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FINANCE AND AUDIT ACT

8 of 1965. AN ACT to provide for the management of the public funds of the
State, for the appropriation, withdrawal and issue of sums
therefrom, for the audit of public accounts and for matters
connected with or incidental to the purposes aforesaid.

Commencement. [15th September 1966]
[37/1966).
Short title. 1. This Act may be cited as the —

FINANCE AND AUDIT ACT.
Interpretation. 2. In this Act —

“financial year” means the twelve months ending on thirty-first Decem-
ber in any year;

“General Orders” means the General Orders approved by the Minister
relating to public officers and the transaction of public business;

“Minister” means the Minister responsible for Finance;

“statutory expenditure” means expenditure charged on the revenues or
public funds of the State by any provision of this Act or of any
other law for the time being in force in the State.

Consolidated 3. (1) Nomoneys shall be withdrawn from the Consolidated Fund
fluz“g'f 1990]. or other public funds of the State except upon the authority of a warrant

under the hand of the Minister, and no such warrant shall be issued for
the purpose of meeting any expenditure other than statutory expenditure
unless that expenditure has been authorised by an Appropn'ation Actfor
the financial year during which the withdrawal is to take place or except
in accordance with the provisions of section 4 or section 5 of this Act;
and no such warrant shall be valid or of any effect unless the Financial
Scurciary ceriifies ou i thai ii has been issued i accurdauce wiitiaud in
compliance with the provisions of this Act.

(2) Moneys at the credit of the Consolidated Fund shall be kept
in an account styled the “Accountant General’s Consolidated Fund
Account” at such bank or banks as the Minister may approve; but the

Minister may authorise the investment of moneys standing to the credit
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Fund admunstered y the Crown Agents) orinany o f the investments
authorised by law for the investment of trustee funds. Suchinvestments
together with any interest received therefrom shall form part of the
Consolidated Fund.

4. It shall be lawful to issue from the public funds of the State, in
pursuance of warrants under the hand of the Minister, such sums as may
be necessary for carrying on the Government during any period not
exceeding four months between the end of a financial year and the
coming into force of the Act authorising the appropriation for the next
financial year; but —

(a) noexpenditure upon any service for which no provision had
been made in an Act in force during the previous financial
year shall be deemed to be authorised by this section;

(b) the expenditure so authorised for any service shall not
exceed one-third of the amount voted for that service in the
Appropriation Act for the previous year;

(c) all sums issued in pursuance of the said warrants shall be
deemed to have been issued in anticipation of grants being
made by Parliament in an Act authorising the appropriation
for the financial yearin which sums were issued, and on the
coming into operation of that Act the said warrants shall
cease to have effect, and issues thereunder shall be deemed
to have been made for the purposes of that Act and shall be
accounted for in accordance with the provisions thereof.

5. (1) Ifatany time itappears tothe Minister to be necessary to re-
allocate appropriations approved by Parliament to defray unforeseen
expenditure upon any service —

(a) which, being in respect of anew service, is not provided
for in any Appropriation Act; or

(b) which will result in an excess of the sum provided for

tiidi dDUIVILUC iil dii APPIUPIidiivii I'\\zl., diliu uic Cir-
y

LUIIISIARIVUS Qi SULil UIGL ©7 lrlv \.Lnl,unv WRALMAUY

injury tothe Public Service be postponed until adequate
provision is made by the House of Assembly,

P R Y. AT 1 a1 L. . . e . . ~ e

Issue of money
before passing of
Appropriation
Act.

[12 of 1990].

Issue of moneys
to meet unfore-
seen expenditure.
[11 of 1970

36 of 1973].
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sums whichmay fromtime to tlme be requiredto defray suchexpenditure;
but the total sum so authorised and not yet appropriated by law of the
House of Assembly shall not exceed five hundred thousand dollars.

(2) The Minister shall submit supplementary estimates for the
approval of the House of Assembly as soon as possible after the issue
of a re-allocation warrant and shall at the next sitting of the House of
Assembly occurring after the expiration of fourteen days from the date
of any re-allocation warrant authorising the issue of such sums, intro-
duce into the House of Assembly an Appropriation Bill and on the
coming into operation thereof as an Act, the said warrant shall cease to
have effect andissues thereunder shall be deemed tohave beenmade for
the purposes of such Act and shall be accounted for in accordance with
the provisions thereof.

(3) (a) The Minister may establish a Contingencies Fund by
issues from the Consolidated Fund not exceeding in the aggregate such
sum as the House of Assembly may from time to time approve by
resolution under section 80 of the Constitution, to defray unforeseen
expenditure, which cannot be met by a re-allocation warrant.

(b) If the Minister is satisfied that —

(1) certain expenditure is likely to be incurred in a
financial year upon a service thereby causing an
excess on the sum provided for that service by the
Appropriation Act for that year, or which, being in
respect of anew service, was not provided for by the
Appropriation Act relating to that year; and

(ii) the circumstances are such that the expenditure
cannot without injury to the public interest be post-
poned until adequate provision is made by Parlia-
ment,

the Minister may authorise such expenditure to be met by an advance
from the Contingencies Fund.

( c ) Supplementary Estlmates of such expendlture shall be

possible. When the §unnlememarv Estimates have been annmved and
pending the provision for such services under appropriate heads by an
Appropriation Act, issues from the Consolidated Fund may be made

18 5\(‘ yf\vv‘nfi “Y‘!‘Y"\ fhn [‘I\r\hﬂ«nﬂr‘ eoFor V'\A y
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of the Fund shall not be paid into the Consolidated Fund ai the close of
each financial year.

(4) The Minister may, by advance warrant, authorise the issue
from the public funds of Dominica of advances —

(a) on behalf of and recoverable from other Governments;

(b) tooron account of trusts or other funds administered by
the Government, or to or on behalf of public bodies,
institutions or individuals, where such advances are in
the public interest and are recoverable within a period
not exceeding twelve months after the close of the
financial year in which such advances are made;

(c) to public officers for the purposes and under such
conditions as may be approved by the Minister from
time to time;

(d) for the purpose of expenditure authorised by a Loan
Act, in anticipation of the raising of a loan;

but the total advances authorised under paragraphs (b) and (c) shall not
after repayments have been deducted exceed at any time ten per cent of
the Recurrent Revenue Estimates of the previous year.

6. (1) The House of Assembly may from time to time by resolu- Advances to
. . o Govermment.
tion authorise the Minister to borrow, by means of advances from a 01 of 1979].
bank, money to an amount not exceeding in the aggregate the sum
specified in that behalf in the resolution, to meet current requirements;
but the resolution shall not have effect for any period exceeding twelve
months,

(2) The principal and interest of all such advances shall be a
charge on the revenues of the State and shall be payable therefrom.

(3) Where, by resolution in accordance with this section or in
pursuance ot any Act, power to borrow money by means ot advances
from a bank is conferred on the Minicter ench a nonwer mav he exerciced

Dy means o1l a liuctuating overdrait.

Loans to
Govemment.

134 of 1973
126 of 1Y/2




Chap. 63:01 Finance and Audit

Trust Funds.

Annual
Accounts.

ment, and forrelending to statutory bodles on such terms and condmons
as the Minister may from time to time approve.

The Minister is also empowered to guarantee bank overdrafts
granted to statutory bodies.

(2) Any amounts borrowed in any year under this section shall
not exceed in the aggregate fifteen million dollars; or cause the aggre-
gate of sums borrowed from the banks under this section to exceed
fifteen million dollars.

(3) The principal and interest on all such loans shall be a charge
on the revenues of the State and shall be payable from the Consolidated
Fund.

(4) Any sums borrowed under this section shall be for a period
not exceeding seven years.

(5) A copy of any loan or guarantee agreement concluded by
virtue of the provisions of this section shall be laid before the House of
Assembly at the next meeting of the House after the conclusion of any
such agreement.

8. Any moneys deposited with the Accountant General or any
accounting officer subject toatrust, not being moneys raised orreceived
for the public purposes of the State, or moneys received on account of
the execution of awork or service shall not form part of the Consolidated
Fund of the State and shall not be applied in any way to the purposes of
the State, but shall be kept in separate accounts, either at call or atnotice,
at a bank or banks, or shall be invested on behalf of the trust; and such
investment may, subject to the provisions of any Act and the terms of the
trust, be made by the Ministerin like manner to that permitted by section
3 in respect of the Consolidated Fund.

9. (1) Within a period of six months after the close of each
financial year the Accountant General shall submit to the Director of

Andit accounte chnunna ﬁﬂ]v the finanrial r\nc1hnn of the State on the

last day of such ﬁnanmal year; but the Mlmster may by direction in

=
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whichsuchaccounts may bvtransmitted and any directionso mvpn chall
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be laid before the House of Assembly within fourteen days ofits having
been glven and if there is no sitting of the House of Assembly w1thm
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subsecuon (2) shall show fully the ﬁnancml positionof the Consohdated
Fund on the last day of each financial year and shall include —

(a) an abstract account of receipts and payments;

(b) astatement ofthe assets and liabilities at the close of the
financial year;

(c) adetailed statement of revenue and expenditure; and

(d) such other statements as the House of Assembly may,
from time to time require.

10. Within a period of nine months after the close of each financial
year, the Director of Audit shall prepare a report of the accounts to
which section 9 relates and shall submit the report to the Minister who
shall cause it to be laid before the House of Assembly; but the Minister
may by direction in writing addressed to the Director of Audit extend
the period within which the report shall be transmitted, and any
direction so given shall be laid before the House of Assembly within
fourteen days of its having been given or, if there is no sitting of the
House of Assembly within such period, within fourteen days of the
commencement of its next sitting.

11. Ifit appears to the Financial Secretary that any person whois or
was an officer —

(a) has failed to collect any moneys owing to the Government
for the collection of which such person is or was at the time
of such employment responsible;

(b) is or was responsible for any improper payment of public
moneys or for any payment of such moneys which is not
duly vouched; or

(c) isor was responsible for any deficiency in, or for the loss or
destruction of, any public moneys, stamps, securities, stores
or other Government property;

B T T T e

S&t}sf""‘""’" tohim is not fumished with regorrl to the failure 1o r‘n“pr‘t

improper payment, payment not duly vouched, deficiency, loss or
destructlon asthe case may be, the Fmancml Secretary shall surcharge

thia o 1. amtrrl e fhie Sersees
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Notification of
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Withdrawal of
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Remedy of
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Financial Secretary may determine.

12. (1) The Financial Secretary shall cause the Director of Audit
and the accounting officer of the department concerned to be notified of
any surcharge made under section 11.

(2) The accounting officer on being notified as aforesaid shall
notify the person surcharged and shall, subject to sections 13 and 14,
recover the amount surcharged from such person.

13. The Financial Secretary may at any time withdraw any sur-
charge in respect of which a satisfactory explanation has been received
orifit otherwise appears that no surcharge should have been made, and
in any such event the Financial Secretary shall notify the Director of
Audit and the accounting officer of the department concerned of the
withdrawal of any such surcharge.

14. (1) Any person who is dissatisfied with any surcharge made
againsthim under section 11 shall have the right to appeal to the Minister
within a period of one month immediately after he has been notified of
the surcharge; but the Ministerin his discretion may authorise an appeal
to be made after the expiration of such period of one month.

(2) Aftersuch furtherinvestigation as may be directed by him,
the Ministermay make such order confirming the surcharge or directing
that the appellant be released wholly orin part from the surcharge as may
appear just and reasonable.

(3) A copy of every order made by the Minister under subsec-
tion (2) shall be transmitted to the Financial Secretary, to the accounting
officer of the department concerned and to the Director of Audit.

(4) The powers conferred on the Minister by subsection (2)
shall be exercised by him in his discretion after obtaining the recommen-
dations of the Public Service Commission, the Police Service Commis-
sion or the Judicial and Legal Service Commission, as the case may be.

15. The amount of any surcharge made under section 11

mna
Vi Gai Qipv QWY WiIUVI OVVWUVEL 11 1GY,

subject to sections 13 and 14 be sued for and recovered as a debt due
to the Govemment by acuon at the suit of the Attomey General in the
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officer shall be recovered by monthly deductions from the salary of such
officerin such amounts, not exceeding one-sixth of the amount payable
monthly to such officer in respect of salary, as the Financial Secretary
shall authorise.

16. (1) The Minister may make Regulations to be called Financial
Regulations not inconsistent with this Act for the carrying out of this
Act and without prejudice to the generality of this provision these
Regulations may provide for —

(a) the collection, receipt, custody, issue, expenditure, due
accounting for, care and management of all public
moneys and the guidance of all persons concerned
therein;

(b) the record, examination, inspection and departmental
check of all receipts and expenditure and the keeping of
all necessary books and accounts;

(c) the forms for all books and documents whatever re-
quired under this Act or the Regulations made there-
under;

(d) the purchase, safe custody, issue, sale or other disposal
or writing off of public stores and other property of the
Government of Dominica, and the proper accounting
for, and stocktaking of, such stores and property,

(e) the preparationof estimates of revenue and expenditure;

(f) the authorisationof rates of payment of public funds for
specific purposes where such rates of payment are not
provided by law;

(g) the making of advances to public officers and other
persons and the rates and limits of such advances and
the rates of interest thereon.

(2) All Regulatlons made under subsect10n (1) shall be pub-

o annn namnax ha afta Thlinaty
assoon asmay be afterpublicationand, if aresolutionis passed pursuant

toamotion, notice whereof has been given forasitting day notlaterthan
the ﬁrst available s1tt1ng day of the House of Assembly next after the

Regulations.
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shall thereupon become void as from such date without prejudice to the
validity of anything previously done thereunder or to the making of new
Regulations.
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Financial Regulations

FINANCIAL REGULATIONS

ARRANGEMENT OF REGULATIONS

REGULATION
PARTI
PRELIMINARY
1. Short title.
2. Interpretation.
3.  Removal of doubts.
PART II
ACCOUNTING OFFICERS
4. Appointment of Accounting Officers.
5. Responsibilities of Accounting Officers.
6. Accounting Officers answerable to Public Accounts Com-
mittee.
7. Accounting Officer not absolved from responsibility because
of check by Accountant General and Audit.
8. Duties entrusted to subordinates.
9. Inspection of Accounts.
10. Disagreement with Minister.
11. Duties and responsibilities of Accountant General.

o
LIS

PART Il
ORGANISATION OF ACCOUNTING UNIT

[Subsidiary]
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[Subsidiary] Financial Regulations
PART IV
ESTIMATES
REVENUE

14. Annual submission of estimates of revenue.
15. Estimates to be accurately stated.
16. Review on estimates of revenue.
17.  Arrears of revenue.

PART YV

ESTIMATES
EXPENDITURE
18.  Annual submission of estimates of expenditure.
19. Date for submission.
20. Accuracy and scope of estimates.
21. Economy in estimating and analysis of new projects/schemes
programmes,

22. Cabinet decisions to be incorporated in draft estimates.
23. New expenditure proposals.
24. Inclusion does not imply sanction.
25. Supporting statements.
26. Separation of recurrent expenditure.
27. Separation of estimates to Appropriation Bill.
28. Statutory boards and similar bodies.

PART VI

COLLECTION OF REVENUE

29. Responsibility of Accounting Officers.
30. Responsibility of Police.
31.

Arrears of revenue returns. Half yearly reports of revenue
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Financial Regulations [Subsidiary]
PART VII
RECEIPTS OF PUBLIC MONEY
33. Receipts to be vouched.
34, Receipts by Accounting Officers.
35. Recovery of Government duges. :
36. Receipts by officers not being regular revenue collector.
37. Verification of revenue collector’s cash books.
38. Revenue collector’s chart.
39. Responsible officers to examine accounts of subordinates.
40. Alterations in vouchers.
41. Sales by auction.
42. Overpayments recovered.
43. Revenue receipt books.
44, Public notice regarding receipts.
45. Definition of the term revenue receipt book.
46. Requisitions.
47. Director of Audit to be advised of issues.
48. Responsibility for checking.
49. No alterations to be made.
50. Transfer of revenue receipt books.
51. Cancellation.
52. Alterations in receipts.
53. Duplicates.
54. Obsolete Forms.
55. Custody of revenue receipt books.
56. Half yearly returns of receipt books.
57. Facsimile signature stamps unacceptable.
58. Revenue forms to be entered in cash books.
59. Custody of used receipt books.

PART VIII
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AUTHORITY FOR CAFCINDI T URE

Reserved votes.

Distribution of copies.
Virement warrant.
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[Subsidiary]

65.
66.
67.
68.
69.
70.
71.

72.
73.
74.

Financial Regulations

PART IX
EXPENDITURE

Expenditure to be correctly classified and charged.

Vote account to be kept.

Sufficiency of votes. *

Review of expenditure.

Records relating work to cost.

Utilisation of provision.

Commercial or industrial enterprise — separate provision not
made.

Responsibility when signing.

Treasury.

Liability of officers.

PART X
PAYMENTS OF PUBLIC MONEY

Local disbursements.

Authority for payments abroad.

Responsibility for incotrect disbursements.
Unauthorised payments action to be taken.
Supporting vouchers.

Payment vouchers to contain full particulars.
Payment vouchers to be certified by authorised officers only.
Availability of funds.

Erasures on vouchers.

Original voucher only to be signed.

Certifving officer to exercise care.

Vouchers to be signed in ink or indelible pencil.
Pavment of claims

Qyaiavaz 2 WAKRIZiLS,

Payments to persons other than those named in vouchers.
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Financial Regulations [Subsidiary]
PART XI
SALARIES AND ALLOWANCES, WAGES
AND PENSIONS

93.
9%4.
95.
96.
97.
98.
99.
100.
101.
102.
103.
104.
105.
106.

107.
108.

Unpaid salaries and wages.

Salaries for new appointments.

Unpaid salaries to be recorded.

Undrawn salaries to be paid into Treasury.

Overpayment and recovery.

Proposals for recovery.

Departments to keep summarised records of service.
Particulars of daily paid employees — time and work records.
Recording of overtime.

Paymasters’ warrants.

Monthly payments to be regarded as final settlements.
Vouchers to be supported by certificate in prescribed form.
Delayed claims by officers may be disallowed.

Pension register.

PART XII
LOANS AND LOAN EXPENDITURE

Authority for loan expenditure.

Control of expenditure.
PART XIII
IMPRESTS
Imprests.

Imprests — responsibility of Accountant General.
Nature of imprests.

Imprests only to be used for specific purposes.
Imprest holders to keep a cash book.

Date of accounting for imprests.

Im
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[Subsidiary] Financial Regulations

PART XIV
ADVANCES

118. Advances to public officers.

119. Advances to persons other than public officers.

120. Recovery of advances.

121. Responsibility of officer, who has secured an advance.
122.  Advances to officers travelling on duty.

PART XV
BANK ACCOUNTS

123.  Opening of bank accounts.

124. Signature of cheques.

125. Overdrafts prohibited.

126. Sums paid into bank.

127. Reconciliation of bank pass book.

PART XVI

SAFE CUSTODY OF CASH, STAMPS,
RECEIPT BOOKS, SAFES, KEYS

128.  Use of banks.
129. Strong-rooms and safes.
130. Security of safes.

131. Ministry of Finance to supply safes and strong-room doors.
132 Officers holding.

Custody of original keys.
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Responsibility of officer losing key.

Repairs to safes and strong-room doors.
Private money and effects.
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Financial Regulations [Subsidiary]
PART XVII

140.
141.
142.
143,
144.
145.
146.
147.
148.
149.
150.

151.
152.
153.
154.
155.
156.

157.
158.
159.

BOARDS OF SURVEY ON CASH AND STAMPS

Boards of survey appointment.

Surprise boards of survey.

Constitution of board.

Notification.

Report by officer unable to serve.

Attendance of accounting officers.
Suspension of business at end of year.

Duties of board.

Procedure when survey lasts more than a day.
Reports of boards.

Substantial shortage to be reported immediately.

PART XVIII
HANDING OVER CASH, STAMPS, ETC.

Statement to be rendered on each handing over.
Checking on handing over.

Revenue receipt books.

Keys to be included in the statement.

Standing instructions to be handed over.

Books to be balanced.

Inability to hand over personally.

PART XIX

LOSSES OF GOVERNMENT MONEYS, STAMPS,
AND PROPERTY AND WRITE-OFFS

Investigation and recommendation.
Shortage or irregularity discovered by audit.
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[Subsidiary]

Financial Regulations

PART XX

ACCOUNTING MATTERS
162. Cheques only to be credited to a bank account.
163. Cheques drawn on banks.
164. Collectors of revenue not to cash cheques.
165. Cheque books to be kept under lock and key.
166. Authority for advances or for suspense accounts.
167. Pages in account books to be numbered.
168. Erasures in books and accounts.
169. Control of cards and loose leaves when used as accounting

documents.
170. Balancing of sub-accountant’s cash book.
171. Destruction of accounting records.
172.  Use of green pencil and ink.
PART XXI
MISCELLANEOUS
173. Departmental contracts.
174.  Security for contracts.
175. Magistrate’s Order Book to be certified.
SCHEDULE L

SCHEDULE I
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Financial Regulations [Subsidiary]
FINANCIAL REGULATIONS 3711976.
made under section 16(1)
[18th November 1976] Commencement.
PART I
PRELIMINARY
1. These Regulations may be cited as the — Short title.
FINANCIAL REGULATIONS.

2. In these Regulations — Interpretation.

“Head of Division” means an officer who is in charge of a Division of
a Department;

“Department” means “a Ministry or a non-Ministerial Department”;

“Minister’” means the Minister responsible for Finance and “Ministry”
shall be construed accordingly except where otherwise indicated;

sub-accountant” means an officer who is entrusted with the receipt,
custody and disbursement of public money and whois required
to keep one of the recognised cash books, the transactions in
which are accounted for to the Accountant General and sub-
sequently embodied in the final accounts of the State.

3. If any doubt arises in respect of these Regulations, the matter ge"l‘;zval of
shall be referred to the Financial Secretary for a decision. oL

PART II
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4. An Accounting Officer shall be appointed by the Minister by Appointment of
13““ addressed personally to him by the Financial Secretary setting out Accounting

Officers.
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[Subsidiary]

of Accoummg
Officers.

Accounting
Officers
answerable to
Fublic Accounts
Committee.

Financial Regulations
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(a) that the financial business of Government for which he is
responsible is properly conducted;

(b) that the public funds entrusted to his care are properly
safeguarded and are applied only to the purposes intended
by Parliament;

(c) that all payments from votes or funds under his control are
properly authorised;

(d) that any information required by his Department, the Ac-
countant General, the Minister and the Director of Audit
concerning finance, accounts and stores are promptly made
available;

(e) thatthe work of his Department or office is carried on within
the framework of approved policy, without waste;

(f) that departmental records and financial records are in ac-
cordance with these Regulations and other administrative
instructions issued by the Ministry;

(g) that his financial, accounting and stores records are pro-
duced for audit by the Director of Audit in accordance with
section 83(2) of the Constitution and sections 9 and 10 of the
Act;

(h) that an efficient system of internal control covering all
aspects of revenue and expenditure (including below-the-
line transactions), cash, stores and government property
within his department or office exists and that it is adhered
10.

6. Asregards revenue and other receipts for which his Department
or office is responsible, the Accounting Officer is held answerable to

Trhrnewllinemn et thhamcenle st Tl i A mmccenbe Ve 2t L mmecaalan 4l na
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the approved system of assessment and collection is carried out, that the
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duly paidinto the Treasury. As regards expendlture he is answerable to
the Pubhc Accounts Commlttee for the formal regulanty and propnety
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and any instructions given to him, or by him within the scope of his
authority, by reason of the responsibilities of the Accountant General
and Director of Audit in connection with the public accounts and
finances.

8. No Accounting Officer shall be relieved from responsibility for
an act which he is required, by the Act, these Regulations or any
instructions, to perform, the performance of which he has delegated to
an officer subordinate to him.

9. The Financial Secretary shall, from time to time without giving
notice, cause inspection of the accounts of Departments or offices. The
Minister shall be informed of any irregularity connected with the public
accounts that may have been discovered.

10. (1) If an Accounting Officer disagrees with his Minister upon
a matter of importance affecting the financial administration of his
Department, he shall put his objections in writing and place on record
his disagreement with the Minister’s decision.

(2) If the Minister adheres to his decision the Accounting
Officer shall accept it and act thereon only on the written instruction of
his Minister, making reference to such ruling if the need arises for him
to defend his action.

(3) Copiesofobjections and his Minister’s instructions shall be
forwarded immediately to the Minister and Director of Audit.

