PN ACP- (25
A3y 3

‘ -~ for
The Trade Development Center

Operations Manual

PART I: Accounting and Internal Control Manual

THE CONTROL ENVIRONMENT
THE ACCOUNTING SYSTEM

THE CONTROL POLICIES AND PROCEDURES

Developed by
Chemonics International
Export Enterprises Development Project
December 1995

BEST AVAILABLE COPY



TDC ACCOUNTING AND INTERNAL CONTROL MANUAL

Table of Contents
TN T RODUC T ION . ¢ ¢ e e e s e sooasssvsessossssssassnsosansessesssasccssosses 1

PART I: Accounting and Internal Control Manual

The Control Environment....e.eeeeeceerescetscosnosesessssassocsoencs 3
A. Management’s Philosophy and Operating Style............. 3

B. The Organizational Structure............ e 3

i. The Board of DirectorsS. ... v it ittt ii it ieeienan.. 3

ii. The Executive Committee. ... ...ttt iennnnnens 4

iii. The Executive Director - TDC... ...t iinnenan.. 4

iv. The Director of Sales and Marketing/Deputy

Executive DireChor. @ v et e e e it ot et e ettt et i teeeeeen o 5
v. The Financial Controller..........ieiiiiieeennnnnn 6
vi. The Associate Director of Operations.............. 7
C. Methods of Assigning Authority and Responsibility....... 8
D. Personnel Policies and Practices........... ... 8
2N o3 1= L T~ 11
The AccoUnting SYSteM...ccoeeseessesosscensasscssesssansaansenns 13
A. Charts of ACCOUNES. . i v it it i r et ittt ettt ettt it ee i it et eans 15
B. Description of AccountsS. ... ..o, 21
1 o 1= L I 1 < = 37
C. Books of Account and Subsidiary Control Records......... 39
D. Voucher Register Procedures..........uuuiiienineenneennn 44
E. Instructions for Closing The Books and Preparing Financial
) oL o = 47
ApPendixX .ottt ittt et e et e 49
F. Project Ledger Disbursement Voucher Processing and Check
Payment Procedures............ciiiiieennnn e 51
G. Imprest Fund Payment and Replenishment Procedures....... 56
H. Purchasing ProceduresS. .. ... .. iiiiiitnieinennnnnnns 59
N o3 1= T 1 - 65
I. Payroll ProCedUIeS. « i ittt it inn e reesnaeenneeneseennenns 66
J. Client Commissions ProceduresS. ....... ... unininnnnnnas 69
K. Physical and Record Control Procedures for Fixed Assets. 70
L. End-Of-Service Bonus ProceduUresS. .. .. viieiiienenenoeersan 72
Flow Charts
Voucher Processing and Check Payment Procedures....... 75
Requisition and Purchasing Procedures................. 76
Timekeeping and Payroll ProcedureS...........eeeuue... 77
Processing Imprest Fund Payments................c.0cu... 78
Imprest Fund Advance ProceduresS.........eoveeuueneneens 79
The Control Policies and Procedures.......... ceeeensenneens eee.. 8%
I. Proper Authorization of Transactions and Activities..... 83
II. Segregation of Duties.......oiiiiiiiiiiniiininennn. 84
III. Documents and ReCOrAS. . . v it ittt ie ittt tnnoeneenneneens 86
IV. Safeguards Over Access to and Use to Assets............ 88

V. Independent Checks. ... .ttt ittt ieinaetiennnnanns 88



THE TRADE DEVELOPMENT CENTER
Accounting and Internal Control Manual

INTRODUCTTION

1. The Trade Development Center is a non-profit, private export
promotion center, ratified by the People’s Assembly in July of
1993 and supported by a cooperative agreement between USAID and
the Egypt-US Joint Business Council (JBC).

2. The TDC’s main goal is to serve as a catalyst to increase
Egyptian exports and generate foreign reserves.

3. TDC's principal objectives are to:

Organize and implement, results-oriented
programs to deliver technical assistance and
market access support and information to
firms from five targeted sectors (fresh
fruits and wvegetables, shoes, furniture,
processed foods, and garments).

Devise and put in place mechanisms for the
TDC to become self-sustainable; i.e operat-
ing without USAID/Donor grant assistance.

Develop it’s organizational, administrative
and financial systems so they can guarantee
full compliance with USAID’s cooperative
agreement and ensure the successful transi-
tion of the organization to self-sustainable
operations.

Achieve well targeted increases in exports
in the priority sectors.

4. TDC's Key Strategies.

TDC is implementing the following key strategies to ensure the
achievement of it’s objectives:

TDC is serving as an export expansion cata-
lyst focused on assisting firms to package
and implement market penetration strategies
that result 1in increased export. This
provides the starting point for defining
TDC's services to its client firms, and for
developing both short-and long-term strate-
gies for fee generation and sustainability.

TDC is focusing its efforts on five sectors.
Firms from within each sector are being
given specific technical assistance tailored
to their needs and are being encouraged by
the TDC to associate and work together in
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areas where common interests and economics
dictate; e. g., furniture exporters joining
together to procure wood supplies. Through
this process successful "models" will be
created which can be expanded and replicated
within the sector, leading to the eventual
involvement of greater numbers of firms and
expanded exports from the sector.

TDC’s work with the light manufacturing and
fruit and vegetable and garment sectors is
targeted carefully and organized within spe-
cific market penetration strategies. These
provide a vehicle for monitoring account-
ability, performance, and output by both TDC
and its clients.

TDC is using information systems to support
both marketing activities and institutional
development functions organized within a
framework that allows for maximum program.
effectiveness and efficiency.

TDC approaches organizational development
and training in a manner which provides the
basis for professionalizing both internal
procedures and TDC’s service delivery pro-
gram.

5. This manual of accounting and control procedures is issued by
authority of TDC’'s Board of Directors to meet the above stated
objectives, provide financial information to TDC’'s decision
makers, ensure compliance with laws and regulations and provide
for fair and full disclosure in periodic financial reports.

6. The manual consists of three major sections; The Control
Environment, The Accounting System and The Control Procedures.
The organization of the material provides for revision as
necessary to meet TDC'’s needs as the volume of activity expands.
Suggestions for revisions to improve accounting and controls are
solicited and welcome from all TDC staff and those institutions
and individuals who use the information generated by the system.
Revisions will be issued by the Executive Director pursuant to
the authorities granted in the "Control Procedures" section of
the Manual.

7. A separate Employee Handbook was developed which establishes
the personnel guidelines and procedures in use at TDC.

2 Introduction
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THE CONTROL ENVIRONMENT

1. Internal control starts with the institution and enforcement
of policies established by the Board and Executive Committee (by
delegation) and permeates the organizational structure in the
form of administrative rules and regulations, directives and
decisions, internal audit, internal check,. reporting, employee
training and participation. The principal elements contributing
to internal control are (a) a functional line of authority, (b)
clear definition of duties and responsibilities, (c¢) accounts
that provide prompt, complete and accurate information of operat-
ing results, functional responsibilities, and of the organization
as a whole, (d) reports based on the accounting and related
records that provide management with an informative picture of
operations and bring favorable and unfavorable factors to manage-
ment’s attention, (e) internal check to provide maximum protec-
tion against fraud, (f) control over future operations through
budgeting and forward planning, (g) internal audit, and (h)
structuring internal controls in a manner that will motivate
employees and take full advantage of their capabilities. These
elements are applicable to decisions made at all levels within
the TDC.

2. The major factors bearing on the TDC’s control environment are
discussed in the following subsections.

A. Management’s Philosophy and Operating Style

All persons associated with TDC’s operations should be imbued
with a sense of mission and clear purpose; they must act
according to high professional norms and ethical standards.

As a professional institution, TDC has a relatively flat internal
organization structure and runs according to simple and efficient
procedures to ensure timely decision making, sound development
and delivery of its services.

B. The Organizational Structure!
i. The Board of Directors

The Board of TDC (delegated by JBC) is primarily responsible for
providing overall policy guidance and oversight to the operation
and management of TDC and is the highest authority which

"determines TDC policies and programs. The Board meets to review

TDC’s progress and activities and set directions for the future
and adopts rules and regulations for the conduct of its own
business and the business of TDC.

A chart of TDC’s organizational structure is shown in
appendix I-A.
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The Board appoints the Executive Committee and other regular or
ad hoc specialized committees as TDC’s activities may require.
The tasks of each committee shall be detailed in a Board
Resolution to be included in the minutes of the respective Board
meeting. The Chairman of the Board may attend the meetings of all
committees.

The Board or Executive Committee by delegation (Board/Executive
Committee) appoints TDC’s Executive Director and approves the
selection of the Financial Controller, Director of Sales and
Marketing, and Director of Operations.

The Board/Executive Committee annually appoints independent
Certified Public Accountants or Chartered Accountants to audit
the Center in compliance with Board and donor requirements.

The Board/Executive Committee retains the authority to approve
acceptance of funds from individuals, private and public institu-
tions, bilateral and multilateral donors. The Board/Executive
Committee assures compliance with the requirements of funding
agreements. .

The Board/Executive Committee retains the authority to appoint
advisory councils to advise on export development.

ii. The Executive Committee

The Executive Committee shall be composed of the Deputy Chairman,
and additional board members selected by the board.

The Executive Committee meets at least once per year, and as
needed throughout the year, with the Executive Director and
Director of Sales and Marketing to review actual progress against
the plan, ensure implementation of Board policy decisions, review
operational progress and problems, assure that the internal
controls are functioning and provide advisory assistance. The
Director of Operations, Financial Controller, and independent
auditors may attend the meetings and provide documentation as
-required. The Executive Committee reports to the full board on
the status of TDC operations.

iii. The Executive Director-TDC

Within the framework of general policies, rules and guidelines
set forth by the Board of Directors, the Executive Director makes
all managerial decisions that will ensure achievement of the
goals and objectives of TDC as determined by the Board. The
Executive Director is TDC’s primary spokesperson on all opera-
tional matters. :

In consultation with the Executive Committee of the Board, the
Executive Director is responsible for the effective and efficient
operation of the Center and is accountable to the Board. Specifi-
cally, the Executive Director:

4 The Control Environment
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Is responsible for overall management of TDC’s resources,
programs and activities.

With the concurrence of the Board/Executive Committee,
enters into employment contracts with TDC’s staff and
consultants.

Makes contractual commitments and signs contracts on behalf
of TDC up to the monetary limit of $25,000 (LE eguivalent)
set by the Board of Directors/Executive Committee.

Prepares for the Board/Executive Committee’s review and
approval a comprehensive business plan for each fiscal year
describing TDC’s planned activities, their objectives,
content, methods of implementation and budget requirements.
The plans are based on annual internal evaluations and
recognize the requirements of the TDC’s clients.

Keeps the Board/Executive Committee fully informed of
program activities and financial and administrative matters
as well as issues that should be brought to the attention
of the Board. Prepares and submits performance and finan-
cial reports to donors as reguired. When required, the
reports should compare actual accomplishments with the
goals established for the period, along with reasons goals
were not met and other information including the status of
finances and expenditures, explanation of any cost overruns
and significant variances between planned and actual
overhead costs.

Attends all Executive Committee meetings, ensures secre-
tarial support for Executive Committee activities and
maintaing its records.

Provides advice to the Board/Executive Committee on techni-
cal and policy matters and ensures follow up and implemen-
tation of the Board/Executive Committee’s decisions.

Manages external relations and promotes technical coopera-
tion with similar institutions in Egypt and overseas.

Seeks approval of the Board/Executive Committee before
accepting funds from major bilateral or multilateral
donors.

Carries out other tasks as may be determined by the
Board/Executive Committee.

iv. The Director of Sales and Marketing/Deputy Executive Director

The Director of Sales and Marketing reports to the Executive
Director, is designated as the Deputy Executive Director and
assists the Executive Director in the overseeing and managing

The Control Environment 5
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TDC's operations, staffing, marketing priorities and external
relations. As TDC’'s senior marketing executive, the Director of
Sales and Marketing has a significant

portion of time devoted to management of the TDC’s marketing
units and other responsibilities divided accordingly. Specifical-
ly, the Director of Sales and Marketing:

Manages the TDC’'s sales and marketing activities including
supervision of the account executives.

Advises on the appointment of TDC staff and consultants,
particularly positions involving the export promotion
activities of TDC.

Makes contractual commitments on behalf of TDC and signs
contracts in the absence of the Executive Director up to
the monetary limits set by the Board of Directors.

Assists the Executive Director in the preparation of TDC’s
caomprehensive business plan and budget and other reports as
required.

Attends Board meetings with the Executive Director and
provides advice on research activities. Ensures follow-up
and implementation of Board/Executive Committee decisions
pertaining to assigned areas of responsibility.

Participates with the Executive Director in external
relations and promotion of technical cooperation with
similar institutions in Egypt and overseas.

Assumes overall management responsibility of TDC’s opera-
tions in the absence of the Executive Director.

Carries out other tasks as may be determined by the
Board/Executive Committee, the Executive Commlttee and the
Executive Director.

v. The Financial Controller

The Financial Controller has global reporting responsibility to
the JBC Board, through the TDC Board/Executive Committee. On a
day-to-day basis, the Financial Controller reports to the
Executive Director and 1is responsible for all of the TDC's
accounting functions including preparation or supervision of the
accounting for purchasing, billing, receivables and payables,
payroll and related payroll responsibilities. Specifically, the
Financial Controller:

Maintains a complete accounting system for TDC in accor-
dance with generally accepted accounting principles,
including issuance of periodic reports on TDC’s financial

6 The Control Environment
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condition, results of operations and cash flow.

Participates with TDC’s management team in meetings with
the Board/Executive Committee, government officials, donors
and others, as required, providing expert financial and
accounting advice on purchasing, contracting, monitoring
and audit liaison.

Maintains regular contact with TDC’s independent accoun-
tants on matters of accounting, internal control and
follow-up on audit recommendations.?

Keeps the management team fully informed on financial and
accounting matters and issues that should be brought to the
Boards attention.

Prepares billings and specialized financial reports as
needed to clients and governmental agencies.

Carries out other tasks as may be determined by the Board/
Executive Committee and requested by the Executive Direc-
tor.

vi. The Asgssociate Director of Operations

The Associate Director of Operations is a member of the manage-
ment team of TDC and will have overall responsibility for the
efficient administration of TDC. Specifically, the Associate
Director of Operations:

Is responsible for implementing Board/Executive Committee
and Executive Director decisions affecting administration.

Attends Executive Committee meetings and prepares the
minutes.

Supervises and evaluates the performance of the clerical,
secretarial and support staff; maintains TDC's files and
records; and is responsible for security and maintenance of
the premises.

Maintains all personnel files and ensures that all person-
nel procedures and in compliance with USAID regulations and
Egyptian laws;

TDC will establish an internal audit unit when the volume
of transactions and size of the staff require such internal
review. At that time, the Financial Controller will have
responsibility for internal audit liaison and implementation of
recommendations.

The Control Environment 7
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Develops in-house training programs for staff covering
computer and technical course areas;

Supervises the MIS functions;

Maintains and updates the Procedures and Policy Employee
Handbook;

Arranges secretarial support for staff and visiting buyers;
organizes support for meetings, seminars and conferences;

Arranges for the publication of TDC’s formal reports;

Other duties as may be assigned by the Executive Director.

C. Methods of Assigning Authority and Resgonsibility

The Board of Directors/Executive Committee retains authority to
appoint the core management staff; Executive Director, Director
of Sales and Marketing, Financial Controller and .Associate
Director of Operations.

The Executive Director, in consultation with the Executive
Committee, appoints the TDC’s sales and marketing staff, support
staff and operations staff and contracts with consultants, within
the monetary limits established by the Board/Executive Committee,
for conducting the operations of TDC.

The Executive Director and the Director of Sales and Marketing
(in the absence of the Executive Director) have contracting
authority within the limits established by the Board of Direc-
tors/Executive Committee. They are the only employees authorized
to enter into contracts on behalf of TDC.

Authorities and responsibilities are assigned through Employment
Contracts, prepared individually for each employee. The Employ-
ment Contracts (including annexes) narrate duties, responsibili-
ties and authorities. The individual job descriptions are
augmented by this Accounting and Internal Control Manual.
Modifications approved by the Executive Director will, from time
to time, be issued to ensure efficient and effective operation
of the TDC and to accommodate changing needs and conditions.

-D. Pergonnel Policies and Practices

Selection of employees is competitive, based on the widest
reasonable advertising of open positions and the evaluation and
ranking of applicants by a selection committee. Selection commit-
tees are appointed by the Executive Director. The committees rank
applicants according to objectively developed criteria (score
sheets) . Top ranked candidates are interviewed and again ranked

8 The Control Environment
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against score sheet criteria to identify the top ranked candi-
date. Written justifications are prepared in those cases where
the top ranked candidate is not selected.

All appointments of core staff are made with the concurrence of
the Board/Executive Committee. The Executive Director makes all
staff appointments (with the exception of the Financial Control-
ler who is appointed by the Executive-® Committee) whether
permanent full-time employees, consultants or casual part time
workers pursuant to an Employment Contract signed by the
Executive Director and the employee or consultant.

The Employment Contract specifies the appointee’s duties anc
responsibilities, remuneration and work hours. TDC's standards
of conduct and policies and procedures for overtime work,
holidays, local and international travel, performance evaluatior
and bases for advancement and disciplinary actions will be
included in the Employment Contract by reference to the Employee
Handbook.

Short Term Letters of Assignment are simple employment contracts
used for short term professional or temporary support staff whose
term of employment at TDC is less than twelve months.

All full-time employees and contract consultants are given a copy
of the Employee Handbook at the time of their appointment.

The Control Environment S
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II. THE ACCOUNTING SYSTEM

The TDC accounting system consists of the classification of
accounts, the books of account and the forms, procedures and
controls by which assets, liabilities, revenues, expenses and the
results of transactions are identified, assembled, analyzed,
classified, recorded and reported. The system is designed to:

Identify and record all wvalid transactions.

Describe on a timely basis the transactions in sufficient
detail to permit proper classification of transactions for
financial reporting.

Measure the value of transactions in a manner that permits
recording their proper monetary value in the financial
statements. .

Determine the time period in which transactions occurred to
permit recording of the transactions in the proper account-
ing period.

Present properly the transactions and related disclosures
in the financial statements.

The following sections of the manual list and describe a) the
accounts, b) the books of account and subsidiary control records,
c) procedures for preparation of periodic financial reports, d)
making payments from the imprest fund and the checking accounts,
e) purchasing, and f) payroll operations.

The Accounting System ‘ 13
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A. CHART OF ACCOUNTS
The Trade Development Center uses the following general 1edger

accounts to classify and record promptly all financial transac-
tions of TDC:

ACCOUNT TITLE CODE
Asset Accounts 101-199
Fixed Assgets 101-1459
Furniture, Fixtures and Equipment 101-120

Office furniture 101
Accumulated depreciation, office furniture 102
Office equipment 103
Accumulated depreciation, office equipment : 104
Telephone system | 105
Accumulated depreciation, telephone system- 106

Long Term lLeases and Leasehold Improvements 121-140

Prepaid office lease, long term 121
Accumulated amortization, prepaid office lease 122
Prepaid vehicle leases 123
Accumulated amortization, prepaid vehicle leases 124
Leasehold improvements 125
Accumulated depreciation, leasehold improvements 126
Other Deposits 141-149

Office space and utility deposits, long term 141
Current Assets 150-199

Cash on hand and in Banks R 151-160

éash on hand 151
Imprest fund ‘ 152
CIB Bank account, Egyptian Pounds 153
The Accounting System 15
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ACCOUNT TITLE ' CODE
CIB Bank account, U. S. Dollars 154
Bank account, Program income 155
Bank account, Payroll 156
Receivables and Accruals ' 161-170
Accounts receivable, USAID ' 161
Accounts receivable, other 162
Provision for doubtful accounts 163
Accrued revenue (unbilled) 164
Reserve for End of Service Bonus 165
Accrued interest » 166
Advances and Prepayments 171-180
Advances for travel 171
Advances, other 172
Prepaid leases (current year portion of long term lease) 173
Office space and utility deposits, current year - 174
Loans to Employees for End of Service Bonus 175
Expendable Supplies and Materials 181-199
Office Supplies 181
Other materials and supplies ’ 182
Liability and Fund Balance Accounts 201-299
Long term liabjlities 201-210
End of Service Bonus Payable 201
Short Term Liabilities 211-230
USAID Advance accounts 211-219
Advance from USAID, Egyptian Pounds ‘ 211
Advance from USAID, US dollars . 212
16 The Accounting System



1

TDC ACCOUNTING AND TNTERNAY, CONTROL MANUAT

-.. e ..- -y ... ..‘ - ..' S e . ..- ..' - ..-’ L] -l .

ACCOUNT TITLE CODE
USAID, disallowed costs 213
Government of Egypt Liability Accounts 220-230
Withholding tax payable, salaries 220
Social insurance payable 221
Other taxes payable . 222
Other Short Term Liabilities 231-239

Accounts payable, vendors 231
Deferred revenues 232
Accrued expenses 233
Other liabilities 234
Fund Balances 240-250
Capital contributions, founders and board members 240
Endowment fund 241
Accumulated surplus/deficit 242
Current year surplus/deficit 243
Revenues 301-398%
USAID 301-310
USAID Cooperative Agreement 301
USAID disallowed costs (offset to account 301) 302
Interest on AID advances (refundable) 303
Program Income 311-320
Commissions from Exhibitions 311
Interest income 312
Interest income froum non-AID funds 313
Gain or loss on disposal of fixed assets 314
The Accounting System 17
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ACCOUNT TITLE CODE
Expenses 401-499
Salaries and Benefits 401-415
Salaries 401
Transportation allowances 402
Overtime ’ 403
Bonuses and incentives 404
Meaical insurance allowances 405
Social insurance, employer’s share ' 406
End of Service Bonus Expense . 407
Office, Administrative Expenses . 416-440
Office supplies 416
Postage 417
Bank charges 418
Courier (DHL and other) 419 -
Telephone and facsimile 420
Electricity 421
Water 422
rent 423
Computer supplies 424 )
Office equipment and Computer maintenance contract 425 -
Entertainment 426 —
- Advertising and promotion - 427 o
Automobile Expenses 440-449 .

Auto rental 440

Auto fuel 441

18 The Accounting System
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ACCOUNT TITLE CODE
Auto insurance | . 443

Travel and Transportation 450-459
Travel and transportation, local 450
Travel and transportation, International 451
In country travel and transportation 452

Exhibitions, Seminars and Workshops 460-474
Exhibitions, Stand Rental 460
Exhibitions, Stand Construction 461
Exhibitions, Stand Decoration 462
Exhibitions, Printed Materials : 463
Exhibitions, Other Expenses 464
Seminars and Workshops, Facilities Rental 465
Seminars and Workshops, Materials and Printing 466

Seminars and Workshops, Travel and Per Diem Costs

for Invited Guests 467
Printing, publications 468
Professional Services and Insurance 475-485

Audit fees 475
Legal fees 476
Consulting fees 477
Insurance, facilities, furniture and equipment 478
Insurance, general liability : 479
Amortization and Depreciation 485-495
Amortization, leasehold improvements . 485
Depreciation, office furniture ' 486
‘Depreciation, telephone system 487
Depreciation, office equipment 488
The Accounting System 19
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B. DESCRIPTION OF ACCOUNTS
The account descriptions consist of the types of transactions,

the source of the transactions and other summary information
about each account.

Asset Accounts 101-199
Fixed Assets . 101-149
Furniture, Fixtures and Equipment 101-120

Office furniture 101

This account 1is debited with the purchases of office
furniture such as desks, tables, conference chairs and
sofas that have a minimum unit cost of $500, or the LE
equivalent, and a minimum useful life of more than one
year. the account is credited for the original cost of any
furniture disposed of. This is a summary account supported
by detailed book inventory records of furniture on hand.

Accumulated depreciation, office furniture 102

This account 1is credited periodically with depreciation
provisions, The offsetting debit is depreciation expense.
It is a valuation account to 101; i.e., by deducting the
balance in this account from account 101, the net asset
(depreciated) cost of the office furniture is obtained. The
account is debited for accumulated depreciation of any item
of furniture disposed of.

