breeding, dlness, veterinary treatment or otherwise.

(4)  The inveniory entrics and the individual records shall
be cross-referenced to one another.

244. (1) The sale or disposal of an animal shall be recorded in
the inventory and individual record.

(2)  Thc iventory and record shall show the dead or tive
weight of the animals, disposal of the skin or hide, selling price, receipt
nurnber and date. '

(2)  Tacdeath of an animal shall be shown as a disposal and
wherever practicable the entry shall be supported by a certificate given
by a veterinary surgeon stating the cause of death and disposal of the

. Carcass,

e 245, (1) Vote controllers shall cause the animals to be counted
" at lcast once in each quarter by an officer not directly responsible for the

animals.

99
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(2) The total of each kind of animal counted shall agree ’
with the total of the individual records for that kind of animal. ‘

(3) Evidence of the check shall be recorded in the inventory
and shall be s: gned and dated by the officer undertaking the check.

(4)  Amny shortage of animals shall be treated as a loss and
- dealt with in accordance with the provisions of these Regulations.

MApE this 14tk day of October, 1998. g )

JAMES O. C. JONAH,
Minister of Finance, Development
and Econcrnic Flanning.

(This cancels Fublic Notice No. {0 pubiizhed as Govi. Notice No. 234 in Gazette
No. 63 dated 3th November, 1998.)
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