11. The Accountant General in his capacity as Chief Accounting
Officer is the officer of the Ministry responsible for the accounting
arrangements in all Departments. His general duties include inter alia—

(a) to control the issues out of the Consolidated Fund to ensure
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(d)

(e)

(g)

(h)

U

(k)

( l)
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EIIUP Uy ra
class1ﬁed votes as authonsed by Parliament;
to ensure that there is sufficient unencumbered balance
available out of an appropriation to discharge any commit-
ments payable during the fiscal year in which the commit-
ment is made;

to pre-audit or examine before issue, all vouchers and
acquittances for payment of money in order to ensure that
they comply with the relevant legislative and executive
requirements, and in the case of any apparent extravagance
orof any apparent defect in the provision for a charge owing
to the exhaustion or absence of a vote, to call the attention
of the Financial Secretary in writing to the matter;

to provide accounting services to Departments in connec-
tion with the collection and accounting of public moneys;

to supervise the expenditure and other disbursements of the
Government and to maintain or cause to be maintained in
Departments and offices such accounts and financial records
asmay be requiredin the discharge of his administrative and
financial responsibilities;

toexamine (i) departmental collecting and accounting prac-
tices and (ii) departmental records, accounts and procedures
in respect of stores and materials and to give advice where
necessary;

to exercise supervision over all the officers of his Division
entrusted with the receipt or expenditure of public money
and over the sub-accountants and to take precautions, by
maintenance of efficient checks, including surprise inspec-
tions, against the occurrence of fraud, embezzlement or
negligence;

iU aci as cusivdian Of all scourilies depusiicd wiiln e
Minister;

toreceive all moneys accruing to the Consolidated Fund and
other Funds;
to maintain th ntral scal accounts of Government
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ana afmual financial statements of Government and such
periodic and special accounting and financial statements as
are required for audit and managerial purposes.

PARTIII
ORGANISATION OF ACCOUNTING UNIT

12. There shall be an Accounting Unit in each Department under Accounting Unit.
the overall supervision of the Accounting Officer.

13. The Accounting Officer shall ensure that proper arrangements ?ﬂmgelmﬁms f}(()f
are made in the Unit for disposal of its work. isposal of work

PARTIV
ESTIMATES
REVENUE

14. (1) Accounting Officers shall, before the deadline date stipu- Annual submis-
lated in the instructions from the Minisiry, each year submit {0 the oo
Ministry, on a form approved for the purpose, estimates of the sums of
revenue which it is anticipated will be collected by their Departments
for the following year together with revised forecasts in respect of the
current year and forecast in respect of the two succeeding years.

(2) Revenue estimates shall be based on existing legislation
and on such instructions as may be issued from time to time by the
Minister or any officer delegated by him and shall not anticipate new
legislation.

15. Estimates shall be stated to the nearest ten dollar and be as Estimates to be
accurate as possible and shall be based on the latest current information <Y s
of actual collections and likely trends including explanations for any
marked difference between —

(a) the original and revised estimate for the current year,

.~ .1 s S .

the following year.

16. Accounting Officers shall review the estimates of revenue for Review o
estimates o
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Arrears of 17. Arrears of revenue received shall be credited to the appropriate
revenue. head and sub-head of revenue in the current year’s estimates and interest
payment on arrears of revenue shall be treated likewise.
PART YV
ESTIMATES
EXPENDITURE
Annual

submission of
estimates of
expenditure.

Date for
submission.

Accuracy and
scope of
estimates.

Economy in
estimating and
analysis of new
projenis/
schemes/

18. Accounting Officers shall submit annually to the Ministry
estimates of the expenditure which they consider will be incurred by
their Departments during the following year in accordance with the
relevant instructions from the Ministry.

19. Expenditure estimates shall reach the Ministry not later than the
deadline stipulated in the instructions from the Ministry.

20. (1) Estimates of expenditure shall provide a realistic forecast of
expenditure.

(2) All known commitments arising out of implementation of
any development programme or execution of any capital works shall be
included in the draft estimates submitted to the Ministry.

(3) In the case of any anticipated commitments which may
involve the obtaining of the approval of Cabinet or any other authority,
the Accounting Officer concerned shall seek and obtain such approval.

21. Accounting Officers shall carefully scrutinise all items of ex-
penditure to ensure —
(a) that services which are no longer essential are eliminated;
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execution;

(d) that public funds are spent to the best advantage.

22. Accounting Officers shall ensure that all Cabinet decisions
which affect their estimates are incorporated in their draft estimates
before their consideration by the House of Assembly.

23. Provisions for new appointments, increases in salaries (other
than normal increments), new important services or considerable in-
creases under “Other Charges” items shall not be included unless prior
approval for their insertion has been obtained. It is impossible to give
full consideration to such proposals while the annual estimates are in
course of preparation, and recommendations must therefore be submit-
ted to the Ministry not later than 1st January, unless otherwise directed.
Each proposal shall be put forward in a separate letter and be fully
explained. Should a reference be necessary to any correspondence or
report previously submitted, a detailed extract shall be given.

24. Authority especially for new orincreased expenditure shall not
be inferred from the fact that suchexpenditure has been, from any cause,
printed in the draft estimates, and no such authority shall be taken to
exist until the appropriate legislative sanction has been given to such
estimates.

25. Except where the Minister or any officer delegated by him
otherwise directs, Accounting Officers shall forward with the draft
estimates a statement in support of each item of personal emoluments
showing the names of officers, the date on which increments (if any)
will accrue to them, the actual salary payable to each officer in the
current year and the provision for the salary of each officer in the next
ensuing year.

26. Sub-heads shall not contain a mixture of recurrent and non-
recurrent exnendifire.

sub-head and item in their draft estimates which sums are to be
appropriated by inclusion in the Appropriation Bill for the coming year
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T aniv existing iaw. In ali cases. referen

made to the relevan t section of the Constitution or the law.

28. Subject to any specific instructions which may be given by the
Minister or any officer delegated by him the Act creating a statutory
board or other similar body shall provide for all matters including the
approval of budget estimates.

PART VI
COLLECTION OF REVENUE

29. Heads of Divisions are personally responsible for the prompt
collection of all revenue relating to their Divisions. It is the duty of
Heads of Divisions to see that persons indebted to Government are
informed by notices of all debts about to fall due, and that such persons
are reminded by frequent demands of debts which have fallen due.
Losses of money owing to Government where sufficient notices and
demands for payment have not been issued or where action through the
Courtshave notbeen taken in reasonable time, may result indisciplinary
action being taken against the responsible officer. The date of issue of
all notices and demands for payment shall be recorded in each Depart-
ment.

30. (1) It is the duty of the Police to see that all persons are in
possession of licences which they are required by law to possess.

(2) The Commissioner of Police shall insert reminders in Force
Orders of the dates on which the various licence fees fall due for
payment.

31. (1) Heads of Divisions who are responsible for the collection of
revenue shall render annual returns of arrears of revenue, and monthly
and half-yearly reports of revenue recovered. These returns must be
rendered on the prescribed forms to the Accountant General for trans-
mission to the Director of Audit.

e A . .
on the 20ih Tune and 31gt Decemhor, The annual returng

sha]l be submitted as at 30th June. “NIL” reports and returns will be
submitted where appropriate.
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(4) In all cases of long standing arrears, action shall be insti-
tuted to recover in the Courts.

(5) It is also the responsibility of the Head of Divisions to
follow up the cases referred to Court for prosecution and to ensure that
Court orders are executed.

32. Except where specifically authorised gross receipts shall be
paid into or accounted for to the Treasury. All charges upon revenue
received shall require authority, and should appear as expenditure,
supported by proper vouchers.

PART VII
RECEIPTS OF PUBLIC MONEY

33. All receipt entries in the accounts must be vouched for on the
form prescribed by law or regulation.

34. (1) Allregularcollectors of revenue, other than the Accountant
General and the sub-accountants, who receive any duties, taxes, li-
cences, fees, rents or other public money, whether forming a portion of
the revenues of Dominica or not, shall pay the whole amount of such
money, daily or at the earliest possible opportunity, eitherinto the bank
to the credit of the Accountant General or into the Treasury or to a sub-
accountant, obtaining a receipt for the money paid in; but in the case of
Customs and Excise Division (except for short payments) a duly
stamped, signed and numbered copy of the customs entry shall serve as
the payers’ receipt.

(2) All money so paid in will be accompanied by —

(a) a paying-in slip quoting the registered numbers of the
receipts issued by the collector in respect thereof; and

(b) the receipt books trom which the receipts were 1ssued,
in order that the Treasnrv cashier mav verifv the par-

ucuiars SHOWI On e paying-un sip. ‘1ne ireasury
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of the last issued receipt;

[Subsidiary]

Gross receipts to
be accounted for.

Receipts to be
vouched.

Receipts by
Accounting
Officers.

T RO 111007



30 Chap. 63:01 Finance and Audit
[Subsidiary] Financial Regulations
enter them on the Treasury receipt issued-by him.
(4) Where a paying-in slip contains numbers from two receipt
books, a separate receipt shall be issued in respect of each book.
(5) Such Treasury receipt shall be affixed by the collector onthe
back of the last receipt to which it refers.
Recovery of 35. An Accounting Officer who experiences difficulty in collecting
dGlfe":"‘me‘“ money due to the Government, whether from public officers or others,
shall report the circumstances to the Accountant General without delay.
Receipts by

officers not being
regular revenue
collector.

Verification of
revenue
collector’s cash
books.

Revenue
collector’s chart.

Responsible
UffiL—Clb w
examine
.

subordinates.

Alterations in
vouchers.

36. Whenever a public officer, not being a regular collector of
revenue, comes into receipt of public money he shall pay it to the
Accountant General or to a sub-accountant without delay, obtaining a
receipt for the amount so paid in.

37. All collectors of revenue shall be required to keep a cash book
in an approved form. Collectors of revenue shall submit their cash
books at intervals, not exceeding one month, as laid down by the
Accountant General, to the sub-accountant who shall verify the amounts
paid in, and in addition to the receipts issued by him he shall sign the cash
book in receipt for the amount taken over.

38. All sub-accountants will be required to maintain a revenue
collector’s chart. The chart will show the day or days in each month
when revenue collectors must pay their receipts of revenue into the
Treasury. The date of actual payment into the Treasury shall be
endorsed on the chart, with the exception of those collectors who pay in
daily.

39. The examination of collector’s cash books by the Accountant
General shall in no case absolve Heads of Departments or other officers

fram thair finannial saananaihilitdan

40. Any alterations in receipt vouchers must be initialled by the
payer. When a form is spoilt, it shall not be destroyed but shall together

the word “CANCELL BN wri
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ment pr;)[;eny shall be su;;ported by the auctioneer’s account sales,
when such sales are handled by auctioneers.

(2) No abatement or counter-claim may be deducted from the
gross amount realised except the auctioneer’s commission which may
be deducted and the net proceeds brought to account.

(3) The auctioneer shall be paid a commission at the rates
negotiated in consultation with the Financial Secretary.

42. (1) Receipts on account of overpayments recovered in respect
of expenditure incurred in a previous year shall be credited to the
appropriate revenue sub-head.

(2) Overpayments recovered within the same year in respect of
expenditure shall be credited to the expenditure vote.

43. (1) Alllicences, permits, certificates, passage orders and other
documents for which payments are made shall be issued from carbon
copy pattern receipt books printed with consecutive numbers, except in
the case of Customs and Excise Division as provided for in regulation
34,

(2) When a specially printed receipt has not been prescribed a
general revenue receipt shall be used.

44. Accounting Officers shall conspicuously display in each cash
office anotice stating that a printed official receipt must be obtained by
every person paying money to the Government and that only such
receipts are recognised. Payers must be requested, in their own
interests, to sign the receipts as evidence that the particulars written
thereon agree with the amounts paid.

45. The term revenue receipt book includes all forms, licences,
permits, tickets, discs, or such other form used in the collection of

revene,

(2) The books shall not be issued to officials other than author-
ised collectors of revenue.

[Subsidiary]
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47. All issues of revenue receipt books by the Printer shall be
advised by him to the Director of Audit.

48. Revenue receipt books shall be carefully checked on receipt,
and the officer responsible shall certify to this effect on the coverof each
book. Any erroreither in the numbering orin the quantity supplied shall
be reported to the supplying officer. If any errors are found after the
receipted issue voucher has been received by the supplying officer, the
receiving officer shall be held responsible.

49. Revenue receipts shall be issued in their consecutive order and
they shall not be altered in any way without the sanction of the
Accountant General. They shall not be cut or divided.

50. Revenue receipt books shall not be transferred from one officer
to another without the consent of the Accountant General.

51. Whenitis necessary to cancel a revenue receipt all copies with
the same serial number shall be endorsed “Cancelled” and signed by a
responsible officer, and attached to the relevant receipt book.

52. Noalteration shall be made in the amounts shown as received on
receipts or licences. Where an alteration is necessary, the receipt or
licence must be cancelled and anew one issued. Other alterations inthe
receipt or licence shall be initialled by the officer signing the receipt or
licence.

53. (1) If an issued receipt is lost and a duplicate is applied for, a
certified true copy on departmental headed paper may be furnished. A
new receipt shaii not be 1ssued from a receipt book.

AN T 1 e . ~ s B

provision for such an issue is made in the Act.
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tion shall be kept under lock and key, and the key must be kept by the
officer responsible for the safe custody of books. Each clerk shall
be responsible during the day for such books as are in daily use which
shall be locked up by the responsible officer at night.

(2) The Accountant General shall maintain a stock register
showing the bulked entries, the receipts, issues and balances of each
type of receipt book.

(3) Every officer other than the Accountant General holding
stocks of revenue receipt books shall maintain a register showing the
following details:

1 2 3 4
Datereceived Requisition No. Quantity of Receipt Nos...............
from Treasury. & Date. Books. From ........ To...ccece.
5 6 7 8

To whom issued. DatelIssued. Datercturned. Memo. No. & Date
when books sent for
safe custody.

Eachreceipt book shall be entered on a separate line. A separate
page will be reserved for each type of receipt. An index shall be
prepared for each register.

56. Every officer having the custody of revenue receipt books shall
render areturn on the prescribed form to the Accountant General and the
Director of Audit as at 30th June and 31st December in each year,
showing every receipt book recorded in his register as still in hand on
that date, with a note against each showing whether it is used, partly
used or unused. These returns shall be checked in the Treasury to see
that they include all books shownin the distribution register as outstand-
ing. All discrepancies will be promptly investigated. The Accounting
Oilicer shali de responsibie for controi of receipt books.

5/. racsimiie signafure stamps shali not be used in signing revenue

IECeipis Of any oiiier accoutiting documenis.

58. The number of each revenue receipt issued for cash shall be

L Tal nrnun 111 rnn naach hnanis
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receiptbooks.  they have been checked by an audit officer. After checking the books

Authority for
expenditure.
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will be forwarded by the audit office to the Accountant General for safe
custody.

PART VIlI
AUTHORITY FOR EXPENDITURE

60. (1) Statutory authority for expenditure is given by the Appro-
priation Act and the Accountant General shall not make any payments
nor accept any charge in his accounts, unless authorised to do so by
general warrant or re-allocation warrant, or by an advance from the
Contingencies Fund.

(2) The Director of Audit shall be furnished with signed or
certified copies of the documents referred to in subregulation (1).

(3) The general warrant shall cover services for which provi-
sion is made in the estimates but over which the Government does not
desire to reserve special control.

(4) A re-allocation warrant or advance from the Contingencies
Fund is required to defray unforeseen expenditure on —

(a) a new service which has not been provided in the
Appropriation Act; or

(b) all payments in excess of the amounts provided for a
service in the Appropriation Act.

61. (1) The Minister shall, where he reserves control over any item
of expenditure, notify the Accounting Officers concerned with such
item of expenditure.

(2) When an Accounting Officer considersit necessary toincur
expenditure, on a reserved sub-head, application shall be made to the
Minister in the following manner, or as the Minister may otherwise

direct:

(a) application for the necessary authority in respect of
expenditure anticipated in each quarter shall be made to
the Ministry not later than three weeks before the
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for the last completed quarter, including recurrent and
subvention provisions;

(b) approval of the Minister shall be obtained before com-
mitting Government in respect of reserved sub-heads;

(c) in the case of subvention , revenue from services other
than Government should be given, showing receipts in
the last completed quarter and estimated receipts in the
quarter in respect of which the release is required.

62. A copy of the approval to incur expenditure under reserved
votes shall be sent to the Ministry concemed, the Accountant General
and the Director of Audit.

63. (1) Iffundsprovided under a Division are found insufficient to
meet expenditure which is unavoidable, an application for virement
warrant in the prescribed form may be made by the Ministry concemed
to the Financial Secretary, for virement between Divisions under the
same head. Subjectto the approval of the Financial Secretary, virement
warrants may be issued authorising virement between the divisions
concerned.

(2) The Financial Secretary may, under such terms and condi-
tions as he considersnecessary, authorise an Accounting Officertovary
between classification items under the same Division.

64. (1) Whenthrough unforeseen circumstancesit becomes neces-
sary for an Accounting Officer to apply for authority to incur expendi-
ture in excess of the provision under a particular service in the Appro-
priation Act, which cannot be met by virement warrant, or on a service
not provided for in the Appropriation Act, the Accounting Officer shall
complete an application in the prescribed form for a re-allocation
wailaiii, pluvidcd culpeusaiury snviugs are availabie. Tic Muusiel
may authorise the re-allocation warrant.

(2) Where such compensatory savings are not available, the
Accounting Officer may complete an applicationin the prescribed form
for an advance from the Contmgenmes Fund The Minister may

[Subsidiary]
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issue of re-allocation warrant, or met from the advance out of the
Contingencies Fund shall be submitted for the approval of the House of
Assembly at its next sitting. When the Supplementary estimates have
been approved, an Appropriation Act shall be passed; and (a) in the case
of re-allocation warrants, the said warrant shall cease to have effect or
(b) the sum advanced from the Contingencies Fund shall be repaid out
of the said issues.

(4) An account of the transactions of the Contingencies Fund
shall be maintained by the Ministry in the form set out in the Second
Schedule.

PART IX
EXPENDITURE

65. (1) Expenditure shall be classified in strict accordance with the
estimates.

(2) A vote shall not be applied to a purpose for which it is not
intended.

66. (1) An Accounting Officer shall keep an appropriate control
over the expenditure of his department to ensure that the amounts
provided in the estimates are not exceeded.

(2) In pursuance of his obligation under subregulation (1), an
Accounting Officershall keep adepartmental vote book in the prescribed
form which shall clearly show at all times in respect of each service —

(a) the original amount approved by the House of Assem-
bly for the year;

(b) the amount, if any, reserved by the Minister;

£ oV eV et minhn e mmm meemhi mamammmme-me D LAl TV i AL A~
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sembly;
(d) credits to the vote;
(e) transfers, if any, to be added;

(f) transfers, if any, to be deducted;
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(i) outstanding commitments; and
(j) uncommitted balance of provision.

(3) Inordertomaintain the vote account the following instruc-
tions shall be observed:

(a) as soon as a voucher is authorised for payment, it shall
be entered in the vote account and the entry initialled by
the Accounting Officer or the officer who has been
authorised by the Accounting Officer to do so;

(b) the Accounting Officer or the officer authorised by him
shall ensure that the anticipated expenditure on goods
indented for but not yet paid for, and on all other
commitments are noted in the commitment column of
the vote account. (If this procedure is not adhered to, it
may not be possible for the Accounting Officer to
ascertain at any given time the correct balances avail-
able on the various votes of his Department);

(c) at the end of every month the vote account shall be
reconciled item by item with the accounts from the
Treasury;

(d) liabilities including outstanding indents, incurred but
not paid for in the year must be entered in the vote
account for the following year.

67. Accounting Officers shall ensure that at all times votes are
sufficient to meet all commitments, and that the uncommitted portion
of any vote shall accommodate all anticipated expenditure against such
vote for the remainder of the year.

68. Accounting Officers shall undertake a systematic review of

exnenditnre in accordance with the ingtmictione of the Financial Secre-

tary.

69, (1) Where expenditure covers a variety of services or proiects
O1 SCIrviCes Or Projects,

Accounting Officers shall keep appropriate departmental records td
enable them to control the progress of each serv1ce or prOJect and shall
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(2) The unexpended portion of any vote shall not be withdrawn
from the Consolidated Fund for the purpose of setting up any reserve to
meet impending payments or to be carried to a deposit or suspense
account, except with the approval of the Financial Secretary.

(3) Expenditure properly chargeable to the account of a given
year shall not be deferred or placed in suspense for the purpose of
avoiding an excess on the amount provided in the estimates.

(4) All commitments shall be met as far as possibie in the year
in which they are incurred and vouchers in respect of payments (except
forsalaries, wages, allowances and pensions falling due towards the end
of the financial year), shall be delivered to the Accountant General’s
Department or the appropriate sub-accountant not later than 15th June
and no commitments shall be made after this date except in clearly
unavoidable circumstances, in which case payment shall be made by
27th June.

(5) Unallocated stores may not be drawn for use before they are
required in order to utilise provision in the estimates which would
otherwise lapse at the end of the financial year.

71. (1) Where any commercial or industrial enterprise is adminis-
tered on behalf of Government and separate provision has not been
made by law with respect toits financial control and administration, the
whole of its receipts and payments shall be accounted for to the Minister
by the appropriate Accounting Officer and included in full in the
monthly and annual accounts.

(2) Receipts and payments shall be accounted for under sub-
heads of revenue and expenditure, but in special cases, they may, with

the annrnval af tha Rinanrial Qanratary ha accountad for thronoh a

suspense account.

uly authorised by him who

isiae
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(b) that the prices charged are either according to contract or
approved scales or fair and reasonable according to current
local rates;

(c) that proper authority has been obtained as quoted;

(d) that the computations and costings have been verified and
are arithmetically correct;

(e) thatthe persons namedinthe voucher are entitled toreceive
payment; and

(f) thatstores purchased have been duly received and taken on
charge.

73. Heads of Departments shall be notified by the Accountant Treasury.
General of the charges incurred by the Crown Agents or other agents of
Government against the votes under their control in order that such
expenditure may be recorded in their departmental vote account. One
copy of the advice, issued by the Accountant General, shall be returned
to the Treasury duly certified by the Head of Department that the
charges have been entered in the vote account.

74. (1) Accounting Officers prematurely exhausting votes without Lii;b“ily of
authority shall be liable to disciplinary action. otheers.

(2) Accounting Officers incurring expenditure without proper
authority shall be held personally responsible and shall be liable to be
surcharged.

PART X
PAYMENTS OF PUBLIC MONEY

75. (1) All disbursements of public moneys made in Dominica Local disburse-

Alall hn smnda simdas nethasitor Af tha AMiniatar tn A annnmting OFfEanee HENLS
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throu gh the Accountant General.
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disbursement shall be held personally responsibie for the amount and
any officer whose duties require him to prepare, submit or check
accounts, shall be similarly held responsible for any inaccuracies in

these accounts.

78. In the event of any unauthorised payment being made in
consequence of an incorrect certificate on a voucher, the certifying
officer shall be held responsible for the same, and the amount shall be
surcharged against him.

79. (1) There shall be supporting vouchers in the form prescribed
by the Minister and other relevant documents for all payment entries in
the departmental accounts.

(2) Such vouchers shall be made out in favour of the person or
persons to whom the money is actually due.

80. (1) All vouchers shall —

(a) contain full particulars of each service such as dates,
numbers, quantities, distances and rates, so as to enable
them to be checked without reference to any other
document and be supported by relevant documents,
such as invoices;

(b) quote the appropriate authority for expenditures;

(c) quote the head and sub-head of the estimatesif above the
line, or as appropriate if below the line;

(d) be fully completed in regard to the various certificates
and spaces provided forinformationincorporatedin the
form of the voucher;

(e) contain the amount of the payment written in words
across the face.

(2) The officer who signs the voucher thereby certifies to the

that the services specified have been dulv nerformed, that the prices
1at th Ivi I 1y €4, that the prices
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charged are either according to contracts or approved scales, or fair and
reasonable according to current local rates, that authority has been
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have been duly taken on charge.

81. (1) Payment vouchers shall be certified only by the officers
authorised to do so.

(2) (a) The authority to sign vouchers shall only be delegated
in writing by the Accounting Officer, and specimen signatures of all
officers authorised to sign shall be submitted to the Accountant General
and the Director of Audit.

(b) The Accounting Officer shall keep specimen signa-
tures on file.

82. The Accounting Officer or the officer authorised to sign vouch-
ers shall ensure that funds are available in the vote before certifying the
voucher for payment.

83. (1) No erasures shall be made on vouchers.

(2) Anynecessary corrections of figures or words shall be made
by striking out the incorrect figures or words with a single line and
writing the correct entry above.

(3) All such corrections shall be initialled by the certifying
officer.

84. Two or more copies of payment vouchers shall be prepared.
Only original vouchers shall be signed by the certifying officer. All
other copies shall be initialled by the certifying officer and clearly
marked “Copy not for payment”. Such copies shall in every respect be
exact copies of the original.

85. (1) Certifying officers sha]l exercise the greatest care to ensure

+lhhnt tha AnwsfEa 4la rren non wdn el ¢lan £nnen
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the vouchers shall be sultably endorsed by the senior officer who is sO
acquainted.

86. Payment vouchers shall be made out in ink or in indelible
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88. Payments shall be made only to the persons named in the
vouchers or their legal representatives.

89. When payments are made to legal representatives, authorities
such as powers of attorney, letters of administration or other written
warranty of authority, as the case may be, shall be presented for
inspection and recorded on the vouchers; or if possible, the authority
itself should be attached to the voucher.