Office equipment 103

This account is debited with the cost of office equipment
such as computers (including software), adding machines,
facsimile machines, typewriters and other equipment that
has a minimum unit cost of $500, or the LE equivalent, and
a minimum useful life of more than one year. Most of the
items charged to this account will have serial numbers
affixed by the manufacturer. The account is credited for
the original cost of any equipment disposed of. This is a
summary account supported by detailed book inventory
records of equipment on hand.

Accumulated depreciation, office equipment 104

This account 1is credited periodically with depreciation
provisions, The offsetting debit is depreciation expense.
It is a valuation account to 103; i.e., by deducting the
balance in this account from account 103, the net asset
(depreciated) cost of the office equipment is obtained. The
account is debited for accumulated depreciation of any item
of equipment disposed of.

The Accounting System 21
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Telephone system 105

This account is debited with the cost of telephone system
equipment such as switchboards, handsets and other TDC
owned telephone system equipment that has a minimum unit
cost of $500, or the LE equivalent, and a minimum useful
life of more than one year. Most of the items charged to
this account will have serial numbers affixed by the
manufacturer. The account is credited for the original cost
of any equipment disposed of. This is a summary account
supported by detailed book inventory records of telephone
equipment on hand.

Accumulated depreciation, telephone system 106

This account i1s credited periodically with depreciation
provisions, The offsetting debit is depreciation expense.
It is a wvaluation account to 105; i.e., by deducting the
balance in this account from account 105, the net asset
(depreciated) cost of the telephone system is.obtained. The
account is debited for accumulated depreciation of any item
of telephone equipment disposed of.

Long Term leases and Leasehold Tmprovements 121-140

Prepaid office lease, long term 121

This account is debited with prepayments of rent for total
periods in excess of 12 months. The account is credited for
the full amount of a lease at the date it expires or for
any refunds of prepaid rent.

Accumulated amortization, prepaid office lease 122

This account is credited for the current year’s amortiza-
tion of prepaid long term leases. The offsetting debit is
to the current asset account for prepaid leases. This is a
valuation account; i. e., it is offset against account 121
to obtain the net long term prepaid amount of leases.

Prepaid vehicle leases 123

This account is debited with prepayments of wvehicle rent
for periods beyond 12 months. The account is credited for
the full amount of the lease at the date it expires or for
any refunds of prepaid rent.

Accumulated amortization, prepaid vehicle leases 124

This account is credited for the current year’s amortiza-
tion of prepaid long term leases. The offsetting debit is
to the current asset account for prepaid leases. This is. a
valuation account; i. e., it is offset against account 123
to obtain the net long term prepaid amount of leases.

22 The Accounting System
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Leasehold improvements 125

This account is debited for the cost of improvements to
leased office space or other property. Examples would be
remodeling or upgrading to make the property usable, plus
non-refundable fees for connecting telephone lines and

electricity. At the time the associated lease, plus options
or exXtensions, expires, the account is credited for the
full cost of any improvements.

Accumulated depreciation, leasehold improvements 126

The account is credited for the current year’s depreciation
of leasehold improvements. Useful 1life is based on the
estimated life of the improvement or the remaining term of
the lease, whichever is sghorter. The offsetting debit is
depreciation expense. It is a valuation account to 125;
i.e., by deducting the balance in this account from account
125, the net asset (depreciated) cost of the leasehold
improvements 1s obtained. The account is debited for
accumulated depreciation of any leasehold improvement
disposed of.

Other Deposits ' 141-149

Office space and utility deposits, long term 141

Cash

The cost of any deposits with the electric, phone or gas
company, 1if the deposits will be retained for over one
year. The account will be credited for 1liquidation of
deposits, either by refund or periodic credit against
utility bills.

Current Assets 150-199%
Cash on hand and in Banks 151-160
on hand 151

This account is debited with cash, checks and other cash
equivalents collected from operations and other sources and
not deposited in the bank by the close of the following
business day. It is credited with deposits of the cash to
the appropriate bank account. This account is normally
inactive because all receipts should ‘be deposited in the
bank on the business day following receipt. The only
credits to this account should be for bank deposits. Under
no circumstances are expenditures to be made from TDC cash
on hand.
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Imprest fund 152

The account is debited for an initial cash advance to the
Cashier. There should be no further entries to this account
except for increases (debits) or decreases (credits) in the
total amount of the cash advance. Payments from the imprest
fund and subsequent reimbursements to the imprest fund are
recorded in the checking and expenditure accounts, not this
account.

CIB Bank Account, Egyptian Pounds 153

This account is debited with Egyptian Pounds received from
USAID under the Joint Business Council Cooperative Agree-
ments with USAID and for the redeposit of funds for expen-
ditures disallowed by USAID. The account is credited for
checks and drafts drawn on it by TDC in the normal course
of business and for bank charges. The account balance is
reconciled to statements received periodically from CIB.

It is important that funds are not commingled. This account
is only for AID funds. Receipts from other sources should
be deposited in other bank accounts. Payments for costs
known to be unallowable by AID should be made from other
bank accounts.

CIB Bank Account, U.S. Dollars 154

Bank

This account is debited with the LE equivalent of U.S.
Dollars received from USAID wunder the Joint Business
Council Cooperative Agreements with USAID and for the
redeposit of funds for expenditures disallowed by USAID.
The account is credited for the LE equivalent of checks and
drafts drawn on it by TDC in the normal course of business
and for bank charges. The account balance is reconciled to
statements received periodically from CIB.

It is important that funds are not commingled. This account
is only for AID funds. Receipts from other sources should
be deposited in other bank accounts. Payments for costs
known to be unallowable by AID should be made from other
bank accounts.

account, Program Generated Income® 155
This account is debited with deposits of all receipts that

represent income to TDC, with three exceptions; a) receipts
from AID, b) donatlons to the fund and c¢) funding from

‘Required by Coop Agreement. The PGI account covers expendi-

tures such as taxes, custom duties, entertainment, tea and
coffee, and other expenditures cited in the Coop agreement,
amendment number 4.
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donors other than AID. The account is credited for expendi-
tures that are not allowable for reimbursement by AID, but
which are in furtherance of eligible program cbjectives as
agreed to between TDC and AID. The account balance is
reconciled to statements received periodically from the
bank.

Bank account, Payroll 156

Debited for receipts from TDC bank accounts used to fund
the payroll. Credited with salary checks and checks to
taxing authorities for employer’s share and withholdings of
gocial insurance. The account balance should reconcile to
zero because each time the payroll. is processed, the
deposits from other TDC bank accounts equal the checks
being issued.

Recejvables and Accruals 161-170
Accounts receivable, USAID ' 161

Debited for the amount of each invoice (1034) submitted to
AID requesting advance of funds. The offsetting credit is
to account 211, Advance from USAID. Credited for the amount
of each payment received from USAID.

Accounts receivable, other 162

Debited for the amount of each invoice submitted for
amounts due from others. Credited for payments received or
amounts written off. This is a summary account. Detailed
subsidiary ledger is maintained.

Provision for doubtful accounts 163

Credited for the amount of accounts receivable estimated to
be uncollectible. Debited for the amounts subsequently
written off or collected.

Accrued revenue (unbilled) 164

Debited for any revenues deemed to be earned, but not yet
billed as of the end of an accounting period. Credited at
the beginning of the following accounting period as part of
the adjusting and reversing entry process. This account
normally has a zero balance.

Regserve for End of Service Bonus 165

Debited for periodic increases in end-of-service bonuses
due to employees as approved by the Executive Director.
Credited for amounts charged to expenses at the time an
employee leaves TDC employment.
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Accrued interest 166

Debited for any interest earned, but not yet credited to
TDC as of the end of an accounting period. The account is
credited at the beginning of the following accounting
period as part of the adjusting and reversing entry pro-
cess. This account normally has a zero balance.

Advances and Prepavyvments 171-180

Advances for travel 171

Debited when checks are written* to travellers to cover
their reimbursable expenses while travelling. Credited when
valid expenditure receipts and refunds are received from
the travellers. This is a summary account. Detailed subsid-
iary ledger is maintained.

Advances, other 172

Debited when checks are written to employees or vendors for
approved purposes. Credited when valid expenditure receipts
and refunds are received from advances. This is a summary
account. Detailed subsidiary ledger is maintained.

Prepaid leases (current year portion of long term lease) 173

Debited for the current year’s amortization of long term
leases or for the total amount of prepaid short term
leases. Credited each accounting period with the expired
lease values. This ig a summary account. Detailed subsid-
iary ledger is maintained.

Deposits, office space and utilities, current year 174

Debited for any deposits expected to be returned by the
lessor or utility company within 12 months. Credited for
the deposits returned to TDC. This is a summary account.
Detailed subsidiary ledger is maintained.

Loans to Employees for End of Service Bonus 175

Employees of TDC are eligible to receive loans up to the
accrued amount of their end-of-service bonus as determined
periodically by the TDC Executive Director. This account is
debited for loans at the time: - the loans are made. The
account is credited when the loans are repaid. This is a

*Cash advances from the imprest fund are not recorded on TDC
books of account.
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control account supported by detailed ledgers, schedules or
listings of the outstanding loans; i.e., for each employee
record the date of loan, amount of loan and outstanding

balance.
Expendable Supplieg and Materials 181-199
Office Supplies 181

Debit for cost of office supplies received. Credit for cost
of supplies used during the accounting period as determined
by end-of-period physical inventory. Supplies are expend-
able and this is not a controlling account requiring
reconciliation to subsidiary records. However the custodian
of the supplies keeps the cabinet locked and maintains bin
cards showing receipts, issues and balances on hand.

Other materials and supplies 182

Debit for cost of supplies received; including items of
furniture, office equipment and telephone equipment having
a unit cost of less than $500, or the LE equivalent, and a
useful life of one year or less. Credit for cost of sup-
plies used during the accounting period as determined by
end-of -period physical inventory. Supplies are expendable
and this is not a controlling account requiring reconcilia-
tion to subsidiary records. However the custodian of the
supplies keeps good physical control and maintains records
showing receipts, issues and balances on hand.

Liabilityv and fund balance accounts 201-2989
Long term liabilities 201-210
End of Service Bonus Payable 201

Credit this account for increases in accrued end-of-service
bonuses as authorized periodically by the TDC Executive
Director. Debit the account with end-of-service bonuses due
to an employee at the time the employee leaves TDC employ-

ment.
Short Terxm Liabilities 211-230
USAID Advance Acgountsg 211-219
Advance from USAID, Egyptian Pounds 211

This account is credited with the Egyptian Pound advances
requested from USAID on forms 1034, under the Joint Busi-
ness Council Cooperative Agreements with USAID and for
expenditures disallowed by USAID. The offsetting account
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is 161, Accounts Receivable, USAID. The account is debited
for expenditures liquidated on 1034 expenditure vouchers
and for downward adjustments of TDC 1034 advance reguests
by USAID.

Advance from USAID, U.S. Dollafs 212

This account is credited with the Egyptian Pound equivalent
of U. 8. dollar advances requested from USAID on forms
1034, under the Joint Business Council Cooperative Agree-
ments with USAID and for expenditures disallowed by USAID.
The offsetting account is 161, Accounts Receivable, USAID.
The account is debited for the Egyptian Pound equivalent of
U. S. dollar expenditures liquidated on 1034 expenditure
vouchers.

Disallowed Costs, USAID 213

This account 1s a wvaluation account for accounts 211 and
212. It 1is credited for costs disallowed by USAID. The
offsetting debit is to account 302. The account is debited
for 1034 reclaim vouchers when the vouchers are submitted
to USAID. The offsetting credit is to account 302.

Government of Egypt Tiability Accounts 220-230
Withholding tax payable, salaries 220

Credited for any withheld taxes that have not yet been
submitted to the taxing authorities. Supporting documenta-
tion is the payroll records. Debited when payment is made.

Social insurance payable 221

Credited for both the employer’s and employee’s share of
social insurance due but not yet submitted to the Govern-
ment of Egypt. Supporting documentation 1is the payroll
records. Debited when the payment is made. The amount 1is
due 15 days after the preceding month.

Other taxes payable 222

Credited for taxes payable by TDC or withheld from vendors.
Debited when payment is made.

Other Short Term Liabilities 231-239
Accounts payable, vendors 231

Credited with unpaid bills/amounts owed by TDC to vendors
for purchases of materials, supplies, services, property
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and equipment. Debited when payment is made and when
amounts due others are adjusted downward. This is a summary
account. Detailed subsidiary ledger is maintained.

Deferred revenues : 232

Credited for revenues received during the accounting
period, but not yet earned; an advance payment from a
customer, for example. This is an adjusting entry at the
end of an accounting period. The entry is reversed at the
beginning of the next accounting period.

Accrued expenses 233

Credited for expenses incurred but not yet billed. Usually
services and deliveries from vendors for which bills have
not yet been received at the end of the accounting period.
This is an adjusting entry at the end of an accounting
period. The entry is reversed at the beginning of the next
accounting period.

Other current liabilities 234

Credit for other liabilities not classifiable to the above
accounts.’

Fund balances 240-250
Capital contributions, founders and bcard members 240

Credited with payments by the founders and board members.
This is a summary account supported by a detailed ledger of
contributions. There are no debits to this account unless
contributions are returned to the contributor.

Endowment fund 241

Credited with contributions to TDC from sources other than
founders and board members. There are no debits to this
account unless contributions are returned to the contribu-
tor.

Accumulated surplus/deficit 242

Credited with prior years’ surplus, Debited with prior
yvears' deficits.

SThis account can also be used for occasional unpaid
salaries. If salaries are routinely earned but paid after the end
of the accounting period, set up an accrued payroll account.
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Current year surplus/deficit . 243
Credited with net income and debited with net loss for the

current year. The balance is transferred to account 224 at
the beginning of the following year.

Revenues 301-399
USATD 301-310
USAID Cooperative Agreement 301

Credit for amounts billed to AID on 1034 vouchers and for
accruals at the end of the accounting period. Debit to
reverse accruals at the beginning of the next accounting
period.

USAID disallowed costs (offset to USAID coop agreement) 302
Debit for any amounts that are disallowed by USAID. The
offsetting credit is account 213, Disallowed Costs. Credit
for any disallowed costs subsequently reclaimed by TDC.

Interest on AID advances (refundable) 303

Credit interest earned on funds advanced from AID.

Program income 311-320
Commissions from exhibitions 311

Credit for commissions earned by TDC from the exhibitions.®

Interest income - 312
Credit for program interest earned.

Interest income from non-AID funds 313
Credit for non-AID interest. Examples might be advance
payments by others under contracts or other agreements; and
advances from other donors for non-AID program activities.

Gain or loss on disposal of fixed assets 314

Credit gains, debit losses; net of accumulated deprecia-
tion.

®If sales returns and allowances become material, open an
account, otherwise, record minor amounts as debits to this
account.
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Expenses 401-49%9
Salaries and Benefits ’ 401-415
Salaries ' 401

Debit for basic salaries of the direct hire staff. Source
is the payroll. All entries to the account must be support-
ed by the payroll records.

Transportation allowances ‘ 402

Debit for the transportation allowances of the direct hire
staff. Source is the payroll. All entries to the account
must be supported by the payroll records. TDC reimburses
transportation expenses up to 10 percent of gross salary.

Overtime 403

Debit for overtime paid to direct hire staff. Source is the
payroll.All entries to the account must be . supported by the
payroll records.

Bonuses and incentives 404

Debit for bonuses and incentives paid to the direct hire
staff. Source is the payroll. All entries to the account
must be supported by the payroll records. Bonuses are
decided on the basis of job performance and will be deter-
mined by the Executive Director after the annual perfor-
mance evaluation.

Medical insurance allowances . 405

Debit for employees’ health insurance premiums reimbursed
to the direct hire staff. Source 1is the payroll. All
entries to the account must be supported by the payroll
records.

Social insurance, employer‘s share 406

Debit for employer’s share of social insurance. Source
Payroll. All entries to this account must be supported by
the payroll records. Note that AID will not reimburse this
expense - it 1is a tax exempted under AID’'s bilateral
agreement with the Government of Egypt.

End of Service Bonusg Expense ’ 407

Debit for accrued amount of end-of-service bonus due an
employee at the time the employee leaves TDC employment.
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Office, Administrative Expenses 416-440

Office supplies 416
- Debit for the purchase of stationery, staples, photocopy
materials, pens and pencils, paper clips and any other

general office supplies. The account is adjusted at the end
of the accounting period for remaining inventory.

Postage : 417
Debit for stamps and other postal fees
Bank charges 418

Debit for charges by the banks for check books, commissions
and other services.

Courier (DHL and other) 419
Debit for courier charges.

Telephone and facsimile 420
Debit for telephone and facsimile billings.

Electricity 421
Debit for the electric bill.

Water ' 422
Debit for the water bill.

Rent 423
Debit for leasing costs of office space.

Computer supplies | 424
Debit for expendable supplies such as paper and ribbons,

diskettes, toner and ink cartridges.The account is adjusted
at the end of the accounting period for remaining invento-

ry.
Office equipment and Computer maintenance contract 425
Debit for charges by the maintenance and repair contractor.
Entertainment 426

Debit for entertainment. Note that AID will not reimburse
for entertainment charges except for certain- costs associ
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ated with the conduct of meetings and conferences, includ-

ing the costs of renting facilities, meals, speakers’ fees

and the like. :
Advertising and promotion 427

Debit for advertising and promotion costs. Note that AID

generally will not reimburse for these costs, except for

certain costs associated with the recruitment of personnel,

procurement of goods and services, disposal of surplus
materials and advertising required by AID.

Automobile Expenses 440-449

Aduto rental 440
Debit for leasing costs of automobiles.

Auto fuel 441
Debit for fuel purchased.

Auto maintenance and repairs 442
Debit for maintenance and repairs.

Auto insurance 443
Debit for auto insurance payments. The account is adjusted

at the end of the accounting period for any Payments due or
prepaid insurance.

Travel and Transportation 450-459
Travel and transportation, local 450

Debit taxis, bus fares, parking fees and reimbursements for
use of employee’s personal vehicles.

Travel and transportation, International 451

Debit the costs of tickets, ground transportation, ship-
ping, baggage, per diem and reimbursement of travellers’
expenditures. Note that AID will reimburse only those costs
that conform to AID travel regulations - particularly the
rules on class of service and use of American carriers.

In bountry travel and transportation 452

Debit the costs of tickets, ground transportation, ship-
ping, baggage, per diem and reimbursement of travellers’
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expenditures for travel within Egypt. Note that the costs
of travel within Egypt that are part of an international
itinerary should be charged to account 451.

Exhibitions, Seminars and Workshops 460-474
Exhibitions, stand rental 460

Debit for the rental and associated costs of renting
booths/stands at exhibitions.

Exhibitions, stand construction 461

Debit for the construction cost of booths/stands at exhibi-
tions.

Exhibitions, stand decoration 462

Debit for the decoration costs of booths/stands at exhibi-
tions. )

Exhibitions, printed materials 463

Debit for the cost of brochures, announcements and related
printed materials for exhibitions.

Exhibitions, other expenses 464

Debit for cleaning, security and other costs related to
exhibitions.

Seminar and workshops, facilities rental 465

Debit for the rental costs of conference rooms and other
facilities for seminars and workshops.

Seminars and workshops, materials and printing 466

Debit for the cost of badges, notebooks and similar materi-
als and supplies.

Seminars and workshops, travel and per diem costs.
for invited guests 467

Debit the costs of tickets, ground transportation, ship-
ping, baggage, per diem and reimbursement of invited
guests’ travel expenditures. Note that AID will reimburse
only those costs that conform to AID travel regulations -
particularly the rules on class of service and use of
American carriers.
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Printing, publications 468

Debit payments to authors and printers for royalties, .
stipends, typesetting, printing, binding, collating and
other costs of preparing materials for publication. Note
that as these costs become material, additional accounts
will have to be set up to accommodate the individual cost
categories, particularly royalties and stipends which
require detailed subsidiary records.

Professional services and insurance 475-485
Audit fees 475

Debit for the services of CPA and CA firms.

Legal fees 476
Debit for legal services.

Cbnsulting fees : 477
Debit for technical assistance and other consulting fees.

Insurance, facilities, furniture and egquipment 478

Debit for insurance coverage against theft, fire, and other
risks.

Insurance, general liability 479

Debit for the cost of insuring for personal injury or harm
to clients and visitors while on TDC premises.

Amortization and depreciation 485-495

Amortization, leasehold improvements 485

Debit at the end of the accounting period for the expired
amount of leasehold improvement costs.

Depreciation, office furniture 486

Debit at the end of the accounting periocd for estimated
furniture depreciation charges.
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Depreciation, telephone system 487

Debit at the end of the accounting period for estimated
telephone system depreciation charges.

Depreciation, office equipment 488

Debit at the end of the accounting period for estimated
office equipment depreciation charges.
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APPENDIX B

PGI GUIDELINES

Program Generated Income (PGI) is a separate account maintained
by TDC for fees earned by TDC as a result of USAID support-
ed/financed activities. USAID regulations, as set forth in
handbook 13, state that PGI is used to further eligible program
objectives. Further, it was agreed that this income could pay for
costs incurred that are not funded from AID grant funds under the
cooperative agreement.

Specifically, TDC can use PGI to cover incurred costs such as the
following: entertainment, advertising, fundraising, tips, taxes
and other GOE assessments (such as custom dutiesg), public
information services, tea and coffee, etc.

In cases where the use of PGI funds is unclear, the Executive
Director will consult with either the Project Officer or the
Agreement Officer for guidance prior to expending funds.

This information on the use of PGI is derived from the October
14, 1992 letter from Priscilla Del Bosque, Associate Director,
TI/FI to Hussein F. Sabbour; from the June 30, 1994 letter from
Christopher Crowley, Acting Mission Director to Hussein F.
Sabbour and from Cooperative Agreement No. 263-0226-A-00-2027-00,
Amendment No. 04, dated September 30, 1994.
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C. BOOKS OF ACCOUNT AND SUBSIDIARY CONTROL RECORDS

Important Notice: The books of account and subsidiary control
records in this section Are designed to comprehensively meet
TDC'’ s needs as the volume of financial transactions grows and the
accounting becomes more complex. However, at the time this manual
was produced, TDC was Jjournalizing transactions in project
ledgers. The project ledgers, with the addition of a general
journal to ©record sales/accounts receivable and periodic
adjusting entries, were adequate for TDC’'s accounting needs.

Therefore, it was anticipated that initially the cash receipts
and disbursement journals and the voucher register would not be
used, but that the journals would be phased in when required by
the volume of transactions.

Project Ledgers

The "project ledgers" are combination journals/ledgers that
support TDC invoices/expenditure reports to donors. The source
of the entries is the TDC checkbooks and the payrolls. There is
one project ledger for each donor checking account and for each
program income checking account. Each project ledger includes
columns for the checking account (debit, c¢redit and balance},
plus columns for each of the donor budget line items (salaries
and benefits, other direct costs, capital costs, and trade shows,
for example). In addition, there are separate columns in the
project ledgers to record advances and guarantee checks.

Guarantee checks are recorded in the project ledger only and are
not posted to the general ledger. Receipts are issued by the
Cashier/Administrative Secretary from a receipt book used solely
for guarantee checks when the checks are received and receipts
are obtained from the client when the checks are returned. The
guarantee checks are forwarded to the Financial Controller for
safekeeping until they are returned or cashed.

The Project ledgers provide direct, detailed support for cash
basis (as opposed to accrual basis) billing/reporting of expenses
to donors. Individual entries for receipts and payments are coded
according to the chart of accounts and posted periodically to the
general ledger. The project ledgers are maintained in the same
currency as the corresponding checking account, either Egyptian
pounds or foreign currency.’ The periodic totals of the budget
line item columns should agree with or reconcile to the line item
totals on the periodic billings to donors.

This section should be cancelled when the project ledgers are
replaced by the cash receipts and disbursement jourpals and the
voucher register.

’Foreign currencies are converted to Egyptian pounds before
posting to the general ledger.
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C. BOOKS OF ACCOUNT AND SUBSIDIARY CONTROL RECORDS

The books of account provide an orderly record of TDC transac-
tions and establish a basis for reporting TDC financial condi-
tion, the results of operations and cash flow.