90. Officers are required to see that all expenditure chargeable
against their votes is, as far as possible, paid within the financial yearto
whichitis properly chargeable. Officers not conforming with this order
will render themselves liable to have the amount surcharged against
their salary. When necessary, frequent reminders will be sent to
mercantile firms, or private parties, to forward their claims without
delay, and a notice published in the Gazette at the beginning of June.

91. Expenditure falling due for payment before 30th June may not
be paid in a subsequent year without the authority of the Financial
Secretary. Application for such authority shall be accompanied by a full
explanation of the cause of the delay, showing clearly upon whom the
responsibility rests.

92. The Accountant General, before passing any voucher for pay-
ment, shall in addition to the other duties imposed on him under these
orders satisfy himself -

(a) that the head and sub-head charged represents a tair alloca-
tion of the exnenditure incurred and is correctlv descrihed
acCordaing io i€ approvea eSiinaies ior e current year;

(b) thatthe authority forthe paymentis properly and adequately
descnbed on the face of the voucher in the space prov1ded
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authorised to do so;

(d) that the certificate in respect of the payment has been
adapted where necessary to suit the circumstances of the
payment, and that the amount to be paid is written across the
space of the voucher in words;

(e) that there is no obvious defect or error in the wording or the
amount in any of the particulars of the payment;

(f) that the payment represents a fair charge against public
funds and that any alterations are initialled accordingly,

(g) that as far as possible all proper deductions from salaries,
wages or pensions on account of contributions, repayment
of advances, remittances, income tax or other liabilities
have been duly made.

PART XI

SALARIES AND ALLOWANCES, WAGES
AND PENSIONS

93. Accounting Officers shall keep such records of all officers paid
from personal emoluments votes as will enable them to determine at all
times in respect of each officer —

(a) the rate of salary and any allowance payable;

(b) the authorised deductions to be made from such officer’s
salary;

(c) the dates on which increments become due;

(d) the leave due and taken;

(e) any other matter affecting the personal emoluments pay-
able; and

(f) the station to which he is posted and the work on which he
is engaged.

94, (1) No salaries or allowances shall be issued in respect of new

NV OGLGRLAUS Vi KUY shail pe 1ssue AVSpvYL

appointments, changes in office orrates, orin respect of acuhg appoint-
ments unless a government authority in the form of a letter or extract

[Subsidiary]
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officers whose salanes are pa1d d1rect into the bank shall be givenonthe
paysheets, also the branch bank, if any, at which such payment should
be effected shall be clearly indicated thereon.

95. Accounting Officers shall ensure that unpaid salaries and wages
are properly recorded and their subsequent payment controlled; the
same safeguard shall be applied to those payments as to payments of
salaries and wages in the ordinary course.

96. (1) Anyundrawn wages or salaries due to a person outstanding
for more than three months shall be paid into the Treasury and credited
to the account “Treasury Deposits, Unpaid Salaries, Wages and Allow-
ances”.

(2) When the officer concerned makes a claim, the Accounting
Unit shall prepare a payment voucher debiting the account “Treasury
Deposits — Unpaid Salaries, Wages and Allowances — Accounting Unit
Of et ” certify, schedule
and send the voucher to the Accountant General for preparation of a
cheque in favour of the person.

(3) The voucher shall have inserted on it either the full postal
address of the person or his office address, whichever is the more
convenient.

97. (1) Every unauthorised payment and overpayment of salary,
pension, allowance, wages or other moneys constitutes a debt which is
recoverable in full from the payee.

(2) When an unauthorised payment or overpayment is discov-
ered, the person overpaid shall be informed and the incorrect rate of
payment shall be stopped immediately.

(3) Steps shall be taken to determine liability, if any, of the
person responsible for the payment when the sum paid cannot be
recovered from the payee.
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to commence recovery of the amounts due from the officer’s salary
when the proposals have been examined by the Financial Secretary and
the repayment terms fixed.

(3) The Accounting Officer may accept repayment immedi-
ately or may, with the written consent of the officer paid, make
deductions from the officer’s salary pending the fixing of repayment
terms by the Financial Secretary.

(4) In fixing repayment terms, the Financial Secretary shall
take cognisance of any voluntary repayments.

99. Headsof Departments employing daily paidlabour are required
tokeep summarised records of thedays worked by eachemployee, from
which data required for calculating gratuities, leave entitlement and
similar matters may be readily obtained.

100. (1) Every Head of Department employing labour shall be
responsible for ensuring that a proper and adequate system of records
is in force for recording the time each person works and the task he
performs.

(2) The records referred to in subregulation (1) shall be pre-
pared daily on the spot where the work is being done by the senior
officer or employee available and shall be open for inspection by all
officers who visit the work. The Head of Department shall arrange that
time records are checked frequently by full-time public officers who
shall be required to show on the records the time of their visit and the
result of their inspection.

101. (1) Whenever overtime is paid, the time records shall clearly
distinguish betweenordinary time and overtime, the actual time worked
being shown thereon.

(2) Overtime must not be shown on the time records as the
equivalent number of hours of ordinary time.

A~ J A'_‘Aiij G'\ij'\iﬁuii'\/iiiﬁ /i LRIV D ddiWOL Uv DU ¥V il Viid Wi i}'ﬁj TGaiNv v T

102. (1) Registers shall be kept at Accounting Units showing the
warrants used and the paymasters to whom they have been issued.

[Subsidiary]
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103. In cases where salaries, allowances or pensions are paid by
monthly payments of one-twelfth of the annual rates, such payments are
to be treated as final settlements, that is, payments in full for the periods
to which they relate. The computation for a broken period of a month
is to be made with reference to the number of days in such a month, In
cases where salaries, allowances or pensions are paid by the quarterly
payments of one-fourth of the annual rates, the computation shall be
made with reference to the number of days in that quarter.

104. Vouchers in respect of the following services require to be
supported by certificates in the prescribed form before payment is made:

(a) Transport allowance.

Motor transport flat rates — by the payee as follows:

“I certify that Vehicle No. has been maintained
in running order for the period for which allowance is
claimed”.

(b) Subsistence allowance.
Certificate as required by local legislation must be signed.

(c) Payments for purchases unsupported by receipts/invoices
by the certifying officer.

“I certify that the charges have been incurred solely
upon the public service, receipt/invoices being unob-
tainable owing to (state reasons).

(d) Payments for the purchase of stores— by the Storekeeper or
Officer receiving the stores.

(i) Stores to be taken on charge.
“I certify that the articles have been received by me

inonnd condition and taken an charae on SRV
No. ’

(ii) Stores for immediate use.
“I certify that the articles have been received by m
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presentmg thelr clalms orin fumlshmg completed vouchers may result
in the claim being totally or partially disallowed.

by officers may
be disallowed.

106. The Accountant General shall keep a register for all approved Pension register.
pensions and gratuities, showing in respect of each pensioner —

(a) the name of the pensioner and the office held at the date of
his retirement;

(b) the date of birth and date of retirement;
(c) the cause of retirement;

(d) the date from which pension is payable;
(e) the amount of gratuity;

(f) the rate of pension;

(g) the file reference number; and

(h) the address of pensioner.

PART XII
LOANS AND LOAN EXPENDITURE

107. (1) No expenditure shall be met by loans except with the Authority fgr
general or specific authority of Parliament. loan expenditare.

(2) Notwithstanding this general approval the Accountant
General shall not make any payment in respect of loan expenditure until
he has received the authority of the Minister which shall be conveyed
to him by means of a loan warrant.

108. Accounting Officers shall keep all the necessary records to C°"‘“;1.[°f
. . 1ture.
ensure that a proper control is kept over expenditure from loans funds. expen

PART X111

109. Ifitis necessary for any officer other than a sub-accountant to Imprests.
have at his disposal for disbursement on the pubhc service money for
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without the sanction of the Minister, conveyed by imprest warrant an.
that all imprests are duly accounted for in accordance with the terms of
the relative warrant. The warrant may be either a general imprest
warrant authorising the Accountant General to make imprests as neces-
sary for any duly authorised service orit may be a warrant for a specific
imprest.

111. (1) Imprest will be issued and accounted for strictly in the terms
of the warrants.

(2) Standing imprests will be renewed from time to time.

(3) Special imprests issued for a temporary purpose will not be
renewed. They will be accounted for immediately the service is
completed by the submission of vouchers and the return of any balance
of cash.

112. When an imprest has to be renewed, the imprest holder will
submit properly completed payment vouchers to the sub-accountant,
who will enter the various vouchers as expenditure and pay the amount
of the vouchers to the imprest holder. It follows that the imprest holder
always has cash or unpresented vouchers or both, equal to the amount
of his imprest.

113. Imprests must be used only for the specific purpose for which
they are issued.

114. Every holder of an imprest will keep a cash book unless the
imprest warrant specifies that a cash book need not be kept which will
only be in the case of temporary imprests.

115. Imprests will be accounted for in full on or before the date stated
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Treasury, exceptin the case of standing imprests. Imprest holders must

i tha Semevennt svrnenned
1M WV LBZAVOL VY AL L ALLL,y

TYAMALSNET ddfidy SEddeE dRaa u"iiiii‘v.‘;iﬁ Wi BVWUBWLLIILAL AVL VY duddaal i




Finance and Audit Chap. 63:01

49

Financial Regulations

im
account by the sub-accountant in his cash book on the day itis received.

117. Imprestholders are notrelieved from the responsibility until the
vouchers submitted have been examined and found correct.

PART XIV
ADVANCES

118. Advances may be made to public officers on such terms and
conditions as may be determined by the Minister or officers delegated
by him from time to time.

119. (1) Advances shall not be made to persons other than public
officers except on the instructions of the Minister, personally signed by
him or by officers delegated by him.

(2) Where such instructions are given, the terms on which the
advance is to be given shall be explicitly stated.

120. In any case in which an advance, either to a public officer or to
some other person, is not repaid in accordance with the terms on which
it was made, the Accountant General shall immediately inform the
Financial Secretary in the Ministry of Finance who shall give such
instructions for the recovery of the amount due as he thinks fit.

121. (1) Itis the primary responsibility jointly and severally of the
officer who has secured an advance and of his Accounting Officer to
ensure that due deductions of instalments from salary are made notwith-
standing the checks required of the Accountant General or sub-account-
ant in passing vouchers for payment. The Accountant General is also
responsible for ensuring that all advances are recovered promptly.

0

full from the last payments of salary of any officer who leaves the
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service of the Government on transfer, retirement, resignation, termi-
missal, unless the officer previously
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thstry or Department the Accountmg Ofﬁcer of the y1e1d1ng Mm
istry or Department shall ensure that any outstanding advance account
balances in that officer’s name are transferred.

(4) On the death of an officer, the Accounting Officer shall
notify the Accountant General of any outstanding advances in the
officer’sname. The responsibility for effecting the recoveries shall then
rest with the Accountant General.

122, Advances on account of subsistence allowance may be granted
in accordance with regulation 118.

PART XV
BANK ACCOUNTS

123. (1) Government bank accounts will not be opened without the
approval of the Minister.

(2) The Accountant General will issue such instructions to the

bark as are necessary regarding the opening and conduct of government
accounts.

124. Cheques drawn on government bank accounts will be signed by
two officers.

125. Accounting Officers are prohibited from overdrawing their
bank accounts without the prior approval of the Minister.

126. Sums paid into a government bank account will be brought to
account in the cash book immediately.

127. The balance of the bank account as shown in the bank pass book
will be verified with the balance as shown in the cash book at least

et LT
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PART XVI

SAFE CUSTODY OF CASH, STAMPS,
RECEIPT BOOKS, SAFES, KEYS
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requirements shall be deposited therein.

129. Where there is no bank or branch of a bank, there shall be
provided a strong-room or one or more reserve cash safes for the
custody of the main stock of cash, stamps, revenue receipt books and
security documents, and the strong-room or safe shall be secured by not
less than two different locks, one key to which shall be held by, subject
to regulation 132 (1), a senior officer and the other by the cashier.

130. (1) In every office a safe or other suitable receptacle shall be
provided for the custody of the daily working balances of cash during
office hours.

(2) Accounting Officers and receivers of revenue shall ensure
that officers who are required to hold public money and stamps are
provided with proper means of securing such public moneys or stamps.

(3) Suchsafesshall be secured by being builtinto the wall of the
building or otherwise securely attached to the structure of the building.

(4) Strong-rooms shall be examined to ensure that no vents or
openings exist through which any of the contents of such safe may be
extracted either by hand or by the use of instruments.

(5) If there are vents or openings the contents of strong-rooms
shall be placed in a position where they will not be accessible.

(6) Currency notes shall be kept in safes or strong-rooms in
cash boxes where possible.

(7) Where any such safes and strong-rooms are fitted with only
one lock, the Accounting Officer or Head of Department concerned
shall cause locking bars to be fitted thereto.

131. (1) Allsafes and strong-room doors shall be obtained from the
Accountant General who shall keep a register of the particulars thereof,
and shall not be moved or transported except with his authority.

[Subsidiary]
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(2) Keys to safes and strong-room doors shall be issued by the
Accountant General to authorised officers only on the written request of
an Accounting Officer or receiver of revenue.
C‘_lst_od{l?f 133. (1) Officers holding the keys to strong-room doors or safes are
onginal keys.

Loss of keys.

personally responsible for the safe custody therefor, and collectively
responsible for the contents of the strong-room or safe.

(2) All the locks of a strong-room door or safe shall at all times
be used by the key holders.

(3) Officers holding such keys shall at all times keep the keys
on their person.

(4) Except when officially handed over to another officer, keys
shall be adequately safeguarded by the officers to whom they are
entrusted.

(5) Accounting Officers and receivers of revenue shall draw the
attention of all key holders to the provisions contained in this Part.

134. (1) Where the key of any strong-room or safe is lost, the holder
of the key shall -

(a) forthwith report the loss to the Accountant General
through the Accounting Officer or receiver of revenue
explaining in detail the circumstances surrounding the
loss;

(b) forthwith inform the holder of the second key;

(c) sealthe doorto the safe or strong-room and note the time
of the sealing.

(2) The duplicate shall be obtained from the Accountant Gen-
eral only 1o open the safe or strong-room for verification and removal
Of Contenis, tus shiall be duie i dic presenve i iwu vificers vue of
whom shall be a senior officer.

(3) The safe orstrong-room shall not thereafter be used until the
locks have been aliered and new keys made and provided.

(4) A request of the Accounting Officer for delivery of a
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room door may be called upon to meet the cost of altenng the lock and
the provision of new keys at the discretion of the Accountant General.

(2) The Accounting Officer or receiver of revenue shall for-
ward to the Accountant General his recommendations as to whether or
not the officer responsible for the loss of a key should be surcharged
with the value thereof.

(3) The full salary particulars of the key-holder shall be sent
with the recommendations referred to in subregulation (2).

136. Repairs and alterations to safes and strong-room doors and
locks, and replacement of keys shall be effected only on the authority
of the Accountant General,

137. Public officers shall not keep in any govemment safes and
strong-rooms provided for the custody of public money, any private
money or effects. Where private money is found in a government safe
or strong-room, it shall be liable to be deposited to revenue,

138. All securities given into the hand of any officer in his official
capacity shall forthwith be deposited with the Accountant General, and
the Accountant General shall give an acquittance therefor and shall
record them in aregister provided for the purpose and shall deposit such
security with the government banks.

139. (1) Bonds and agreements, particularly those which concern
the financial interests of Government, should be kept in a strong-room
or secure safe.

(2) Accounting Officers shall use theirdiscretionin this respect
but they shall be held responsible if Government suffers financially due
to lack of adequate precaution to safeguard such documents.

PART XVII

140. Boards of survey to be held after the close of business on the last
busmess day of each year, or before the commencement of business on
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Daiances, and stamps, DOt &1 NCadquarncrs and as 1ar as practicabic at
the out-stations.
S;npn'se boards 141. (1) Boards may also be appointed by the Financial Secretary
of survey.

Constitution of
board.

Notification.

Report by officer
unable to serve.

Attendance of
accounting
officers.

Suspension of
business at end
of year.

Duties of board.

Procedure when
survey lasts more
than a day.

Reports of

hoards

from time to time to hold surprise surveys of the cash and stamps in the
custody of the Accountant General and sub-accountants.

(2) The appointment of such boards shall be confidential.
142. A board will consist of not less than two officers.

143. (1) Notifications concerning boards will be sent to the officer
selected to be Chairman and also the members.

(2) The Chairman will arrange with the other members the time
of assembly

144. Officers who are appointed to a board of survey will report
immediately to the appointing officer if they are unable to serve.

145. Accounting Officers are required to be present while a board is
being held on cash or stamps in their charge.

146. No cash transactions may take place between the close of
business at the end of the year and the beginning of the survey. The date
and hour at which a survey is begun will be inserted in the report.

147. (1) The board will count the cash and stamps on hand, including
the contents of all strong-rooms and safes. The actual balance found will
be compared with the balance as shown by the cash book and bank pass
book and the stamp register and the findings reported.

(2) Currency notes will be counted in detail.

14R. Shonld the verification of cach or stamng ncenpy more: than one

149. The report of boards will be submitted in triplicate signed by

nqr‘r\ momr\nr !‘ nr\qnn “11“ r\a J-Yald rr\ rna k1nnnn
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stamps will report the matter at once to such senior local officer as may i:;::gj tobe
appear the proper person to take immediate action. immediately.

PART XVIII
HANDING OVER CASH, STAMPS, ETC.

151. Ahanding over statement will be prepared and forwarded to the
Accountant General by the Head of Department on each occasion on
which cash, stamps or revenue receipt books are handed over from one
officer to another. A copy of the statement will be forwarded to the
Director of Audit.

152. Cash and stamps handed over will be checked in the manner
prescribed in Part X VI dealing with the “Board of Survey on Cash and
Stamps”.

153. Revenue receipt books handed over will be checked and re-
corded in detail in the handing over statement.

154. The handing over of the original keys of strong-rooms, safes
and cash boxes will be recorded in the statement,

155. Copies of all orders, circulars, books or regulations and stand-
ing instructions will be handed over, amended to date.

156. (1) The cash book and stamp register will be balanced and both
officers will sign the book, etc., for the amount handed over.

(2) Intheeventofanofficerresponsible forthe custody of cash,
stamps, revenue, receipt of books, etc., being unable from sickness or
any other cause personally to hand over his responsibilities to another
Oilicel, ius Head ui Deparieni wili appoini a board of iwo uiiicers iv
check the stocks of cash, stamps, revenue receipt books, etc., on hand

Wilii WiC appivupiiaie Ladil UUURD diil iCEISITId dd il Uil piCilliiiyg
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Books to be
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LOSSES OF GOVERNMENT MONEYS, STAMPS,
AND PROPERTY AND WRITE-OFFS

157. (1) An officer who discovers any shortage in or loss of public
moneys shall make an immediate report to the Accounting Officer or
receiver of revenue to whom he is accountable stating the amount
involved and giving other essential information.

(2) The Accounting Officeror receiver of revenue to whom the
report referred toin subregulation (1) has been made, shall at once report
the matter to the Ministry of Finance and Director of Audit, and shall
give immediate instructions regarding the initial accounting entries to
be made.

(3) The Accounting Officer or receiver of revenue shall, if he
has reasonable grounds for suspecting that the shortage in or loss of
public moneys is the result of any irregularity, report such shortage or
loss to the Police.

(4) Prompt action shall be taken to settle matters involving
shortages in and losses of public moneys and the Accounting Officer or
receiver of revenue shall ensure that the final accounting entries are
made when any matter is settled.

158. (1) Accounting Officers shall investigate every shortage in and
loss of public moneys, and shall forward a report of the investigation
with his recommendation to the Ministry of Finance as soon as possible
after the investigation has been completed.

(2) A report required by subregulation (1) shall include —

(a) the name of the Department, the officer or place where
the loss, shortage or theft occurred;

(b) the date on which the loss occurred and that on which it
was discovered;

(c) the reasons for any delay in discovering the loss;

{¢) 1) uiC UCidiid miCiuding uic dioulit U1 C4dsii, Sidips, Or
P r et T Te s LT e I

i'\z'v'\riiii AVILAD LAV UL VG,

(ii) whether any part of the loss has been recovered, and
if 50, how much;
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respons1b1e for the custody of the cash, stamps or
receipt forms which have been stolen or lost and the
length of time they had been in his custody;

(iii) whether the loss, shortage or theft arose directly or
indirectly from the negligence of any officer;

(f) () the arrangements which were in existence for
safeguarding the cash, stamps or receipt forms,
whether these arrangements were regularly and
properly adhered to;

(ii)the arrangements which existed for periodical
checking of the cash, stamps or receipt forms and for the
depositing of moneys held by the officer concemed,
and whether these arrangements had been properly
adhered to; if not, who was responsible for the omis-
sion;

(iii)the name of the officer by whom a detailed check
was last made; and whether all the receipt forms on
charge to the officer responsible for the loss were
checked at the same time;

(g) i) whether there is a suspicion of fraud or other
criminal act and whether the Police have been
notified, and where the Police have not been
notified, the reasons for such non-notification;

(ii)the detailed result of any Police enquiries;

(iii)whether the prosecution of any person is contem-
plated or has taken place;

(iv)acopy of the decision of the Court where a prosecu-
tion has taken place:

fh) (Y hriefdetaile afthe circumetancec in which the Inec.

shortage or theft arose;

(ii) whether the loss was discovered by routine checks,
or, if not, how it was discovered;

TF DN 170031
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defect in the exlstmg system of control; and, if so, what
remedy is promised;

(i) arecommendation asto whichofficeror officers, if any,
should be called upon to show cause why they shall not
be required to make good the whole or any pant of the
loss;

(j) steps should be taken to ensure that an officer involved
in aloss orirregularity which is subject to investigation
is not inadvertently allowed to retire on pension while
the investigation is in progress and accordingly, when a
pensionable officer is concerned in any irregularity or
loss the Accounting Officerinvestigating the case should
bring this fact to the notice of the Ministry of Finance,
the Accountant General and the Director of Audit.

_Shonalge. or 159. (1) If a shortage or irregularity is discovered by audit examin-
A by IS, the Director of Audit shall inform the Accounting Officer or the
audit. receiver of revenue concemned, as the case may require.
(2) The Director of Audit and the Accounting Officer or the
receiver of revenue shall each submit an independent report to the
Ministry of Finance.
Authority to

write off losses.

Accounting
procedure for

iosses of cash

160. (1) The Accounting Officer is responsible for all losses of
public money or stores until such losses have been written off.

(2) The Accounting Officer shall ensure that the necessary
authority for write-off is obtained.

(3) The approval of the Minister is required for the write-off of
any loss of public money or stamps or public property exceeding five

huinAdead Anllnen

AAULIALIVU UL D,

- L . e ~

required by the Financial Secretary.

161. (1) The accounting procedure to be followed in all cases of

1ngges nf revenue /nnnrf Frr\m arre
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Cash Dr. Expenditure Dr. Advance
A/c of Officer
Cr. Cash Cr. Cash
Cr. Revenue with Cr. Revenue with
face value on stamps face value on stamps

(2) For losses of stamps caused by the destruction of main
stocks not held for sale no accounting entry is necessary.

PART XX
ACCOUNTING MATTERS

162. Cheques received by Accounting Officers in their official Chi‘rl:;ie?g ;0
capacity whether from the public or not, will be paid as early as possible .+, coun.
to the Accountant General or to the bank for the credit of the Govern-
ment of Dominica Account. On no account may cheques received be
used to effect payment by endorsement. All cheques received will be

endorsed — “A/c payee only”.

163. Chequesdrawn onbanks in Dominicamay be received from the Cheques drawn
public as revenue but Accounting Officers will refuse to accept cheques " ™"
if they are not acquainted with the drawer if they have reason to think
that the cheques might not be met. Accounting Officers will use their
discretion. Care is required as they may be held in some degree
responsible if cheques accepted by them are dishonoured.

164. Collectors of revenue or other officials who come into receipt Collectors of
of public money will not cash cheques. 2‘:::1“:;6’;3;:0

165. Cheque books will be kept underlock and key. The counterfoil Cheque books to
of used cheques will be preserved for audit and initialled by the officers |, % /=%

lock and key.
sinning shemnse Conlle ahaniss il ke affantionls sonnnsllnd and

uuualled by the respons1b1e ofﬁcer folded and pinned to the counterfoil.

166. The authority necessary for charging to an advance or other Authority for

advances or for
suspense account ig as follows:

SUSPLNET

T RN 1/10017
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(b) BusinessAdvances. The Accountant General may authorise
purely temporary advances incidental to the business of the
Govemment of Dominica, provided that the recovery can be
effected during the financial year.

(c) Expenditure Suspense Accounts. Expenditure must never
be charged to suspense accounts in order to evade the
normal controls over expenditure. Suspense accounts may
be opened only when the incidence of charge is not known
and 'in such cases energetic measures will be taken to
determine the incidence in order that no delay shall ensue in
removing the charge from suspense. As soon as it becomes
a charge on the Government of Dominica, it will be trans-
ferred from the suspense account to the appropriate vote on
the estimates if funds are available. If funds are not
available, either because the appropriate vote is adequate or
because no appropriate vote exists, approval for a supple-
mentary vote will be sought in the usual manner.

167. The pages of all account books must be numbered. If the
numbers are not printed, they must be inserted in ink before the book is
brought into use.

168. Noerasures may be made in accounts, correction being effected
by striking out the incorrect figure with a single line in ink and writing
the correct figures above. Such alterations require the initials of the
responsible officer. On no account may an audited figure be altered
without the Director of Audit’s consent in writing.

169. Cards and loose leaves required for use as accounting docu-
ments will be secured in the following manner:

(1) Cards and loose leaves may be printed locally in the pre-
scribed torm. ‘The name of the Department will be shown and each
Department will have ite own ceriee nf numhering the nimhere heing
prinied nedr e ieti-nand top comner of each form.

(2) The forms on receipt will be verified numerically with the

requisition and taken on charge in a register by the control officer of th
D o ,
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arconnting dnmimanie  The conirni anfiicer will

custody aﬁd control of the stock of forms.

(3) Theissue of forms to the Accounting Officers will be made
by the control officer in a consecutive series of numbers and the details
of issues will be recorded in his register.

he recnviinihie forihe

(4) The control officer will issue the forms as and when
required, the Accounting Officer explaining the reason for his require-
ments. On issuing a form the control officer will write the headings,
balances, etc., on the forms and sign and date it in the space provided.

(5) All “dead” forms which are returned from the Accounting
Officer to the control officer will be recorded in the control officer’s
register. A form will not be termed “dead” or returned to the control
officer until the audit of it has been completed.

(6) The stocks of unused forms, and any “dead” forms held by
the control officer will be kept under lock and key when not in action.

(7) The control officer’s register will be ruled to accommodate
—date forms received, departmental requisition number and date, serial
number of form, folio reference of ledger to which form is issued, date
issued, date form returned for custody, remarks.

(8) All issues of serially numbered cards and loose leaves by
the Printer will be advised by him to the Director of Audit.

170. (1) Every sub-accountant will balance his cash book daily and
when the book is kept for the sub-accountant by a clerk, it will be the
duty of the former to enforce the observance of this regulation. Details
of the actual cash onhand at the close of business each day will be shown
in the cash book.

(2) A monthly reconciliation between the opening and closing
cash book balances and the totals of receipts and payments will be
prepared by each sub-accountant and endorsed in the cash book. The

totals of the receipts and payments will include bank and cash contrasts.
The reconciliation will be in the following form:

Onening halance $
AQGQ TECEIPTS

Deduct — Payments
Closing balance

[\
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:gfg:;mg Mlmster after the explratlon of the followmg minimum periods:

Use of green
pencil and ink.

Departmental
contracts.

(a) principal Treasury ledgers, cash book and

PrinCipal JOUrNALS .......oveeeeueiverererir e eensenns 20 years;
(b) abstract and subsidiary journals and records...... ............ 7 years;
(c) vouchers and cOUnterfoils ...........couvervecriverresssecirsrerereenns S year;
(d) special ledgers and records, e.g. Savings Bank
ledgers currency issue records, Loan register.......... 20 years after
the final
completion
of all trans-
actions and
the closing
of the last
account
therein;

(e) establishment and salary records which may
be required for superannuation purposes ................... 60 years.

172. The use of green pencils and ink in government account books
and records is reserved for audit.

PART XXI
MISCELLANEOUS

173. (1) All departmental contracts will be serially numbered com-
mencing from 1 upwards each financial year andin all cases the contract
will be signed by the Head of Department. Copies of the contract will
be fumished to the Accountant General and the Director of Audit.

(2) Unless the Minister rules otherwise, the contracts will be

onhinant +n tha ~£ N .
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(Y Tha (hiaf Tachninnl NfRnar f tha Miniates nf Mammaini

cations and Works will complete contract agreements for all works

except those estimaied to cost less than one thousand doliars.
(4) Departments except the Pubhc Works Department, may
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requlrements to the Chlef Techmcal Ofﬁce of the Mlmstry of Commu-
nications and Works.

(5) Contracts (excluding those for the purchase of stores lo-
cally) which are under the control of the Public Works Department may
be signed by the Head of Department without the covering approval of
the Minister, provided it does not exceed one thousand dollars.

(6) Vouchers forpayment under contracts will quote the number
of the contract.

(7) Payments on account will be supported by a certificate that
the amount is fully covered by the supplies delivered or that work to the
amount has been performed in accordance with the contract.

(8) If stores are issued from Government stocks for use under
the terms of the contract full details of the stores issued will be endorsed
on the office copy of the contract, quoting the cost of the stores to be
deducted from the value of the contract, and the number and dates of the
store vouchers. A reference to the store vouchers will be quoted on the
payment vouchers.

(9) A register will be maintained by the Department to record
the following:

Contract Contractor Detailsof Value of Con- AmountPaid. Dept. P.V.No.
No. Contract. tract. & Date.

174. (1) Amounts lodged or withheld as security for the due per-
formance of contracts will be placed on deposit in the name of the
contractor. Payment will be made only on the certificate of the Head of
Department that the contract has been duly completed.

(2) In the case of amounts withheld, the full sum due will be
entered immediately as expenditure, the amount withheld being shown
as deposit. A receipt for the amount will be handed to the contractor
with the net payment, and will be surrendered and cancelled when the
deposit is refunded and attached to the voucher making the payment.

175. All orders made by Magistrate will be duly certified by them in
the Order Books of the Courts. All extensions of the time given forthe
payment of fines as recorded in the Order Book will be initialled by the

Security for
contracts.

Maglstrate S

cemﬁed
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MINISTRY OF FINANCE,
ROSEAU,
DOMINICA.

DUTIES AND RESPONSIBILITIES OF
ACCOUNTING OFFICERS

Sir,

I'am directed to inform you that you have been appointed to be
the Accounting Officer for all votes and accounts to be accounted for by
the Ministry of

The votes are as set outin the Annual Estimates of Dominica and
such supplementary votes as may be approved from time to time during
the course of a financial year. You will be required to sign the
Appropriation Account for the Ministry at the end of a financial year. In
order that you may be fully aware of your duties and responsibilities as
an Accounting Officer, the ensuing paragraphs of this letter of ap-
pointment should be carefully noted.

2. The Accounting Officer of a Ministry is the person whom
Parliament and the Ministry of Finance regard as primarily responsible
for the control of all funds voted by Parliament for the services provided
by the Ministry. It cannot be too distinctly emphasised that final
responsibility for the proper conduct of financial business cannot be
delegated to the subordinate officers who may be placed in charge of the
accounts. Technical knowledge of accounts is not necessary to enable
the Accounting Officer to discharge himself of this responsibility. In
practice, however, the Accounting Officer may find it necessary to
instruct his subordinate as to how they should carry out accounting
duties. Heis alsoempowered at hisdiscretionto delegate the day-to-day
control of vote to individual subordinates subject to his supervision.
The Accounting Officer may delegate such duties as he considers

mAanAmAnmer na See dlaa e el Pt B P

3. It will be seen that this letter stresses the personal responsibility
of the Accounting Officer for the proper conduct of financial business.

Thug hig most nhvioneg dutv ic tn enenra that tha nithlic fiinde antrictad
Thus hig mogt ohviong duty is to engore that the nuhlic fundg entmsted
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ofﬁcers The precise arrangements to be made w111 depend upon the
circumstances of the Ministry, but they should include, without regard
to personal consideration, independent and effective checks of cash
balances in the hands of any officer.

4. Ttis equally part of the duty of the Accounting Officer to ensure
that the funds entrusted to him are applied only to the purposes intended
by Parliament. He must satisfy himself, forinstance, that any payments
made by his Ministry are both within the ambit of the vote and also
covered by specific statutory authority where necessary, and Parlia-
ment approval has been sought, by way of a Supplementary Estimate or
otherwise, inall cases where itis appropriate to doso, e.g. in connection
with a service not contemplated when the estimate was taken. The
Accounting Officeris responsible for ensuring that the specific authority
of the Ministry of Finance has been obtained in all cases which are not
covered by any standing authorities that may have been delegated by
that Ministry. It need hardly be stated that expenditure must not be
incurred in excess of the total sum authorised by Parliament to be spent
on any one vote; but it is also not within the competence of an
Accounting Officer without the prior sanction of the Ministry of
Finance, toincurexpenditure on any sub-head oritem of a vote in excess
of the amount specified in the Estimates, even though savings may be
available elsewhere. The Accounting Officer is answerable to the
Public Accounts Committee for the formal regularity and propriety in
the senses described above, of all the expenditure out of the votes for
whichheisresponsible. Similarly heisexpected toensure thatadequate
machinery exists for the due collection and bringing to account of all
revenue for which his Ministry has responsibility. In carrying out these
responsibilities he will be guided at all times by the provisions of
Financial Regulations which will shortly be published and by circular
instructions issued by the Ministry of Finance from time to time. He
should also bear in mind that his responsibilities as Accounting Officer

extend equally ta the custody of government staregs and other property.

lar payment, the Public Accounts Committee may seek the view of the

Ministry of Finance and they will normally wish to know whether the
M1mstry of Fmance has been consulted On all techmcal matters
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re gard it as part of his respons1b111ty to ensure that before h1s Mlmstry
enters into any transaction, the regularity of which may be called in
question, the advice of the Ministry of Finance is sought. The advice of
the Ministry of Finance, however, does not absolve him from his formal
responsibility as Accounting Officer, and he should therefore also make
sure that any issue of sufficient importance to call in question that
responsibility should be brought to his personal attention, even though
the advice of the Ministry of Finance may already have been obtained.

6. The above paragraph set out the duties of an Accounting Officer
in regard to accounting for the regularity of expenditure from his votes
and the avoidance of misappropriation in the strict sense, matters which
are capable of formal definition. It should be emphasised that any
dereliction of duty in this respect may lead to a recommendation by the
Public Accounts Committee that expenditure already incurred should
be disallowed. If this should happen, the doctrine of personal account-
ability means that the Accounting Officeris liable, unless Parliament is
prepared at the request of the Ministry of Finance to make good the
deficiency by voting the money, to have to defray the expenditure from
his own purse. Itis for this reason that, as will be seen in paragraph 10
of this letter, a recognised procedure will be developed to protect an
Accounting Officer should he be over-ruled by his Minister in a matter
which may lay him open to a financial penalty.

7. The Director of Audit will no doubt bring to the notice of the
Public Accounts Committee any cases of apparent waste and extrava-
gant administration; and the Committee will expect the Accounting
Officertosatisfy them that the policy by Parliament has been carried out
with due regard toeconomy, and to furnish them withexplanation of any
examples to the contrary to which their attention has been drawn.
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administrative Head of a Ministry must make sure, as a prerequisite of
efﬁc1ent and economical adm1mstrat10n the ﬁnanc1a1 cons1deratmns
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that it ic ihe general mie that the Permanent Head of a Minictry ic the
Accounting Officer; the Accounting Officer must be prepared to
answer for the efficient and economical conduct of the Ministry as a

whole, and the only officer whoisina positiontodo thatis its Permanent
Head.

9. Itmay sometimes happen that an Accounting Officer disagrees
with his Minister upon a matter of importance affecting the financial
administration of the Ministry. Inthe first place, the Minister may insist
upon implementing policy in a manner which the Accounting Officer
regards as wasteful and extravagant. While it is, of course, the duty of
an Accounting Officer in the last resort to obey any instructions given
by his Minister, it is nonetheless his duty to do everything in his power
to see that the administration of the Ministry is carried on with
efficiency and economy. He should, therefore, not hesitate to represent
his objection to any course of action which he regards as inconsistent
with that duty, and to place on record his disagreement with any
decision which he may find difficulty in defending, as a measure of
prudent administration before the Public Accounts Committee. Having
done so, he must nevertheless, if the Minister adheres to his decision,
accept it; in which case he should support his defence on the action
taken, if need should arise, by reference to a policy ruling given by his
Minister.

10. Alternatively, the matter whichis the subject of the Accounting
Officer’s protest may be one which involves his personal liability on a
question of formal regularity or propriety. In that case he should not set
out his objection to the proposal expenditure and his ground for it, in
writing, but he should only make the payment upon written instruction
from his Minister over-ruling the objection. Such instruction should be
copied immediately to the Financial Secretary and to the Senior
Auditor. Provided that this procedure has been followed, the Public
Accounts Committee will no doubt acquit him of any personal respon-
sibility for the expenditure.

- PR

counting Officer and the Ministry of Finance. Attention has already
been drawn to the role of the Ministry of Finance in advising upon
technical matters of accounting, and on more general questions of
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often be able, by reason of its central Co- ordmatmg position, to g1ve
helpful advice in the exercise of that responsibility in its widest aspects.
It is, indeed an essential part of the present day conception of govern-
ment organisation that there should be the closest contact and co-
operation at all levels between the Ministries and the Ministry of
Finance. An Accounting Officer is therefore encouraged, and should
encourage the officials in the Ministry to make fullest use of this right
consultation. Providing that he does so, and provided finally that, over
the whole field of his duties as they have been set outin this letter he does
not fail in a due exercise of his own common sense and administrative
experience, an Accounting Officer will be consideredtohave discharged
himself of his responsibility.

12. Please acknowledge the receipt of this letter.

Financial Secretary,
Ministry of Finance.

(Enclosure to Financial Secretary’s letter)

Sir,

Under the powers conferred upon me, I hereby delegate to you
responsibility for the day-to-day transaction and control of the votes of
Division ......cccoevemcrvervresennne of this Ministry. These will include all
1103 11 PO PPT RPN except

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

2. Tn exercising these duties it should be borne in mind that the
prmc1ples detalled in the copy of the letter from the Fmanc1a1 Secretary

ﬂfﬁoprq are (‘lncply nlln"Pd. It should nlcn be ensured that any nthPr

overriding mstructrons of the Ministry of Finance are not departed from.
If there are any doubts about the action taken, you should consultme and
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which you have been made responsible.

3. Financial Regulations in Part IV —-Estimates ~ Expenditure and
Part VII — Authority for Expenditure should be carefully studied and
noted for observance.

I am,
Sir,
Your obedient servant,

Accounting Officer

Ministry Of c.ooeececeeiceieeeeceereeeee s

T PN 1/:10017
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FINANCIAL (STORES) REGULATIONS 23/1980.
made under section 16(1)
[1st November 1980] Commencement.
1. These Regulations may be cited as the — Short title.

FINANCIAL (STORES) REGULATIONS.

2. The Regulations set out in the Schedule shall be read, inter- lsiefuéalliom-
preted and enforced as the Financial (Stores) Regulations. crectle

3. These Regulations shall be deemed to have come into force on Commencement.
the 1st day of November 1980.

SCHEDULE

STORES REGULATIONS
PARTI
RESPONSIBILITIES FOR THE CARE AND
CUSTODY OF PUBLIC STORES
DEFINITION OF PUBLIC STORES

1. “Public stores” are defined as all chattels of whatsoever nature,

the nronertv of or in nncceccinn nf ar under the cantral nf the Cavern.
TTTT LT TE TTTY TT TT TTT YT T MSNISS S S TTAATTS MESY Twssve TS wS wesw ot wmes

ment.,

2. Large sumsofpublic money are spenteach yearon public stores
hoo 1
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3. Undersections 109 and 129 Accounting Officers are personally
accountable for all public stores received, held or disposed of by or on
account of the Ministries and Departments under their control. In
fulfilling these responsibilities Accounting Officers must exercise proper
supervision and control to ensure the accuracy and authenticity of the
stores records and supporting vouchers and documents, the physical
existence of the stocks on hand, and the effectiveness of the checks and
safeguards against error, loss, waste, deterioration, fraud or other
irregularities.

4. Although an Accounting Officer may authorise other public
officers under his control to perform or exercise part of his powers or
duties in respect of public stores, any such delegationis on behalf of the
Accounting Officer and will in no way relieve him of his full responsi-
bilities for all aspects of the public stores on charge to his Ministry or
Department,

RESPONSIBILITIES OF GOVERNMENT OFFICERS FOR PUBLIC
STORES

5. Every Government officeris personally responsible through his
senior officers to his Accounting Officer for all public stores under his
control or in his custody.

REGULAR INSPECTIONS TO BE MADE

6. Accounting Officers must arrange for the stores for which they
are responsible to be inspected regularly and for reports to be made to
them on the sufficiency of the storage accommodation and on the
general condition of the stores and storage facilities. The inspecting
officer must report immediately to the Accounting Officer any case of
loss, leakage, damage, waste, deterioration or irregularity observed in
the course of his inspection, and the Accounting Officer must take
prompt and appropriate action on any defects or deficiencies reported.

7. Regular checks must be arranged by Accounting Officers of all
stores, records and vouchers and test comparisons must be made
between the physical stocks on hand and the ledger balances. The
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personally scrutinise the stores accommodation and records to satisfy
himself that the stores procedures and accounting are adequate and that
they provide effective safeguards against error, loss, waste, deteriora-
tion, fraud or other irregularities.

REGISTER OF STORES INSPECTIONS

8. Accounting Officers will keep an official register to show the
dates of all stores inspections arranged by them or carried out person-
ally, and to record the signed reports of the inspecting officers on the
outcome of their inspections.

SCALES, WEIGHTS AND MEASURES

9. At least once every year Accounting Officers should make
arrangements for the periodical examination of all scales, weights and
measures by an Inspector of Weights and Measures.

DUTIES AND RESPONSIBILITIES OF STOREKEEPERS

10. Storekeepers must ensure that their storerooms are kept clean
and properly ventilated and that their stores are well arranged and easy
of access.

11. The storekeeper should visit the storerooms daily if possible
and should bring to the notice of his senior officers any instances of 1oss,
leakage, damage or deterioration of the stores for which he is respon-
sible. He must examine frequently all locks of doors and fastenings of
windows, and he must not permit a storeroom to remain open for any
purpose during his absence, or delegate the duty of locking up the
storerooms to any unauthorised person.

12. Hemustreportimmediately any instance where the fire fighting
facilities of any storeroom for which he is responsible are inadequate for
full protectlon agamst ﬁre, or where the fire appliances and equipment

A_,_: — ,_-1. B .__::..; bn mmnelfZaA

1mmed1ate1v or reponed to the Accounung Ofﬁcer concemed w1thout
delay.

12, Theagtorekeenerwillheh ally resnongsible through hig
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(b) the checking, packing and despatch of stores issued;
(c) the correctness of the stock balances;

(d) losses, deterioration or waste of stores or irregular issues.

14. He must verify the stock balances with the stores ledgers or bin
cards by systematic checks covering the whole store atleast twice a year,
and must at once report in writing to his senior officer any surpluses or
shortages, or deteriorated, damaged, unserviceable or obsolete stores, or
when the stock of any article needs to be replenished.

15. Itis the duty and responsibility of any senior officer to whom a
report is made by a storekeeper either to rectify the matter himself, orif
this is not possible, to report it without delay to the Accounting Officer.

DUTIES OF A STORE ACCOUNTANT

16. In unallocated stores the duties of preparing documents and of
keeping the stores ledgers, registers and other records will be performed
by a store accountant. In allocated stores however where the size of the
store and the staffing arrangements do not permit a separate accountant,
the storekeeper will also be responsible for carrying out the duties which
would otherwise be assigned to a store accountant. In such circum-
stances where control by a division of duties is not possible, the
Accounting Officer must arrange for more frequent and more detailed
inspections of the stores records and the stocks on hand in order to
strengthen the internal safeguards and controls.

PRECAUTIONS AGAINST THE DETERIORATION OF STORES

17. Clothing and other stores subject to deterioration by damp or the
ravages of pests or by other causes must be examined frequently by the
storekeeper and should not be placed on the flaor of the stareroom

P S

above the ground so a

n

19. Care must be taken th
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20. Kerosene, gasolene, paints, explosives and other inflammable
stores must be kept in accordance with the provisions of any legislation
relating to such substances or according to the manufacturers’ recom-
mendations.

KEY HOLDERS

21. Accounting Officers shall nominate, in writing, officers who
will be responsible for holding keys of government stores. Normally,
they will be the storekeeper of the Store concerned.

22. Store keys, when not in use should be kept in a key safe where
provided. Where no safe is provided key holders must carry the keys
of stores on their person and except when officially handed over to
another officer, the keys must not leave their personal possession. The
attention of all new key holders must be drawn to this instruction.

23. The storeroom must be kept locked at all times except when
official business, checking or stores maintenance is taking place, and
the key holder is responsible for ensuring that the storeroom is properly
secure in all respects at all other times and after working hours.

24. Duplicate keys to storerooms will be kept by the responsible
Accounting Officer in a safe or lodged with the Accountant General.

25. Akey holder will be responsible for any loss from a storeroom
due to the loss of a key or to any failure on his part to comply with the
foregoing stores regulations.

PARTII

THE CLASSIFICATION OF STORES AND OTHER
MOVABLE PROPERTY

CATEGORIES OF STORES

26. Foraccounting purposes public stores and other movable prop-

ertv are divided into two general categories:

[Subsidiary]
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UNALLOCATED STORES

27. Unallocated stores are stores which are held in stock but cannot
be charged to any particular work or service until they are actually issued
forthatpurpose. Unallocated stores are accounted for by both quantities
and values thus necessitating the keeping of costing records and the
reconciliation of the stock on hand with the financial accounts.

ALLOCATED STORES

28. Allocated stores are stores the costs of which are chargeable
direct to the appropriate subhead of expenditure for the work or service
for which they were acquired.

UNEXPENDABLE AND EXPENDABLE STORES

29. Allocated stores are further divided into the following catego-
ries for accounting purposes:

(a) Unexpendable stores

Unexpendable stores are those which are considered to have a
life assigned to them and will remain on ledger charge, whether in use
orinstore, until they are written-off and disposed of underan appropriate
authority. Unexpendable stores range from large items of plant and
vehicles to small tools and they embrace all stores which are not classed
as expendable.

(b) Expendable stores

Expendable stores are stores of a consumable nature which may
be issued in bulk without subsequent records of detailed issues, subject
to a general control of the rate of consumption so as to show that the
expenditure in connection with them is warranted, e.g., prescribed

nintac nnmnarionn with nravinnc vanre Aiataro rannrdo aenn Ansraraca
MU T ) VULAR I AUVIL T AWML PRV T IUWD J Vilo; WIVEWL J IUVUIUD; GIVA VU Y CIUE Y,

elc. Examples of expendable stores are foodstuffs oils, soaps station-

purposes should be c y lald down for each of the various Mlmstnes
and Departments by the Ministry of Fmance in consultahon w1th
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30. Unexpendable and expendable stores must be recorded in
separate stores ledgers for each.

STORES PURCHASED AND TAKEN INTO IMMEDIATE USE

31. The use of a certificate on payment vouchers that stores pur-
chased have been received in good condition and taken into immediate
use must be restricted to small quantities of consumable articles of low
value, and must not be used to avoid accountability for the purchase of

substantial quantities of stores, materials and other substances as
outlined in Stores Regulations 274 1o 276.

PART III
STORES VOUCHERS
APPLICABLE TO UNALLOCATED AND ALLOCATED STORES
32. The following Stores Regulations regarding the supporting
vouchers forreceipts and issues of stores apply with minor modifications

to both unallocated and allocated stores.

33. Allreceipts andissues of stores must be supported by appropriate
receipt and issue vouchers.

VOUCHER FORMS TO BEAR PRINTED SERIAL NUMBERS

34. All books of government stores vouchers must bear printed
consecutive numbers.

STORES RECEIVED

VOUCHERS IN SUPPORT OF STORES RECEIVED

(9]
bie
o
]
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obtamed from the unallocated stores or another allocated
store;

(d) the original copies of stores conversion vouchers;

(e) stores receipt vouchers.

36. The vouchers at (a), (c), (d) and (e) above shouldbe file when
the stores have been received and checked and should be numbered
consecutively commencing from No. 1, a new series of numbers being
started at the beginning of each financial year. The stores ledger or
inventory folio where the stores received have been taken on charge
should be quoted against each item on the receipt voucher, and the
consecutive number of the receipt voucher should be recorded against
the relevant entry in the stores ledger or inventory.

37. Inthe case of receipts of stores supported by the triplicate copy
of alocal purchase order, this is retained in the local purchase order book
and the serial number of the order should be recorded against the entries
in the stores ledger or inventory, and the folio of the stores ledger or
inventory should be entered against each item on the order.

38. Conversion vouchers should be given a separate series of
numbers and filed separately as these vouchers support both the receipt
and issue entries in the stores ledgers. The conversion voucher number
should be entered against the relevant entries in the stores ledger or
inventory and the folio of the stores ledger or inventory should be
recorded against each item on the conversion voucher.

INVOICES OR BILLS

39. Purchases of stores from outside Dominica should be accompa-
nied by copies of invoices or detailed bills which will serve as the receipt

vonchere in cnr\mrt of the antriac in tha ctarag racorde
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40. Local purchase orders are contained in books of printed serially
numbered forms in triplicate. The method of preparing and procession
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RECEIPTS FROM ANOTHER STORE

41. When a Ministry or Department requires stores from an
unallocated store or from another allocated store they must be applied
for on a store requisition. The original copy of the requisition should be
forwarded to and filed by the officer from whom the stores are required.
Upon receipt of the requisition the latter officer should cause an issue
voucher to be prepared in triplicate in support of the stores to be issued,
and the original and duplicate copies of the issue voucher, duly signed
by the issuing officer, should be forwarded with the stores. The
receiving officer will receipt both copies of the issue voucher returning
the original to the issuing store and retaining the duplicate which will
serve as his stores receipt voucher.