Transactions are classified and entered into -the journals
according to the TDC chart of accounts and the account descrip-
tions. Changes in the account balances indicated by the recording
of the journal transactions are posted periodically to the
general ledger and subsidiary records.

The TDC Accountant is responsible for all entering and posting
to the books of account. The books required by the accounting
system will be in English. The Financial Controller is responsi-
ble for keeping any Arabic records required by the Government of

Egypt.

The Dbooks consist of the following Jjournals, 1ledgers and
subsidiary control records:

Voucher Register

The voucher register is the basic control for all cash disburse-
ments. It serves as TDC's chronological record of vouchers issued
and the basis for distribution of disbursements. See the detailed
voucher register procedures for maintaining this register.

Cash receipts Journal

The cash receipts journal is a book of original entry in which
cash® receipts are entered chronologically. The basis for entries
are pre-numbered cash receipts from pre-printed, multi-part cash
receipts books maintained by the Cashier.

The Cashier issues a receipt for each and every cash receipt and
deposits receipts in the bank daily at close of business or on
the next working day.

The Cashier gives the original receipt to the payor, retains one
copy of the receipt in the receipt book and, on the business day
following the transaction, forwards a second copy to the
accountant along with a receipt from the bank for the day’s
deposits.

The accountant compares the cash receipts to the bank deposit
slip(s) to assure that amounts recorded on cash receipts were
deposited and enters each receipt sequentially to the cash
receipts journal. There are columns for receipt number, date,
payor, each bank raccount, total debits, accounts credited and

8 Cash means currency and coins, negotiable money orders and
checks.
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total credits.

At the end of each month, the accountant totals the columns for
the month and posts the totals to the appropriate general ledger
accounts. .

Cash Disbursements Journal

The cash disbursements journal is a book of original entry in
which cash disbursements vouchers are entered as transactions are
completed. The cash disbursements journal differs from the
voucher register in two important respects. First, the voucher
register records check numbers. The cash disbursements journal
does not.

There is some duplication of entries to the voucher register and
the cash disbursements journal. The alternative appears to be a
combined journal with too many columns to be used efficiently.
Also, initial entries to the voucher register are made when a
voucher is initiated to assure that all vouchers, once initiated
are accounted for. On the other hand vouchers are entered in the
cash disbursements journal after the transactions are completed;
i. e., checks are signed and distributed. The vouchers are not
necessarily recorded in the cash disbursements journal in
numerical order.

The accountant checks the completed vouchers and enters each paid
voucher in the cash disbursements journal. There are columns for
voucher number, date, payee, each bank account, total credits,
accounts debited, amount debited and total debits.

At the end of each month, the accountant totals the columns for
the month and posts the totals to the appropriate general ledger
accounts.

General Journal

The general journal is a book of original entry in which journal
vouchers are entered for non-cash transactions, usually adjust-
ing, closing and reversing entries necessary to close the books
at the end of an accounting period. The general journal is also
the record of journal vouchers prepared to correct or adjust
previous entries to the books of account. Examples of entries are
depreciation, accounts payable, bad debt reserves, liquidation
of prepaid amounts such as rent, transfers between accounts to
correct or clarify prior entries and reversal of prior period
adjusting and closing entries to start a new accounting period.

The bases for entries are Jjournal vouchers prepared by the
Financial Controller and approved by the Executive Director or
his designee. All journal vouchers must be approved. There should
be very few journal vouchers.
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Preparation and entry of journal vouchers is meticulously con-
trolled because there is no independent verification; no deposit
slip or check, for example. Effective internal check requires a
full narrative explanation on the journal voucher form and
approval of each journal voucher by the Executive Director or his
designee. Making journal vouchers and correcting or adjusting
entries without approval is grounds for disciplinary action.

Approved vouchers are entered sequentially in the general
journal. All approved vouchers, including approved vouchers
subsequently voided are entered and filed to assure a sequential
transaction record and audit trail.

At the end of each accounting period, the entries in the general
journal are posted to the general ledger and subsidiary records
as necessary.

General Ledger

All of the accounts in the chart of accounts are maintained in
the general ledger. One ledger page should be maintained for each
account.

The ledger is posted at the end of each accounting period from
the various journals that are the books of original entry®.

Bank accounts are reconciled to the general ledger account
balances within three days of receipt of the statement from the
bank (s) . The Financial Controller takes custody of the statements
when they are received from the bank and prepares the reconcilia-
tions. Disbursement vouchers are prepared for any bank charges
and processed in the normal manner. The Financial Controller
follows up with the Cashier on any checks outstanding more than
60 days.

Accounts Receivable

This 1is a subsidiary ledger showing the detail of the general
ledger accounts receivable account. The total of the individual
accounts in this ledger must equal the total in the general
ledger accounts receivable account (No. 162) at the end of each
accounting period.

Accounts Pavable

TDC should not need an accounts payable subsidiary ledger.
Instructions for the voucher register describe the procedures for
preparing an accounts payable journal voucher at the end of each

When the accounting system is set up on the computer,
entries will undoubtedly be made directly from vouchers and cash
receipts, with the amounts posted in detail (Not end-of-the-month
summary form) to each account.
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accounting period. The voucher includes a listing of the details
of each unpaid voucher in process.

Eguipment, Furniture and Fixed Assets Inventorv

Payment vouchers are the source of initial entries to this
subsidiary register. At the time payment vouchers are recorded
in the cash disbursements journal, the details of any entries to
the furniture, fixtures and equipment accounts, numbers 101 - 110
must be entered on inventory cards. The total of inventory cards
must equal the balances in the corresponding general ledger
accounts at the end of each accounting period. '

One inventory card is maintained for each item or group of
identical items. Serially numbered items with a value of LE 500
are recorded individually on separate cards.

At the end of the year, the annual and accumulated depreciation
is computed and entered on the individual cards. A journal
voucher is prepared for the grand totals, entered in the general
journal and posted to the general ledger depreciation accounts.
The total depreciation entries on the inventory cards must equal
the balances in the corresponding general ledger accounts at the
end of each accounting year.

At the end of the year, a physical inventory is taken and
compared to the inventory cards. All differences are reconciled
prior to closing the books.

(See the Accounting System Manual, Section K. "Physical and
Record Control of Fixed Assets.)
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D. VOUCHER REGISTER PROCEDURES

The TDC voucher register is the basic control journal for all
cash disbursements. It serves as TDC's chronological record of
vouchers issued. This 1is the only such record in the TDC
accounting system. The voucher register is also. the only TDC
journal that cross-references disbursement vouchers and the
checks issued to pay them®. Finally, the register allocates
TDC’'s payments to designated cost accounting centers. The TDC
accountant controls the issuance of payment vouchers and
maintains the voucher register. '

Vouchers entered in the voucher register at the end of the
accounting period but, not yet paid, are the detailed support for
a journal voucher setting up TDC’s accounts payable. The journal
entry is reversed at the beginning of the following accounting
period.

Detailed Procedures

Voucher numbers are assigned consecutively beginning with number
1 at the beginning of the accounting year. The first voucher for
1995 for example would be number 95-1.

The voucher number is assigned at the time documents are received
by the Financial Controller to be processed for payment. The
Financial Controller completes the first three columns of the
register showing voucher number, date assigned and description
(payee) then enters the voucher number on the disbursement
voucher face sheet.

Paid wvouchers are returned to the Financial Controller for
processing. The Financial Controller enters the check and
important information into the register from the face sheet of
the voucher. For each bank account there are columns to enter the
check number and the amount of the check. TDC information is
entered from the accounting code and total columns of the
voucher.

Closing the register at the end of the accounting period

At the end of the accounting period, the Financial Controller
foots and cross-foots (totals and cross totals) the wvoucher
register and traces the total amount paid from each bank account
to the cash disbursements journal. The amounts should agree. Any
differences must be reconciled. The total is the check figure for
the expenditure statements for TDC.

UIf it is necessary to locace the supporting documentation
for a check, the register will show the voucher -number on the
check 1line. Conversely if it 1is necessary to identify the
check(s) issued to pay a voucher, the register will show the
check numbers on the voucher line.
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AID Expenditure Vouchers/Certified Fiscal Reports

The Financial Controller prepares two spreadsheets for the
liquidation of AID advances, one for Egyptian pounds and one for
U.S. dollars. From the voucher register‘s CIB bank account
columns, enter each voucher paid and allocate The amounts to the
Cooperative Agreement budget line items:

Cooperative Agreement Project Elements
Voucher No CIB Check No TA Salaries Equipt Aud&Eval Total

Totals

Copy vouchers and supporting documentation, attach to the
spreadsheet and prepare the reimbursement voucher, Form 1034.
(See the TDC/USAID Cooperative agreement for instructions on AID
voucher preparation.) Note that separate voucher forms and
certified fiscal reports are required for Egyptian Pounds and
U.S. dollars. To liquidate a USAID advance, prepare a spreadsheet
showing the voucher number, bank account and check number and the
project elements charged. Copy TDC payment vouchers and support-
ing documentation, attach to the spreadsheet and prepare the
voucher form 1034 and certified fiscal report to liguidate the
advance. (See the TDC/USAID Cooperative agreement for instruc-
tions on AID voucher preparation.)
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Accounts Pavable Journal Voucher

There should be very few accounts payable at the end of an
accounting period. To set up these few accounts payable, the
Financial Controller/accountant prepares a spreadsheet of
vouchers in process; vouchers that have been prepared by the
accountant but not yet paid. For each voucher in process, the
accountant records the status!, the account numbers of the
disbursement accounts debited and the amounts:

Voucher Disbursgement accounts
Number Status Account No Account No Account No Total
Total

The accountant prepares a journal voucher crediting accounts
payable for the total and debiting the appropriate disbursement
accounts. (This entry is reversed at the beginning of the next
accounting period.)

! For example; a) with the cashier for check writing, b)
with the approver, c¢) or checks signed but not delivered.
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E. INSTRUCTIONS FOR CLOSING THE BOOKS AND PREPARING FINANCIAL
REPORTS

The financial statements and reports are a formal presentation
of the accounts and are prepared for the purpose of displaying
in summary form TDC’s financial condition at the end of each
accounting period and how TDC'’s resources were used during each
accounting period. Additional reports are prepared as necessary
to report fiscal data to TDC's Board of Directors.

It 1s important that TDC’s financial statements be based on a
trial balance taken directly from the books of account and that
reported amounts are traceable through the trial balance to the
general ledger and subsidiary ledger account balances. In other
words an audit trail must exist between the statements and the
books.

The Financial Controller is responsible for preparing monthly
financial statements from a trial balance taken at the end of

each month and adjusted for interim depreciation, accruals and

amortization; and for preparing fiscal reports as required by the
Board.” Prior to preparing the financial statements, the
Financial Controller needs to carry out the following procedures:

Procedures

1. Assures that the bank accounts have been reconciled and

journals have been posted to the general ledger. (See
Appendix C for detailed bank account reconciliation proce-
dures.)

2. Prepare a journal voucher for setting up the accounts
payable. Any vouchers that have been initiated but not yet
paid. Enter the approved voucher.

3. Prepare a journal voucher for amortizing prepaid rent
and other prepaid items. Enter the approved voucher.

4. Post from the general journal to the general ledger.

5. Total the columns in the cash receipts and cash dis-
bursements journals.! Post to the general ledger.

6. Prepare a trial balance.

2The year-end reports are prepared in consultation with the
independent auditors who advise on the adjustments required to
close the books and the format and content of the reports.

Bor from the project ledgers if the cash receipts and cash
disbursement journals are not used.
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7. Prepare a Certified Fiscal Report(s) for the AID cooper-
ative agreement. The report(s) is/are the basis for the
monthly billing to AID. It has columns showing the budget
line items and for each line item, amount budgeted, amount
disbursed this period (Ties into total 1034), amount
disbursed to date and the balance. Note that separate 1034
vouchers are reguired for Egyptian pound expenditures and
US dollar expenditures.

The source of the information for the Certified Fiscal
Reports 1is the CIB bank accounts. The CIB totals should
reconcile to the CIB bank account column in the cash
disbursements journal.

The interim financial reports are:
The statement of financial condition,
The income statement or statement of activities,
The expenditures report.

Statement of Financial Condition

Amounts are taken from the asset, liability and fund balance
columns of the trial balance worksheet.

Statement of Activities

Amounts are taken from the income and expenditure columns of the
trial balance worksheet.

Expenditure Report

This statement compares all disbursements during the accounting
period and disbursements year-to-date to the budgeted amounts for
the year to date. The source for the monthly expenditures is the
cash disbursements journal. Year to date figures are cumulative
from prior reports.

“or the project ledgers if the cash disbursements journal
is not used.
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Appendix C
BANK ACCOUNT RECONCILIATION PROCEDURES

Periodic bank statements are an essential tool to independently
verify the accuracy of TDC records with respect to the amount of
receipt and disbursement transactions and periodic balances of
TDC’s funds on deposit.

It 1is therefore important that periodic- bank statements be
reconciled to the books of account within 3 business days of
receipt and that the reconciliation be done by someone indepen-
dent of the check book custodian.

Detailed Bank Statement Reconciliation Procedures

1. The accountant prepares a schedule showing the reconciliation
of the balance shown on the bank statement to the balance shown
on the TDC books of account. The schedule shall show the
following information in a format compatible with the bank
statement reconciliation form:

Bank statement account balance XXXXX
Add
Deposits not yet recorded by the bank XXXXX
Bank charges or other debits not

yet recorded by TDC XXXXX
Subtotal XXXXX
Deduct

Checks issued but not yet
recorded by the bank Number Amount

XX . XXXXX

XX XXXXX

Subtotal XXXXX

Bank interest or other credits XXXXX
Subtotal deductions XXXXX
TDC book balance IXXXX

2. The accountant records interest earned, bank charges and other
charges and credits, if any, on the books of account.

3. The accountant provides information to the cashier to record
bank charges and credits and compares the Cashier’s checkbook
balance with the books of account. Differences if any are
reconciled.

4 .The accountant signs the bank reconciliation as the preparer
and forwards the signed schedule to the Financial Controller.

5. The Financial Controller signs the schedule as reviewed and
approved.
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F. PROJECT LEDGER _ DISBURSEMENT VOUCHER PROCESSING AND CHECK
PAYMENT PROCEDURES

Important Notice:

The disbursement voucher processing and check payment procedures
in this section are degigned to comprehensively meet TDC's needs
as the volume of financial transactions grows and the accounting
becomes more complex. However, at the time this manual was
produced, TDC was using check numbers to control vouchers and was
journalizing transactions in project ledgers. The procedures were
adequate for TDC’'s accounting needs.

Therefore, it was anticipated that initially the full voucher
system would not be used, but that the voucher register and
related voucher processing procedures would be phased in when
required by the volume of transactiomns.

Detailed Voucher Procegsing and Check Pavment Procedures for

Project Ledgers

All checks issued must be supported by disbursement vouchers.
Disbursement vouchers are prepared to support payments for (a)
purchases, (b) imprest fund replenishment and (c) advances.

1. The Cashier/Administrative Secretary checks the documentation
and prepares a voucher face sheet showing the vendor, date
prepared, source of funds (cooperative agreement or PGI),
description of the service or product provided, and the amount.
The Cashier/Administrative Secretary forwards the voucher and
supporting documentation to the Financial Controller for
approval.

2. The Financial Controller approves the payment and returns the
voucher to the Cashier/Administrative Secretary. The Cash-
ier/Administrative Secretary prepares the check and returns the
voucher and check to the Financial Controller.

3. The Financial Controller signs the check and obtains the
signature of the administrative manager or other TDC officer
authorized to sign checks and returns the check and the wvoucher
to the Cashier/Administrative Secretary for issuance to the

payee.

4. The Cashier/Administrative Secretary issues the check and
obtains a receipt from the receiver of the check. The Cash-
ier/Administrative Secretary assigns general ledger account
numbers to the payment posts the paid voucher to the project
ledger.

5. The Financial Controller reviews the project ledger posting.

These instructions for maintaining project ledgers should be
cancelled after the accountant is hired and when the project
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ledgers are replaced by the cash receipts and disbursement
journals and the voucher register. When the accountant and the
journals are in place, begin following the procedures on the
following pages.
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F. DISBURSEMENT VOUCHER PROCESSING AND CHECK PAYMENT PROCEDURES

All checks issued must be supported by disbursement vouchers.
Disbursement vouchers are prepared to support payments for (a)
purchases, (b) imprest fund replenishment and (c) advances. The
Financial Controller prepares the vouchers, enters them into the
voucher register and enters the paid vouchers into the cash
disbursement journal (s) . The Executive Director approves vouchers
for payment. The Cashier writes the cheeks pursuant to the
information on the face sheet of the disbursement voucher and
delivers the checks to payees. The TDC Executive Director and
Financial Controller sign the checks. In the absence of either
or both, the Associate Director of Operations and the Sales and
Marketing/Deputy Director sign the checks.

Detailed Procedures

The detailed procedures are listed twice. First in sequential
order and second grouped by responsible officer.?

Sequence

1. The accountant receives invoices, statements, payroll, imprest
fund replenishment or other documentation requesting payment,
checks the wvoucher register for the next available voucher
number, assigns the number to the requested payment and records
the number, date and payee in the voucher register. This "logging
in" process is an essential element of control to assure that all
payments are accounted for.

2. The accountant checks all supporting documentation for
approvals, proof of receipt of goods and services to be paid for
and the correctness of all extensions and additions.

3. The accountant completes the face sheet of the voucher (see
voucher form attached), including the voucher number, date, payee
name and address, total amount due, any withholdings, and the net
amount due. The accountant records the accounting information on
the face of the wvoucher showing the amounts to be credited to
bank account (s} and the accounts to be debited.

4. The accountant signs the voucher and forwards the package to
the Financial Controller for review. The Financial Controller
then sends it to the Executive Director or his designee for
approval.

5. The Executive Director or his designee forwards the approved
voucher to the Cashier for payment.

15Respons:.ble officer is defined as the person responsible
for carrying out the procedure.:
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6. The Cashier prepares the checks from the information ‘on the
face of the voucher and forwards the voucher and checks to the
authorized check signers; the TDC Executive Director and
Financial Controller. In the absence of either or both, the
Director of Operations and the Sales and Marketing/Deputy
Director sign the checks.

7. The Executive Director forwards the voucher and signed checks
to the Cashier.

8. The Cashier records the check number(s) and date on the
disbursement voucher, makes a photocopy of the check(s), gives
the checks to the payee and gets the payee’s signature on the
voucher, stamps the voucher and attached documents "Paid", and
forwards the voucher package to the accountant.

9. The accountant completes the entry in the voucher register and
enters the voucher in the cash disbursements journal. (See
instructions for the voucher register and for the cash disburse-
ments journal.)

Responsible Officer Procedures
Accountant

Receives invoices, statements, payroll, imprest fund replenish-
ment or other documentation requesting payment, checks the
voucher register for the next available voucher number, assigns
the number to the regquested payment and records the number, date
and payee in the voucher register. This "logging in" process is
an essential element of control to assure that all payments are
accounted for.

Checks all supporting documentation for approvals, proof of
receipt of goods and services to be paid for and the correctness
of all extensions and additiomns.

Completes the face sheet of the voucher (see voucher form
‘attached), including the voucher number, date, payee name and
address, total amount due, any withholdings, and the net amount
due. The accountant records the accounting information on the
face of the voucher showing the amounts to be credited to bank
account (s) and the accounts to be debited.

Signs the voucher and forwards the package to the Financial
Controller for final review. The package is then forwarded to
the Executive Director or his designee for approval.

Completés the entry in the voucher register and enters the
voucher in the cash disbursements journal. (See instructions for
the voucher register and for the cash disbursements journal.)
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Approver

Forwards the approved voucher to the Cashier for payment.
Forwards the voucher and signed checks to the Cashier.
Cashier

Prepares the checks from the information on the face of the
voucher and forwards the voucher and checks to the authorized
check signers; the Executive Director and Financial Controller.
In the absence of either or both, the Associate Director of
Operations or Sales and Marketing/Deputy Director sign the
checks.

Records the check number (s) and date on the disbursement voucher,
makes a photocopy of the check(s), gives the checks to the payee
and gets the payee’s signature on the voucher, stamps the voucher
and attached documents "Paid", and forwards the voucher package
to the accountant.
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G. IMPREST FUND PAYMENT AND REPLENISHMENT PROCEDURES

The purpose of the TDC imprest fund is to eliminate the need to
process disbursement vouchers and issue checks for small
payments. The amount of the fund is limited to LE 2,000 and
individual payments are limited to LE 300.

The fund is not to be used for salary advances or as a personal
check cashing facility or other personal purposes.

Under the imprest system, cash is disbursed by the fund Cashier.
From time to time cash is restored to the original amount of the
fund through reimbursements equal to the funds expended. To
accomplish replenishment, the Cashier submits supporting
documentation for payments made from the fund to the accountant,
who initiates a disbursement voucher. (See disbursement voucher
processing and check payment procedures.)

Effective control of the fund requires that a) all payments and
advances from the fund must be authorized by the Executive
Director, the Financial Controller or his designee, b) the fund
must be physically segregated, in a locked cash box, from the
Cashier’'s personal and other cash funds and c¢) the Financial
Controller must make unannounced cash counts at some time during
each month to assure that the fund is properly maintained and
accounted for.!S

Detailed Procedures

To establish the imprest fund, the Financial Controller initiates
a disbursement voucher for the LE 2,000 advance to the Cash-
ier/Administrative Secretary. (See disbursement voucher proce-
dures.) The Cashier/Administrative Secretary cashes the advance
check and deposits the LE 2,000 in the imprest fund cash box.
Advances and payments are made from the fund as follows:

1. The requestor! completes an imprest fund advance form or
proforma payment form!® and obtains approval for the ad-

At any time, the cash on hand, plus documents in the cash
box showing authorized advances and payments should equal the
amount of the fund. In TDC’'s case, LE 2,000.

"Traveller, janitor, virtually any employee, depending on
the amount and purpose of the purchase.

BThe proforma payment voucher can be the vendor’s invoice
with procurement information or a form prepared by the requestor
(see attached payment form). A rubber stamp on the face of a
vendor’s invoice showing the details of the purchase should
suffice as long as the purchase meets TDC procurement and travel
rules. A rubber stamp would be in the same format as the attached
imprest fund payment form.
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vance/procurement from the Executive Director or his designee.

2. The Cashier/Administrative Secretary makes cash advances from
the imprest fund as approved by the Executive Director, the
Financial Controller or his designee. Obtains the payee’s
signature and places the completed advance form in the imprest
fund cash box. Returns advance forms to payees as they liquidate
their advances.? .

3. The Cashier/Administrative Secretary makes payments from the
imprest fund as approved by the Executive Director, the Financial
Controller or his designee:

He/she checks the supporting documentation for mathe-
matical accuracy, reasonablenegss and approvals; and
assures that the supporting documentation is original
- not photocopies.

He/she assures that the explanation of the payment
includes enough information for the accoun-
tant/financial officer to code the. payment to the
proper accounts.

He/she obtains the payee’s signature, makes payment
and stamps the documents "paid".

He/she records the payment in a log book of payments.

4., The Cashier/Administrative Secretary initiates replenishment
of the fund when currency on hand falls below LE 500 or once per
month, whichever comes first. The Cashier/Administrative
Secretary submits documentation of imprest fund disbursements to
the Financial Controller for reimbursement as follows:

a) Reconciles the fund. Adds the currency on hand,
advances and payment documents. The total should equal
the amount of the fund. Resolves differences.

b) Makes a computer spreadsheet of payments to be
submitted to the Financial Controller for reimburse-
ment.

c) Makes copies of the spreadsheet and the original
documents to be submitted to the Financial Controller
for reimbursement. Cashier/Administrative Secretary
retains copies until reimbursement is received.

PThere should be no need for copies or duplicates of this
form, nor should there be a need for pre-numbering. For purposes
of fund operations, a signed and approved.advance form in the
cash box is the same as currency and is counted as such.

The Accounting System 57

W

VAN

L



IDC ACCOUNTING AND INTERNATL CONTROI, MANUAL

d) Prepares a voucher and submits all the documents to
the Financial Controller for approval to issue a
replenishment check.