CONVERSION VOUCHERS

42. Where materials are issued from a store to be manufactured, the
articles produced should be received back into the same store and
should be supported by a conversion voucher. The receipt side of the
conversion voucher should show the quantities of each article to be
taken on stores ledger charge.

43. Conversion vouchers should be prepared in duplicate and the
original will serve both as anissue voucher for the materials issued from
the store and as a receipt voucher for the manufactured articles brought
on charge.

RECEIPT OF UNUSED STORES RETURNED TO STORES

44. Stores which have been issued but not used should be returned
to the original store and taken on charge, the entries in the stores ledgers
UCLIig SUPPUIicd LY a Si0ics recipt vouciict.

45. Stores which have been used and afterwards returned to store
should be kept separate from the general stock and should be posted

[Subsidiary]
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46. In all cases where stores are received unsupported either by an
invoice, bill, local purchase order, stores issue voucher or conversion
voucher the receipt entries in the stores ledgers or inventories must be
supported by a stores receipt voucher prepared for that purpose.

ACCOUNTING FOR SURPLUS STORES

47. Surplus stores found by a Board of Survey or as a result of a
stock verification or internal stock-taking will be taken on stores ledger
charge on a stores receipt voucher.

STORES RECEIPT VOUCHERS

48. Stores receipt vouchers from books or serially numbered forms
induplicates will be prepared by the officer receiving or acquiring stores
in the circumstances described in Stores Regulations 44 to 47.

STORES ISSUED

STORES ISSUE VOUCHERS

49. All issues of stores must be supported by a voucher in a form
approved for each type of issue. The folios of the stores ledger or
inventory to which the issues have been posted should be recorded
against each item on the issue voucher, and the serial number of the
voucher should be entered against the issues in the stores ledgers or
inventories.

50. As aprecaution against irregularity or fraud officers preparing
and/or signing stores issue vouchers must ensure that no blank spaces
are left where further unauthorised issues could be inserted later, and
that a diagonal line is drawn across any space remaining after the last
item on the voucher. The total of the quantities of the articles on the
voucher should be written in words on the stores issue voucher before

OFFICERS AUTHORISED TO SIGN STORES ISSUE VOUCHERS
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icened corresnond with the reanirements p
stores requlsmon signed by an authonsed officer. An officersigning a
stores issue voucher must also ensure that all necessary precautions
have been taken to guard against irregularity, fraud or thé misuse of

public stores.

52. As at the 1st July each year Accounting Officers will prepare
and sign written lists of officers under their control who are authorised
to sign stores requisitions and/or issue vouchers and will forward copies
of the lists to the Director of Audit and the Accountant General.
Subsequent amendments to the lists in the course of the year must also
be notified to the Director of Audit and the Accountant General.

53. Notwithstanding the responsibilities placed upon officers sign-
ing stores issue vouchers, Accounting Officers will retain their overall
responsibility for issues of stores authorised by an officer permitted by
them to sign stores issue vouchers.

STORES ISSUED FOR USE

54. When stores are required for use a stores requisition signed by
an authorised officer must be submitted to the officer-in-charge of the
store who, if he is satisfied that the requisition is in order and the stores
are in stock, will prepare or cause to be prepared a serially numbered
stores issue voucher in triplicate signed by an approved officer author-
ising the issue of the stores required. When the issues have beenentered
in the stores ledger, the issue voucher book should be passed to the
storekeeper who should post the issue entries to the relevant bin cards
quoting the voucher number, and should issue the stores required
obtaining the signature of the recipient on the triplicate book copy of the
issue voucher. The original and duplicate copies of the stores issue
voucher should be forwarded with the stores to the requisitioning
officer who should recelpt and retum the ongmal copy to the issuing

,01“,7, e A ) B O R O I S A Ry

the ofﬁcer-m charze of the issuing store should compare it W1th the
triplicate book copy and then file itin stores issue voucher serial number
order in support of the stores ledger entries. The requisitioning officer
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55. The same procedure asin Stores Regulation 54 above will apply
for the preparation and processing of stores on transfer to another store,
except that the duplicate copy of the stores issue voucher retained by the
requisitioning officer will serve the purpose of the receipt voucher for
the receipt entries in his stores ledger (see Stores Regulation 41).

ISSUES FOR MANUFACTURING PURPOSES

56. Stores ormaterialsissued formanufacturing purposes should be
supported by a conversion voucher. The issue side of the conversion
voucher will show the quantity and, where necessary, the value of the
materials issued including the manufacturing costs such as labour,
supervision, etc. The number of the conversion voucher must be
recorded against such issues in the stores ledger and the folios of the
stores ledger must be noted against each item on the issue side of the
conversion voucher.

ISSUES OF STORES ON SALE OR LOAN

57. Issues of stores on sale or loan must be supported by a signed
stores issue voucher and references to the number and date of the
Treasury receipt and the entry in the sales or loans registers must be
recorded in the “Remarks” column of the stores issue voucher.

ISSUE VOUCHERS FOR STORES SHORT RECEIVED

58. Stores issue vouchers must be prepared in respect of any stores
short received or received damaged or broken and a reference quoted on
all copies of the voucher to the relevant entry in the claims register (see
Stores Regulations 81 to 86).

DEFICIENCIES FOUND AT STOCK TAKINGS

59. Deficiencies of stores found hv a Roard of Survey hy the
Ministry of Finance stock verifier or at any internal stocktaking must be

- —y

the Board of Survey, the stock verifier or the Accounting Officer, asthe

case may be. On authority being given for the write-off of any such
deﬁmencms a reference to the authonty must be quoted on the relevant
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60. When stores have been condemned by an Accounting Officer
(Stores Regulation 200) or by the Financial Secretary (Stores Regula-
tion 202), their issue from store for disposal in the manner authorised
must be supported by a stores issue voucher and a reference to the
written authority for the condemnation and disposal must be recorded
in the “Remarks” column of the voucher, and must also be quoted
against the issue entries in the stores ledgers of inventories. If the
condemned stores are to be disposed of by sale, the numbers and date
of the Treasury receipt must also be recorded on all copies of the stores
issue voucher.

OTHER LOSSES OR DEFICIENCIES

61. Allotherlosses and deficiencies of stores must be supported by
stores issue vouchers on which should be quoted a reference to the
authority for write-off which should also be recorded against the
relevant issue entries in the stores ledger or inventory.

THE PREPARATION OF STORES VOUCHERS
PREPARATION OF STORES VOUCHERS

62. Stores vouchers must be written in ink or ball point pen and
good carbon paper must always be used to ensure thatlegible copies are
obtained.

63. All relevant details, authorities and references must be entered
on all copies of the stores issue vouchers and in the stores ledgers and
inventories.

FIGURES NOT TO BE ALTERED OR ERASED

04. Tiguics Ol SL0LES 1ICCEIPL O 155UG VOUCHICS fiusi ot b alcica
or erased. Corrections of errors must be made by ruling a line through
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65. Recipients of stores must not in any way amend the particulars
or figures on a stores issue voucher. If adiscrepancy is found the
recipient must return the voucher noting the discrepancy on his receipt
to the issuing officer and call attention to it in a written memorandum.
In the event of stores being received in excess of the quantity on anissue
voucher the excess must be returned to the issuing officer.

STANDARD FORMS

66. The specified standard forms and vouchers should be available
for the various vouching and accounting processes and procedures
contained in these Stores Regulations, and the prior authority of the
Ministry of Finance must be obtained before the introduction of any
special forms or vouchers for use in the individual Ministries and
Departments.

PARTIV
THE RECEIPT OF STORES

PROCEDURES FOR THE RECEIPT OF STORES APPLY TO BOTH
UNALLOCATED AND ALLOCATED STORES

67. This Section of Stores Regulations relating to the procedures to
be followed on the receipt of stores applies to both unallocated and
allocated stores.

STORES RECEIVED TO BE VOUCHED AND TAKEN ON CHARGE

68. Except for small quantities of consumable articles of low value
which may be taken into immediate use as provided in Stores Regula-
tions 31, all stores received must be taken on charge in a stores ledger

writhant Aalay anAd maat b cansnanstad e tha vnnishaes menonmihad A
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each type of receipt set out in Stores Regulation 35.

69 The responsible storekceper must ensure that nnmedlately they
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70. The procedures governing the receipt of stores from suppliers
must aim atensuring that payment is made only for stores delivered and
certified by the appropriate officers as meeting the required specifica-
tions and as being in good condition and correct in quantity.

71. As a matter of principle, wherever possible, the responsibility
for the ordering of stores, for the verification of deliveries and for
authorising payment should be allotted to different officers.

72. The documentation of a stores receipt transaction should enable
any one of its three elements, ordering, receipt (including stores ledger
charge) and payment, to be identified with and checked against the other
two.

STORES RECEIVED TO BE EXAMINED

73. As soon as practicable after the receipt of stores the packages
must be examined by the storekeeper and another responsible officer,
who must satisfy themselves that all the packages making up the
consignment have been received, and must check the contents with the
invoices, delivery notes, packing slips or other supporting documents.
They must also satisfy themselves that the stores meet the required
specifications and that they are in good condition and correct in
quantity. Having completed their examination they will prepare a
certificate of examination which must be signed by both officers, on
which must be recorded particulars of any articles in the consignment
received damaged or broken and of any items short received.

THE RECEIPT OF FOODSTUFFS

74. Foodstuffs must be examined immediately they are received. If

the officer-in-charge of the ctore conciders they are unfit for the purnose
intended, he will obtain a written report from a Govemment Medical

confirms his own nr“rnnn the nffcpr-tn-r‘hqrm: must inform the con-
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tractors or other suppher unmedlately and notify him that unless the
goods are removed w1thm a reasonable penod they will be destroyed
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75. The receipt of bulk supplies must be checked when discharged
and again when taken into the store, and each consignment must be
accounted for entirely separately. After broken bags and sweepings
have been taken into account, any quantity short received will be dealt
with in accordance with Stores Regulations 80 to 86.

THE RECEIPT OF BULK SUPPLIES OF FUEL

76. The receipt of bulk supplies of petrol, diesel, etc., must be
checked by dipping the storage tanks immediately before and after each
delivery in the presence of the employee of the firm delivering the fuel.
Any quantity short received must be noted on the delivery note and on
the local purchase orders and payment must be made only for the
quantity actually received.

THE RECEIPT OF BULK SUPPLIES

77. Records must be kept in a bound stores ledger of all purchases
of bulk supplies such as bitumen products, stone blocks, curbs, etc., and
a separate account will be kept and balanced for each local purchase
order for such supplies. The total receipts under any one local purchase
order will be entered on the receipt side of the stores ledger quoting the
serial number of the local purchase order as the supporting stores receipt
voucher. Stores issue vouchers must be prepared by the officer
controlling deliveries of such supplies to the hot mix plant, crusher, or
direct to works sites, and after satisfying himself that the quantity
received is correct, the officer-in-charge of the plant or works must
receipt the issue voucher and return it to the originating officer. If there
is any discrepancy in the quantity delivered, the officer-in-charge of the
plant or works must endorse this clearly on all copies of the stores issue
voucher, otherwise he will be held responsible for any shortages which

mavs aricn Taonh annh otnrac icona vrniinhar muaot chnas rlaarlsy tha
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etc. they should si gn acknowledgment shps on each occasion and these
should be attached to and support the local purchase order when it is
presented for payment. Care must be taken to check the acknowledg-
ment slips with the quantity on the local purchase order, and to compare
the deliveries with the issues in the stores account for each order.

79. Similar accounts must be kept for all deliveries to the hot mix
plant or crusher using the duplicate copies of the stores issue vouchers
for deliveries as the supporting receipt vouchers. When products are
issued from the hot mix plant or crusher they must be supported by issue
vouchers which must show clearly the purpose for which the issues are
made and the vote and subhead or fund or other account to be charged.
These issue vouchers must be receipted by the officer-in-charge of the
works to which the deliveries are made, and the original copy will
support the issues in the hot mix or crusher accounts. The duplicate
copies of the issue vouchers will be forwarded to the store accountant
to be attached to the issue vouchers raised when the original deliveries
were made to the hot mix plant or crusher.

PROCEDURE WHERE STORES ARERECEIVED SHORTORDAMAGED

80. In order that investigations may be carried out and any claims
supported, it is essential that on receipt of a consignment of stores, a
clear certificate, signifying as it does that the goods have arrived intact,
should be given only when this fact has been properly established. In
all cases where stores have been received short or damaged the
receiving officer should report the fact immediately to the officer
responsible for the stores who should inform his Accounting Officer
without delay. The Accounting Officer must institute a full enquiry
with a view to establishing the responsibility for the shortages or
damaged stores and action should be taken in accordance with Stores
Regulations 81 to 86 below.

ACCOUNTING PROCEDURE FOR STORES RECEIVED SHORT OR
NAMAMED

81. In the case of supplies obtained by local purchase, payment
must only be made for the actual quantity received in good condition
and accordmg to spec1ﬁcat10n and care must be taken 1o ensure that

awr an oknr
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damaged the full quantity shown on the invoice or bill
stores ledger charge and stores issue vouchers prepared immediately for
any deficiencies or damaged stores, and at the same time an entry must
be made in a claims register kept for this purpose. Where appropriate,
claims for shortages or damaged stores must be made promptly to the
supplier or an agent as applicable.

83. The stores issue voucher number will be recorded against the
entry in the claims register, and the folio of the claims register will be
noted on the stores issue voucher.

84. The stores issue voucher number will be recorded and damages
considered to be due to fraud, negligence or other irregularity must be
reported in the manner described in Section IX of Stores Regulations.

85. No claim will be considered settled until either the value has
been recovered in full or the authority of the Financial Secretary has
been received to waive the claim.

86. The settlement of each claim must be recorded in the claims
register; in the case of a recovery the receipt number and date should be
quoted and in all other cases a reference should be given to the Financial
Secretary’s authority to waive the claim.

RETURN OF PACKAGES

87. The arrangements under which stores are purchased sometimes
provide for the return of re-usable containers against a credit to the
purchaser, i.e., the Government. In such cases it is important to ensure
that the containers are properly accounted for and, unless they can more
economically be used for Government’s purposes, that they are returned
promptly with a claim for credit where appropriate.

88. Whendeciding whetherornot to return containers for credit, the
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PART YV
LOOSE LEAF SHEETS AND CARDS

90. The prior authority of the Accountant General must be obtained
before introducing stores ledgers in the form of loose sheets or cards,
and the Accountant General before giving his approval must satisfy
himself that the proposed system provides the safeguards and controls
set out below.

91. The name of the Ministry or Department must be shownoneach
loose leaf sheet or card, and each Ministry or Department will have its
own series of numbering, the serial numbers being printed on each sheet
or card.

92. Where loose leaf sheets or cards are used as stores accounting
records, the Accounting Officer will appoint a controlling officer who
must be a senior officer, who does not himself have occasion to use the
sheets or cards as accountable documents, who will be responsible for
the custody, issue and control of the loose leaf sheets or cards.

93. When stocks of loose leaf sheets or cards are received the
controlling officer will be responsible for ensuring that the sequence is
complete and unbroken, and he will enterthem individually in a register
kept for this purpose to provide the following information:

(a) the date of receipt of the loose leaf sheets or cards;
(b) the requisition or order number and date;
(c) theserial number of eachindividual loose leaf shect or card;

(d) the folio or other reference to the purpose for which the
sheet or card has been issued;

(e) the date issued;
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when requlred and the storekeeper or store accountant must explam the
precise details of the purpose for which they are needed. Onissuing a
sheet or card the controlling officer must write the heading, balance,
etc., and date and sign it at the time he makes the necessary entries in his
register.

96. All “dead” or “spoiled” sheets or cards will be returned to the
controlling officer who will make an entry to this effect against the
relevant serial numberin his register after which he will retain the sheets
or cards for audit purposes.

97. The stocks of unused loose leaf sheets or cards and “dead” and
“spoiled” forms held by the controlling officer will be kept under lock
and key when not in action.

PART VI
ACCOUNTING PROCEDURE FOR ALLOCATED STORES

OTHER SECTIONS OF STORES RULES TO APPLY

98. The general procedure, safeguards, controls, documentation,
stock verifications, etc., set out in the various sections of Stores
Regulations apply to both allocated and unallocated stores.

APPLICATION OF THIS SECTION

99. The Stores Regulations in this section apply to those Ministries
and Departments which maintain recognised stocks of allocated stores,
and they do not apply to issues of expendable stores subject to control
by the rate of consumption (Stores Regulation 29), orto small quantities

Fln“r v'ﬂuo ovr\nnr‘ohlo atnrac rannivad and talram Smtn Sammaadinta svnna
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PONKIRI ITY OF ACCOTINTING OFFICERS

101. Accounting Officers are responsible for the safe custody and
protection of the allocated stores under their control, and for the strict
compliance with all Stores Regulations relating to allocated stores
accounting and storekeeping. They are responsible that proper stores
records are kept and that there are adequate and effective checks,
verifications and other safeguards against errors, omissions, irregular
entries, the suppression of receipt vouchers, the insertion of fictitious
issue vouchers, the alteration of quantities or the addition of unauthor-
ised items on issue vouchers, and the removal of stores without an
appropriate authority.

CONTROL BY DIVISION OF DUTIES

102. Wherever possible the control of allocated stores should be
established in part by a clearly defined division of duties whereby the
preparation of stores vouchers and the keeping of the stores records are
performed by an officer other than the storekeeper, who should not have
access to the stores records. Where for staffing reasons a division of
duties is not possible the Accounting Officer must arrange more
frequent and more detailed internal checks of the records and stock
verifications than normal.

103. Nopersons should be permitted to enter a stores building except
in the presence of the storekeeper, and no stores should be removed
from the store without the knowledge of the storekeeper and the
presentation of a properly completed and authorised storesissue voucher.

ALLOCATED STORES LEDGERS

104. Allocated stores ledgers must be maintained in such a manner
as to show —

~l thn Aannwlatinea AL tha cthawan A namanata FAlin Ar arnsin ~f
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folios should be kept for each item of stores;
(b) the bin or other location reference;
(c) where applicable the unit of quantity;
(d) the quantity of each item of stores received,
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have been posted;

(g) areference to the serial numbers of the vouchers supporting
the receipt of issue of stores;

(h) where necessary the issue price.
INDEXING OF ALLOCATED STORES LEDGERS

105. Bound allocated stores ledgers should be indexed under each
denomination of stores and the index should be amended whenever the
totals and balances on one folio are carried forward to another folio. A
reference should be made at the foot of the completed folio to the new
folio and similarly a reference to the completed folio at the head of the
new folio.

LOOSE LEAF ALLOCATED STORES RECORDS

106. Where allocated stores ledgers are in the form of loose leaf cards
or sheets the procedure and control in Part V of Stores Regulations must
be complied with.

RULES FOR OPENING NEW ALLOCATED STORES RECORDS

107. New allocated stores records may only be opened when the
existing records are fully completed, and the Accounting Officer is
responsible forensuring that new records are not opened unnecessarily.

108. Where for any reason it is considered necessary to introduce
new allocated stores records with the opening balances based on the
physical stocks on hand and not on the closing balances in the previous
records, the full circumstances involved must be reported to the Financial
Secretary whose prior authority must be received before the new records
are taken into use.

109. When new allocated stores records are opened care must be

alphabetical arrangément.
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111. All entries in allocated stores ledgers must be made in ink or
ball-point pen on the day of their occurrence, the number of the receipt,
issue or conversion voucher being recorded against the entry in the
ledger. The prefix C.V. should be used when posting a conversion
voucher.

112. The balance of each item of stores must be entered whenever a
receipt or issue is made.

113. The unit of quantity must be recorded on the ledger folio and
articles must always be taken on charge and issued in the unit of
quantity.

114. The bin number or other location reference should be entered in
the allocated stores ledger.

115. In the case of stores sold to the public, the issue price must be
recorded on the allocated stores ledger folio together with the amount
received for each item of stores sold and a reference to the receipt
number and date.

ALLOCATED STORES LEDGERS TO BE RULED OFF AND BAL-
ANCED AT THE END OF THE FINANCIAL YEAR

116. Allocatedstoresledgers must be ruled off, totalled and balanced
at the end of each financial year and the balances carried forward to the
new financial year.

CORRECTION OF ERRORS IN ALLOCATED STORES LEDGERS

117. An erroneous entry in an allocated stores ledger must be
corrected by an adjusting entry made immediately after the most recent
transaction in the ledger, and a reference must be made to the ledger
folio and date on which the original error occurred. A reference must
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which the adjustment was made. Figures in allocated stores ledgers
must not be altered or erased.
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Stores Regulations 117 above.

THE RECEIPT OF ALLOCATED STORES

119. The general procedure to be followed on the receipt of both
allocated and unallocated stores is to be found in PART IV of Stores
Regulations and the method of documentation is set out in Stores
Regulations 33 to 48 and 62 to 66.

THE ISSUE OF ALLOCATED STORES

120. All issues of allocated stores must be supported by serially
numbered stores issue vouchers made out in triplicate and signed by a
duly authorised officer (see Stores Regulations 51 to 53).

121. The general procedure tobe followed forissues of both allocated
and unallocated stores and the method of documentation are described
in Stores Regulations 49 to 66.

STORES IN USE
122. Registers must be kept to record the distribution of all stores in
use showing —
(a) the date the stores were issued;
(b) the details and quantities of the stores issued,
(c) to whom they were issued;
(d) the purpose for which they were issued;
(e) the signature of the persons to whom the stores were issued,;
(f) the date of return to store.

These registers must be checked at least once a month to
ascertain that stores innse are pronerly acconnted for and retumed when

no longer required.

BIN CARDS TO BE KEPT
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receipt or issue voucher should be recorded agamst the entry on the bin
card.

124. StoresRegulations 123 may be relaxed in the case of stores held
in small quantities where the allocated stores records are kept in the
store building itself.

125. The officer-in-charge of the store must compare the balances on
the bin cards with the stores ledger balances at least twice a year and
investigate any discrepancies.

PART VII
ACCOUNTING PROCEDURE FOR UNALLOCATED STORES

OTHER SECTIONS OF STORES RULES TO APPLY

126. The general procedures, safeguards, controls, documentation,
stock verification, etc., set outin the various Parts of Stores Regulations
apply to both unallocated and allocated stores, and this Part is intended
to describe the special unallocated stores accounting and storekeeping
requirements and any necessary variations from the general procedures.

DEFINITION OF UNALLOCATED STORES

127. Unallocated stores are stores the cost of which is charged to a
general subhead of supply expenditure and which cannot be charged to
a specific work or service until they are issued for that purpose.

TO BE ACCOUNTED FOR BY BOTH QUANTITIES AND VALUES

128. Unallocated stores must, therefore, be accounted for by both
quantities and values thus necessitating the keeping of costing records
to determine the accurate unit cost of each item of stores. All receipt,
issue and conversion vouchers for unallocated stores must record the

T T L T
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accounting and storekeeping. He is responsible for ensuring that prope
stores accounts are kept and reconciled frequently with the financial
accounts, and that there are adequate and effective checks, stock
verifications and other safeguards againstirregularentriesinthe records,
the suppression of receipt vouchers, the insertion of fictitious issue
vouchers, the alteration of quantities or the addition of unauthorised
items onissue vouchers, and the removal of stores without an appropri-
ate authority.

CONTROL BY DIVISION OF DUTIES

130. The Accounting Officer must also ensure that the control of
unallocated stores is established in part by a clearly defined division of
duties whereby the preparation of stores vouchers and the keeping of the
store accounts are performed by an officer, normally the store account-
ant, other than the storekeeper. The storekeeper should not have access
to the stores accounts, and similarly no person should be permitted to
enter a stores building except in the presence of the storekeeper, and no
stores should be removed from the store without the knowledge of the
storekeeper and the presentation of a properly completed and authorised
stores issue voucher.

THE AUTHORISED STANDARD STOCK NOT TO BE EXCEEDED

131. An Accounting Officer responsible for maintaining an
unallocated store must ensure that the total value of the stocks of
unallocated stores on hand at any time does not exceed the approved
standard stock financial limit authorised by the House of Assembly.

ACCOUNTING FOR RECEIPTS AND ISSUES OF UNALLOCATED
STORES

132. The cost of unallocated stores for accounting purposes will be
the total cost of each article or unit of quantity, i.e., invoice price, freight,

charges on the stores purchased, and these costs must be debited to the
unallocated stores subhead of expenditure.
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to stores values must not be made to cover indefinite general stores
expenses. Unless the costings are made on a completely accurate basis
the necessary reconciliations of the unallocated stores accounts with the
financial records cannot possibly be achieved.

134. When unallocated stores are issued for a particular work or
service their cost must be debited to the appropriate subhead of
expenditure for that work or service and the unallocated stores subhead
credited with a like amount.