5. The Financial Controller approves the voucher for reimburse-
ment of imprest fund payments. (See disbursement voucher
procedures.)

6. The Financial Controller makes unannounced cash counts of the
Cashier/Administrative Secretary’s imprest fund at least once
during each calendar month. In the Cashier/Administrative
Secretary’s presence, the Financial Controller:

a) Lists, on a spreadsheet, all currency and coin,
uncashed reimbursement checks, advances and disburse-
ment documents awaiting reimbursement. The total
should equal the LE 2,000 fund. Differences are
reconciled.

b) Assures that documentation of advances and dis-
bursements is adequate. ' ~

c) Obtains the Cashier/Administrative Secretary’s
signature on the spreadsheet evidencing agreement with
the Financial Controller’s analysis and receipt of the
fund intact from the Financial Controller.

The Cashier/Administrative Secretary participates with the
Financial Controller in counting the cash, advances, and payments
and reconciling the fund. Provides explanations and additional
documentation as required. Signs the Financial Controller’s
spreadsheet acknowledging return of the fund intact.
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H. PURCHASING PROCEDURES

The purpose of TDC purchasing procedures is to provide assurance
that all purchases are in accordance with TDC’s approved budget,
are necessary for the operation of TDC and are properly autho-
rized before commitments are made; that competition is used to
get the most reasonable price; that goods and services paid for
are actually received; and that all short-tern technical
assistance to be financed by TDC follow donor approved rules and
regulations for hiring consultants.

Procurement Policies

Procurement activities will be conducted in a manner to provide,
to the maximum extent practical, open and free competition.

All procurement policies are approved by the Board of Directors.
Only the Board can approve deviations .from TDC’s written
procurement policies.

All procurement of goods and services under  the cooperative
agreement with AID will conform to all of AID’'s requirements
contained in the Standard Provisions to the cooperative agreement
entitled "RProcurement of goods and services" and "AID Eligibility
Rules for Goods and Services". Questions of eligibility,
international shipping requirements, small business consider-
ations, and supplier eligibility should be resolved with AID
prior to finalizing procurement contracts.

Deviations from procurement policies must be submitted to the
Board with written justification and a request for written
approval. For procurement that are subsequently submitted to a
donor for reimbursements, the justification to the Board for
deviation from procurement policies must either show that a) the
procurement is eligible for donor reimbursement or b) support for
self-financing with TDC’'s own funds.

Technical Assistance

All local procurement of technical assistance over $25,000 (LE
equivalent) be approved by the Executive Committee of the Board
of Directors. Competitive procurement of technical assistance up
to $25,000 (LE equivalent) are approved by the Executive
Director. Justification for each procurement must show the need
for the technical assistance; the selection process and the cost
analysis.

The cost of technical assistance will be reasonable and the
determination of reasonableness documented. Determination should
be based on comparisons of cost of services available from three
other sources, potential supplier’s recent billings to other
clients and the potential supplier’s certified CV or Bio-data
showing fees for similar services.
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Furniture, Eguipment, Trade Show Procurements and Other Commodi -
ties

All furniture, equipment and other commodity procurement, such
as trade show” stand construction and furnishing, will be
competed on the basis of price, quality and timeliness of
delivery. Procurement from other than the lowest responsive
bidder must be justified in writing and approved by the Executive
Director up to $25,000 (LE equivalent). The Executive Committee
shall approve procurement over that amount. Under no circumstanc-
es are procurement to be divided into smaller packages for the
purpose of avoiding the need to obtain Executive Committee or
Board approvals.

Procurement actions will be documented to show a) need for the
goods or services, b) how competition was obtained, and c) that
goods and services paid for were received in good order. For all
procurement over an estimated $25,000 (LE equivalent), TDC will
issue written invitations for bid or proposal to at least three
potential bidders and require that bids or proposals be submitted
in writing. Procurement under $25,000 may follow informal
procedures; contacts by telephone and notation on the purchase
order of efforts to assurance that competition was.soclicited and
reasonable prices were obtained.

Awards to other than the lowest responsive bidder will be
documented to show why the lowest bidder was not selected. To
agssure proper analysis of cost and price analysis, procurement
over $25,000 (LE equivalent) will be reviewed by an evaluation
committee, made up of TDC staff and using objective scoring
methods.

Travel

All employee travel will be approved in advance by the Executive
Director or his designee. International travel must be approved
at least 15% days in advance of the travel. Domestic travel must
be approved seven days in advance of the travel. Approval by the
Executive Director includes the period of travel, itinerary, a
budget and maximum amount of funds set aside for each approved
trip.

The maximum cost of international air travel shall be the cost
of economy class by the most direct route. The maximum for travel
within Egypt shall be the cost of economy class. Exceptions may

®Incidental procurement such as cleaning, security, required
electrical modifications and other small purchases connected with
trade shows will be procured on site and claimed by TDC employees
as travel related expenses. Procurement policies stated in this
manual must be adhered to.

2l gee Appendix D "AID PROCUREMENT REQUIREMENTS"
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be approved in advance by the Executive Director or his designee.

International travellers will receive per diem in lieu of
expenses equal to the maximum subsistence rates allowed in the
Standardized Regulations for government civilians/foreign areas
published by the U.S. State Department, as from time to time
amended. Travellers will receive one quarter day’s per diem for
each quarter day in travel status.

Certain travel connected expenses will be reimbursed to the
traveller, in addition to per diem. These expenditures include;
home to airport and airport to home, local transportation -
airport to hotel and hotel to office while in travel status,
official telephone, facsimile and telex charges necessary to
accomplish the purpose of the travel, and incidental costs.

All travellers will be provided advances of funds to cover travel
costs. Advances are to be settled within 15 work days upon
completion of travel by proof of purchases and used common
carrier tickets accompanied by a certification of the time in
travel status to support per diem claims. Receipts are required
for all expenditures claimed that are not covered by per diem.
Outstanding travel advances will be deducted from an employee’s
paycheck or consultant’s fee if the advance is not liquidated
within 15 work days of the assignment.

Travel costs paid by TDC will conform to AID rules requiring
travel on U.S. flag carriers with respect to international travel
claimed for reimbursement from AID.

TDC allows stopovers in route for personal reasons, provided
that; delays in route for personal reasons are approved in
advance and do not disrupt the work of TDC; and all expenses
incurred in addition the those that would have been incurred for
travel by the most direct route, with no delays, be at the
personal expense of the traveler.

Any official travel in excess of 12 months will be considered
long term and rules of the donor financing such long term travel
will apply with respect to dependent travel, accompanied and
unaccompanied baggage, shipment and storage of household effects
and requirements for physical examinations and inoculations.

The use of personal vehicles for official business is discour-
aged. TDC will make every effort to provide official vehicles for
employees conducting official business. If it is necessary for

employees of TDC to use their personal vehicles for official

business, they will be reimbursed at the rate of LE .50 per
kilometer.

Detailed Procedures

Effective control of purchases requires first; that the need for
each purchase be documented by the requisitioner, approved by the
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Executive Director, and checked by the accountant for availabili-
ty of funds.

Second; that competition is obtained and documented. For small
purchases, for example, a notation on the requisition form that
suppliers were contacted by phone will suffice; whereas procure-
ment of computers or other major items of equipment estimated to
cost over $25,000 (LE equivalent) requires invitations for bid
and written quotations on the potential suppliers’ letterheads.
When procurement of technical assistance requires sole source
contracting for specialized services, justification for such
procurement must be fully documented. All travelers should be
familiar with TDC travel policies requirements to avoid problems
with payments for travel expenses and to assure that travel
conforms to donors’ requirements.

Finally, effective control requires that a receiving and
inspection procedure is in place to assure that a) goods and
services are recelived undamaged and in the gquantities and
specifications ordered and b) technical assistance is delivered
in accordance with contract terms.

Detailed Procedures

The detailed procedures are listed twice. First in sequential
order and second by responsible officer.

A._ Sequence of procedures:

1. The reguisitioner initiates a purchase requisition form
including the description, quantity, unit price, and total
estimated cost of the items requisitioned. The requisition-
er contacts suppliers for quotes and notes results on the
requisition form. For technical assistanc¢ce submits a
research activity/project proposal including potential
gsources of expertise. Forwards the requisition or activity
proposal to the Executive Director for approval. Travelers
submit a requisition showing the proposed itinerary includ-
ing estimated travel, per diem and other allowable costs
for the trip.

2. The Executive Director approves the purchase requisition,
travel or proposal <for technical assistance. Forwards
approved

purchase requisition or proposal for technical assistance
to the accountant.?®

3. The accountant prepares a purchase order form, contract,
invitation or other appropriate procurement document and

20r other designated official; the Sales and Market -
ing/Deputy director or the Director of Operations, for example.
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forwards it to the Financial Controller.

4. The Financial Controller checks to assure that funds are
available in the budget for the procurement, notes fund
availability status on the purchase order form, contract or
proposal and forwards the package to the Executive Director
for approval.

5. The Executive Director approves the purchase order, con-
tract or invitation, or obtains Board and Executive Commit-
tee approval if required, and returns it to the accountant
for issue.

6. The accountant issues the approved procurement document to
the vendor or provider of technical services. The Executive
Director is the only TDC official authorized to sign
contracts. The accountant will have to make arrangements
for a meeting with the contractor to coordinate negotiation
and signing of contract documents. Keeps requisitioner
apprised of status of the procurement.

7. Requisitioner receives goods or services requisitioned or
convenes a receiving committee if the contract is over LE
30,000 and forwards receiving report (Purchase order form)
to accountant for preparation of disbursement voucher.

8. Accountant prepares a disbursement voucher. (See disburse-
ment voucher procedures.)

B. Responsible Officer Responsibilities:

Reguisitioner

Initiates a purchase requisition form including the de-
scription, gquantity, unit price, and total estimated cost
of the items requisitioned. Contacts suppliers for quotes
and notes results on the requisition form. For technical
assistance submits a research activity/project proposal
including potential sources of expertise. Forwards the
requisition or activity proposal to the Executive Director
for approval. Traveler submits a requisition showing the
proposed itinerary including estimated travel, per diem and
other allowable costs for the proposed trip.

Receives goods or services requisitioned and forwards
receiving report (Purchase order form) to accountant for
preparation of disbursement voucher.

Executive Director

Approves purchase requisition or proposal for technical
assistance. Forwards approved purchase requisition or
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proposal for technical assistance to the accountant.?®

Approves purchase order, contract or invitation (obtains )
Board or Executive Committee approval if required) and
returns to the accountant for issue.

Accountant

Prepares a purchase order form, contract, invitation or
other appropriate procurement document and forwards it to
the Financial Controller.

Issues approved procurement document to the vendor or
provider of technical services. The Executive Director is )
the only TDC official authorized to sign contracts. The
Accountant will have to make arrangements for a meeting -
with the contractor to coordinate negotiation and signing

of contract documents. Keeps requisitioner apprised of

status of the procurement.

Financial Controller

Checks to assure that funds are available in the budget for -
the procurement, notes fund availability status on the
purchase order, contract or proposal and forwards the

package to the Executive Director for approval.

Buthorizes the accountant to prepares a disbursement
voucher. (See disbursement voucher procedures.)

Bor other designated official; the Sales and Marketing/
Director or the Director of Operations, for example.
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Appendix D
AID PROCUREMENT REQUIREMENTS

The U. S. Agency for International Development has voluminous and
strict rules for financing procurement. TDC officers involved in
the processing and approval of technical assistance, goods and
services and travel to be submitted to USAID for reimbursement
under the TDC/USAID cooperative agreement need to be familiar
with USAID requirements to avoid the risk of entering into
agreements that are subsequently disallowed for AID financing.

Costs can either be disallowed by USAID as claims are submitted
or at a later date, when TDC’s claims for reimbursement are
audited for compliance with the procurement rules spelled out in
the text or the Cooperative agreement or incorporated by
reference to various U. S. government laws and regulations. The
Center must refund to USAID any costs reimbursed and subsegquently
found to be ineligible.

The following list is only examples of the procurement rules the
Cooperative agreement imposes on USAID financed procurement:

International ailr travel itineraries must be submitted to
the USAID project officer for approval three weeks in
advance of the proposed travel. All air travel is to be
made on U. S. flag carriers if available. There are specif-
ic and detailed definitions of what constitutes availabili-
ty. The cost of the ticket is limited to economy class.

Files for purchases in excess of $10,000 must show the
basis for contractor selection, justification for any lack
of competition and the basis for the award. Awards over
$10,000 must contain clauses regarding; remedies for breach
of contract, conditions for termination and access to books
and records for audit by TDC or USAID.

Procurement of certain goods is prohibited or restricted.
Rules specified in the cooperative agreement, or incorpo-
rated by reference, for source, origin and nationality must
be followed.

Procurement from suppliers excluded from federal procure-
ment programs is prohibited.

Given the volume and complexity of U. S. procurement require-
ments, it is important that USAID eligibility gquestions be
resolved before entering into agreements with suppliers.
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I. PAYROLL PROCEDURES

The purpose of TDC’s payroll procedures is to assure that rates
of wages and salaries paid are the ones approved by the Board and
the Executive Director; payments are made only to legitimate TDC
employees for agreed upon services; amounts legally due to
government agencies are withheld from gross salaries in proper
amounts and timely paid, including TDC share; and wages paid or
accrued during each accounting period are properly allocated to
activities, cost centers and funding sources.

Effective control of payroll requires that all personnel
actions! be approved by the Executive Director, documented by
the Director of Operations and communicated to the Financial
Controller; that each payroll is supported by supervisor approved
daily time records and approved personnel actions; that the
Financial Controller establish a permanent pay history record for
each employee; that pay be distributed by someone other than the
Financial Controller; That unclaimed salary be turned over to the
Director of Operations for delivery or cancellation; and that TDC
records be reconciled to the Social Insurance Department on a
regular basis.

Detailed Procedures

The detailed procedures are listed twice; first in sequential
order and second by responsible officer.

A. Seguence of procedures:

1. The Director of Operations/Personnel Officer keeps the
Financial Controller informed of personnel actions that
affect pay at the time such actions are approved by the
Executive Director.

2. Four working days before the end of the month each
employee signs his/her daily time record and gives it to
his/her immediate supervisor.

3. Supervisor(s) approve employee daily time records and
forward to the Director of Operations/Personnel Officer who
approves the time sheets and forwards them to the Financial
Controller for preparation of the payroll.

4. The Financial Controller prepares the payroll and
updates employees’ individual pay history forms from
approved time records and personnel actions. The Financial
Controller also prepares a disbursement order to the bank

PIncluding appointment, termination, promotion, cost of
living increases, allowances, withholdings, bonuses, overtime.
g \ g
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to deposit pay in individual employee bank accounts. The
Financial Controller forwards the payroll package to the
Executive Director for approval.

5. The Executive Director forwards the approved payroll and
disbursement order to the Financial Controller.

6. The Financial Controller issues the disbursement order
to the bank and prepares the individual pay slips, distrib-
utes the pay slips to individual employees and forwards the
payroll to the accountant for entry on the books of account
(See voucher register procedures.). ‘

7. The Financial Controller distributes new daily time
record form to each employee on the first day of the month.

8. The Financial Contreoller and supervisor make any neces-
sary adjustments on the new time sheet for last four days
of the previous month.%

9. Employees record time daily, allocating hours worked to
activities.

B. Responsible Qfficer Responsibilities

Financial Controller

The Financial Controller prepares the payroll and updates
employees’ individual pay history forms from approved time
records and personnel actions. The Financial Controller
also prepares a disbursement order to the bank to deposit
pay in individual employee bank accounts. The Financial
Controller forwards the payroll package to the Executive
Director for approval.

The Financial Controller issues the disbursement order to
the bank and prepares the individual pay slips, distributes
the pay slips to individual employees and forwards the
payroll to the accountant for entry on the books of account
(See voucher register procedures.).

The Financial Controller distributes new daily time record
form to each employee on the first day of the month.

The Financial Controller and supervisor make any necessary
adjustments on the new time sheet for last four days of the
previous month. :

% For leave taken after the previous month’s time sheet was
turned in and/or adjusting time charged to TDC.

2l Por leave taken after the previous month’s time sheet was
turned in and/or adjusting time charged to TDC.
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Director of Operations

The Director of Operations/Personnel Officer keeps the
Financial Controller informed of personnel actions that
affect pay at the time such actions are approved by the
Executive Director.

The Director of Operations/Personnel officer receives
approved time sheets from supervisors, writes a memorandum
to the Financial Controller approving the time sheets and
forwards the timesheets to the Financial Controller.

Employvee

Four working days before the end of the month each employee
signs his/her daily time record and gives it to his/her
immediate supervisor.

Employees record time daily, allocating hours worked to
activities.

Executive Director

The Executive Director forwards the approved payroll and
disbursement order to the Financial Controller.

Supervisor(s)

Supervisor(s) approve employee daily time records and
forward to the Financial Controller for preparation of the
payroll.

The Financial Controller and supervisor make any necessary
adjustments on the new time sheet for last four days of the
previous month.?

2 For leave taken after the previous month’s time sheet was

turned in and/or adjusting time charged to TDC.
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J. CLIENT COMMISSIONS PROCEDURES

The purpose of the TDC procedures for client commissions is to
assure that all commissions due to TDC are billed to clients,
recorded on the books of account when billed, collected, properly
deposited in the bank and accounted for.

Policies for Client Commigsions

TDC has a policy of attaining self sustainability through
collection of client commissions to cover the full cost of TDC’'s
operations.

Commission rates are set for each exhibition or other TDC service
by the Executive Director to test what the market will bear in
terms of cost recoupment.

It is TDC policy that rates for each event will be uniform; i.
e., all participants will pay the same amount.

Detailed Procedures

1. In advance of each exhibition or other service sponsored by
TDC, the Executive Director determines the fee for client
participation and prepares a memorandum to the responsible Deputy
or Associate Director for Sales and Marketing and the Financial
Controller specifying the fee and listing the clients.

2. The responsible Deputy or Associate Director for Sales and
Marketing notifies the client of the amount and date payment is
due, and provides a copy of the client letter, fax, or invoice
to the Financial Controller.

3. The Financial Controller monitors payments and notifies the
responsible Deputy or Associate Director for Sales and Marketing
of any past due accounts to assure that payments are made in
advance of services provided.

4. The responsible Deputy or Associate Director for Sales and
Marketing follows up with each client as necessary to assure that
commissions are collected in advance.

5. The Cashier/Administrative Secretary receives client payments,
issues cash receipts and deposits payments in the Program Income
bank account.
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K. PHYSICAL AND RECORD CONTROL PROCEDURES FOR FIXED ASSETS

The purposes of the TDC procedures for the control of fixed
assets are to assure that custodians responsible for physical
control of fixed assets are identified on TDC records, that
records are maintained and matched to periodic physical invento-
ries, and that disposition is documented and the ‘proceeds from
sales are properly recorded and controlled.

Policies for fixed assets

It is TDC policy that items having a unit cost of $500, or the
LE equivalent, and a useful life of over one year are considered
fixed assets.

Fixed assets acquired with grant funds shall be used and disposed
of in accordance with the relevant grant agreement(s).

Each unit is to be assigned to an individual TDC employee who is
responsible for the safeguarding of the asset and for assuring
that it is used only for the official purpose for which it was
procured. Assignment of custody is the responsibility of the
Administration Officer.

Detailed Procedures

1. The requisitioner and the Administration Officer inspect fixed
asset items when received and prepare and sign a receiving report
describing the units received, including the number of units,
condition, and serial numbers if available®. The receiving
report is forwarded to the Financial Controller for entry into
the inventory records.

2. The Financial Controller or his designee sets up an inventory
card for each unit from information on the receiving report;
including the serial number (if available), description, unit
cost, location, custodian, payment voucher number and date,
receiving report number and date.

3. At the end of each fiscal year, the Financial Controller
arranges for a physical inventory and comparison with the
inventory cards. Differences are reconciled prior to closing the
books for the year.

4. For worn out, lost, or stolen units or units that are no
longer needed by TDC the Administration Officer initiates
disposal action. He convenes a survey committee of himself, the
property custodian and the Financial Controller to review the
circumstances of the loss or theft, the condition of and the need
for the units proposed for disposal.

PSee Operations Manual, Accounting System, Section H.
Purchasing Procedures for TDC required procurement actions.
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5. The Administration Officer prepares a report on the results
of the committee review with recommendations for retention,
repair/rehabilitation or disposal and forwards the report to the
Executive Director for approval.

6. The Administration Officer implements actions approved by the
Executive Director. For grant financed items, the Administration
Officer notifies the grantor of the planned disposal action by

TDC.

7. For disposals by sale, a minimum of three bids are solicit-
ed.” The Administration Officer convenes the survey committee
to review the results of the bidding and award the sale.

8. The Administration Officer instructs the successful bidder to
pay the bid amount to the TDC Administrative Secretary/Cashier
and obtain a receipt. Upon presentation of the receipt to the
Administration Officer, custody of the items is given to the

buyer.

9. Depending on the conditions contained in the agreements, TDC
may be required to refund the proceeds of sale of non-expendable
property to the grantor.25

10. For disposal of items in unsalable condition, the survey
committee certifies that the items are of no value and/or that
the cost of rehabilitation would exceed the potential sales
value. Photogra?hs are taken to show the condition of the items,
if appropriate.®

11. For terminated employees, the Administration Officer checks
the inventory records to assure that the departing employee has
returned all TDC property before final pay is authorized.

#TDC employees may bid.

2The Cooperative agreement with USAID, for example, reguires
that compensation be made for the disposal on items having a unit
cost of $1,000 or more. The agreement further requires that TDC

" shall request disposition instructions from USAID.

%The Cooperative agreement with USAID, for example, requires
that compensation be made for the disposal on items having a unit
cost of $1,000 or more. The agreement further requires that TDC
shall request disposition instructions from USAID.
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L. END-OF-SERVICE BONUS PROCEDURES

The purpose of the TDC accounting procedures for end-of-service
bonnuses is to assure that all bonuses and loans are recorded on
the books of account when authorized, paid, and liguidated.

Policies for Emplovees’ End-of-Service Bonuses

TDC has a policy that TDC employees participate in an end-of-
service bonus program. Employees earn bonuses under the program
through annual performance reviews against targets set for each
year. The performance year begins on March 16 and ends on March
15. The bonuses are set aside annually in a reserve account,
which is either a sub account to the bank account or on the books
only, for end-of-service bonuses. The final bonus will be
- liquidated against employee loans at the time the employee leaves
TDC employment or when the project is terminated.

TDC has received an opinion from Allied Accountants (copy
attached) that states, for tax planning, the end-of-service bonus
is not subject to tax, TDC can deposit this bonus in a separate
account, called "Reserve for End of Service Bonus" and that
employees can borrow from the account up to the amount of their
portion of the account.

TDC allows employees, who have earned end-of-service bonuses
through their performance, to receive interest free loans,
annually or when regquested, from TDC in amounts up to the balance
of the end of service bonuses earned. Loan payments are made by
check from the Program Generated Income bank account.

Detailed Procedures

1. The end-of-sexrvice bonus increment for meeting yearly targets
is authorized annually by letter/memo from Executive Director to
the Financial Controller (See the Operations Manual Employee
Handbook for the approved basis for calculation of the PGI
distribution) . ’

2. Based on the authorization from the TDC Executive Director,
the TDC Financial Controller prepares a letter to each of the
affected employees, showing the details of his/her end-of-service
account from date of appointment, including annual bonus
accumulations, the details of loans to the employee guaranteed
by the end-of-service bonus accumulations, and the balance if
any. Employees sign file copies of the letter acknowledging
receipt.

3. The Accountant records the bonus authorized by the Executive
Director on the books of account. (Examples of the accounting
entries for the end-of-service bonus are shown on page 74)
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4. Upon requests from employees, vouchers are processed for loans
from the PGI bank account up to the limit of each individual’s
portion of the accrued end of service bonus.