UNALLOCATED STORES LEDGERS

135. Unallocated stores ledgers must be maintainedin such amanner
as to show —

(a) the description of the stores. A separate folio or group of
folios should be kept for each item of stores;

(b) the bin or other location reference;

(c) where applicable the unit of quantity;

(d) the cost of each article or unit of quantity;

(e) the quantity and value of each item of stores received;
(f) the quantity and value of each item of stores issued;

(g) the balance and total value of each item in stock after
receipts and issues have been posted;

(h) areference to the serial numbers of the vouchers supporting
the receipt or issue of stores.

INDEXING OF UNALLOCATED STORES LEDGERS

136. Boundunallocated stores ledgers should be indexed under each
denomination of stores and the index should be amended whenever the
totals and halance on one folio are carried forward to another folio. A
reference should also be made at the foot of the completed foho to the

LOOSE LEAF UNALLOCATED STORES LEDGERS
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Stores Regulatlons must be comphed with.

RULES FOR OPENING NEW UNALLOCATED STORES LEDGERS

138. New unallocated stores ledgers may only be opened when the
existing ledgers are fully completed, and the Accounting Officer is
responsible for ensuring that new ledgers are not opened unnecessarily.

139. Where for any reason it is considered necessary to introduce
new unallocated stores ledgers with the opening balances based on the
physical stocks on hand and not on the closing balances in the previous
ledgers, the full circumstances involved must be reported to the Finan-
cial Secretary whose prior authority must be obtained before the new
ledgers are taken into use.

140. When a new unallocated stores ledger is opened care must be
taken to rectify any errors in the classification of stores or in the
alphabetical arrangement. The folio numbers in the old ledger must be
recorded on the new ledger folios and a reference to the new ledger
folios must be shown on the old ledger folios.

POSTING OF UNALLOCATED STORES LEDGERS

141. All entries in the unallocated stores ledger must be made in ink
or ball-point pen on the day of their occurrence and the number of the

receipt orissue voucher must be recorded agamst the entry in the ledger
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AN CED AT THE END OF THE FINANCIAL YEAR

143. Unallocated stores ledgers must be ruled off, totalled and
balanced in quantities and values as at the end of each financial yearand
the balances carried forward to the new financial year.

CORRECTION OF ERRORS IN UNALLOCATED STORES LEDGERS

144. An erroneous entry in an unallocated stores ledger must be
corrected by an adjusting entry made immediately after the most recent
transaction in the ledger, and a reference must be made to the ledger
folio and date on which the original error occurred. A reference must
also be recorded against the erroneous entry quoting the folio and date
on which the adjustment was made. Figures in unallocated stores
ledgers must not be altered or erased.

145. Adjustmentsin the unallocated storesledgers must be signed by
the stores accountant who will be held responsible for any loss or
deficiency resulting from any failure to comply with Stores Regulations
144 above.

THE RECEIPT OF UNALLOCATED STORES

146. The general procedure to be followed on the receipt of both
unallocated and allocated stores is to be found in PART IV of Stores
Regulations.

SPECIAL ACCOUNTING FOR BULK SUPPLIES

147 The recelpt of bulk supphes such as cement must be checked

P . . . e |

each consignm ment must be accmmted for entuelv senaratelv After
sweepings and broken bags have been taken into account, any quantity
short received will be dealt with in accordance with Stores Regulations

sued the store
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Total quantity invoiced.........ccoccverrrrenrrennnen.
Less quantity received.........ccocvvvreviinevennnne,
Deficit Or Surplus.........ccceeveveerevnvneereveneninns
Total quantity received.........cccevererererrvenennns
Less total quantity issued..........ccceeerenenene.

Deficit or surplus on issues.............cco.cevuen..
Total deficit or surplus........ccc.ccoevrveveerennnes
Recoveries from claims
(Claims Register folio................. )
Net deficit or surplus
Value of net deficit or surplus

No...ooetreennen dated........oovrveerennnnn. 19....and onstores ledger folio..........
Signed.......ccovevennnieninnnnn.

Store Accountant
Dated.....cccoeoveiniinicerienennn.

The above statement of account must he attached to the invoice which
serves the purpose of the recelpt voucher for the cons1gnment concemed

authority for any quantity to be written-off the store account ‘\'xn"hp
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held respon31b1 e for y deficit on any consignment of bulk supplies
received.
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REUEIFT VUILIUARRS

148. The procedure for the preparation and processing of stores
receipt vouchers for both unallocated and allocated stores is set out in
detail in Stores Regulations 33 to 48. In addition the receipt vouchers
for unallocated stores must record the details of the values of the articles
shown thereon.

STORES RECEIVED BOOKS

149. On the receipt of unallocated stores the store accountant must
enter all the items received in a stores received book in detail quoting
the date of receipt and the serial number of the indent, local purchase
order or other form of receipt voucher. Full details of the cost of the
items, i.e., invoice price, freight, insurance, inspection fees, local
transportation, handling and other charges must be entered on the stores
received books as the various bills and charges are received. The stores
ledger folio where the stores have been taken on unallocated stores

ledger charge must be quoted against each item of stores in the stores
received book.

150. The costs and charges taken into account in the stores received
book must be reconciled monthly by the store accountant with the
expenditure shownin the Vote Book under the subhead forunallocated
stores.

STORES RECEIVED MUST BE BROUGHT INTO ACCOUNT

151. Innocircumstances shall stores purchased from an unallocated
stores subhead of expenditure be issued for use without first being
entered inthe stores received book and without being taken onunallocated
stores ledger charge.

152. The cost of each group of unallocated stores received will be
ralanlatadtnlinaintn annmnntthalngenicn nelon and thavarinna fana and
chargesreferredtoin Stores Regulation 132, and the cost will be entered
inthe stores received book against the individualitems of stores. Where
composit charges are raised covering more than one group of stores

i i i overal sincluded in the
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ISNiIF PRICTE

153. The issue price per unit will be arrived at by dividing the total
cost of an item of stores by the number of units of quantity and will be
fixed at the nearest whole cent. This will form the issue price of all such
stores until further purchases are made. The issue price must be clearly
shown on each folio of the unallocated stores ledger for that item of
stores.

REVISION OF ISSUE PRICE

154. Unless the total cost remains constant, the issue price per unit
must be revised whenever purchases are made to replenish any particu-
lar item of stores. The revised issue price will be obtained on an
averaging basis by adding the total cost of the new stock to the total value
of the existing stock of that item of stores, and by dividing the sum total
by the total number of units in the new and old stocks. The revisedissue
price will be fixed to the nearest whole cent.

PRICE ADJUSTMENT ACCOUNT

155. When on calculating an issue price the total cost is not divisible
by the number of units to an exact cent, the resultant amount over or
under the cost price will be accounted for in a stores price adjustment
account, the balance of which may be used to adjust the issue price of
any other item of stores where exact divisibility is not possible. The
balance on the stores price adjustment account must be kept to a
minimum and must be taken into account in the tabular summary of
unallocated stores.

ISSUES BEFORE THE ISSUE PRICE IS KNOWN

156. On the receipt of unallocated stores which are required to be
issued before the cost is known, the quantity received must be entered
in the ledger and issue vouchers prepared in the usual manner for any
quantities issued, the words “price to follow” being inserted in the value

mrlitmne Af b cimcnbiae nm A dls 2nnie cmtm e A el el Y T

of the stores ledger. When the necessary information regarding the cost
of the stores isreceived, the entry in the stores ledger must be completed
and aform must be sent to the receiving officernotifying him of the issue

. Are is form should be shown against the entry inthe
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157. No issues of unallocated stores will be made except on the
authority of a requisition signed by an officer authorised to do so under
Stores Regulation 52. Having satisfied himself that the requisition is in
order and that the stores are in stock, the store accountant will prepare
a stores issue voucher in triplicate and sign it as issuing officer. The
issue voucher book will then be passed to the storekeeper who will post
the issue entries to the relevant bin cards quoting the issue voucher serial
number, and will issue the stores required obtaining the signature of the
recipient on the triplicate book copy of the issue voucher. The original
and duplicate copies of the stores issue voucher should be forwarded
with the stores to the requisitioning officer who will check the stores and
sign the issue voucher as receiving officer, and the officer controlling
the vote should endorse it “Certified entered in the Vote Book”. The
original copy of the stores issue voucher duly receipted and endorsed
should then be returned to the store accountant who should check it with
the triplicate book copy, attach the requisition and file it inissue voucher
serial number order in support of the unallocated stores ledger entries
and the monthly summary of issues (see Stores Regulation 160). The
requisitioning officer should retain the duplicate copy of the stores issue
voucher as the supporting stores receipt voucher for his records.

158. The store accountant will post all issues to hisunallocated stores
ledger daily and will prepare monthly the summary of issues from the
triplicate book copy of the issue vouchers, which must be compared
with the original copies on their return from the requisitioning officer
and all necessary ledger reference must be recorded on the original
copy.

159. Any discrepancies between stores received and those shown on
the stores issue voucher will be dealt with as laid down in Stores
Regulation 160.

MONTHLY SUMMARIES OF ISSUES

160U, All issue vouchers 10r unaiiocated Siores musi be eniercd on
which will show the issue voucher numbers and the cost of the stores
chargeable underthe various subheads and other accounts. Initially, the
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copies of the vouchers after wh1ch they wﬂl be s1gned by the Account-
ing Officer responsible who must satisfy himself that the allocations of
the charges are correct. The original copies of the summaries should be
submitted to the Accountant General and the duplicate copies should be
retained in the Ministry or Department responsible for the unallocated
stores concerned (see Regulation 157). The summaries submitted to the

Accountant General need not be accompanied by the issue vouchers.

161. Upon the receipt of the monthly summaries of issues the
Accountant General will effect the necessary adjusting entries in his
accounts, debiting the various subheads and other accounts as shownin
the summaries and crediting the unallocated stores subhead of expendi-
ture.

162. Separate summaries in a similar form should be prepared and
submitted to the Accountant General in respect of unallocated stores
converted or returned to stock and for the various stores adjustments.
These summaries should show the subheads and other accounts to be
debited and credited and the amounts to be debited or credited to the
unallocated stores subhead of expenditure. The Accountant General
will arrange for the necessary entries to be made in his accounts.

163. Issues of unallocated stores against repayment should be en-
tered on separate monthly summaries of issues on which will be
recorded against each issue voucher, the proceeds obtained and the
receipt numbers in support of the payments received. The receipt
numbers must also be recorded on the original copies of the issue
vouchers. These summaries are included in the Treasury accounts for
audit and control purposes and no further action is required to be taken
by the Accountant General as this has already been completed in
accounting for the receipts and the Revenue Forms A. The procedure
for pricing stores issued against repayment and for accounting for the
proceeds are to be found at Stores Regulations 259.

STOCK YALUATION LISTS

164. As soon as possible after the end of each financial year stock
valuation lists must be prepared showing the numerical and financial
balances extracted from the unallocated stores ledgers. After bemg

ion licte will he «i d )
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any the Accountlng Ofﬁce must report immediately to the
Financial Secretary explaining the reasons for the excess, and giving a
forecast of future increase in the standard stock limit. If the excess is
not authorised it will be treated in the accounts in the same manner as
unauthorised expenditure.

THE TABULAR SUMMARY

166. As soon as possible after the close of the year’s accounts a
tabular summary in respect of each unallocated store will be prepared
and signed by the Accounting Officer and submitted to the Director of
Audit.

167. The tabular summaries will be prepared in the following form:

1.  Stock onhand at the commencement of - As shown in the tabular
the financial year. of summary of the pre-
vious year as "Stock in

hand at the close of the

yeaIll .

2.  ADD. Purchases, returns and charges - The amount appearing in
as charged to the expenditure subhead the Treasury account.
for unallocated stores.

3. DEDUCT. Issues to votes and accounts - The amount appearing in
as credited to the expenditure subhead the Treasury accounts.
for unallocated stores.

4. DEDUCT. Proceeds of sales of un- - The amount appearing in
allocated stores as credited to the the Treasury accounts.
revenue subhead for the sale of un-
allocated stores (excluding on-cost for
storage, customs, etc.)

5.  Adjustments for stores not paid for in - ADD. Stores received

U SU T . Ty | Arrluan tha wrnne hait enid

for in prcvious Or subse-

DEDUC’I‘ Stores paid
forinthe yearbut received

1YI T\T‘P\H(\“E or Q"h(Pﬂ‘an"
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s for stores soid hbui not

ADD. Surplus stores taken on charge.

ADN. Rroree icened in
previous years butnot paid
for at the end of the previ
ous year.

DEDUCT. Stores issued
but not paid for at the end
of the current year.

departmental accounting
figure.

8. DEDUCT. (a) Losses and deficiencies The amount appearing in
written off and charged the Treasury accounts.
to the Losses subhead of
expenditure.

(b) Lossesnot yet charged The amount in the depart-
to expenditure. mental records.

9.  ADD or DEDUCT the balance on the The amount in the depart-

price Adjustment Account. mental accounts.
10.  Stock in hand at the close of the The stock in hand must
finanial year. agree with the total of the
stock valuation lists.
NOTES

(a) Items 5, 6, 7 and 8 must be supported by statements listing
the transactions taken into account in the tabular summary,
and in the case of item 8 the references to the authorities
given for the writing-off of the stores must be quoted.

(b) Any variations between the figures atitems 2, 3,4 and 8 (a)
and the figures in the Treasury accounts and the figure at 10
and the totals of the stock valuation list, must be accounted
for on reconciliation statements signed by the Accounting
Officer and attached to the tabular summary.

LOSSES AND DEFICIENCIES OF UNALLOCATED STORES

168 Losses and deficiencies of unallocated stores will be dealt with

Regulatlons In all cases of losses or deﬁ01enc1es of una]located stores
the subhead of expenditure for unallocated stores must be credited, the
debit side of the transaction being the receipt of cash if the loss of

defici de oond

t‘hm-(rn to the lnscee enhhead of pvnm-wh -




Finance and Audit Chap. 63:01

107

Financial (Stores) Regulations

ASTATTATTIAL Y TAD TTAITTONT ST DO O

~
AULUUUNLINUOPUR UINUDEL 5D 1TURD

169. Unused stores which are returned to an unallocated store must
be taken on charge with the general stock at the current issue price
irrespective of the price at which they were originally issued. The work
or service from which the stores have been returned will be credited and
the unallocated stores subhead with the value of the stores at the current
issue price.

ACCOUNTING FOR PART-WORN STORES RETURNED

170. Part-worn stores returned to an unallocated store must not be
taken on charge with the ordinary stock but should be keptina “retumed
store” and entered in an allocated stores ledger. Stores thus returned
should be inspected by an officer appointed by the Accounting Officer
who will decide whether they should be retained in the “returned store™
or be transferred to the unallocated store; in the latter event they should
be assigned a value, the work or service to which they were issued being
credited and the unallocated stores subhead being debited with the
assessed value.

BIN CARDS TO BE KEPT

171. Bin cards must be kept by the storekeeper of each unallocated
store for the purpose of recording receipts, issues and the balances on
hand by quantities of each item of stores. The bin cards should be
entered and balanced at the time of each receipt of issue of stores and
the serial number of the receipt or issue voucher should be recorded
against the entry on the bin card.

172. The officer-in-charge of the unallocated store must compare the
balances on the bin cards with the stores ledger balances at least once
every six months and must investigate any discrepancies.

PHYSICAL CHECKS BY STOREKEEPER

173. The storckeeper must carry out systematic physical checks of

stmres mm .1 ..,_,._._..; al . 1.__._ _,.,._ ~ ,.,“.,.,.:3._? tha cchala atnen ot Tanat

twice a year, and should report atoncein writing to his senior officerany
surpluses, shortages, or deteriorated, damaged, unserviceable or obso-
lete stores, or when the stock of any article needs to be replenished. The

)¢ that these physical

[Subsidiary]

T RO 1/]1907



108

Chap. 63:01 Finance and Audit

[Subsidiary]

Financial (Stores) Regulations

PADT

'\/'T‘l'

STOCK VERIFICATION

RESPONSIBILITIES OF ACCOUNTING OFFICERS

174. Accounting Officers must satisfy themselves by internal stores
inspections within their Ministries and Departments of the accuracy of
the stores records and documentations of the physical existence of the
stocks showing the stores ledgers balances, inventories, etc.

INDEPENDENT STOCK VERIFICATION

175. In addition to the stores inspections arranged by Accounting
Officers, the stock holdings of all public stores must be verified at least
once a year either by continuous stock taking by a stock verifier or by
Boards of Survey appointed by the Financial Secretary.

DUTIES AND RESPONSIBILITIES OF STOCK VERIFIERS

176. It is the government policy for independent continuous stock
checks to be carried out in detail wherever possible by a stock verifier
on the staff of the Ministry of Finance.

177. The stock verifieris employed for the specific purpose of stock
verification and he must not be diverted to other duties even temporarily
to cover shortages of staff or abnormal pressure of work.

178. The duties and responsibilities of the stock verifier will in-
clude —

(a) adetailed comparison of stores ledger balances and bin card
balances with the physical stocks on hand;

(b) the initial investigations into the reasons for any discrepan-
cies;

(c) an assessment of the state of the stores accommodation,

ctnraae fanilitiac coamiriter nracantinne and tha cafaonarde

agamst loss, fraud, fire, and other irregularities;

(d) an assessment of the state of the stocks on hand paying
partlcular attention to losses waste over-stockmg, deteno—
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tices are applied efficiently and whether the stores are well
arranged and there is ease of access;

(f) checkingtheeffectiveness of the checks and controls against
irregular issues of stores;

(g) ascertaining that proper economy is exercised in the order-
ing and transportation of purchases of stores;

(h) performing the duties and responsibilities of a Board of
Condemnation if required (see Stores Regulation 205);

(i) witnessing the disposal of unserviceable stores (see Stores
Regulation 219);

(j) checking of inventory holdings;

(k) such other duties as the Financial Secretary may direct.
THE STOCK VERIFIER’S REPORTS

179. The stock verifier will report in writing to the Financial Secre-
tary any unexplained stocks discrepancies and any defects or deficien-
cies in the stores accounting and storekeeping systems, procedures,
accommodation, facilities and safeguards which have come to his
notice in the performance of his duties and responsibilities. He will
reportallunserviceable, obsolete or slow moving stores and all instances
of loss, deterioration, waste, over-stocking, etc., and any failure to
exercise proper economy in replenishing stocks. The stock verifier
should draw attentionin his report to any instances where unserviceability
or obsolescence appear to result from misuse, abnormal damage,
avoidable deterioration, negligence or failure to comply with Stores or
other Regulations or instructions.

180. The Financial Secretary should draw the attention of the Ac-

connting Officer concemed to any mattercin the stock verifier’s reports

which he considers necessary or desirable.

[Subsidiary]
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182. A Board of Survey will consist of not less than two officers and
the Financial Secretary will notify the officers in writing of their
appointments as Chairman and members of Boards of Survey sending
copies of the letters of appointment to the Accounting Officer respon-
sible for the stores to be surveyed.

183. No officer of the Ministry or Department in which the survey is
to be carried out should be appointed as Chairman or member of the
Board of Survey. /

184. The Chairman should arrange with the other members of the
Board the place and time of assembly.

OFFICERS OF THE AUDIT DEPARTMENT NOT TO SERVEONBOARDS
OF SURVEY

185. Officers of the Audit Department may not be appointed as
Chairman or member of Boards of Survey.

OFFICERS APPOINTED TO BOARDS OF SURVEY BUT UNABLE TO
SERVE

186. Officers appointed to constitute a Board of Survey must report
immediately to the appointing officer if they are unable to serve on the
Board, stating the reasons for their inability to do so.

THE STOREKEEPER TO BE AVAILABLE

187. The storekeeper must be available at all times during the survey.

METHOD OF CONDUCTING BOARDS OF SURVEY

102 TTnlaca ntharmidica inctemintad in fl-\n lattar nf onr\r“nfmnnf the
AU W/ LLAWID Wkiiwad AW AMAIJMVLWMWLRWLSE ALA BN AWRLWA WA l.lr AAAAAAAAAAA

Board must check in detail the physwal quanmles of all stores on hand
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represent ledger balances agamst which there are no phys1ca1 stocks,
and the Board must ask for these stores to be produced, if they cannot
be traced they must be recorded in the Board of Survey report as
deficiencies.

i 5, ——-urv

UNSERVICEABLE OR OBSOLETE STORES TO BE REPORTED

189. Stores which appear to be unserviceable or obsolete should be
entered on the prescribed form together with recommendations for their
disposal. The value at which these stores stand on charge should be
quoted on the form.

190. Itis the duty of the Board to draw attention in its report to any
instances where unserviceability or obsolescence appear to result from
misuse, abnormal damage, avoidable deterioration through neglect of
regulations regarding suitable storage facilities, failures to issue stores
in proper rotation, over-stocking, incorrect ordering, etc.

ADJUSTMENT VOUCHERS TO BE PREPARED

191. The Chairmanofthe Board should cause stores receipt vouchers
to be prepared for all surplus stocks found and stores issue vouchers for
all deficiencies. He will signthe vouchers andinitial the relevant entries
in the stores ledgers.

REPORTS OF BOARDS OF SURVEY

192. Immediately after the completion of the survey the Chairman
should submit his report together with the prescribed forms in quadru-
plicate signed by himself and each member to the Accounting Officer
responsible who, after causing full enquiry to be made into any
surpluses or deficiencies and into any other matters to which reference
is made in the report, will forward all four copies to the Financial
Secretary together with his explanations and recommendations.

193. The Board of Survey report should contain the following:

[Subsidiary]
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arrangements and of the precautions against fire and dete-
rioration;

(c) any difficulties experienced by the Board in carrying outits
duties;

(d) a list of unexplained surpluses and deficiencies together
with any comments or remarks the Board may consider
necessary;

(e) lists of stores which appear to be unserviceable or obsolete
together with recommendations for their disposal (see Store
Regulation 189 above);

(f) acertificate that the procedure laid down in Stores Regula-
tions 181 to 193 have been fully carried out.

FINANCIAL SECRETARY’S AUTHORITY AND INSTRUCTIONS

194. When the necessary decisions have been reached by the Finan-
cial Secretary, after obtaining the recommendations of the Director of
Audit and the Accountant General, and recorded on all copies of the
Board of Survey report, acopy will be sent to the Accounting Officer for
actionon the Financial Secretary’s authorities and instructions recorded
thereon. A copy of the report will be sent to the Director of Audit and
to the Accountant General.

DISPOSAL BY DESTRUCTION OF CONDEMNED STORES

195. If the Financial Secretary authorises the condemnation and
disposal by destruction of any unserviceable or obsolete stores reported
by the Board of Survey, a member of the Board nominated by the
Chairman will be responsible for witnessing the disposal by destruction
or such other method as the Financial Secretary may direct. For the
nracednre for the destmetion of stores and other mavable property (see

Stores Regulations 219 to 222).
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197. The stores verification procedures in this PART of Stores
Regulations will be applicable also to all other movable property such
as vehicles, plant, equipment, etc,

PARTIX
CONDEMNATION AND DISPOSAL OF STORES

UNSERVICEABLE OR OBSOLETE STORES

198. Stores which have been used and afterwards returned to store
should be kept apart from the general stock and should be entered
separately in the stores ledger. Such stores should be described on the
stores receipt and issue vouchers as “part-worn” and a reference to that
effect should be made against the entry in the stores ledger.

199. From time to time as a result of routine checks by the store-
keeper or periodical inspections by the stock verifier or Boards of
Survey, stores will be reported as potentially unserviceable or obsolete
and appropriate authority will be required for them to be written off
ledger charge and to be disposed of by an approved method.

AUTHORITY OF ACCOUNTING OFFICERS TO WRITE-OFF

200. Small quantities of low value items of unexpendable stores
which normally have a short life due to fair wear and tear and which
require regular replacement (e.g., glassware, cooking utensils, china,
small tools, small medical instruments, brushes and other similar
articles) may be written off ledger charge and destroyed or otherwise
disposed of under the authority of the Head of Division or Accounting

Officer responsible for the stores concemed without a Board of Con-
demnation, provided —

(a) Heads of Divisions may write-off single items of stores
Cdlii 11Ul CACCCUILE 91UV 1ii VAiug, diiU 1ii aggICgdic 1iui

PN P -
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(b) Accounting Officers may write-off single items of stores

aarch nnt ayre
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Heads of D1v1s1on must hst the 1tems concemed and signa certlﬁcate in
triplicate as follows:

“I hereby certify that I have personally inspected the above-

mentionedarticles at .........occoceeveccnneiinnneininnenne whichhave become
(location) _

unserviceable through fair wear and tear and that they have been

AISPOSEAOIDY ...cecveireiiicerieerieerreseersreetesee s ee st e eseeeseesreseene s ene st ssne

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

Accounting Officer.

Ministry/Department.................

One copy should be sent to the Director of Audit and one copy
attached to the stores issue voucher. The third copy should be retained
by the Accounting Officer or Head of Division.

FINANCIAL SECRETARY TO AUTHORISE WRITE-OFF AND DIS-
POSAL

202. Other than those specified in Stores Regulations 200 above, the
authority of the Financial Secretary is required for the writing-off ledger
charge and disposal of all unserviceable or obsolete stores recom-
mended by a Board of Condemnation for destruction or other method of
disposal.