5. When an employee leaves TDC employment, the TDC Financial
Controller prepares a statement of the employee’s end-of-service
bonus and loan uses the statement in his determination of final
pay due the employee or repayment to TDC of the amount due from
the employee, if any.
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EXAMPLE ACCOUNTING ENTRIES FOR END-OF-SERVICE BONUS TRANSAC-
TIONS

Example transaction I. The end-of-service bonus increment for
meeting yearly targets is authorized annually by letter/memo from
ExXecutive Director to the Financial Controller:

Debit an asset account:
"Reserve for End of Service Bonus" #165

Credit a liability account:
"End of Service Bonus Payable" #201

The liability account, End of Service Bonus Payable, is a control
account and must be supported by a subsidiary ledger, list or
schedule showing the amounts that will be due to each employee
when employment with TDC ends.

Example transaction II. TDC employees receive loans up to their
authorized increase in end of service bonus:

Debit an asset account:
"Loans to Employees for End of Project Bonus" #175

Credit an asset account:
"Bank Account, Program Income #155"

The Loan account #175 is supported by a subsidiary list or
schedule showing the amounts due each employee.

Example transaction III. An employee leaves TDC employment and
becomes eligible for the end of service bonus payment:

Debit the liability account:
"End of Service Bonus Payable" #201

Credit the asset account:
"Loans to Employees for End of Project Bonus" #175

Debit the expense account:
"End of Service Bonus" #407

Credit the asset account:
"Reserve for End of Service Bonus" #165
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END OF SERVICE BONUS SCHEME
Program Generated Income Distribution

A. Effective Date - March 16, 1994 to March 16, 1995 and every
12 months thereafter.

1. Distributionl: Two Levels (dependant on the then balance
in the account)

la. Up to $100,000 {(equivalent balance in the account)

a. 75 percent - to be earmarked for a fund designed
for overall company performance and individual
performance.

b. 25 percent - to be earmarked for a fund designed

for general operating expense.
2b. Over $100,000 (equivalent balance in the account)

a. 50 percent to the above (a) performance fund

b. 50 percent to the above (b) general operating fund

2. Individual Distribution Formula

2a. Every employee would receive 1 percent of the balance
in the performance fund. (Provided TDC met its strategic
indicators

{(deliverables)) as set-out in its cooperative
agreement) .

2b. For every employee involved directly in export
expansion (coded "s" in the TDC salary level chart), they
. would receive, on individual performance ratings, a further

incentive from the balance of the performance fund, after
the deductions as follows:

"exact percentages - restricted information-
Please see your supervisor"

1 It is to be understood that this distribution is not

progressive, 1i.e., the first $100,000 is 75 percent, the next
$100,000 and above is 50 percent. It is either one or the other
level, strictly dependent on the balance in the fund at the time.
The maximum ceiling that can be distributed as incentive in any
given year is capped at $150,000, i.e., there would have to be

a minimum balance of $300,000 in the program generated income
account. ”ﬂ
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3. Performance Criteria

3a. Each individual would have a target assigned, i.e.,
sector sales, program generated income sales and firms assisted.

3b. In addition, they would have a second criteria based
on overall performance.

3c. The senior management would do the criteria evaluations
based on a category point system. If the total points are in
excess of the minimum standards, then the full percentages are
awarded. The percentage will decrease accordingly in three equal
segments based on poorer performance indicators.

3d. The above activity will be done annually but will take
into account bonus points for meeting the quarterly target
indicators.

B. Program Example ~ Based on a balance of $100,000 in the
Program Generated Income Fund as at March 15, 1995 and all
indicators and deliverables met:

1. 75 percent is available for the performance fund, 25
percent to the PGI operating fund.

la. 1 percent of the Performance Fund ($75,000) is given to
all employees ($750. to each employee x 31 = $23,250)

2a. All "s" coded2 employees receive a further bonus as
set out below based on a balance of $51,750 ($100,000 X 75
percent = $75,000 - 31 percent = $51,750) provided they meet all
the individual performance indicators.

"Exact percentages - restricted information
- please see your supervisor"

2It is to be noted that in the event of a balance in the
program generated income fund which is of a minimum amount, then
as a minimum the "s" coded employees will receive the equivalent
of one month's salary. As a maximum (if the balance of the PGI
fund is available to this level) not more than $150,000 shall be

distributed to the overall employee performance fund through the
program generated income.
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ATTACHMENT

tanbouli & Ef Kilany -~ -+ <o

April 5, 1995

Mr. Emad Abdel Razek

Executive Director

Trade Development Center - Egypt
Nile Tower Building

Giza - Egypt

Dear Emad,

It was a pleasure meeting you and Ragai Demitr in our office on Wednesday
T March 29, 1995.

The following is a summary of subjects discussed during the meeting and our
commeants thereon:

L

II.

ITI.

End of service bonus

According to the Egyptian tax laws and regulations, the end of service bonus
is not subject to salary tax. Such bonus can be exempted from taxes as far as
the amounts paid to the employees whose contracts have been terminated by
TDC - Egypt for whatever reason are covered by a TDC - Egypt internal
system for paying such bonus. - . '

Meeting target bonus

TDC - Egypt employees are entitled to receive 2 "meeting target bonus"
which will result in distributing USS 98,526 for the employees with different
percentages based on their titles.

In case that such bonus is distributed, it will be subject to salary tax applied
with its rates 20% and 32% after adding such bonus to their compensations.

Tax planning

In case that TDC - Egypt establishes a system to deposit this bonus in a
separate account called "reserve for end of service bonus" without
distributing it until the employmient contract is terminated to be considered as
his end of service bonus, such bonus when distributed after the termination
will be exempted from salary tax.

~
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‘ Employees:can borrow from TDC Egypt w1th1n the hrmt of the1r pomon in
- the.end of service bonus with its guarantee.” This can be done against a letter

or a receipt which confirms rece1v1ng eltber a portion or the full amount of

' his nghts.

It is up to the management to decide to pay the end of service bonus in
US dollars or in Egyptian pound. There is nothing in the labour law that
would restrict from paying the end of service bonus in US dollars.

IV. Actions

In case you decided to implement the end of service bonus system, the

following actions should be taken:

1. Establishing/modifying the internal system in a way which approves the
depositing of the meeting target bonus into the account of the employees

to be cashed as end of service bonus when applied.

2. The income statement should not be charged with any amounts unless
for the amounts paid as end of service bonus to employees whom their

employment contracts were terminated.

3. Employees who borrowed from the accpunt of end of service bonus
should sign a letter or a receipt that confirms receiving the amount
barrowed, notmg that the borrowed amoum should be limited within the

employee s pomon in such bonus.

If you have any questions or queries, please do not hesitate to contact us.

Sincerely yours,

= ad 4

Sherif El Kilany
MESAA.
MES.T.
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TRADE DEVELOPMENT CENTER
Accounting and Internal Control Manual

CONTROL POLICIES AND PROCEDURES

The purpose of the TDC control policies and procedures is to
provide reasonable assurance that specific entity objectives will
be achieved. The policies and procedures are incorporated in the
(A) Control Environment and (B) Accounting System sections of the
Accounting and Internal Control Manual. This manual section
highlights those policies and procedures.

TDC is a small business in terms of core staff; Executive
Director, Sales and Marketing/Deputy, Associate Directors (3),
Agsociate Director of Operations, Financial Controller, Accoun-
tant, Personnel Officer, MIS Specialist and 6 - 8 accountant
executives. The control policies and procedures are designed to
maximize internal check and segregation of duties among this
relatively small staff.

The major areas covered by the control procedures are:

I. Proper Authorization of Transactions and Activities

A. Control Environment:

The Board of Directors/Executive Committee meets at least
annually and as needed throughout the year to provide guidance,
oversight, rules and regulations for the operation of TDC. Formal
minutes of the meetings are prepared and approved by the Board.

The Board of Directors/Executive Committee retains authority to
accept funds from international donors, appoints the Executive
Director, selects the Financial Controller, and approves the
selection of the Sales and Marketing/Deputy Director, and the
Associate Director of Operations. Appointment letters document
the hiring of all staff.

The Financial Controller controls TDC’'s funds, arranges for
independent audits of TDC operations and meets periodically with
TDC directors to assure that controls are functioning. The
Financial Controller reports directly to the JIBC Board, through
the TDC Board/Executive Committee. Reports are submitted
regularly to the Board.

Except for small imprest fund payments, The Executive Director?
or the Financial Controller approve all TDC purchases, contracts,

‘disbursements up to the monetary limits approved by the Board of

YExecutive Director includes the Director of Sales and
Marketing/Deputy Director during periods when the Deputy is
designated Acting Executive Director.
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Directors. The Executive Director’s signature is required on
contracts and all staff appointment letters with the exception
of the Financial Controller.

B. Accounting System:

The Financial Controller approves all disbursement vouchers prior
to the preparation of checks, approves all purchases except for
small amounts from the imprest fund which are, approves all
advances and disbursements except for small amounts from the
imprest fund and approves all journal vouchers. The Executive
Director signs Certified Fiscal Reports accompanying monthly
vouchers submitted to AID for reimbursement.

All checks require‘signatures of two of the four TDC officers and
directors authorized to sign checks.

ITI. Segregation of Duties

Duties are segregated to reduce the opportunities that allow any
person to be in a position to both perpetrate and conceal errors
or irregularities in the normal course of duties. Different
persons are assigned responsibilities for authorizing transac-
tions, recording transactions and maintaining custody of assets.

A. Control Environment:

The Board of Directors/Executive Committee retains authority to
appoint or approve core management staff and to enter into
contracts exceeding monetary limits delegated to the Executive
Director.

The Executive Director (and the Sales and Marketing/Deputy
Director when acting as Executive Director) are the only
employees of the Center authorized to enter into contracts on
behalf of TDC up to the limits established by the Board.

B. Accounting System:

Transactions may be initiated by the officers and staff of the
TDC. However, except for small imprest fund purchases, all
transactions are authorized or approved in advance by either the
Executive Director or the Financial Controller. All transactions
are recorded on the books of account by the accountant. All cash
receipts, checkbooks, the imprest fund, and guarantee checks are
in the custody of the Cashier/Administrative Secretary. The
Cashier/Administrative Secretary maintains control over the
checkbooks and guarantee checks by safeguarding the unused checks
in a locked file cabinet. )

1. Check Payments: The Cashier/Administrative Secretary assigns
voucher numbers and initiates vouchers. The Financial Controller
is _the only TDC official who can approve the check pavment

process.
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The Cashier/Administrative Secretary maintains custody of the
checkbooks. The Cashier/Administrative Secretary writes a check
only when the check is supported by a completed disbursement
voucher, approved by the Financial Controller, the Director of
Operations or the Executive Director. Checks written by the
Cashier/Administrative Secretary are signed by two of the four
authorized check signers.

The Financial Controller or accountant does not have physical
control of the checkbooks. The Financial Controller periodically
reconciles the bank statements to the books of account.

2. Imprest Fund Payments: The Cashier/Administrative Secretary
has custody of the imprest fund. Advances and payments from the
fund must be approved by the Executive Director, Financial
Controller or the Director of Operations prior to disbursement.

The fund is reimbursed under the check payment procedures
described above. Unannounced counts of the imprest fund are made
to assure that the Cashier/Administrative Secretary maintains
proper custody of these assets.

3. Purchasing: The Executive Director approves all purchases up
to $25,000 (LE egquivalent) which is the limit approved by the
Board of Directors.

The requisitioner initiates a) a purchase requisition for the
approval of the Executive Director, specifying description, unit
price, and total estimated cost or b) a proposal for technical
assistance. The requisitioner cannot authorize a purchase.

The Financial Controller prepares a purchase order, contract or
invitation for bid or proposal based on an approved requisition,
and determines if funds are available for the purchase.

The reguisitioner certifies receipt of goods and services.

4. Furniture, Egquipment and other Assets: Custody is assigned to
users. The Financial Controller maintains the book inventories

and periodically compares the records to physical inventories.
All purchases are approved by the Executive Director or the
Financial Controller.

5. Payroll: Each emplovee certifies his/her monthly timesheet
showing hours worked, cost centers/activities charged and leave
and holiday time. Employees cannot receive pay without a
timesheet approved by the supervisor.

The Director of Operations/Persoanel Officer maintains records

for each employee, including appointment, termination, promotion,
allowances, withholdings, bonuses and informs the Financial
Controller of any changes. The Director of Operations/Personnel
Officer does not have access to the time sheets (other than
his/her own) or the payroll.
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The Financigl Controller a) prepares the payroll, based on
approved time-sheets and advice of personnel action from the
personnel officer and b) keeps a permanent pay history record for
each employee. The Financial Controller does not have access to
the personnel records.

6. Cash Receipts: The Cashier/Administrative Secretary issues
pre-numbered receipts for payments to the Center. The Financial
Controller enters the receipts in the cash receipts journal and
periodically reviews the pads of receipt forms to assure that all
documents are accounted for.

7. Journal Vouchers: The Financial Controller prepares journal

vouchers for the correction, adjustment or reversal of prior
accounting entries. The Executive Director or his designee
approves all journal vouchers. The Financial Controller is
subject to dismigssal/termination of employment 1f Jjournal
vouchers are entered and posted to the books of account prior to
approval by the Executive Director or his designee.

IITI. Documents and Records

Documents and records are in place to help ensure the proper
recording of transactions and events, such as monitoring and use
of pre-numbered cash receipts and checks.

A. Control Environment:

The Control Environment requires that the system of internal
control produce reports that present an informative picture of
operations, and that these reports be based on accounting and
related records. These reports and records include:

1. A comprehensive annual business plan with planned activities,
objectives, methods of implementation and budget requirements.

2. Periodic financial reports to the Board showing finances and
expenditures, financial condition and cash flow, with explanation
of any overruns and significant variances.

3. A complete accounting system, maintained in accordance with
generally accepted accounting principles.

4. A log, in the project ledgers, for recording receipt of
guarantee checks which is maintained by the Cash-
ier/Administrative Secretary and reviewed monthly by the Director
of Sales and Marketing.

5. Billings and specialized financial reports as needed to
donors, government agencies and debtors.

6. Staff contracts that specify duties and responsibilities,
remuneration and work hours.
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7. A handboock for each employee spelling out TDC compensation
policy, holiday, vacation and leave schedules and TDCs’ obliga-
tions and authorities as the employer; and employees’ status,
required conduct in the workplace, and ethical standards and
responsibilities. :

B: Accounting System

The accounting system requires double entry bookkeeping and
includes a chart of accounts, formats for the boocks of account,
and forms for receipt and disbursement of funds, purchasing and
payroll to assure that TDC's transactions are recorded, summa-
rized and reported 1in accordance with generally accepted
accounting principles.

1. Cash receipts forms and bklank checks are pre-numbered.
Disbursement vouchers, journal vouchers, and purchase orders are
serially numbered at time of issue and -are entered in the
appropriate journals. The consecutively assigned voucher numbers
are recorded in the voucher register prior to payment assure that
all payments are vouchered and subsequently recorded on the
books. Checks cannot be issued unless supported by completed and
properly approved disbursement vouchers.

2. Timesheets, periodic payroll forms and individual pay history
records are designed to provide a permanent and complete record
of employment and provide the basis for allocation of indirect
costs on the bagis of direct labor should TDC be required in
future to develop an overhead rate.

3. Inventory cards are prepared for individual items of non-
expendable property, showing the location and custodian of the
items. The monetary totals of the cards tie to the appropriate
general ledger accounts.

4. Journal voucher forms show the full details and justifications
for correcting, adjusting, closing and reversing entries. The
forms provide a record of management approval of the entries.

5. Imprest fund advance forms and payment forms are counted as
cash in the cash box. The payment forms provide the details of
support for the disbursement vouchers and checks issued to
replenish the imprest fund.

6. Purchase requisition forms- document the need for goods and
services requested by TDC and staff and provide a record of
management approval for initiating the procurement process.

7. Purchase order forms document the competitive process used for
procurements, approval of procurements and the receiving and
inspection section of the purchase order form documents the
quantity and condition of goods and services received.
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Overall, the system of source documents, records and reports
provides a complete record of transactions and should flag
unauthorized or ineligible transactions.

IV. Safequards over Access to and use of Assets

The accounting system assigns responsibility for safeguarding
TDC’'s checkbooks, the imprest fund, guarantee checks and cash
receipts to the Cashier/Administrative Secretary. The Cash-
ier/Administrative Secretary keeps custody of the unused checks
and imprest fund in a locked file cabinet. The Financial
Controller is the only other person authorized access to this
locked drawer.

Items of non-expendable property are assigned to individual
custodians and the responsible person is identified on the
inventory cards. The Financial Controller has custody of, and is
responsible for maintaining, the books and records of TDC.%®

V. Independent checks

The system provides independent checks on performance and proper
valuation of recorded amounts, including clerical checks,
reconciliations, comparisons of assets with recorded accountabil-
ity, and management review of reports that summarize the detail
of account balances. TDC has consulted with Chemonics financial
experts on computer programmed controls and user review of
computer generated reports.

The accounting system requires that the Financial Controller make
unannounced cash counts of the imprest fund and verify bank
statement reconciliations to compare records of cash on hand and
in the banks with actual amounts. The bank statements are outside
records that are independent of TDC control. The Financial
Controller also makes independent checks of the Cash-
iler/Administrative Secretary'’s cash receipts forms to assure that
all pre-numbered forms are accounted for.

.The accounting system provides for periodic physical inventories
and reconciliation to the account balances on the books.

Financial statements and USAID/Cairo invoices are generated
monthly for management review and approval.

Finally, it is the policy of TDC to engage an accounting firm to
conduct annual independent audits. :

The control policies and procedures described in this gection

BTDC management has obtained assistance from a Chemonics
Financial Software Expert in the selection of computer software,
including advice on how to control access to the programs and
files.
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provide reasonable assurance that transactions are properly
authorized and accounted for and safeguards over access and use
of fixed assets are adequate; including independent checks on
performance and reporting.
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E1000 INTRODUCTION TO THE HANDBOOK

E1100 Purpose and Audience

The purpose of this handbook is to acquaint the employee of TDC with all of
the various rules and regulations governing the employment of an individual by
TDC. When reading this handbook, it is helpful to note the following
abbreviations:

EXD Executive Director

D/EXD Deputy Executive Director

APO Administration and Personnel Manager
AD Associate Director

PGI Program Generated Income

OMB Office of Management and Budget

E1200 Applicable Regulations and Order of Precedence

The contents of this employee handbook are bound by and therefore based
primarily upon Egyptian labor law, or law number 137/1981, and other applicable
Egyptian laws and executive regulations as issued and/or amended from time to
time. Where these laws and regulations allow for flexibility, the contents are bound
by and therefore based on donor regulations. If these sources should conflict with
each other or with the contents of this handbook, precedence shall be given to Law
137/1981 and other applicable Egyptian laws and executive regulations, followed by
donor regulations.

E1300 Authority and Amendments

Ultimate authority for this handbook rests with the TDC Executive Director
who is the only person authorized to issue this handbook or any future additions,
deletions, or other modifications to it. TDC Executive Director or his designee,
shall amend this handbook periodically, as called for by circumstances. All such
amendments shall be distributed to all handbook users, along with a new preface
specifying the amended sections and the date of amendment. Suggestions for
changes to the handbook are welcome and encouraged. They should be made in the
format shown in annex El, and submitted to the TDC Executive Director.



E2000 TYPES OF EGYPTIAN LOCAL HIRES

Since TDC’s work is limited to specific projects, all categories of Egyptian
nationals it hires locally are considered temporary employees. The nature of their
assignments and the duration of their employment are governed by TDC’s project
contract with the client, except in cases of voluntary termination or termination with
cause. Although there is a legal distinction between long- and short-term
employees, professional and support staff designations have no significance under
Egyptian law, and were made the original to reflect donor. There are five main
types of Egyptian local hires: E2100, Long-term Professionals; E2200, Short-term
Professionals; E2300 Long-term Support Staff; E2400, Temporary Support Staff;
and E2500, Subcontractor Personnel.

E2100 Long-term Professionals

These are professionals with specific technical expertise, hired temporarily to
do a specific job to further project goals. All employees not included in subsection
E2300 below as support staff are considered to be professionals. Long-term
professionals are usually hired for a period exceeding twelve months. The specific
duration of their employment with TDC is determined by the nature of their
assignment and the requirements of the project contract with the client. They are
hired on the basis of a legally binding temporary employment contract which spells
out the terms and conditions, as well as the exact duration, of their employment.
Long-term professionals are paid monthly and receive all benefits mandated by
Egyptian law and all project contract negotiated benefits. Basic personnel files are
maintained in the TDC Office.

E2200 Short-term Professionals

These are professionals with specific technical expertise, hired temporarily to
complete a certain task or tasks to further project goals. Short-term professionals
are usually hired for a period less than twelve months based on a letter of
assignment with the specific terms of reference for the job attached. They are
considered daily employees according to the definition in Law 137/1981 and other
Egyptian regulations, and thus receive no benefits beyond their daily rates. The
specific terms and conditions that govern their employment are spelled out in their
letters of assignment. Personnel files are maintained in the TDC Office.

E2300 Long-term Support Staff

Long-term support staff are hired to provide administrative and other support
services to project field team and office. This category consists of secretaries,
drivers, clerks, bookkeepers, messengers, and administrative assistants. Long-term
support staff are hired for a period exceeding twelve months on the basis of a
legally binding temporary employment contract which spells out the terms and



conditions, as well as the exact duration of their employment. They are paid
monthly and receive all benefits mandated by Egyptian law and all project contract
negotiated benefits.

E2400 Temporary Support Staff

As is the case with long-term support staff, temporary support staff are hired
to provide administrative and other support services to project field team and office.
Inclusion in this category always coincides with long-term support staff
categorizations. The two main differences are that: 1) temporary support staff are
usually hired for a period less than twelve months to assist the project during
periods of high pressure when long-term support staff are overloaded with work,
and 2) they are considered daily employees according to the definition in Law
137/1981 and other Egyptian regulations.

Temporary support staff are hired on the basis of a letter of assignment with
the specific terms of reference attached. They are paid based on a daily rate and
receive no other benefits. The specific terms and conditions which govern their
employment are spelled out in their letters of assignment. Personnel files are
maintained on them in the TDC Office. '

E2500 Subcontractor Personnel

In the implementation of its projects, TDC occasionally resorts to assistance
from other firms with more specialized expertise. These firms become
subcontractors to TDC, and the terms of this relationship are governed by a contract
which is subject to the terms and conditions of the prime contract between TDC and
the client. Employees of such local subcontractors are not TDC employees and are
therefore not technically bound by TDC personnel policies. In the interests of
uniformity and consistency, TDC strongly encourages subcontractors with personnel
working on TDC project premises alongside TDC employees to follow TDC
policies and procedures for the duration of the association between the two firms.
Subcontractors may apply their own policies to their personnel, provided that they
do not conflict with TDC policies and that they comply with the requirements of the
project as determined by the EXD.

E3000 EMPLOYMENT POLICIES AND PROCEDURES

This section addresses the policies and procedures concerned with the hiring
and firing of employees. Policies and procedures for employee rights and
obligations between the moment of hiring and termination are covered under section
E4000, Personnel Administration. This section is divided into: E3100,
Recruitment and Selection; E3200, Employment Procedures; E3300 Probation; and
E3400, Termination of Employment.



E3100 Recruitment and Selection

This process involves looking for and choosing the individual most qualified
to fill the position or perform the task at hand.. TDC’s policy, is to hire staff at the
highest possible level of competence. This policy is implemented by devoting as
much time and effort as possible to the process, recognizing that competing
demands for time and effort are inevitable and will sometimes prevent us from
achieving the optimum. As a result, TDC has developed guidelines to assist those
in charge of recruitment and selection: E3110, Identifying Staffing Requirements;
E3120, Terms of Reference; E3130, Recruitment Sources; and E3140, Selection.

E3110 Identifying Staffing Requirements

Clearly, the first step in any recruitment effort is to identify the need to have
a job done. More often than not project staffing requirements are anticipated at the
proposal stage and provided for in the overall budget under either long- or short-
term, professional or support salaries. Professional staffing requirements are then
refined in the annual work plan. In such cases, identifying the need and obtaining
approval for the professional position is a routine matter of timing and developing
the appropriate terms of reference through consultations with the donor and/or the
host government agency. The EXD then gives the go-ahead for recruiting to begin.
Support staffing requirements are also anticipated in the proposal. However,
customizing their terms of reference is an internal project matter.

If it becomes clear through project implementation that a specific job needs
to be done that was not anticipated in either the proposal, budget, or work plan, the
position is created through extensive consultations with and the advance approval of
USAID. The situation is then corrected during the next project contract amendment
negotiations.

E3120 Terms of Reference

Terms of reference are essentially a detailed description of the required job
and a useful tool for the individual doing the recruiting. Precise terms of reference
allow the recruiter to know what he/she is looking for and the employee—actual or
potential—to know what is expected of him/her. TDC'’s policy is that terms of
reference should be developed prior to the commencement of any recruitment effort,
and that the individual selected should fit as closely as possible the requirements of
the terms of reference. .

Developing terms of reference for local-hires is the responsibility of the
individual who has identified the need and will be supervising the position. The
EXD must review and approve all terms of reference for professional positions in
order to ensure that they fit into and support the overall technical programming of
the project. Terms of reference should list position title, grade, salary range, and
the anticipated duration of the assignment. This should be followed by a brief
description of the position, a detailed listing of the responsibilities, required outputs
and preferred qualifications for the job (see annex E2). Support staff terms of
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reference tend to be standard, and samples of these are also provided in annex E2.
Upon hiring, terms of reference become an attachment to ail employment contracts,
as described in item E3220, and the basis for all performance evaluations, as
described in item E4231.12.

E3125 Recruitment Sources

The pool of available recruits is as finite as the resources of the country of
operation, and TDC’s experience in Egypt clearly demonstrates that it is a country
with an above average pool of talent and abilities. TDC’s policy is to use as many
resources as possible in order to attract the most qualified individuals. TDC relies
on five major recruitment sources: E3131, Newspaper Advertising; E3132, E3133.
TDC Employee Referrals; E3134 Employment of Relatives; and E3135, Referrals
by the government agency or USAID.

E3130 Newspaper Advertising

TDC’s policy is to promote the fairest possible competition by advertising a
position opening as broadly as possible. It may not always be timely or practical to
advertise short-term professional or temporary support staff assignments, but every
effort will be made to do so when possible. All long-term professional and support
staff positions, however, shall be advertised in at least the major national Egyptian
newspaper, Al-Ahram. The language of the advertisement shall depend on the
language requirements of the position. For example, an advertisement for a driver
would be in Arabic, whereas an advertisement for an economist or bilingual
secretary would be in English. The advertisement must include the position title, a
summary of position responsibilities, and required qualifications. It must also
include a post office box number at Al-Ahram to which resumes and introductory
letters may be sent by interested applicants. All newspaper advertisements must
have prior approval by EXD and are contract-funded.

E3131 Other TDC Projects
Non-applicabie at this time.
E3132 TDC Employee Referrals

As stated earlier, TDC’s policy is to hire the person with the highest
qualifications and who is most suited to the position opening. TDC values the
opinions of its employees and gives serious consideration to their recommendations
during the recruitment and selection process. The TDC employee referral in
question, however, shall be hired only in either of two cases: 1) If he/she proves
to have superior qualifications to all other applicants and proves to be the closest fit
to what is needed for the best performance of the position’s responsibilities, or 2)
all other applicant qualifications being equal, and there being no other equally well-
qualified referrals by the donor agency, or the government agency, a valued
employee’s personal recommendation shall be given considerable weight as a factor
in hiring.



E3133 Employment of Relatives

TDC’s policy is not to hire anyone who is a close relative—defined as a
spouse, parent, sibling, child, cousin. or in-law—of a current employee. Unless
the EXD determines that an exception to this policy is in the best interest of the
project.

If an employee’s relative is hired, or in case two TDC employees become
related through marriage after employment, every effort shall be made to assign
them to different areas when possible. In all cases the interests of the project, as
determined by the EXD shall prevail.

E3134 Referrals by The Donor or Government Agency

On occasion, the donor or the government agency will recommend certain
individuals with whom it has worked or whom it knows and trusts for a specific
position opening, whether professional or support. Recognizing the donor or the
government agency’s fundamental concern for and interest in the project’s success,
TDC gives very serious consideration to such recommendations during the selection
process. It is TDC’s policy, however, to open all positions for competition and to
treat such individuals like all other applicants for a given position.

E3140 Selection

Selection is the process by which the number of applicants is narrowed down
and employees are chosen as a result of the recruitment process. TDC'’s policy is to
narrow the choice down to three candidates, and then submit the most favored
candidate for approval. The selection process consists of five phases: E3141,
Selection Criteria; E3142, Selection Committees; E3143, Applications, Skills
Testing, and Interviews; E3144, Reference Checks; and 3145, Required Approvals.

E3141 Selection Criteria

Selection criteria are basically the ideal qualifications that a candidate for a
given position should possess. They are the preferred mix of skills, experience, and
personality traits that the recruiter believes would allow the individual to do the best
job possible. Selection criteria are usually developed for the position and approved
by the EXD as part of the terms of reference. They then become the basis for
judging applications, conducting interviews, and checking references.

E3142 Selection Committees

TDC’s policy is that more than a single individual should be involved in the
selection of candidates. The individual responsible for conducting a given
recruitment shall review all applications and conduct all initial interviews in order to
narrow the choice down to a few candidates. At this point, at least the EXD and
preferably an other individual not directly involved in the recruitment should be



brought into the selection process. This should ensure that the need to fill a
position does not unduly bias the recruiter.

E3143 Applications, Skills Testing, and Interviews

These are the tools for narrowing down the choice to the three most likely
candidates. Once the recruiter has reviewed all resumes and introductory letters
received, he/she narrows the choice down to the most attractive applicants, which is
an unspecified number. The recruiter then calls these applicants and invites them to
come to the project offices at a mutually convenient and agreed upon time to fill out
a written TDC application and for an initial interview. The purpose of an
application is to provide all the pertinent objective data about an individual’s
educational and work history which TDC needs and which may not be adequately
covered in the resume. A standard TDC job application form is attached in annex
E3.

The interview fills in the gaps with subjective impressions of the applicant’s
character and allows the recruiter to gauge the applicant’s knowledge of his/her
field. It is aiso a two- way exchange of information, as the recruiter describes
TDC, the project, and the job. If the job requires tangible and demonstrable skills
such as typing, editing, or translation, the recruiter will set up a test designed to
determine the level of skill. Based on the results of the above, the applicant may be
invited for a second interview with other individuals besides the recruiter. All
interviews should be documented in writing and signed by the interviewer(s).

E3144 Reference Checks

Reference checks are an attempt to verify the information given by a
candidate about him/herself and to gain further insight into the candidate’s abilities,
character, and work habits from outsiders who are familiar with the candidate.
References are usually obtained from the candidate along with permission to contact
them. Some references may be personal; however, at least two should be by a
previous employer and/or teacher who has experience with the candidate’s initiative,
motivation, and work habits. TDC'’s policy is that at least three references must be
checked for each serious candidate for a job. At least two of these references
should be checked by someone other than the recruiter, in order to ensure that
pressure to fill the position does not unduly bias negative information received. The
TDC reference check form, attached in annex E4, must be used.

E3145 Approvals

The APO shall prepare a justification memorandum (as in annex E5) based
on the outcome of the selection process and forward it to the individuals supervisor
and EXD for approvals. Once it is approved by the EXD, it will be sent if
necessary to the donor for approval.



E3145.1 Long- and Short-term Professionals

Donor (current) direct project contracts require the approval of the donor
project or contract officers, or both. Host-country contracts require the approval of
the host government agency project director(s). The donor, as the financing agency
for host country contracts, and cooperative agreements, may choose to reserve the
right to approve professionals, or may choose only to concur with the selection as
approved by the client. In all cases, and in the interests of promoting good
communications, the EXD shall discuss the selection of a professional with the
donor prior to seeking formal approval and/or concurrence. Formal approval shall
be obtained through the submission of an information packet consisting of a
memorandum, the terms of reference for the job, the individual’s resume and a
completed biographical data form. The memorandum shall be from the EXD on
official TDC letterhead paper and shall contain a synopsis of the professional’s
qualifications and justification for the rate at which he/she is being proposed.

E3145.2 Long-term and Temporary Support Staff

Approvals for long-term and temporary support staff are internal to the
project. However, a future employee must be approved by the individual’s
supervisor, the APO, and the EXD. Such approval may be verbal and is formalized
through the signature(s) on the employment contract or letter of assignment as
described in items E3221 and E3222 of this handbook.

E3200 Employment Procedures

These are steps which must be taken after the recruitment, selection, and
approval of a candidate in order for him/her to become an employee of the
company. TDC has four employment procedures: E3210, Physical Examination;
E3220, Employment Contract; E3230, Employment Contract Extension; E3240,
Company; and E3250, Documents Required on File.

E3210 Physical Examination

The physical examination is a complete medical examination by a qualified
physician to determine an employee’s state of health. TDC’s policy is to require all
long-term professional and support staff to undergo a physical examination prior to
or immediately following employment with TDC. These physical examinations are
paid for by TDC up to LE300.00 per employee, and short-term professionals and
temporary support staff may also choose to undergo a physical. TDC can provide
an employee with the name and address of a physician of its choosing, or the
employee may elect to be examined by his/her own physician. In all cases, the
physician must complete the form in annex E6 which shall be kept in the
individual’s personnel file. Should the physical examination show that an employee
is in very poor health with serious medical problems, EXD shall determine whether
or not it is in the best interest of the project to hire that individual.



E3220 Employment Contract

This contract spells out the terms and conditions of employment and is
designed for the protection of both employer and employee. TDC’s policy is that
employment contracts are prepared for all personnel. Due to the temporary and
project nature of TDC’s work, all local-hire Egyptian employment contracts are
casual and provisional, as defined in article one of Law 137/1981. TDC uses two
types of employment contracts: E3221, Temporary Long-term Employment
Contract; and E3222 Short-Term Letter of Assignment.

E3221 Temporary Long-term Employment Contract

This type of employment contract is prepared for any employee, whether
classified as long-term professional or long-term support staff, whose term of
employment with TDC is expected to last for 12 months or more. The standard
long-term employment contract is prepared in both English and Arabic by a lawyer
to ensure compliance with the requirements listed in article 30 of Law 137/1981 and
all other relevant Egyptian laws. A copy of the standard temporary long-term
employment contract is attached in annex E7.

The Administration/Personnel Officer (APO) is responsible for filling out the
contract. The employee in question signs the last page and initials each page of the
long-term employment contract as proof of acceptance of all its articles. The EXD
signs all long-term support staff contracts, and the EXD initials his approval on the
last page of the contract. The EXD also signs all long-term professional contracts.
Copies of the contract are to be distributed as follows: The employee receives a
copy, while the original remains in the individual’s personnel file. A copy is sent
to the social insurance office as required by article 30 of Law 137/1981.

E3222 Short-term Letter of Assignment

This type of contract is prepared for any employee, whether classified as
short-term professional or temporary support staff, whose term of employment with
TDC is expected to be less than 12 months. The standard letter of assignment is a
one-page document prepared in English and Arabic with the terms of reference
attached to it. A copy of the standard TDC letter of assignment is attached in annex
ES.

The APO is responsible for adapting the contents of the letter of assignment
to the specifics of the project and the situation at hand, without significantly
changing the spirit of the standard letter of assignment. As is the case with
temporary long-term employment contracts, all letters of assignment shall be signed
by the employee in question. The APO signs all letters of assignment for temporary
support staff, and the EXD also signs all short-term professional letters of
assignment. Distribution of copies of letters of assignment is also similar to long-
term employment contracts, except that no copies are sent to the social insurance
office. A copy is given to the employee, while the original remains in the field
personnel files, and for short-term professionals.
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E3230 Employment Contract Extension

The requirements of the project, or the nature of the agreement with the
donor may sometimes dictate that TDC extend an employee’s term of employment.
In such cases, notification shall be both verbal and in writing, no later than two
weeks prior to the original date of termination, and copies shall be distributed as
described in items E3221 and E3222 of this handbook. Employment contracts for
long-term professionals and support staff shall be extended through a letter written
and signed by the EXD and addressed to the employee, who shall also sign it as
proof of concurrence. This letter shall contain the new date of termination and shall
constitute a legal amendment to the original employment contract. Should the
extension also involve a change in assignment, it must be mentioned in the letter

and the new terms of reference must be attached.

Short-term professional and temporary support staff contracts are not
extended. Instead, a new letter of assignment as described in item E3222 of this
handbook shall be issued and signed by the EXD as well as the employee in
question.

E3240 Documents Required on File

Personnel files should present as comprehensive a picture of the employee’s
educational and work history as possible. TDC maintains personnel files on all
categories of its employees. Short-term professional and temporary support staff
personnel files contain only those documents generated in connection with their
employment with TDC. The contents of long-term professional and support staff
personnel files are determined by TDC’s requirements and article 55 of Law
137/1981, other Egyptian laws and executive regulations, and donor regulations if
appropriate. In compliance with article 30 of Law 137/1981, employees shall be
given a receipt for all original documents that are deposited with TDC, and shall be
entitled to having these documents returned to them upon request as required by
article 74 of the same law. Each long-term professional and support staff personnel
file shall contain the following:

A registration certificate from the Labor Office

A copy of the birth certificate

A copy of the identity card

A copy of the Military Exemption Certificate or Certificate of
Completed Military Service for male employees

A copy of all educational diplomas

Fingerprints

Past experience certificates

Letter of release to TDC from the current employer in cases of
secondment or leave without pay, or a copy of the letter of
resignation from the last job

o Social Insurance Final Payment Form 6, or a statement from the
previous employer that the employee will be paying his/her own
social insurance

10



Completed and signed biographical data form

Resume

Terms of reference

All other documents generated in connection with the employee’s
employment with TDC, such as employment contracts, performance
evaluations, insurance policies, payroll change forms, leave request
forms, etc.

The Administration/Personnel Officer is responsible for ensuring that all files
are complete and up to date. All required documents shall be submitted by the
employee prior to signing the employment contract and the EXD shall be notified of
cases where employees fail to submit the required documents. The EXD shall then
make a determination as to whether or not a compelling reason exists to hire that
individual nonetheless.

E3300 Probation

Probation is a previously specified period of time at the beginning of
employment during which employer and employee test each other and either party
may terminate employment for any reason whatsoever. It is specified in the
employment contract and neither party may bring action against the other for
termination during this period. TDC’s policy is that all employees, regardless of
classification, are hired on probation because cautious hiring is a good practice to
which TDC subscribes, and because performance standards at TDC are very high.
In compliance with article 31 of Law 137/1981, the probation period is three
months for all employees and is to occur only once during the period of an
individual’s employment with TDC.

At the conclusion of the second month of employment, the supervisor shall
prepare a written performance evaluation and meet with the employee in question to
discuss the adequacy of the employee’s performance and whether or not
employment should continue. Should the supervisor determine that the employee is
not performing adequately but that the problems can be corrected, and if the
employee is willing to do so, a program can be agreed upon. The supervisor shall
update the performance evaluation at the conclusion of the third month of
employment and recommend either continued employment or termination of the
employee in question to the Ex. Director.

If termination during this time is voluntary or by mutual consent, the
employee shall submit a letter of resignation, and shall be entitled to receive all
documents deposited with TDC immediately. The same applies to involuntary
termination, except that the performance evaluation shall replace the letter of
resignation. Final salary payment shall be made in accordance with the provisions
of item E4216.
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E3400 Termination of Employment

Termination of employment is the final, permanent, and-irrevocable
severance of the employment relationship between employer and employee, which
may occur for a variety of reasons and may be initiated by either employer or
employee. The nature of TDC’s work dictates a high rate of personnel turnover
and the eventual termination of the employment of all personnel if donor funds are
withdrawn. Different types of termination of employment require different policies,
although the procedures tend to be routine and more or less similar, except for a
few added procedures in cases of involuntary termination for cause, as discussed
below under item E3414. This section is divided into: E3410, of Termination; and
E3420, Termination Procedures.

E3410 Types of Termination

Employment with TDC can be terminated for four different reasons: E3411,
Voluntary Termination; E3412, Assignment and/or Project Completion; E3413,
Termination Due to Unforeseen Circumstances:; and E3414, Involuntary
Termination for Cause.

E3411 Voluntary Termination

Voluntary termination is the decision by an employee to sever his/her
employment relationship with TDC by resigning prior to the conclusion of the term
of employment specified in his/her employment contract. Voluntary terminations
may occur for any number of reasons including changes in personal circumstances,
dissatisfaction with the work, or a better opportunity elsewhere—including a degree
of permanent job security which TDC cannot offer. TDC’s policy, is to discourage
such terminations to the extent possible, since they interrupt the work flow and are
therefore costly. TDC does so by trying to make the work and the employment
relationship as satisfying and rewarding as possible, and by trying to resolve
problems in the job situation to head off voluntary terminations. However, TDC
shall under no circumstances make exceptions to its policies, such as matching
salary offers from other firms, in order to induce an employee to stay.

In the event that an employee does resign, the EXD or his/her designee shall
meet with the departing employee in order to determine the cause of resignation.
Depending on the cause, the Ex. Director shall then determine whether or not any
further action is necessary, such as further improvements to the work environment
or a market adjustment as described in item E4231.4.

E3412 Assignment and/or Project Completion

All TDC employees are hired to complete a specific work plan task or set of
tasks, or to provide support to those who do. As such, all professional employees
are routinely terminated upon completion of the task(s), and when a sufficient
number of completed tasks warrants a proportional reduction in support staff. TDC
also routinely terminates employees upon project close-out. Such terminations
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usually form the basis of the employment understanding between TDC and its
employees and are anticipated in the employment contract which specifies the exact
duration of the term of employment.

TDC shall make every reasonable effort to help such employees who have
performed well to find employment either with another project or with other firms.
Such employees shall be given preference should TDC start hiring for another
project and should their skills and expertise be suitable.

E3413 Termination Due to Unforeseen Circumstances

This is involuntary termination resulting from unforeseen causes beyond
either TDC’s or the employee’s control. Unforeseen circumstances arise for a wide
variety of reasons, including:

. A reorganization of the content of the project in response to donor or
government agency requirements that would affect the employee’s
suitability for the new position descriptions.

. A reduction in the scope of the project, which would require a
proportional reduction of staff. '

. A change causing the donor to cut short the project or a portion of it.

. A change in the bilateral agreement between the donor and Egypt
which might affect TDC’s status and ability to operate.

. Early close-down of the project due to political or economic

conditions in Egypt.

In such situations, TDC’s policy is to give its employees 60 days’ notice
when circumstances permit. TDC shall also make every reasonable effort to help
affected employees find employment with either another project or with other firms.
Such employees shall be given preference should TDC start hiring again and should
their skills and expertise be suitable.

E3414 Involuntary Termination for Cause

This is termination initiated by the employer for a variety of reasons
including failure to perform, a significant drop in the quality of performance,
dereliction of duties, excessive unapproved absence, willful misuse of project
property, gross misconduct, use of alcohol or other controlled substances on the
job, unapproved moonlighting, or otherwise damaging the interests of the company
and the project. Termination for cause in Egypt places the burden of proof on the
employer and is regulated by articles 61 to 70 of Law 137/1981 and Ministerial
Decree number 24/1982. TDC’s policy is not to take such terminations lightly and
to document the whole process through performance evaluations as described in
item E4231.12. TDC'’s policy is to carry out terminations for cause after extensive
discussions and consultations between the EXD or his designee, and/or the donor
agency, as well as a local lawyer to ensure compliance with the above-mentioned
laws.
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As soon as the EXD and/or the employee’s supervisor feel that there is a
problem that may eventually warrant termination for cause, he/she shail immediately
prepare a performance evaluation, whether or not it is the time for annual project
performance evaluations. The supervisor shall then show the employee in question
a copy of the performance evaluation and meet with the employee to discuss the
problem. The employee shall be given the opportunity to respond in writing and to
appeal in accordance with the procedures set out in item E6500. If the employee
recognizes the problem and is willing, every reasonable effort shall be made to
work with the employee to resolve the problem and/or to improve performance. In
all cases, a second follow-up performance evaluation shall be done within one
month. The employee shall again be appraised of the results and given the
opportunity to respond in writing and to appeal. If the results of the second
evaluation are still negative, a third evaluation shall be done within a period of two
weeks to one month, depending on whether or not the supervisor feels that
additional time will make a difference to the outcome.

After the third negative performance evaluation, the employee shall be given
the opportunity to resign. If the employee takes it, the letter of reference shall
avoid raising the problem to the extent possible and negative references shall be
given only orally and in response to specific requests. If, however, the employee
refuses to depart amicably, the EXD will consult with a local Egyptian lawyer and
to begin termination procedures against the employee in accordance with the laws
mentioned above. In particular, article 62 of Law 137/1981 provides for
submission of the case to a tripartite committee consisting of representatives of the
employer, the employee, and the labor force directorate. The law instructs the
committee to issue its purely advisory judgment within two weeks, which shall
constitute the two-week notice period given to the employee. Depending on the
outcome of the committee’s deliberation, the employee shall be dismissed
immediately. Letters of reference in this case shall state the reason(s) for
dismissal. :

E3420 Termination Procedures

Termination procedures are the administrative steps required to finalize and
formalize the end of the employment relationship. These procedures are routine and
are handled by the EXD or his designee, or the APO. Except as provided for
above under the individual termination type entries, all terminations, regardless of
the type or reason, require the following:

. Long-term professionals and support staff, as well as short-term
professionals and temporary support staff, are expected to submit a
written letter of resignation releasing TDC from any further
obligations to them, at least two weeks prior to the anticipated date of
departure.
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. As required by article 74 of Law 137/1981, TDC shall provide the
employee with a generic letter of reference which shall include the
employee’s position, salary, and dates of service with TDC, as well
as a fair and balanced assessment of the employee’s performance and
the reason for termination. TDC shall in like manner respond to any
specific requests for references.

. The departing employee shall immediately relinquish all project
property, including equipment, documents, and files in his/her
possession to his/her supervisor.

. A bank check or draft for the final salary and all other compensation
due to the employee shall be released immediately or within seven
days, depending on the type of termination and according to the
provisions of item E4216 of this handbook.

. Any and all original documents retained by TDC for the duration of
employment, such as birth certificates, shall be réturned to the
employee immediately.

E4000 PERSONNEL ADMINISTRATION

This section addresses the policies and procedures that affect employees
during the term of their employment with TDC. It deals mostly with their rights
and the benefits that they may or may not receive from the company. It is
organized under three major headings: E4100, Organizing the Work; E4200,
Salary Administration Program; and E4300, Employee Benefits.

E4100 Organizing the Work

This section describes TDC’s policies and procedures regulating employee
job attendance. It is divided into seven subsections: E4110, Work Hours (Regular
and Ramadan); E4120, Flex Time; E4130, Overtime; E4140, Compensatory Leave;
E4150, Compensation for Working on Holidays; E4160, Time Sheets; and E4170,
Sign-in/Sign-out Sheets.

E4110 Work Hours

Work hours are the timing and number of hours per day and days per week
when project offices are officially open for business and all employees are expected
to work on their assigned project duties. TDC makes a distinction between E4111,
Regular Work Hours; and E4112, Ramadan Work Hours.

E4111 Regular Work Hours

Regular work hours are the normal conditions prevailing for eleven months
of the year as determined by the lunar Hijra calendar. TDC’s policy, which is in
compliance with article 133 of Law 137/1981, is that all TDC employees work a
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minimum of 40 hours per week. The details of the timing and organization of work
hours are normally negotiated and so stated in the individual project contract with
the donor. When this is not the case, TDC’s policy is that the EXD shall fix the
details of work hours, in determining the specifics of work hours, consideration
shall be given to the laws of the country as stated in articles 133-136 of Law
137/1981, and to TDC’s policy that work hours should generally follow the work
hours of it’s primary donor. At this point in time the work hours are set at 09:00 -
17:00 Sunday through Thursday.

E4112 Ramadan Work Hours

It is customary for many firms operating in Egypt to reduce the number of
work hours per day during the month of Ramadan in order to alleviate some of the
hardship of work combined with fasting. In accordance with this custom, TDC’s
policy is to make an exception to its 40-hour work week policy during the month of
Ramadan and to reduce the number of these hours by a reasonable amount of time.
These hours are set as 09:30 - 15:30, Sunday through Thursday during the month of
Ramadan.