APPLICATION FOR BOARDS OF CONDEMNATION

203. Where it is considered that articles of stores in manageable
quantltles have reached the end of their useful hfe orare unserv1ceable

detmled lists should be prepared in quadrplicate and Quhmmed by the
Accounting Officer, respons1b1e to the Financial Secretary together
with a request for a Board of Condemnation to be appomted to mspect
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reasons why it has become unserviceable or obsolete.

& O10ie oaind aach 1iem and aicn the date niiic receini and the

BOARDS OF CONDEMNATION

204. Boards of Condemnation will be appointed by the Financial
Secretary as required.

COMPOSITION OF BOARDS OF CONDEMNATION

205. A Board of Condemnation will consist of —
(a) the stock verifier; or

(b) notlessthantwo officers notified by the Financial Secretary
in writing, of their appointments as Chairman and members
of Boards of Condemnation.

206. The Accounting Officer concemed should be notified of the
composition of the Board of Condemnation and the names of the
officers appointed to serve on the Board.

207. No officer responsible for the accounting for or custody of the
stores for condemnation and, except where technical considerations
make it unavoidable, no officer of the Ministry or Department respon-
sible for the stores shall be appointed to serve on a Board convened to
recommend the condemnation of the stores.

208. Where the stock verifier constitutes the Board of Condemnation
he will arrange with the Accounting Officer concerned the place and
time of the inspection of the stores. In the case of other Boards of
Condemnation, the Chairman will arrange with the other member or
members and the Accounting Ofticer the place and time of assembly.

OFFICERS OF THE AUDIT DEPARTMENT NOTTO SERVEONBOARDS
OF CONDEMNATION

209, Officerg of the Aund

—~
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OFFICERS APPNIINTED

UNABLE TO ATTEND |
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210. Officers appointed to constitute a Board of Condemnation must
report immediately to the appointing officer if they are unable to serve
on the Board, stating the reasons for their inability to do so.

THE ACCOUNTING OFFICER OR HIS REPRESENTATIVE TO BE IN
ATTENDANCE

211. The Accounting Officer or his representative, who may be the
storekeeper or such qualified officer as may be necessary to give
technical information, must be present throughout the inspection by the
Board of Condemnation.

METHOD OF CONDUCTING BOARDS OF CONDEMNATION

212. The Board will inspect the stores for condemnation and check
them against the lists submitted by the Accounting Officer and will
verify the book value and date of receipt. The Board mustidentify each
item listed and must satisfy itself, if necessary with the assistance and
advice of a technical officer, that the stores are completely unservice-
able or obsolete and that the causes stated are reasonable having due
regard to the life of the stores.

REPORT OF THE BOARD OF CONDEMNATION

213. Immediately after the completion of the inspection the stock
verifier or the Chairman of the Board, as the case may be, should submit
his report in quadruplicate, signed by himself and each member, to the
Accounting Officer responsible for the stores, who should add any
comments he may wish to make and should then forward all four copies
of the report to the Financial Secretary.

214. If the Board 1s fully sat1sﬁed that the stores are completely
the stores and the method of destrucuon or dlsnosal

215, Inits report the Board of Condemnation should record a list of

,nonkTo nr
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instance where the condemnauon of the stores appears to have resulted
from misuse, abnormal damage, avoidable deterioration through ne-
glect of regulations regarding suitable storage facilities, failure toissue
stores in proper rotation, overstocking, incorrect ordering, etc.

FINANCIAL SECRETARY'S AUTHORITY FOR CONDEMNATION

217. Whenthe necessary decisions have been reached by the Finan-
cial Secretary after obtaining the recommendation of the Director of
Audit and the Accountant General, and he has recorded his authority on
all copies of the Board of Condemnation report, one copy will be sent
to the Accounting Officer for action on the Financial Secretary’s
authorities and instructions recorded thereon. A copy of the report will
be sent to the Director of Audit and to the Accountant General.

ADJUSTMENT OF THE STORES ACCOUNTS

218. The Accounting Officer is responsible for arranging for stores
issue vouchers to be prepared for the articles of stores authorised by the
Financial Secretary to be written-off ledger charge quoting a reference
to the authority received. The authority should also be quoted against
the relevant entries in the stores ledgers inventories, etc.

DISPOSAL OF CONDEMNED STORES

219. Accounting Officers are responsible for ensuring that stores
condemned and authorised to be written-off are destroyed or otherwise
disposed of in the manner directed by the Financial Secretary. The
Accounting Officer will appoint an officer or officers of his Ministry or
Department to carry out the destruction or disposal of the stores, which
must be witnessed by one of the following as appropriate, namely, the
stock verifierif he constituted the Board of Condemnation; or amember
of the Board of Condemnation to be appointed by the Chairman and

mntifiad ke himm $n tha A nnnnntine NERaar nnnnamad

220. The Accounting Officeris responsible for notifying the witness
of the place and time of the destruction or disposal. Inno circumstances

[Subsidiary]

T DN 1:170017



118

Chap. 63:01 Finance and Audit

[Subsidiary]

Financial (Stores) Regulations

221. The Accounting Officer will prepare lists in quadruplicate of the
stores destroyed or disposed of under the authority of the Financial
Secretary, and will append and sign a certificate to the following effect,
which must also be signed by the witness to the destruction or disposal:

“I hereby certify that the above articles of stores

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

have been disposed Of DY ........ccceveriririevenennenninnneneieee e in
(method of destruction or disposal)
accordance with the Financial Secretary’s Authority

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

(reference)

dated......cocvvevviirnnrennienns in the presence of the witness who has signed
below.”
Signed......c.oevvvrvennnnene. Signed.....cooeeeeeeiieeeeecee e,

(Witness) (Accounting Officer)
Name......oocovvevemrvereninnene Ministry or Department...................
Appointment.................... Date.....covivreerrirrririecnrereeniesseesseeseeenes
Date.....ccovcevericecricreenenns

222. One copy of the list of condemned stores and the disposal

certificate will be sent to the Ministry of Finance and one copy each to
the Director of Audit and the Acconntant General

223. Unserviceable stores, or stores which though serviceable are not
required by the Government, if sold, should be disposed of by public
rh 2 £
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224. The Financial Secretary may authorise the gift of serviceable
government stores or property not required for government purposes, to
institutions or organisations in Dominica established solely or princi-
pally foreducation, scientific, cultural or charitable purposes, where the
value of the stores does not exceed one thousand dollars. Gifts of such

stores exceeding one thousand dollars require the prior approval of the
Minister of Finance.

CONDEMNATION PROCEDURES TO APPLY ALSO TO ALL OTHER
MOVABLE PUBLIC PROPERTY

225. The above procedures for the condemnation and disposal of
stores are applicable also to all other unserviceable orobsolete movable
public property such as vehicles, plant, equipment, etc.

PART X
LOSSES OF PUBLIC STORES AND PROPERTY

LOSSES TO INCLUDE UNDUE DETERIORATION OR DAMAGE

226. In the context of stores Regulations losses of public stores and
property will include damage and deterioration which cannot be attrib-
uted to fair wear and tear.

POWERS TO WRITE-OFF LOSSES OF PUBLIC STORES OR OTHER
MOVABLE PROPERTY

227. The power to write-off losses of public stores or other movable
property belonging to the Government or provided for the public
service is vested in the Minister of Finance and the Financial Secretary
under regulation 160(3) of Financial Regulations (S.R.O. No. 37 of
1976). All cases of losses of public stores or other movable property

AAAAAA —-—

228. Onthediscovery of any loss the circumstances shall be reported
atonce to the responsible Accounting Officer who shall submit aninitial

th
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Fmanmal Secretary must be informed by telephone in the ﬁrst instance.

229. Itisnot within the discretion of any officer to withhold aninitial
report of any loss or damage notwithstanding that restitution may have
been made; nor may an initial loss report be deferred to enable investi-
gations to be pursued or restitution to be made.

230. The special procedure for reporting stores which have reached
the end of their useful life or are unserviceable due to fair wear and tear
or have become redundant through obsolescence is set out in PART IX
of Stores Regulations.

INVESTIGATIONS INTO LOSSES

231. The Accounting Officer will arrange for an immediate investi-
gationinto any loss and in cases where misappropriation, theft or fraud
is suspected, the matter should be reported immediately to the Police,
and it is not within the discretion of any officer to delay such a report.

FULL REPORT OF A LOSS

232. Afterinvestigating a loss the Accounting Officer will submit a
full report to the Financial Secretary in the following form with copies
to the Director of Audit and the Accountant General:

(a) the nature of the loss and the quantity and the book value of
the stores or other movable property involved;

(b) the place and date of the loss;
(c) the exact circumstances in which the loss arose;

(d) whether the loss was due to a fault in the accounting or
storekeeping systems;

(e) state whether misappropriation, fraud, negligence or other
irregularity was involved;

f1Y mamaadal.
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(ii) post(s) and grade(s)
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recommended;

(g) whether the loss was in any way attributable to any failure
to observe current accounting instructions or stores rules;

(h) the reasons why the internal checks and controls failed to
prevent the loss;

(i) state the measures taken or recommended to prevent a
recurrence of similar losses in future;

(j) whether the loss has been made good by the officer(s) or
other person(s) responsible;

(k) recommendations for disciplinary action against any
officer(s) held responsible (unless criminal proceedings
have been instituted or are contemplated);

(1) report by the Police, where applicable.
BOARD OF ENQUIRY

233. If the Financial Secretary considers it necessary or desirable he
may arrange for a Board of Enquiry to be appointed toinvestigate aloss
in accordance with the procedure set out in Financial Regulations.

AUTHORITY TOWRITE-OFFLOSSES OFPUBLIC STORES ANDOTHER
MOVABLE PROPERTY

234. Having studied the loss report and the outcome of any Police
investigation or the finding of any Board of Enquiry if appointed, and
after obtaining the recommendations of the Director of Audit and the
Accountant General, the Financial Secretary should decide whether to
approve the write-off of the loss, having due regard to the apportion-
ment of any blame and possible surcharge actionundersection 10 of the
Finance and Audit Act.

235. Copices of all authorities to write-off losses should be sent to the

ACCOUNTING FOR LOSSES OF PUBLIC STORES
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(i) the loss should be written-off unallocated stores
ledger charge quoting the authority for the write-
off;

(ii) anappropriate lossessubheadof expenditure should
be charged with the ledger value of the stores, after
obtaining voted provision if necessary;

(iii) theunallocated stores subhead ofexpenditure should
be credited with a like amount;

(b) losses of unallocated stores which are due to the neglect or
fault of an officer and that officer is held financially respon-
sible —

(i) the loss should be written-off unallocated stores
ledger charge quoting the authority for the write-
off;

(ii) a personal advance account in the name of the
officer held financially responsible should be
charged with the ledger value of the stores;

(iii) theunallocatedstores subhead of expenditure should
be credited with a like amount;

(iv) any remaining balance on the advance account
which cannot be recovered or otherwise made good
should be charged to expenditure after the authority
for write-off has been obtained.

237. Inthe case of losses of allocated stores the following accounting
action should be taken;

(a) accidental losses where no officer is held financially re-
sponsible —

11111

quoting the authority for the write-off;

(b) losses of allocated stores which are due to the neglect or
fault of an oiiicer and that oificeris heid financiaily respon-
sible —
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charged with the value of the stores;

(iii) anappropriate revenue subhead should be credited
with a like amount;

(iv) any remaining balance on the personal advance
account for the loss which cannot be recovered or
otherwise made good should be charged to ex-
penditure after the authority for the write-off has
been obtained.

238. Advance accounts for losses must be opened immediately and
the Accountant General does not require the authority of the Minister
of Finance to open the advance account.

METHOD OF ACCOUNTING FOR SURCHARGE

239. A surcharge for any loss or damage to stores or property cannot
be applied to make good or reduce the loss concerned. The surcharge
must be credited to revenue and the gross value of the loss written off
or otherwise made good.

SAFEGUARDS AGAINST FUTURE LOSSES

240. In considering cases of losses of stores and property due regard
must be paid to any defects in the stores accounting and storekeeping
systems and controls which may have facilitated any negligence or
irregularities involved, and the Ministry of Finance should take all
necessary action to strengthen the procedures, safeguards, checks and
controls to prevent a recurrence of losses of a similar nature in future.

PART XI
THE HANDING-QVER OF PURLIC STORES
AND OTHER MOVABLE PROPERTY

[Subsidiary]
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are investigated and reported to the Ministry of Finance with copies to
the Director of Audit and the Accountant General.

PROCEDURE FOR HANDING-OVER

242. Whenastorekeeper orother officer responsible for public stores
and/or other movable property is proceeding on leave, transfer, or will
be absent for any other reason, the handing-over of the stores and/or
other movable property must be carried out as follows:

(a) thestores and/or other movable property must be checkedin
detail by both the incoming and outgoing officers and
compared with the balances in the stores ledger or inven-
tory;

(b) the incoming officer must place his initials against each
balance in the stores ledger or inventory;

(c) if no discrepancies are found the outgoing officer and the
incoming officer will sign a handing-over certificate to that
effect on the form provided for this purpose;

(d) the incoming officer will send two copies of the signed
handing-over certificate to the Accounting Officer, one of
which he will forward to the Director of Audit together with
any comments he may consider necessary. One copy of the
handing-over form will be retained by the incoming officer
for his records.

PROCEDURE REGARDING SURPLUSES AND DEFICIENCIES

243. In the event of surpluses or deficiencies being found during a
hand-over the outgoing officer must sign an acknowledgment of the
fact. The incoming officer must report the full details of any discrepan-
cies to the Accounting Officer. who must obtain an explanation from the
outgoing officer and submit it with his recommendations to the Ministry

244, In no circumstances will an incoming officer refuse for any
reason to sign the handing-over certificate for public stores or o
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reported at the handmg over, and the mcommg ofﬁcer will be held
responsible for all deficiencies not reported but discovered subse-
quently.

PROCEDURE WHEN THE OUTGOING OFFICER IS UNABLETOHAND-
OVER

246. Iftheoutgoingofficeris tooill to attend the handing-over, orhas
been authorised to leave for any reason before handing-over to his
successor, the Accounting Officer responsible must apply to the Min-
istry of Finance for a Board of Survey to be appointed to survey the
stores and other movable property to be taken over.

247. The incoming officer must be present throughout the proceed-
ings of the Board of Survey and should place his initials against each
ledger or inventory balance agreed. On completion of its survey the
Board should give the incoming officer a signed handing-over cer-
tificate on behalf of the outgoing officer, and should forward copies to
the Accounting Officer and to the Director of Audit. The incoming
officer should then complete the handing-over procedure set out in
Stores Regulations 242 to 245 above, including the reporting of any
discrepancies.

PART XII
LOAN, HIRE AND SALE OF PLANT,
EQUIPMENT AND STORES
REGISTERS TO BE KEPT
248. Where applicable separate registers must be kept at each Min-
istry or Department for -

(a) the loan of plant, equipment and stores;

(b) the hiring out of plant, equipment and stores;

[Subsidiary]
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numbers of the issue and recelpt vouchers s1gned by the borrower in
support of the loan and the return of the plant, equipment or stores must
also be recorded in the register.

THE HIRE OF PLANT, EQUIPMENT AND STORES REGISTER

250. The hire register will record all hiring out of plant, equipment
and stores, the authority for the hiring, the dates and the period of the
hire, to whom hired, the rate of the hire charge, the amount payable, and
the receipt number and date in support of the payment of the hire
charges, which must be received before the hiring commences. A
reference to the signed hire agreement must also be entered in the
register.

SALE OF PLANT, EQUIPMENT AND STORES REGISTER

251. The sales register will record all sales of plant, equipment and
stores, the authority for the sale, to whom sold and the date, the amount
payable showing separately the gross cost and any departmental on-cost
and the receipt number and date in support of the receipt of the proceeds.
The number of the issue voucher removing the plant, equipment or
stores from ledger charge must also be entered in the register, and if the
sale is by auction or tender a reference to the file where the relevant
auction or tender documents can be found.

CHECKS BY THE ACCOUNTING OFFICER

252. The loan, hire and sales registers will be inspected each month
and signed by the Accounting Officer concerned, who will be respon-
sible for ensuring that all transactions are covered by appropriate
authority, thatissues onloan and hire are returned promptly, that hirings
are properly controlled and the hire charges are correctly calculated and
received, that the full proceede of cales are obtained and, where

applicable, that the purchase price is correctly calculated.
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reg1ster must be entered inthe “Remarks” SCCthl’l of the voucher, and
in the case of sales the receipt number and date must also be recorded
in the issue voucher. When stores issued on loan are retumned stores
received voucher must be prepared in support of the receipt entry in the
stores ledger and the folio number of the register must be entered on the
receipt voucher.

LOAN AND HIRE OF PLANT, EQUIPMENT AND STORES

254. Except for the hire of plant and equipment where an authorised
procedure and standard hire charges are in operation, no stores may be
loaned or hired out to government officers or to the public without the
authority in writing of the Financial Secretary, and such authority shall
normally only be given in very exceptional circumstances.

HIRE AGREEMENTS

255. Any hiring out of plant, equipment or stores must be supported
by an agreement signed by the hirer in a form approved by the Attomey
General.

HIRE CHARGES TO BE PAID IN ADVANCE

256. All hire charges for plant, equipment or stores must be paid in
advance before the hiring commences unless the written authority of the
Accounting Officer is given for the hire charges to be deferred. In such
circumstances the Accounting Officer concerned will be personally
responsible for any hire charges which for any reason are not received.

AUTHORITY FOR SELLING PLANT, EQUIPMENT AND STORES

257 Wlth the exceptlon of pohce umfonns and equ1pment whlch

1o

equ1pment or stores may be sold to govemment ofﬁcers orto the pubhc
without the authority of the Financial Secretary. Such sanction is only
granted in exceptional circumstances and if the plant, equipment or

gtorag are noy curahle lr\r\a"v andthe A, rv‘r\nnhna Officerigcaticfied
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PAYMENT IS RECEIVED

258. When authority has been obtained for plant, equipment or stores
to be sold no issue will be made until payment in full has been received.

METHOD OF ACCOUNTING FOR SALES OF UNUSED STORES

259. The selling prices of unused stores issued on sale will be arrived
at by taking the gross cost price of the article including all charges for
transport, handling, etc., and adding to thatprice a charge of notless than
thirty-three and one-third per cent to cover departmental storekeeping
expenses, customs duty, etc. The proceeds of the sale should be
accounted for as follows:

(a) unallocated stores — the gross cost price should be credited
to the subhead of revenue for the sale of unallocated stores
and the additional charge should be credited to a separate
miscellaneous subhead or revenue;

(b) allocated stores — the gross cost price should be credited to
the appropriate subhead of revenue for the sale of the stores
concerned and the additional charge should be credited to a
separate miscellaneous subhead of revenue.

DISPOSAL OF UNSERVICEABLE OR UNWANTED PLANT, EQUIP-
MENT OR STORES

260. Unserviceable items of plant, equipment or stores or which
although serviceable are surplus to foreseeable requirement, if author-
ised to be sold, should be disposed of by public auction or tender after
public advertisements, unless the approval of the Financial Secretary is
obtained for their being sold otherwise.

direct which public Tenders Board will consider the bids received and
award the tender. The Accounting Officer responsible for the plant,
equipment or stores to be sold will then be responsible for making the
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THE PURCHASE OF STORES, ETC., AND
THE TENDERS PROCEDURE FOR SUPPLIES

RESPONSIBILITY OF ACCCOUNTING OFFICERS

262. Accounting Officers are responsible for ensuring that proper
control and economy are exercised over the purchase of stores, plant,
vehicles, equipment, etc., that the prices paid are fair and reasonable,
that the items purchased are received in good order and according to
specification, and that the Government obtains full value for the public
money expended.

263. Accounting Officers must not purchase or indent for stores in
excess of reasonable requirements, and they may be held liable for any
loss which may arise from excessive or obsolete stocks.

CONTROL OF EXPENDITURE ON THE PURCHASE OF STORES

264. Accounting Officers must ensure that due regard is paid to the
preparation of purchase orders and indents, and must satisfy themselves
that proper authority exists before the expenditure is incurred.

265. The commitments for purchases of stores, etc., must be entered
inthe Vote Book when the purchase orders orindents are submitted and
the necessary certificates endorsed on the vouchers in accordance with
the procedure in Financial Regulations. Entries in the Vote Book in
respect of indents should include, where applicable, a percentage
addition to the cost price to cover freight, insurance, packing, handling,
transport and other charges.

266. Assoon as the bills or invoices for local purchases are received
the necessary adjusting entries should he made in the Vote Book and the

certificates given as required by Financial Regulations.
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chasing agency should be prepared in accordance w1th the instructions
issued from time to time for the guidance of indenting officers.

269. Accounting Officers will forward all copies of indents on the
appropriate overseas purchasing form to the Accountant General for his
approval before they are forwarded to the appropriate overseas purchas-
ing agency. The Accountant General is required to verify that the
correct vote and subhead of expenditure have been quoted on the indent,
and that adequate funds are available or may be committed in accord-
ance with Stores Regulations 271 and 272 tomeet the costincluding any
percentage addition for other charges (see Stores Regulations 265). If
he is satisfied, the Accountant General will certify his approval on the
indent and will return all copies to the Accounting Officer concerned,
who should submit the required number of copies of the indent to the
appropriate overseas purchasing agency, and will forward one copy
each to the Director of Audit and the Accountant General.

270. So that the cost of purchases of stores, plant, vehicles, equip-
ment, etc., may be obtained and paid for within the financial year for
which provision is made, indents should be submitted as soon as
possible after the General Warrant has been received.

INDENTS FOR ROUTINE CURRENT SUPPLY

271. In order to ensure the continuity of routine supplies for estab-
lished and customary services and to avoid excessive and economical
local purchases, Accounting Officers may submit indents to the appro-
priate overseas purchasing agency after approval by the Accountant
General, before the General Warrant is issued provided the total
expenditure so committed does not exceed one-third of the sum pro-
vided for the same purpose in the previous year. Such indents must be
clearly endorsed “No charges to be made before the 1st July 19 (the

wrnnr nf nrnnas nt) nnAd wxnll ha i ona anrinl namhae fAr that vianre
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CURRENT SUPPLIES

272, Otherindents should not be forwarded until the expendlture has
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such indents must be clearly endorsed “Not to be executed unul further
instructions are received”. When the General Warrant is issued, and
provided the expenditure concerned is authorised and has not been
reserved, the Accounting Officer should inform the appropriate over-
seas purchasing agency that the indent may be executed forthwith.

LOCAL PURCHASES OF SUPPLIES

273. Except where contracts for supplies have been awarded tolocal
suppliers, local purchases should be confined to articles which —

(a) are manufactured or produced in Dominica;

(b) may be purchased at a cost not more than the landed cost
from the cheapest overseas cost;

(c) are of an unstable, brittle or perishable nature;

(d) arerequired in small quantities, the total cost of which will
not exceed $1,000.

In all other cases approval for local purchase must be obtained
from the Financial Secretary to whom application should be made in
writing, giving full reasons why local purchase is in the public interest.

LOCAL PURCHASES OF SMALL QUANTITIES OF LOW VALUE
STORES

274. In the case of supplies of articles in small quantities not
exceeding $1,000 in total value which are not included in supplies
contracted for in accordance with Stores Regulations 278, Accounting
Officers may make their own arrangement for purchasing locally, after
satisfying themselves that the prices are fairand reasonable, and that the
articles purchased are of satisfactory quality.

27 5 The purchase of successrve supphes of a parucular 1tem in order

276. In the case of similar supplies exceeding $1,000 in total value,
Accoummg Ofﬁcers should commumcate w1th the Mmrstry of Fmance

uuluuun\; Gi Uic
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277. Apart from the overall responsibility of Accounting Officers for
all purchases of stores, any officer making local purchases which are not
in accordance with the provisions of Stores Regulations may be held
personally responsible for their cost and, if the prices or rates paid are
excessive, the responsible officer may be called upon to show cause why
he should not be surcharged with the excess.

SUPPLIES TO BE OBTAINED BY PUBLIC TENDER

278. Except as provided in Stores Regulations 274 to 276 or in any
special circumstances authorised by the Ministry of Finance, all local
purchases of stores will be obtained by contracts after competitive
tender.

CONTRACTS TO BE AWARDED BY A PUBLIC TENDERS BOARD

279. All tenders for local supplies will be considered and the con-
tracts awarded by a Public Tenders Board following public advertise-
ment.

THE PUBLIC TENDERS BOARD

280. Tenders for local supplies will be considered by the following
Public Tenders Boards:

(a) for contracts for local supplies estimated to cost not more
than $5,000 for any one item in any one year, a Departmen-
tal Tenders Board of no fewer than three officers appointed
by the Accounting Officer concemned. The Accounting
Officer shall be the Chairman;

(b) for contracts for local supplies estimated to cost more than
$5,000 for any one item in any one year or for purchases of

eomman neer ennnliee reanired hv mare than ane Minictry
or Deparument, a Centrai Tenders Board of no fewer than
tiiree oiiicers appoinied by ihe President, one of which shail
be the Deputy Financial Secretary who shall be the Chair-
man;



Finance and Audit Chap. 63:01

133

Financial (Stores) Regulations

301 Tnrritatnno tn tandas fae Tnnal on

tioned.