E4120 Flex Time (staggered hours)

According to the directives of the EXD, staggered working hours may be
permitted based on the need at that time. These hours would be for a consecutive
eight hours each day and would primarily be for these employees engaged in
administrative and clerical work. The available hours acceptable would be for any
8 hour block between 08:00 and 20:00.

E4130 TDC’s Policy for overtime

Overtime is monetary compensation given to employees who work for more
than the officially specified project work hours. No overtime is given to
professional long-term staff in TDC since the current salary levels reflect any extra
hours needed to complete an assignment provided the employee is willing to work
those extra hours.

E4131 Expectation of Availability

Under certain circumstances during times of unusually heavy project activity.
some members of the support staff may need to remain after hours or come in on
weekends to complete an assignment, such as secretaries during annual work plan
preparations. In such situations, TDC’s policy is to pay support staff for pre-
approved overtime in accordance with the rates specified by Egyptian law and as
described below. Although TDC appreciates the extra effort, no employee should
feel in any way or for any reason compelled to work any amount of time beyond the
official project work hours.
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E4132 Fairness in Distribution

In requesting or approving overtime (for short-term support staff), TDC’s
policy is to ensure fairness in workload distribution so that no single employee bears
a greater overtime work burden than others with similar skills and abilities, and no
single employee, such as a driver, benefits from often welcome overtime payments
at the expense of other colleagues who may be equally willing and able to perform
the same overtime work.

E4133 Overtime Rates

In compliance with article 140 of Law 137/1981, TDC’s policy is to pay for
approved overtime according to the following formulae:

. An additional 25 percent of hourly rate for overtime between 6:00
a.m. and 6:00 p.m. on regularly scheduled work days and Saturdays

. An additional 50 percent of hourly rate for overtime between 6:00
p.m. and 6:00 a.m. on regularly scheduled work days

. An additional 100 percent of hourly rate for overtime on Fridays,

Saturdays and official holidays
E4135 Approvals and Payment

In order to implement the above overtime poiicies, TDC requires all
employees to seek and gain advance approval in writing from their supervisors for
the estimated number of hours that they expect to work—using the form in annex
E9. Should the actual number of hours worked vary from the approved number of
estimated overtime hours, the figures on the form may be adjusted with the
employee’s supervisor’s approval. Claimed but unapproved overtime shall not be
reimbursed under any circumstances.

The employee shall be responsible for consolidating all overtime approval
forms and submitting them to the project accountant at the time specified for that
purpose. Overtime forms shall be submitted by the 15th of every month.

E4140 Compensatory Leave

This type of leave is designed to give employees time off to compensate for
any time worked on holidays. TDC grants compensatory leave to any member of
its long-term staff provided that the time worked on holidays was prior approved by
the person’s supervisor.

E4150 Working on Holidays

TDC’s policy is to neither require nor encourage any of its employees to
forfeit holidays by working.
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E4160 Time Sheets

These are documents used for accounting purposes in which employees fill
out the number of hours worked per day on a monthly basis as well as the type and
location of work done. TDC’s policy is to require all of its employees to fill out
monthly time sheets as the only recognized and accepted documents accounting for
employees’ time.

The APO shall designate an individual or a position to be responsible for
preparation, distribution, and collection of all time sheets. Time sheets shall be
distributed to all employees on the first day and collected on the last work day of
each month. After the supervisor reviews the time sheet then the Fin. Mgr reviews
and initials all time sheets, and they shall be placed in the designated file and kept
until the end of the project, with a copy forwarded to accounting for payroll
purposes. Late attendance according to the sign in/out sheets and unauthorized
leave will be deducted from the monthly salaries accordingly.

E4170 Attendance Sheets

This is a system whereby employees’ arrivals and departures are recorded on
attendance sheets by the guard in the reception area of TDC. Attendance sheets are
used solely as monitoring documents, and do not replace time sheets, which are the
only recognized accounting documents. All immediate supervisors must sign time
sheets at the end of the month, attesting to employees’ presence.

E4200 Salary Administration Program

This section describes TDC’s policies and procedures regarding base salary,
excluding additions such as overtime (if applicable) and bonuses. It is divided into
three subsections: E4210, Salary Payment Procedures; E4220, Initial Salary
Determination; and E4230, Salary Increases.

E4210 Salary Payment Procedures

This subsection deals with policies and procedures organizing and regulating
the mechanics of salary payment: E4211, Frequency and Timing of Payment;
E4212, Method and Currency of Payment; E4213, Pre-payment Requirements;
E4214, Deductions; E4215, Salary Advances; and E4216, Final Salary Payment.
E4211 Frequency and Timing of Payment

Different categories of employees receive salary payments at different times.

TDC distinguishes between: E4211.1, Long-term Professionals and Support Staff;
and E4211.2, Short-term Professionals and Temporary Support Staff.
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E4211.1 Long-term Professionals and Support Staff

These employees are paid automatically on a monthly basis during work
hours on the 30th of the month, or no later than the fifth day of each calendar
month.

E4211.2 Short-term Professionals and Temporary Support Staff

These employees may be paid at the conclusion of their assignment with
TDC or may choose to be paid in installments every two weeks. Short-term
professionals and temporary support staff shall be paid within two days of
presentation to the project accountant of an invoice and time sheet approved by the
APO or supervisor. A sample time sheet appears in annex E10.

E4212 Method and Currency of Payment

In compliance with article 33 of Law 137/1981, and other Egyptian laws
pertaining to currency circulation, and donor regulations, all categories of Egyptian
local-hire employees shall be paid in Egyptian pounds. Employees shall be paid by
bank check drawn on the project’s local-currency account with a local bank
whenever possible; otherwise, they shall be paid by bank draft. Short-term non-
Egyptian employees (consultants) shall be paid according to their letter of
assignments by check.

E4213 Pre-payment Requirements

Prior to the release of any salary and/or bonus payment, two activities must
be carried out in accordance with Egyptian law. These are the completion of a
payroll form and fulfillment of the legal requirement for employee signature, as
described below.

E4213.1 Payroll Form (Payslip)

A payroll form (payslip) is a form prepared specifically for that purpose,
fully describing the details of an employee’s salary, including gross income,
overtime payments when and if applicable, all deductions, additions to base salary,
and net earnings. TDC’s policy is that payroll forms are to be prepared for all
categories of employees prior to salary and/or bonus payment. A standard TDC
payroll form (payslip) is included in annex E11 of this handbook. It is the
responsibility of the project accountant, to ensure that all such payroll forms are
accurate and fully completed in accordance with the requirements of the relevant
Egyptian laws. It is also the responsibility of each individual supervisor to ensure
that the payroll preparer has all pertinent data in time for payroll preparation.
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E4213.2 Legal Requirement for Employee Signature

In compliance with article 35 of Law 137/1981, which states that "The
responsibility of the employer shall not be cleared unless the worker shall sign...that
he/she has received his/her wage..." TDC’s policy is to require all categories of
employees to sign the above-described payroll form to indicate receipt of salary, as
well as to sign the appropriate form for receipt of any other type of compensation.
monetary or otherwise. Neither the employment contract and/or any attachments to
it, nor this handbook shall be considered as an appropriate substitute for the legally
required signature of receipt. All such forms shall be kept in the appropriate
personnel and/or accounting files for the duration of the project by the APO.

F4214 Deductions

These are amounts automatically deducted from an employee’s salary without
prior approval in writing by the employee, and usually in compliance with local
laws. TDC makes two kinds of deductions (excluding deductions for unauthorized
leave, late arrival, etc. as set out in Annex E 25) from the salaries of all categories
employees: E4214.1, Income Taxes; and E4214.2, Social Insurance.

F4214.1 Income Taxes

These is generally a specific legally mandated percentage of an employee’s
salary that the government charges for public purposes. Egyptian income taxes are
regulated by Income Tax Law No. 157/1981 as periodically amended. TDC
employees are covered by this law.

In’compliance with article 70 of Law 157/1981, TDC’s policy is to withhold
taxes from all categories of its employees. No exceptions shall be made unless a
legal exemption already exists or unless the employee shall produce a verifiable
letter of exemption in his/her name signed and sealed by an authorized
representative of the Tax Administration. Obtaining such a letter shall be solely the
responsibility of the employee. TDC shall in no way assist or seek income tax
exemptions on behalf of its employees.

The project accountant shall be responsible for calculating and making the
necessary payroll deductions for income taxes in accordance with the guidelines
provided in article 56 of Law 157/1981 and based on the salary amount stated in the
employment contract or letter of assignment. These amounts shall be submitted to
the Tax Administration at regular intervals and the employee shall be responsible
for all further income tax payments due to the Government of Egypt. Also in
compliance with Law 157/1981, the project accountant shall prepare at the
conclusion of each fiscal year or at the time of request by a tax paying employee, a
certificate specifying the amounts withheld, the date of withholding, and the date of
payment to the Tax Administration.
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E4214.2 Social Insurance

Social insurance is a specific legally mandated percentage of an employee’s
salary that the government charges as insurance against retirement and/or disability.
It is usually matched by an employer contribution which is also a legally mandated
percentage of the employee’s salary, and an allowable cost under TDC project
contracts. Social insurance for employees is regulated by Social Insurance Law
79/1975. TDC'’s policy is to fulfill its obligation under Egyptian law by completing
the necessary forms (copies are attached in annex E12) and submitting them to the
designated social insurance office. All social insurance salary deductions, TDC’s
contribution, and payments to the social insurance office shall be made by the
project accountant in strict compliance with the above-mentioned Law 79/1975 and
other relevant Egyptian laws and executive regulations as issued and/or amended
from time to time. The social insurance office shall also be notified of the
termination for any reason whatsoever of an employee, using the form attached in
annex E13.

Social insurance deductions and matching TDC contributions are made for
all long-term professionals and support staff, except in cases of secondment. In
these cases, TDC shali pay the seconded employee the cash value of all amounts
due to the social insurance office, and he/she shall be responsible for reimbursing
his/her permanent employer for continuation of his/her social insurance.

E4215 Salary Advances

TDC does not make salary advances to any of its employees, except for the
situations stated in paragraph E4399.

E4216 Final Salary Payment

In compliance with article 38 of Law 137/1981, final salary for all categories
of employees terminated by TDC for whatever reason—end of assignment, end of
project, or for cause—shall be paid immediately upon termination. All categories
of employees who terminate voluntarily shall, in compliance with the same law, be
paid within seven days of termination. The only exception to this final salary
payment schedule shall be in case the employee has failed to relinquish all project
property in his/her possession. In this case, final salary, or an amount equivalent to
the cost of such property, may be withheld by TDC until such time as the property
is returned undamaged.

The final salary shall consist of all as yet unpaid amounts due to the
employee, less all deductions, loans, or other amounts due to TDC. Unpaid
amounts due to the employee shall include regular monthly salary, unused accrued
annual leave as described in item E4342.3 of this handbook, share of annual bonus
as applicable under the provisions of item E4322 of this handbook, as well as all
other amounts for as yet unreimbursed expense reports. Deduction shall be defined
as per the provisions of item E4214 of this handbook, as well as unpaid amounts
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due to TDC for use of project equipment such as long-distance telephone charges,
faxes etc.

The project accountant shall prepare all final salary payments upon
notification by the EXD of an employee’s impending termination. At the same
time, the APO shall inform the project accountant of all anticipated dues and
deductions.

E4220 Initial Salary Determination

This is the process by which TDC arrives at the salary that it will offer to
any given applicant for a position and the range of salaries within which it will
negotiate in order to retain the services of any given individual. TDC’s policy, is
to set its salaries at the high end of the market to retain the services of the highest
qualified individuals. TDC sets its initial salaries in accordance with the following
policies and procedures: E4221, Salary Classification System; E4222, Salary
History; and E4223, USAID Salary Ceilings.

E4221 Salary Classification System

Under TDC’s salary classification system, salaries are offered according to
the grade and the step for the position. The TDC salary classification system (see
annex E14) was developed in-house, with reference the original donor pay scales for
local staff, and with the results of private sector and/or TDC commissioned salary
surveys.

The matrix in annex E14 contains generalized titles designed to
accommodate the wide range of actual and potential working titles across TDC.
The series which most closely describes the working title in question determines a
position’s location in the matrix. The position’s level of responsibility is used to
determine its grade through its location within the series. Salary history, E4222, is
then used to determine an employee’s step on the salary classification matrix.

E4222 Salary History
Within each grade there is a range of salaries. To determine an individual’s

location within this range or step, the employee’s salary history is used. TDC’s
policy is to follow these steps:

. First, base salary is determined based on a biographical data (showing
historical salary levels) for long-term positions covering the last
three years.

o Second, any active income from professional activities is calculated

over the last three years, and the most recent or average figure is
added to the base salary.
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° Third, on this constructed base, a five- to ten-percent increase is
given based on several factors including the terms and conditions of
the project contract with the client, as well as the individual’s
experience, education, special qualifications, job responsibilities, and
relation to other salary ranges on the same team or in the same
office.

E4223 Salary Ceilings

There is a cap on all salaries for individuals according to the rules applying
to the donor funds. The maximum salary that the donor will approve is usually
determined by market conditions in a given employee’s country of citizenship or
residence. These salary ceilings constitute the maximum salary that TDC will offer
any employee, regardless of the individual’s qualifications or salary history. It is
TDC’s policy not to retain the services of persons who refuse to accept the salary
ceiling except in exceptional circumstances.

Should the EXD determine that retaining the services of such an individual is
in the best interests of the project and is absolutely necessary, a waiver should be
pursued on the salary maximum in consultation with the concerned donor.

E4230 Salary Increases

Salary increases are periodic upward adjustments of an employee’s salary
before income tax and social insurance deductions, designed to recognize
achievement, market demand, and/or hardship-causing economic conditions. This
section is divided into three subsections: E4231, Salary Increases for Long-term
Professionals and Support Staff; E4232, Rate Increases for Returning Short-term
Professionals and Temporary Support Staff; and E4233, Salary Increases for
Professionals at the Salary Maximum.

E4231 Salary Increases for Long-term Professionals and Support Staff

TDC’s policy is to consider long-term professionals and support staff in four
kinds of periodic salary increases, in accordance with the terms and conditions
described below. These increases are: E4231.1, Merit Increases; E4231.2,
Advancement and Reclassification; E4231.3, Cost of Living Adjustments; and
E4231.4, Market Adjustments.

E4231.1 Merit Increases

Merit increases are periodic salary increases designed to recognize and
reward achievement and contributions to the project. TDC’s policy is to reward
good performance by giving deserving employees annual merit increases after the
15" of March.
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E4231.11 Amount and Funding

TDC normally negotiates salary increases based on merit in its project
contract with the donor. The increase is a negotiated percentage of the total of the
salaries of all long-term professionals and support staff who are on the payroll
during the month in which salary increases are calculated. Within that increase, the
EXD has the flexibility to determine the percentage and amount of individual salary
increases or not, provided that they comply with the provisions of article 42 of Law
137/1981 and move an employee’s salary by one or more steps or grades on the
TDC salary classification matrix, endeavoring, where possible, that the new salary
does not fall in between steps. In accordance with TDC’s policy, as stated in article
E2332.21, the EXD shall rely on written and oral evaluations of employee
performance in allocating salary increases.

E4231.12 Performance Evaluations

Each supervisor shall prepare written evaluations of the performance of all
long-term employees under his/her supervision at the time specified by the EXD,
using the form in annex E15. Performance evaluations shall be based on the
employee’s terms of reference and shall list accomplishments and achievements
during the review period as well as failures and reasons for them. The supervisor
shall also attempt to determine the quality of the evaluee’s performance, using the
criteria and rating system included in the performance evaluation form in annex
E15, and shall recommend a salary increase and or incentive bonus in general
terms, ranging from above average to the minimum increase required by Egyptian
law. The employee shall be given a copy of the evaluation for review, and the
supervisor and employee shall meet to discuss the evaluation prior to its finalization.
The employee may at this time comment and/or respond both verbally and in
writing. The employee must sign the finalized performance evaluation and if still
dissatisfied, the employee may follow the grievance and appeal process described in
section E6500 below.

E4231.13 Timing and Approval

While no approvals for step increases within grade for all staff and for
promotions of support staff beyond the EXD are necessary; all long-term
professional promotions to higher grades require the approval of the donor project
and grant officers. Rather than submit these for consideration on a case-by-case
basis on the anniversary of the individual’s date of hire, and to-facilitate the
administrative process, TDC’s policy is to propose salary increases for all staff at
the same time at the beginning of the Egyptian fiscal year. Accordingly, the EXD.
based on the performance evaluations and in consultation with the APO, shall
prepare a single matrix proposing the allocation of salary increases for all staff,
both long-term professionals and support staff. He will then submit this matrix for
donor approval no later than March 1* of each year. Once approved, the salary
increases shall go into effect on March 16" of each year.
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In the event that an employee has not yet completed a full year of service
with TDC, the EXD shall still propose a full salary increase for this individual
based on the assumption that the quality of performance to date shall remain
constant. The proposed percentage may be lowered if performance drops prior to
the date when the salary increase goes into effect. Conversely, if performance
improves dramatically, the employee may be considered for a higher than usual
increase during the next round.

E4231.2 Advancement and Reclassification

TDC'’s policy is to promote and reclassify employees when in the
performance of their jobs they take on responsibilities over and above those
specified in their terms of reference. Furthermore, employees who as a result of
training and/or previous experience demonstrate skills and abilities that would allow
them to perform a job at a higher level than that which they occupy, are eligible for
consideration when an appropriate higher-level position opens. In such cases the
supervisor recommends the individual for a promotion, which must be approved by
the EXD. Promotions, however, are not guaranteed, due to TDC’s policy to hire
the most qualified applicant based on open competition, as discussed in section
E3130. In the event that the EXD approves the promotion, the individual shall
receive a salary increase commensurate with the added responsibilities and be placed
at the appropriate level in the salary classification matrix.

E4231.3 Cost of Living Adjustments
The annual salary increases take into account any cost of living adjustments.

E4231.4 Market Adjustments

Market adjustments are usually made on an as-needed basis to reflect major
changes in market demand for the services of certain limited groups of employees
with specific skills and expertise that they hold in common. Increased market
demand may be detected through certain indicators such as unusually high turnover
among a group with similar skills and expertise. In keeping with its general policy
to attract and retain the services of individuals with the highest possible
qualifications, TDC’s policy is to reclassify affected groups to more accurately
reflect changing market conditions. If the EXD suspects the need for a market
adjustment, he should consuit with prominent accounting firms in Egypt to submit
to him market compensation packages from leading companies with international
businesses.

In the event that consultations lead to a decision to effect a market
adjustment, the EXD shall issue an amendment to this handbook. The amendment
shall consist of a new salary classification matrix reflecting the new market
conditions. The EXD shall then prepare an official memorandum detailing the
compelling reasons and rationale behind the amendment and shall submit both the
amendment and memorandum to the donor. Every effort shall be made to preserve
the uniformity of TDC’s salary scale, based on this handbook and through
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consultations with the donor throughout the process. Otherwise, market adjustments
shall be made as soon as approved and shall be funded through an adjustment of the
salary line item of the project budget.

E4232 Rate Increases for Short-term Professionals and Temporary Support
Staff

Short-term professionals and temporary support staff are expected to
complete the term of their employment at the same rate agreed upon in their letter
of assignment with TDC. Within a single assignment, they do not receive an
increase regardless of changes to the TDC salary classification matrix due to a rise
in the cap on maximum salaries cost of living, or market adjustments. Short-term

professionals and temporary support staff may increase their rates should they return
for another assignment with TDC, in the following instances:

d In the event of a cost of living or market adjustment since the
establishment of an individual’s initial rate with TDC, the rate is
adjusted according to the changes in the TDC salary classification
matrix, so long as it does not exceed the maximum. Placement
within the new classification matrix follows the procedures for initial
salary determination in item 4221 and takes account of the conditions
provided below in this item.

° Returning short-term professionals at the maximum may raise their
rates if the maximum goes up, provided that their position within the
TDC salary classification matrix and their salary history supports it.

. If a short-termer establishes a higher rate by working with another
firm between assignments with TDC, the individual is rehired at the
new rate, provided that the individual’s position within the TDC
salary classification system allows it.

. In the event that none of the above conditions occurs, or in
conjunction with any or.all of the above conditions, a short-termer
may increase his/her rate by a certain percentage each calendar year,
defined as January to December. The range for that percentage is
determined by market worth as well as position within the TDC
salary classification system, and must adhere to the limits for salary
increases established by TDC.

E4233 Salary Increases for Professionals at the Maximum

The cap on maximum salaries may be raised to adjust for inflation, if it is in
line with the donor policy. TDC’s policy is to consider salary increases for
professionals at or above the new maximum once it has been determined and to
make all such increases retroactive to the date on which the increase was put into
effect. Such increases are not automatic, nor do they necessarily have to be for the
full amount of the difference between the old and new maximums.

26

R W R W PE N e BN e G Wh W aE



-

These increases are considered by the EXD on a case-by-case basis
following general guidelines as provided below:

. Individuals who were hired at the maximum on condition that they
receive a salary increase when and if that maximum is raised, and
whose position within the TDC salary classification matrix as well as
salary history and market worth justifies it, may be raised to the new
maximum.

o Individuals whose performance quality and contribution to the project
warrants it, but who did not receive a merit increase on the
anniversary of their hire because of the existing salary maximum,
may be considered for a merit increase when the maximum is raised.
Such an increase may not exceed the new maximum and is given if
the EXD anticipated and factored it into the overall project merit
increase calculations.

. Individuals who received a lower amount than the full percentage for
cost of living adjustments where applicable because of the maximum,
may receive the balance of that percentage when the maximum is
raised. Such an increase may not exceed the new maximum, and is
made retroactive only to the day on which the maximum was raised.

. Short-term professionals at the maximum carry out the term of the
assignment as defined in their letter of assignment at the same rate,
regardless of whether or not the maximum is raised . A rate increase
up to the new maximum may be considered should they sign a new
letter of assignment with TDC, and if their position within TDC’s
salary classification system allows it.

o Individuals who were hired based on a waiver of the maximum may
be considered for a salary increase after one year of service with
TDC, if the EXD determines that their contribution to the project was
exceptional.

Once the EXD has determined the desirability for and amount of salary
increase for professionals at the maximum, when and if that maximum is raised, the
EXD will then notify the project accountant so that he/she may complete the
necessary paperwork to effect the necessary payroll changes.

E4300 Employee Benefits

Benefits consist of forms of compensation and privileges over and above
monthly monetary compensation for actual work done, which a company offers to
its employees— often at considerable expense to itself and/or its financing agency.
TDC’s general policy is to abide by local laws, it offers its employees some benefits
that exceed the minimum requirements of Egyptian law. Employees accrue and
may avail themselves of all benefits as of the day they are hired, subject to the
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conditions discussed under each item below. TDC benefits fall into ten major
categories with some subdivisions: E4310, Insurance; E4320, Bonuses; E4330,
Holidays; E4340, Leave Policy; E4350, Death Benefits; E4360, Training
Assistance; E4370, Company Functions and Entertainment; E4390, Senior
Management Shuttle Service; and E4399, Supplementary Assistance Over and
Above Salary.

E4310 Insurance

Insurance is a system whereby a certain amount of money is paid
periodically to an agency or company organized for that purpose to provide
coverage and agreed-upon monetary outlays to an individual in the event of an
emergency, death, or illness. Legally mandated insurance in Egypt is covered by
payments to the Government of Egypt Social Insurance Agency, as described under
item 4214.2 of this handbook. However, TDC offers some of its employees
insurance coverage, under private insurance policies, that exceeds the minimum
required by Egyptian law, including the following types: E4311, Life Insurance
(N/A); E4312, Health Insurance; and E4313, Accident Insurance.

E4311 Life Insurance
N/A at this time.
E4312 Health Insurance

Health insurance is designed to cover the costs of normal and/or serious
unanticipated health problems. TDC’s policy is to offer all its long-term
professionals and support staff contract-paid health insurance at no cost to the
employee, for the duration of their employment with TDC. A sample policy is
attached in annex E17 of this handbook.