282. The responsibility for advertising notices for tenders which are
to be considered by a Departmental Tenders Board rests with the
Accounting Officer for the vote from which the expenditure is tobe met.
The invitations to tender must contain all necessary information regard-
ing the specifications and quantities of the supplies required, the
instalments and the dates and place of delivery, details of packaging and
any other particulars for the guidance of tenders.

283. Where tenders for local supplies are required to be considered
by the Central Tenders Board either because the estimated cost of the
requirements of one item in any one year exceeds $5,000, or where it is
considered the supplies are common user articles required by more than
one Ministry and/or Department, Accounting Officers must submit
written applications to the Ministry of Finance, if possible at least three
months before the supplies are needed, giving the full details of their
requirements and recommendations on how the supplies are to be
obtained. In the case of common user articles the Ministry of Finance
should ascertain whether any other Ministries or Departments require
similar supplies.

284. The Ministry of Finance should make such arrangements or
give such instructions as it considers fit regarding the advertising of
notices for tenders to be considered by the Government Tenders Board.

285. A copy of every notice calling for tenders for local supplies
must be sent to the Chairman of the appropriate Public Tenders Board.

286. The normal medium of publicity for tender notices is the
Gazette, the local press and radio announcements.

TENDERS PROCEDURE FOR LOCAL SUPPLIES

AOM T~ L e Y (N |

tenders for local supplies:
(a) Tenderers must be instructed to submit their tenders to the
Chairman of the Tenders Board specified in the invitatio
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(c) the envelopes containing the tenders must be stamped with
an official stampimmediately they are received and must be
initialled by the Secretary of the Tenders Board. The
envelopes containing any tenders received after the closing
date and time must be clearly marked to that effect by the
Secretary of the Tenders Board;

(d) the Chairman of the Tenders Board must make adequate
arrangements for the secure custody of the tenders received
until the closing date;

(e) the tenders will be opened at the meeting of the appropriate
Tenders Board convened to consider the tenders;

(f) in no circumstances may a tender be opened before the
closing date and time, and tenders received late should be
disallowed other than in very exceptional circumstances;

(g) the tenders received must be numbered consecutively and
initialled by the Chairman of the Tenders Board. The
relevant details of the tenders received will be recorded in
the minutes of the meeting of the Tenders Board considering
them;

(h) in the case of the Central Tenders Board, the Accounting
Officer or Officers concemed and/or any technical officers
may be present or may be called upon to attend to advise the
Board on any aspect of the tenders for the supplies under
consideration;

(i) the Tenders Board must satisfy itself that any approved
tenderer is competent to provide the supplies required in
accordance with the terms of his tender;

(j) aTenders Board has power —

{ii) 1o reject all or any iender;
(iii) ifalltendershave beenrejected, to advise that fresh
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eratlons and decmons coples of all minutes of the Depart-
mental Tenders Board must be sent to the Central Tenders
Board. Copies of all minutes of the meetings of all Tenders
Boards will be sent to the Director of Audit;

(1) the Tenders Board need not necessarily accept the lowest
tender, or the highest in the case of sales by tenders, but if
it does not do so the reason for accepting a higher or lower
tender as the case may be must be recorded in the minutes;

(m) the Tenders Board will notify the successful tenderer in
writing that he has been awarded the contract and will also
notify the remaining tenderers that their tenders have not
been accepted;

(n) the Central Tenders Board will notify the Accounting
Officer concerned and the Ministry of Finance of the details
of the successful tenders and will arrange for the informa-
tion to be published in the Gazette,

(o) if no tenders are received for any invitation to tender for
local supplies the Tenders Board will inform the Ministry of
Finance accordingly;

(p) until the decision regarding the award of a contract has been
taken by the Tenders Board, the tenders must be kept
securely by the officer to whom they have been addressed,
and their contents communicated only to those officers
responsible for dealing with them.

THE CONTRACT DOCUMENTS FOR LOCAL SUPPLIES

288. The Accounting Officer concerned is responsible for the prepa-
ration and processing of the contract documents except in the case of
local supplies of common user articles where the Ministry of Finance
should prepare and process the documents.

289, A list of sovernment contracts for common user supplies with

bt g

pricedlists of the articles to be supplied by each contractorwﬂi beissued
by the MJmstry of Finance to all Accountmg Officers who will then
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contractor the Accounung Ofﬁcer concemed should repon unmedl ately
to the Ministry of Finance and the Tenders Board. Similarly any other
defaults or unsatisfactory service on the part of a contractor should be
reported to the Ministry of Finance and the Tenders Board.

COPIES OF CONTRACTS AND PRICES

291. Copies of each contract document and of all priced lists of
common user articles should be sent to the Director of Audit and to the
Accountant General.

ACTIONIFNO TENDERS ARERECEIVED OR ACCEPTED OR WHERE
A CONTRACTOR DEFAULTS

292. In the event of no tenders being received for any invitation to
tender for local supplies, or where for any reason none of the tenders is
acceptable by the Tenders Board, or where a government contractor
defaults in the performance of a contract, the Financial Secretary may
authorise Accounting Officersto make theirown arrangements forlocal
purchases of specified articles against local purchase orders issued in
accordance with the procedures in Stores Regulations 293 to 305 below.

LOCAL PURCHASE ORDERS
293. Alllocal purchases of supplies of any kind must be supported by

anofficial local purchase order form signed by the responsible Account-
ing Officer or by an officer authorised by him in writing to do so.

294, Books of local purchase orders shall contain printed serially
numbered local purchase order forms in triplicate.

295. Local purchase orders must be made out in ink or ballpoint pen,
the duplicate and triplicate heing carbon cobies of the original.

ensurine that it is r‘nmnlpm in every respect before it is ‘SS“"" to the
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supplier, showing the vote and subhead or other account to be charged,
the name of the supplier, the precise descnptlon ofthe supphes requ1red
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297. Inno circumstances will a local purchase order be issued with
the price column left blank or incomplete.

298. The officer signing a local purchase order is responsible for
ensuring that the correct vote and subhead or other account are quoted
on the order and that funds are available to meet the expenditure
involved.

299. The signing officer is also responsible for ensuring that the
prices on the local purchase order are in accordance with the accepted
prices in any current running contract for the supply of the articles
concerned, or that the prices are fair and reasonable after comparison
with those offered by other local suppliers of similar articles in accord-
ance with the procedure in Stores Regulations 300 below.

300. Except where prices are fixed by government contracts, or
where articles can only be obtained from sole agents in Dominica, local
purchases will only be made from asupplier after the prices offered have
been compared wherever possible with those of at least two other
suppliers of similar articles. The quotations obtained must be recorded
on the reverse of the triplicate book copy of the local purchase order
showing the names of the suppliers, the details of the supplies required
and the price offered by each supplier, and an explanation must be
recorded if for any reason the lowest price is not accepted. This stores
regulation will not apply to perishable foodstuffs for diets such as fresh
meat, vegetables and fruit although every effort must be made to obtain
such supplies at the most advantageous prices available.

301. Any blank space on a local purchase order should be ruled
through with a diagonal line to prevent the insertion of additional

nanthnricad antriac

duplicate copies of the local pl_x_rchase order will be sent to the. supplier

who should attach the original to his bill for payment retaining the
duphcate for his records. In no circumstances will payment be made
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as the stores receipt voucher (see Stores Regulation 40).

304. When the supplies have been received, checked and taken on
charge, the certificate to that effect should be signed on both the original
and triplicate copies of the local purchase order quoting the stores record
folio on which the articles have been taken on charge. If the original
copy of the local purchase order is not available at that time, the
certificate must be signed and the stores recorded folio entered subse-
quently before the payment voucher is submitted for payment.

305. Books of local purchase orders must be controlled and kept
under lock and key when not in use.

PART XIV
PLANT, EQUIPMENT AND TOOLS

RESPONSIBILITY FOR PLANT, EQUIPMENT AND TOOLS

306. The overall responsibility for plant, equipment and tools rests
with the respective Accounting Officers, but the government officers to
whom plant, equipment and tools are issued are responsible for them
until they are returned to store or are condemned and disposed of under
an appropriate authority.

LARGE PLANT AND EQUIPMENT

307. Large plant and equipment such as road rollers, engines,
earthmoving equipment, motor vehicles, etc., must be bought from a
special subhead of expenditure for the purchase and replacement of
vehicles and plant, or from a development project which specifically
includes provision for this purpose. The cost of such plant and
equipment may not be charged to an unallocated stores subhead of

pvppnrﬁhlrp AuUsn a¢ a temnararv exnedient
expenciture £ven ag a temnporary exnedient,
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large plant and equipment on Wthh will be entered as
applicable the description of the plant or equipment and the
make, the date received, the manufacturer, from whom
obtained, the registration number, the government number,
the maker’s serial numbers, ancillary equipment, spares
(including spare wheels, etc.,) tools and any other necessary
information. The date, authority and method of ultimate
disposal will also be recorded and where applicable the
receipt number and date in respect of any proceeds of
disposal by sale;

(b) PART II —under each Ministry and Department, the plant
and equipment for which it is responsible quoting the type
and the registration and the government numbers.

PLANT-OPERATINGRECORDS

309. Inaddition to the plant and equipment register, plant-operating
records will be maintained for each item of large plant and equipment
to record the details of its life, performance, servicing, overhauls,
repairs, etc. From this information an assessment should be made from
time to time of the performance of each item of large plant and
equipment in comparison with the cost of upkeep.

INVENTORIES OF LARGE PLANT AND EQUIPMENT

310. Each Ministry or Department to which vehicles or other items
of large plant or equipment have been issued will keep an inventory to
record the type and make of each item and the registration and
government numbers and any other information considered necessary.

INTERNAL CHECKS OF LARGE PLANT AND EQUIPMENT

311. At least once in every six months Accounting Officers will
arrange for a venﬁcanon of the phys1cal existence of all large plant and
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312. Where applicable a log Book will be kept for each vehicle and

item of large plant and equipment to record the following:
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(c) details of all fuels or oils drawn;
(d) details of all ancillary equipment and spares;
(e) alist of tools;

(f) details of replacement of tyres, batteries, etc., showing the
dates in each case.

313. Officers who authorise the use of plant or equipment for
journeys or works are responsible for ensuring that the appropriate and
mosteconomic type of vehicle, plantorequipment availableisused, and
that the journey or work is necessary for an approved purpose of the
public service. They must also satisfy themselves that the mileage
travelled or the time taken is reasonable having regard to the conditions
under which the journey or work is undertaken.

314. Officers who sign log books authorising the use of government
vehicles, plant or equipment must be authorised to do so by the
Accounting Officer responsible. As at the 1st July each year Account-
ing Officers will prepare and sign written lists of officers under their
control who may authorise the use of public vehicles, plant and equip-
ment, and will forward copies of the lists to the Director of Auditand the
Accountant General. Subsequent amendments to the lists in the course
of the year must also be notified to the Director of Audit and the
Accountant General.

315. Public vehicles, plant or equipment may not be used by any
government officer or other persons for house to work travelling or for
any other private purpose except on a repayment basis at hire rates
approved by the Ministry of Finance, or where the Accounting Officer
personally has given a written authority for the specific purpose. Inthe
latter case the Accounting Officer must report the reasons for his action
to the Ministry of Finance with a copy to the Director of Audit and the
Accountant General The procedure for accounting for hire charges is

316. Accounting Officers must ensure that log books are checked
monthly to ascertain that all ]oumeys or work have been properly
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physically and compared with the entries in the relevant log books at
least once every three months. Any shortages or unserviceable items
will be dealt with in accordance with the procedures set out in Parts IX
and X of Stores Regulations.

SUMMARIES OF PLANT AND EQUIPMENT USAGE

317. Summaries, normally weekly, will be prepared by Supply and
Development votes and subheads, funds and other accounts showing
the items of plant and equipment used on the various public works and
services, the daily hours worked, the hire rates applicable and the sums
to be charged against the sources of expenditure specified. One copy
of the summaries will be forwarded to the Accountant General who will
debit the votes and subheads, funds or other accounts in the Treasury
accounts and credit the subhead for the operation of plant and work-
shops.

SMALL PLANT AND TOOLS

318. Small plant, tools and all other articles required in connection
with government works, workshops, etc., must be charged in the first
instance to the unallocated stores subhead and, when issued for use will
be charged to the work, project or service concerned, or in the case of
the mechanical workshop to the subhead for the operation of plant and
workshops.

SMALL PLANT AND TOOLS STORE

319. Small plant and tools issued from unallocated stores for use will
be kept in a separate store apart from other stores.

SMALL PLANT AND TOOLS LEDGER

320 Accountmg Ofﬁcers must ensure that a small plant and tools

=

and tools for use on works and services. The ledger should contai

record of —

(a) all small plant and tools received;
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destruction or sale under an appropriate authority.

The difference between the balance in the small plant and tools
ledger and the articles actually in stock should represent the small plant
and tools in current use as recorded in the register required to be kept by
Stores Regulations 320,

SMALL PLANT AND TOOLS REGISTER

321. When small plant and tools are issued for or returned from
current use, the issue or return should not be recorded in the small plant
and tools ledger but in a register, the entries being supported by the
receipts of the officers to whom the items are issued and of the
storekeeper when they are returned. These receipts should be filed
separately and given consecutive numbers which must be recorded
against the relative entries in the registers.

INVENTORIES OF SMALL PLANT AND TOOLS

322. Accounting Officers must arrange forinventoriesto be prepared
induplicate of all small plant and tools for use to workshops and to each
officer-in-charge of governments works, projects or services. A list of
the inventories should be securely attached in the front of the small plant
and tools register. The original copies of the inventories will be filed in
support of the entries in the register and the duplicate copies will be kept
by the officer to whom the issues have been made. The serial numbers
of the relevant issue and receipt vouchers will be recorded against each
entry on the inventory.

323. Whenever subsequent issues or returns of small plant and tools
are made both copies of the inventories must be amended accordingly
stating the reference to the supporting issue or receipt vouchers.

324. Allinventories of small plant and tools must be checked at least
once a year by an officer nominated by the Accounting Officer respon-
sible, and the checking officer must sign and date each inventory. Any

st be dealt with in accordance with
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325. Wherever a handing-over takes place the inventories of plant
and equipment must be signed by the outgoing and incoming officers
(see Part XI of Stores Regulations).

PART XV
LIVESTOCK RECORDS

LIVESTOCK INVENTORIES TO BE KEPT

326. Accounting Officers are responsible for ensuring that complete
inventories are maintained of any government livestock under the
control of their Ministries or Departments, showing the receipt, sale,
transfer, death and progeny of the animals and the number on charge at
any time.

327. Records must also be kept of the history of each animal. A
reference to the relevant history folio should be made againsteachentry
in the inventory, and similarly a reference to the entry on the inventory
should be recorded on the history folio for the animal concerned.

SALE OF LIVESTOCK

328. When an animal is sold the weight, selling price, receiptnumber
and date must be entered on the animal’s history folio, and the receipt
number and date must be shown against the entry on the livestock
inventory.

DEATH OF LIVESTOCK

329. The death of any government livestock must be confirmed by
a certificate given by the Veterinary Officer stating the cause of death
and the method of disposal of the carcass.

330. The Accounting Officer responsible must arrange for all gov-
ernment livestock on charge to his Ministry or Department to be
counted at least twice a vear hy a senior officer, who is not himself
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conmted mnst he comnared with the halance an tha livactack inventary
and any discrepancies must be reported to the Accounting Officer for
investigation and any subsequent necessary action.

331. The checking officer must sign and date the livestock inventory
after each inspection.

PART XVI
GOVERNMENT FURNITURE AND OFFICE EQUIPMENT

RESPONSIBILITY FOR FURNITURE AND OFFICE EQUIPMENT

332. The overall responsibility for the accounting for and the control
of government furniture and equipment for government offices, quar-
ters and technical and other establishments and institutions rests with
the following Ministries and Departments, which for the purpose of this
Part of Stores Regulations will be termed “the controlling Ministry (or
Department)”;

Furniture and equipment for all - Establishment Department.
standard government offices.

Fumiture, furnishings and equip- - Establishment Department.
ment for government quarters.

Equipment and/or furniture for - The Ministry or Depart-
technical and other establish- ment responsible for the
ments and institutions such as establishment or institution
schools, hospitals, etc. concerned.

SAFE CUSTODY AND CARE OF FURNITURE AND OFFICE EQUIPMENT

333. The controlling Ministry or Department is responsible for the
safe custody and care of all unissued stocks of fumniture and equipment.

334. When articles of fumiture or equipment have heen issued the
responsibility for safe custody and care will rest with the Accounting

cemed or with the occupants of government quarters.,

MASTER CONTROL REGISTERS TO BE KEPT
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returned whether obtamed locally or from outside Dominica. The
invoices, bills, local purchase orders, receipts (in the case of returned
items), etc., will serve the purpose of the receipt vouchers for the articles
obtained or returned. A reference to the receipt voucher must be quoted
against the relevant entry in the master control register, and the register
folio number must be recorded on the receipt voucher.

336. Issues of fumiture and equipment to offices, establishments,
institutions and quarters must be supported by issue vouchers signed by
the receiving officers. The issues will be entered in the master control
register which will thus reflect all receipts and issues of furniture and
equipment and the unissued stock on hand at any time. The issue
voucher number must be recorded against the issue entry in the master
control register and the register folio number must be entered on the
receipt issue voucher.

337. The master control register must also record references to the
offices, establishments, institutions or quarters to which the various
items of furniture and equipment have been issued.

PURCHASING OF FURNITURE AND EQUIPMENT

338. Before any article of furniture or equipment is purchased from
a public officer for government use it must first be valued by an
independent valuer approved by the Financial Secretary, and thereafter
prior approval for the actual purchase must be obtained from the
Financial Secretary.

INVENTORIES FOR FURNITURE AND EQUIPMENT

339. Accounting Officers are responsible for ensuring that invento-
ries are kept in all government offices, establishments, institutions,
vessels and quarters under their control. The inventories should be kept
in the custody of a responsible officer and should record against each
item 1ts descnptlon the date of recelpt the source from which it was

remqter folio.
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eqmpment on charge to each govemment ofﬁce estabhshment msmu-
tion or quarter and copies of all inventories must be kept by the
controlling Ministry or Department, and the entries must correspond
with those in the respective control registers. Accounting Officers who
are responsible for keeping master control registers must ensure that the
relative inventories are checked against the registers at least every six
months, and that any discrepancies are investigated and where neces-
sary adjusted under the appropriate authority.

AMENDMENTS TO FURNITURE AND EQUIPMENT INVENTORIES

342. Fumiture and equipment inventories must be amended forth-
with on the issue or removal of any article and the amendments must be
notified to the controlling Ministry or Department.

INTERNAL PHY SICAL CHECKS OF INVENTORY HOLDINGS

343. Accounting Officers must arrange for all inventories t0 be
checked with the physical articles onhand atleast once a year by a senior
officer of their Ministry or Department who is not directly responsible
for the furniture or equipment held on charge. The inventory must be
signed and dated by the checking officer when the inspection has been
completed.

344. Inventory holdings will also be checked at each change of
officer-in-charge of a government office, establishment or institution
and ateach change of occupancy of a government quarter, the inventory
being signed by the outgoing and incoming officers.

DISCREPANCIES FOUND AT CHECKS OF INVENTORY HOLDINGS

345. Any unexplained discrepancies brought to light during checks
of furruture and equlpment held on mventory charge must be reported

‘o a1 e _ Y .V o TP . SN Se—atoafo . L2 s el

controlhnsz Mlmstrv or Deoamnent

346 In the case of discrepancies discovered at a handing- over of
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347. Independent checks of all master control registers and invento-
ries and of the furniture, equipment, etc., on inventory charge will be
carried out by the Ministry of Finance stock verifier at least once a year.
If he is unable to obtain satisfactory explanations for any errors,
omissions or discrepancies in the inventory holding, the stock verifier
will report them to the Financial Secretary for further action with the
Accounting Officer concerned.

WRITE-OFF OF FURNITURE AND EQUIPMENT

348. All fumiture and equipment must remain on charge in the
master control registers and on the inventories until an appropriate
authority has been given for any article tobe written off. Unserviceable
articles of furniture and equipment must be dealt with in accordance
with the procedures for the condemnation and disposal of stores set out
in PART IX of Stores Regulations.

349. A reference to the authority and the date must be recorded
against all articles written off charge in the master control registers and
inventories.

PART XVII

ACCIDENTS INVOLVING GOVERNMENT
VEHICLES AND PLANT

ACCIDENT REPORTS

350. An official accident report form must always be carried by all
drivers and operators of government vehicles and plant, and Account-
ing Officers must ensure that the drivers and operators under their
control are instructed on the action to be taken if they are involvedin an

arcident and an haw tn nrenare the arcident rennrt form_

351. Whenever a government vehicle or piant is involved in an
accident the driver or operator, as the case may be, must fill in the
accident report form at the time and must submit it to his Accounting

EPRNPE N P
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of any police aclmn the Accounting Officer will submit the accident
report form to the Ministry of Communications and Works where a
damage report and the estimated cost of the repairs will be enteredin the
relevant section of the form. The Ministry of Communications and
Works will then forward the accident report form to the Accidents/
Disciplinary Board.

THE ACCIDENTS/DISCIPLINARY BOARD

353. An Accidents/Disciplinary Board will be appointed by the
Financial Secretary at the beginning of each financial year to enquire
into the causes and implications of accidents in which government
vehicles or plant are involved, and to assess the extent of any blame or
negligence on the part of the government driver or operator, and to make
recommendation on any action to be taken against any person or
insurance company. The Board’s findings will be communicated to the
Ministry of Communications and Works.

ACTION BY THE MINISTRY OF COMMUNICATIONS AND WORKS

354. On the receipt of the accident report forms from the Accidents/
Disciplinary Board instructions should be given for the repairs to
proceed unless the Board has recommended otherwise, or unless it is
necessary to await any inspection in connection with a claim made by
the Government in respect of the liability for the accident.

355. The Ministry of Communications and Works should then retain
any completed accident report forms in respect of the vehicles or plant
for which it is responsible and forward any others to the Accounting
Officers concerned.

ACTION BY ACCOUNTING OFFICERS

ATL TLiha AnanlidenenMisainlinae: Naased has meonmmoandad that in

its opinion the government driver or operator istoblame for an accident,
the Accounting Officer responsible must forward the accident report
form with the Board’s findings to the Financial Secretary with a

recommendation on the extent of any anrharm: considered annmrm ate
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357. Afterconsideringthe circumstances of the accident, the Board’s
findings, and any recommendations made by the Accounting Officer,
the Financial Secretary will decide whether there are good grounds for
taking surcharge action against the driver or operator or any other public
officer in accordance with the procedure prescribed in section 10 of the
Finance and Audit Act. If it is decided to impose a surcharge, the
Financial Secretary should record his decision on the accident report
form and return it to the Accounting Officer for implementation. The
Financial Secretary should also inform the Director of Audit and the
Accountant General of any surcharge.

ACTION BY THE ACCOUNTING OFFICER

358. The Accounting Officer will arrange for any surcharge to be
recovered from the government driver or operator and will be respon-
sible for ensuring that the correct accounting action is taken in accord-
ance with Stores Regulations 361 below.

CLAIMS BY THE GOVERNMENT

359. If the Board has recommended that the Government should
claim against any other person or insurance company in respect of
liability for an accident the Accounting Officer should prepare the claim
and submit it to the Legal Department for approval before it is used.

CLAIMS AGAINST THE GOVERNMENT

360. In the event of a claim being made against the Government for
liability in respect of an accident the claim should be referred immedi-
ately to the Legal Department for advice on the action to be taken.

ACCIDENT REPORT FORMS TO BE FILED AND SERIALLY NUMBERED

361. Accident report forms will be serially numbered in an annual
series for each Ministry and/or Department and prefixed with the initial
letters of the Ministry or Department, and will be filed in serial order by
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records and transactions and onall correspondence connected w1th the
accident concerned. Where a surcharge has been imposed or a claim

made by the Government, a reference to the receipt of the amount
ged or the proceeds of the claim must be recorded on the filed

[Subsidiary]

T RPN 1:1001



150

Chap. 63:01 Finance and Audit

[Subsidiary]

ACTCOTINTING

Financial (Stores) Regulations

GPROCENDITR

362. The following accounting procedure should be followed:

(a)

(b)

(c)

(d)

(e)

any surcharge should be credited to a subhead or revenue
provided for that purpose;

the cost of the repairs to any government vehicle or plant
involved in an accident will be charged in the first instance
tothe subhead of expenditure for the Operation of Plant and
Workshop;

the proceeds of any claim made by the Government against
any person or insurance company should be credited to the
Operation of Plant and Workshop subhead of expenditure;

whenthe full costs of the repairs are known, the total amount
less the proceeds of any claim by the Government should be
debited to a special subhead of expenditure for the Cost of
Accidents controlled by the Ministry of Finance and corre-
sponding amount credited to the subhead for the Operation
of Plant and Workshop;

payments in respect of any claims against the Government
should be charged to the subhead of expenditure for the Cost
of Accidents.

PART XVIII

THE REPEAL OF PREVIOUS STORES RULES

363. All previous Stores Regulations are hereby repealed.