The APO shall then automatically notify the insurance company and fill out
the paperwork required to enroll a new employee in the policy. The APO or
his/her designee shall give the employee a copy of the policy, as well as any
information on the procedures that must be followed for its correct and acceptable
usage, to insert into his/her handbook for information and future reference. The
employee shall be responsible for reading the provided information carefuily and
abiding by its terms. The APO or his/her designee shall be responsible for
notifying the insurance company of an ensured employee’s termination.

E4313 Accident Insurance
This form of accident insurance is available only for and to TDC employees

whose full time occupation with TDC is the operation of a motor vehicle. See
Annex E18.
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E4314 Travel Insurance

Travel insurance is designed to cover the costs of normal and/or serious
unanticipated heaith problems and/or the results of an accident. This form of
insurance is only available to those employees who regularly travel internationally at
the request of TDC. The APO will register each employee for this insurance where
applicable.

E4320 Bonuses

Bonuses are monetary compensation over and above the employee’s stated
monthly salary. TDC’s policy is to give its administration coded employees specific
bonuses based on length of service and employment with TDC at the time of
payment. The type of bonus paid by TDC is in accordance with the provisions of
the item below: E4321, Annual Bonus. TDC also pays an end ‘of service bonus to
sales coded employees (see annex 16).

E4321 Annual Bonus

It is customary for firms operating in Egypt to give their employees an
annual bonus over and above their twelve monthly salaries. Because of the high
standards of compensation TDC offers its employees, TDC reserves its right as to
the exact amount of annual bonus paid to an employee based on that individual’s
merit.

E4322.1 Policy

In observance of this custom, TDC’s policy is to give an annual bonus
equivalent to one month’s pay to eligible employees based on merit. One month’s
pay is defined as the amount of an employee’s monthly salary at the time of bonus
payment. This amount shall be prorated to take into account previous or recent
salary increases. Merit is defined as satisfactory work habits. An annual evaluation
by the employee’s supervisor will be conducted on March 1* of each year. A
satisfactory rating entitles the employee to 100% of the above mentioned custom.
An unsatisfactory rating receives no annual bonus. The annual bonus shall be paid
no later than March 30 of each year.

E4322.2 Eligibility

Based on satisfactory work habits, eligibility for the annual bonus and the
amount paid is based on the type of employment arrangement as well as length of
service with TDC. Short-term professionals and temporary support staff are not
eligible for the annual bonus or any fraction thereof. All long-term professionals
and support staff working for TDC for one year or over at the time the bonus is due
are eligible for the full amount of the bonus. Should either bonus come due prior to
the completion of one year of service, that bonus shall be prorated to the length of
service already provided according to the following formula: x =y (z + 12).
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The amount of the annual bonus to be paid to the employee

The employee’s monthly salary at the time of payment of the annual bonus
installment

The number of months of service with TDC, including the month in which

the bonus is paid, regardless of whether the number of days worked add up
to a full month or a fraction thereof.

«
o
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In case of project close-out or the natural conclusion of a long-term
assignment, an exception shall be made to the rule that an employee, in order to be
eligible for the bonus or any fraction thereof, must be working with TDC at the
time when a bonus is due. In either of these two cases, an employee shall be
entitled to receive a portion of the as yet unpaid annual bonus, prorated according to
the above formula provided that the employee receives a "satisfactory" rating.

E4322.3 Procedures

The bonus shall be paid independently of salary. In compliance with article
one of Law 137/1981 which defines a wage as all monetary compensation including
bonuses, all standard deductions such as social security shall apply to the annual
bonus. Employees shall also sign for receipt of the bonus in compliance with article
35 of Law 137/1981 which states that "the responsibility of the employer shall not
be cleared unless the worker shall sign...that he has received his wage..." Since the
annual bonus is a contract-paid benefit, no approvals are necessary prior to payment
of the amounts as specified above.

E4330 Holidays

These are generally official, state-sponsored days of leave designed to
commemorate national and religious occasions of significance to a society. TDC’s
policy allows for all of Egypt’s holiday per guidance of articie 48 of law 137/1981
and in addition New Year’s day, U.S. Independence day, Thanksgiving and
Christmas.

E4340 Leave Policy

In the spirit of TDC’s policy, TDC provides its employees with a fair and
reasonable leave package which is suited to their needs and complies with local laws
and contractual obligations with USAID and other clients. At the same time, TDC
recognizes that fulfillment of project goals is highly dependent on employees’ daily
work and that leave inevitably reduces the time available for this work. In Egypt,
TDC recognizes seven types of leave, and this section is broken down accordingly:
E4341, General Issues; E4342, Annual Leave; E4343, Administrative Leave;
E4344, Sick Leave; E4345, Maternity Leave; E4346, Bereavement Leave; E4347,
Pilgrimage Leave; and E4348, Leave Without Pay.
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E4341 General Issues

This subsection includes general leave policies not covered under the
individual leave entries below: E4341.1, Holidays Occurring During Other Types
of Leave; and E4341.2, Combining Different Types of Leave. -

E4341.1 Holidays Occurring During Other Types of Leave

When a holiday falls during the period of an employee’s paid annual,
administrative, sick, maternity, and/or bereavement leave, the day is charged to
holiday and does not reduce the number of leave days due to the employee. This
policy, however, does not extend to leave without pay. Time sheets shall accurately
reflect days charged to holidays versus days charged to leave, and the leave request
form shall be adjusted accordingly.

E4341.2 Combining Different Types of Leave

Except as provided for below under the individual leave entries, an employee
may not combine different types of leave. Sick leave especially may not be used to
extend annual leave. Sick leave claimed at any point during annual leave, from the
first to the last day, must be substantiated by a valid medical report signed by a
qualified physician.

E4342 Annual Leave
Annual leave is normal vacation time, given for rest and relaxation.
E4342.1 Amount and Rate of Accrual

TDC’s policy is to give all of its long-term professionals and support staff 13
working days per year for the first three years and 18 days per year thereafter.

E4342.2 Scheduling and Approval

In accordance with TDC policies, no annual leave may be taken during the
first six months of employment. Thereafter, an employee may schedule annual
leave up to the amount accrued on the date when such leave commences. It is the
employee’s responsibility to schedule his/her own annual leave, which shall be done
by filling out a leave request form as shown in annex E19 and seeking approval at
least two weeks in advance of the date when leave is scheduled to begin. Both the
employee’s supervisor and the APO shall approve annual leave in order to ensure a
minimum of disruption to project work. Should approval be denied for any reason,
it shall be the supervisor’s responsibility to ensure that an employee does get time
off by recommending alternate dates that are more suitable to project work
demands. In any event, an employee may not take more than the prescribed annual
leave in a consecutive 12 month period and may not 'borrow’ any days leave from
the up-coming 12 month period.
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TDC’s general policy is to encourage employees to take annual leave in
blocks of several days in order to achieve the desired rest and relaxation.
Moreover, in compliance with article 45 of Law 137/1981, employees must take at
least one work week of annual leave per year in a single block of time. TDC
encourages its employees to take where possible, the first block of 13 days of
eligible leave at one time. Using annual leave to achieve a secies of long weekends
is discouraged. Annual leave must also be taken in increments of full work days,
although fractions of work days may be taken on the first and/or last day of leave.
At the end of each contract year, any unused leave must be accounted for and
acknowledged in the employee’s personnel file. '

E4342.3 Unused Annual Leave

In compliance with article 43 of Law 137/1981 which states that a "worker
shall not be allowed to concede his leave," TDC strongly encourages its employees
to use their annual leave during the year in which it is accrued or immediately after
it. However, in the event that an employee does not use accrued annual leave for
any reason, those days may be carried over from one year to the next, provided that
not more (than three months of unused annual leave is accumulated and that two
months broken into three periods is the maximum amount of leave taken during any
one year. In the event of termination of employment, the employee shall receive a
lump-sum payment for unused leave, subject to the USAID limitation of
reimbursing employees only for the amount of leave accrued during one year of
employment.

E4343 Administrative Leave

This type of leave is designed to allow an empioyee time off without prior
approval in case of emergencies. TDC’s policy is to follow the provisions of article
44 of Law 137/1981 which allows an employee up to three days per year of
unapproved emergency leave over and above annual ieave. Administrative leave
may be taken at any time during the term of employment. In such cases, an
employee shall notify his/her supervisor of his/her intention to be absent from work
as soon as practicable or as early as possible on the day when administrative leave
is taken. As soon as the employee returns to work, he/she shall fill out a leave
request form and seek retroactive approval. It is to be clear that this leave is tor
emergencies only.

E4344 Sick Leave

Sick leave is provided to allow employees to recover from illnesses or
accidents while remaining on the payroll.

E4344.1 Amount and Rate of Accrual
TDC'’s policy is to give all its long-term professional and support staff
employees 7 work days of sick leave at full pay per calendar year. Accrual shall be

at the rate of the number of working days per year divided by 7, commencing on
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the date of hire. In addition and in compliance with article 50 of Law 137/1981, in
case of prolonged illness, in any one year an employee is entitled to 90 calendar
days of sick leave at 75 percent of his/her monthly salary, to be increased to 85
percent during the following period of 90 days. Should illness persist and the
employee wish to remain absent from work beyond the accrued amount at full pay
and beyond the 180 calendar days allowable under Egyptian law, an employee may
use accrued annual leave. Beyond that, if an employee still does not return to
work, he/she will be considered on leave without pay and termination procedures
may be initiated following the provisions of item E3414 above. If, however, the
employee suffers from leprosy, tuberculosis, insanity, or other chronic diseases, in
compliance with article 51 of the same law, the employee is entitled to unlimited
sick leave at full pay. Sick leave over and above the 7 days per year at full pay
may be taken only if the employee is personally ill or otherwise medically
incapacitated, and may not be taken to care for another person.

E4344.2 Notification

For all non-elective emergency sick leave, an employee is required to call
his/her supervisor at the earliest possible time on the morning of each day of
absence from work due to illness. In cases of prolonged illness with an estimated
duration, then a call on the morning of the first day shall suffice. In either case,
the employee shall fill out a leave request form and obtain retroactive approval as
soon as he/she returns to work. In cases of elective sick leave, such as for
scheduled surgery or medical examinations, the employee shall fill out a leave
request form and obtain his/her supervisor’s approval two weeks prior to taking
such leave. If elective sick leave is to exceed three days, the APO’s approval is
also required. Elective sick leave is not permitted within the first six months of
employment.

E4344.3 Medical Report Requirement

In all cases, a verifiable medical report describing the illness and its leave
requirements, signed by a qualified physician on his/her letterhead paper is required
for all sick leave exceeding two days. If the leave is limited to the amount accrued
of the 7 days at full pay, the employee shall bring the report with him/her on the
first day of returning to work. If, however, the application is for extended sick
leave at reduced pay, the medical report shall be submitted to TDC by the employee
or his/her representative prior to the commencement of such leave. In the event of
long-term sick leave (90 days or more), a complete file must be submitted to TDC
by a recognized physician. TDC shall have the right to confer with this physician
of record and to bring in its own consultant physician to check the condition of the
employee. The findings of the consultant physician will rule as to eligibility.

E4344.4 Unused Sick Leave

All unused portions of the 7 days of sick leave at full pay may be carried
over from one year to the next for the duration of employment with TDC and can
accumulate without limit.
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E4345 Maternity Leave

Maternity leave is time off given to female employees who are pregnant to
allow them to deliver, rest and recuperate, and to care for the baby after delivery.
In compliance with article 154 of Law 137/1981, TDC’s policy in Egypt is to give
its female employees 50 days of maternity leave at full pay for a maximum of three
times during the term of their employment with TDC. Such leave may begin at any
time prior to delivery, provided that at least 40 of the 50 days shall be taken after
delivery. Additionally, a female employee may take up to one year of leave without
pay at the discretion of TDC. If granted, she is guaranteed her job back if she
returns prior to the expiration of her employment contract. Should she return to
work, for up to 18 months after the date of delivery, she shall have two intervals of
rest each day of half an hour each.

To schedule maternity leave, the employee shall fill out a leave request form
and seek her supervisor and APO’s approval at least two weeks prior to the
anticipated commencement of such leave. At this time, she shall also specify the
anticipated duration of maternity leave and whether or not she intends to take leave
without pay. As soon as possible after delivery, the employee shall submit a
medical report specifying the date of birth, which shall be attached to the leave
request form in her file to ensure compliance with the law. Upon returning to
work, she shall adjust her leave request form, if necessary.

E4346 Bereavement Leave

Bereavement leave is time off to attend the funeral and otherwise fulfill the
social obligations associated with the death of a close family member defined as a
parent, child, spouse, sibling, or parent-in-law. TDC’s policy is to grant three days
of bereavement leave with no limit on the number of times it may be taken during
the term of employment. The employee should notify his/her supervisor as soon as
possible after the death and upon returning to work, he/she is responsible for
completing a leave request form and obtaining retroactive approval.

E4347 Pilgrimage Leave

Pilgrimage leave is time off given to allow employees to perform pilgrimage
rites in the Hejaz in accordance with the Islamic religion or to visit Jerusalem.
Article 49 of Law 137/1981 provides that an employer may grant an employee of
over three years a month of leave at half-pay for such purposes. However, article
49 also makes this leave optional and not mandatory. Accordingly, TDC’s policy is
not to grant its employees pilgrimage leave in view of its generous annual leave
policy.

E4348 Leave Without Pay
Leave without pay is when an employee is still considered an employee of
the firm even though he/she is in non-pay status, is absent from project premises,

and is either not working or working on something other than his/her project
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assigned responsibilities. In such cases, the employee receives no compensation or
benefits--all rights to holidays, leave accrual, bonus, insurance, etc. are temporarily
suspended. There are two kinds of leave without pay: E4348.1, Approved Leave
Without Pay; and E4348.2, Unapproved Leave Without Pay.

E4348.1 Approved Leave Without Pay

Because of the temporary project nature of TDC’s work and the project’s
reliance on the services of each of its employees, TDC strongly discourages any
employee from taking leave without pay, other than the above-described maternity
leave. However, TDC also recognizes that there are occasions when compelling
circumstances require an employee to be absent from work for a certain period of
time when he/she does not have sufficient leave accrued. In such situations, the
EXD may at his discretion, approve leave without pay for an employee. Such leave
is taken in increments of five days and can continue up to three months. A leave
request form must be completed and the payroll preparer are notified so they can
suspend salary payments and all other benefits for the duration. '

E4348.2 Unapproved Leave Without Pay

When an employee fails to appear for work without valid justification and
fails to follow the above-described procedures and requirements for accrued leave
approval and/or notification, the employee is considered on unapproved leave
without pay. Item four of article 61 of Law 137/1981 permits a company to
terminate employees after 20 intermittent days per year or ten consecutive days of
unapproved, unexplained absence. In keeping with this law, TDC’s policy is to
warn such employees of impending termination 10 days prior to termination for 20
intermittent days per year and five days prior to termination for 10 consecutive days
of unapproved leave without pay. Warnings shall be in writing and sent by
registered mail to the address last given by the employee. If the employee still fails
to appear for work, the EXD shall initiate termination procedures by removing the
individual in question from the payroll, and documenting the action in the
terminated employee’s personnel file.

E4349 Unlimited Sick Leave

If a catastrophic chronic disease (as defined by Article 51 of Law 137/1981),
persists for more than 181 days then the employee may be subject to the insurance
coverage that may be in force through TDC at that time. See Annex E20.

E4350 Death Benefits

Death benefits consist of monetary compensation paid by the employer to the
immediate family of a deceased employee to assist them in meeting the high costs
associated with funerals and other death rites. In compliance with article 73 of Law
137/1981, TDC’s policy is to pay the family of professional or support staff
member who dies during the term of his/her employment with TDC an amount
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equivalent to 2.5 months salary for funeral expenses. In addition, and in
accordance with Social Insurance law 79/1975, TDC shall pay a death grant in an
amount equivalent to two months’ salary, as well as the full amount of the monthly
salary for the month during which death occurs—even if the employee only worked
a fraction of that month. TDC shall pay death benefits only to the families of
employees working solely for TDC at the time of death and not to families of
employees receiving death benefits from another employer as well. Death benefits
shall be paid upon presentation of an official death certificate to the EXD, who shall
instruct the project accountant to issue a bank check or draft in the full amount
immediately. A copy of the death certificate and a receipt signed by the bank check
or draft recipient shall be kept in the employee’s project personnel file. The spouse
of record shall be in recipient of this benefit. In the event the deceased employee is
unmarried then the benefit shall be payable to the next of kin registered in the
employees employment records.

E4360 Training Assistance

The company helps its employees enhance their abilities through job-related
training, either by providing the time for training during work hours, by giving
monetary assistance, or both. TDC’s policy is to promote and encourage training
and the professional advancement of all staff members. Following are TDC’s
policies and procedures for the types of training which may be considered for
employees: E4361, Training in Skills Required for the Job; E4362, Training for
Professional Advancement and for Reclassification; E4363, Training for Job-related
Personal Enrichment; and E4364, Training Outside of Egypt.

E4361 Training in Skills Required for the Job

This is company-initiated and/or mandated training which is fully paid for
and arranged by TDC out of its cooperative agreement whenever possible. Such
training may be in-house or by outside agencies, and usually occurs during work
hours. Examples of training in skills required for the job are:

o All new personnel receive an introductory orientation to TDC and the
project, as well as on-the-job training by supervisors and/or
designated co-workers.

o When skill requirements vary slightly from what was originally
anticipated, for the job, such as the introduction of a new software
program.

o When the most qualified applicant for the job lacks a specific skill,

such as knowledge of the word processing software package used by
the project.

36



. Individual training to benefit the company by enhancing the
employee’s job-related skills, such as management, writing, or other
communications skills or languages, as recommended by the
employee’s supervisor.

E4362 Training for Professional Advancement and/or Reclassification

This is employee initiated training in a given skill designed to help the
employee move up the employment ladder and be eligible for reclassification on the
TDC salary matrix (if a position is available within TDC). In such cases, TDC’s
policy is to encourage the employee and to assist him/her by paying for the cost of
tuition up to £E 350 per individual per fiscal year, and to allow them to take time
during the work day if training cannot be arranged for after hours. The employee
must locate and arrange for such training him/herself, and make application to TDC
for training. The training application must be approved by the EXD and the
individual’s supervisor to ensure the relevance of the training and a minimum
disruption to project work. TDC will then reimburse the employee for the agreed
upon amount only in case of successful completion of the training. In some
instances, and at the discretion of the EXD, the employee may be advanced the cost
of training, on condition that he/she reimburses TDC in the event of failure to
complete the training successfully. Reclassification, however, is not automatic and
follows the provisions of item E4231.2 above.

E4363 Training for Job-related Personal Enrichment

This is also employee-initiated and arranged training that does not have a
direct bearing on the employee’s job performance, but that would serve the
company by enriching the employee professionally or contributing to his/her ability
to communicate with the rest of the project team. TDC will assist its employees
with time and money in two such instances: E4363.1, English Language Training;
and E4363.2, Professional Conferences, Seminars, and Workshops.

E4363.1 English Language Training

Although most do, some positions at TDC/Egypt do not require the
employee to be fluent in English. Such employees, however, may choose to take
language classes in order to enhance their job performance through acquiring an
ability to communicate with the expatriate team members. TDC encourages and
supports such efforts by paying up to £E 350 per individual for English language
training. In certain circumstances, full funding may be provided. The employee is
to seek the guidance of his or her supervisor.

E4363.2 Professional Conferences, Seminars, and Workshops
TDC encourages all employees to attend conferences, seminars, and
workshops that are related to their field of expertise or of interest to the project.

All employees are eligible to propose their attendance at such events in Egypt at
company expense up to £E 100 per event and during work hours. The EXD and
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the individual’s supervisor must approve such proposals in advance in order to
ensure minimum disruption to project work.

E4364 Training Outside of Egypt

Because of the limited amount of funds available for training, TDC does not
approve training for local-hire that requires traveling to any other country.

E4370 Company Functions and Entertainment

Company functions and entertainment are occasions when the EXD and/or
any other approved senior team member entertains clients, associates and
counterparts, prospective and/or present employees at company expense, chargeable
to Program Generated Income. TDC provides two social events for its employees
during the year; one during the Ramadan and one during the Christmas season.
Senior management employees are reimbursed for project-related entertainment
approved in writing in advance by the EXD. TDC also encourages inclusive inter-
staff company functions as team and morale building activities.

E4380 Computer Purchase Assistance Program
N/A at this time.
E4390 Shuttle Service

Shuttle service (as part of the overall employment package to senior staff) is
home-to-office transportation once in the morning and office-to- home transportation
once at the close of business on work days. It is a service provided by the company
to its senior management employees using project vehicles. This is provisional
depending upon the location of home and that it has been included as part of the
contract package negotiations. If this service is part of an employee’s contract
package, then the cost to the employee shall be the current donor chargeable rate
per mile, calculated weekly and deducted monthly from the employee.

E4399 Supplementary Financial Assistance Over and Above Salary

On occasion, situations may arise where an employee faces serious financial
difficulties as a result of an emergency situation or specific difficult circumstances,
and where it may seem desirable and important to assist such an employee
financially. TDC’s policy is to do so within strict limits. Illustrative situations are:

. Death in an employee’s family, causing heavy expenses
. Heavy medical expenses for an employee or a member of his/her
family
. Short-term financial difficulty because of other needs
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At his own discretion, the EXD is authorized to spend up to 50% of the
employee’s monthly salary charged against the employees account to respond to
each such situation, to be repaid by the employee, with the first installment 30 days
from date of receipt of the assistance followed by three equal monthly repayment

installments. The EXD must seek donor’s written approval for larger sums of
money.

E5000 CONFLICT OF INTEREST AND CORRUPTION

TDC’s policy is to avoid all conflicts of interest and all actions that could
be considered as promoting conflict of interest or the appearance of conflict of
interest, or corruption or the appearance of corruption. TDC’s general position is
that the firm’s integrity and reputation, as well as that of its personnel, is too
valuable to risk damage through such activity.

This section addresses a variety of prohibited activities that can have a
negative impact on the project and TDC’s reputation. Such activities are prohibited
by local law, donor regulations, and/or the project and/or individual contracts. The
prohibited activities discussed in this section constitute valid reasons for termination
for cause as described in item E3414 of this handbook and allowable under Egyptian
Ministerial Decree 24/1982. Employees found engaging in such activities shall be
advised in writing to cease and desist. Should they refuse or continue, they shall be
terminated according to the provisions of item E3414. Moreover, it is incumbent
upon an employee who discovers such actions to inform his/her supervisor. This
section is divided into: E5100, Moonlighting; E5200, Bribery; and E5300 Criminal
Behavior.

E5100 Moonlighting

The term moonlighting refers to employees working for two employers
simultaneously—one during official work hours and the other during the employee’s
off hours. TDC'’s policies differ according to the type of moonlighting: E5110
Active Paid Work; E5120, Passive Paid Work; and E5130, Active Volunteer Work.

E5110 Active Paid Work

This is when an employee receives compensation for services rendered to
another employer while also working for TDC, such as for outside consulting
contracts, commissioned research efforts, paid teaching assignments, secretarial,
translation, driving services or any other paid for consistent activity. TDC’s policy
relies on the authority given by article 21 of Ministerial Decree 24/1982 which
forbids moonlighting except by special permission of the primary employer. As a
general rule, TDC does not allow employees to engage in active paid work on the
grounds that it reduces the energy and attention the employee can bring to the job.
However, some rare exceptions can be made, provided that such outside work does
not constitute a conflict of interest, does not detract from project work, is not done
in any way during TDC’s normal published business hours and days of operation,
has the advance written approval of the EXD, and that this alternative work does
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not in any way, for any reason require more than 2 days per year requested leave
time. It is further understood that this alternative work will not in any way cause
the employee to leave early from TDC’s published working hours and days of
operation. In order that permission is granted, a letter from the employee to the
EXD must be on file stating reasons for this active paid work and what is the
activity of this work. Attached to this request must be the EXD’s letter granting
permission in order that this activity will be allowed.

E5120 Passive Paid Work

This term is applied to income earned by the employee through capital
investment in areas such as real estate, business enterprises, and financial
instruments offered by local banking systems. TDC’s policy is to permit such
passive paid work, provided that the investments are not and cannot be considered
preferential as a result of information gained through work on the project.
Furthermore, passive paid work shall be permitted only according to the provisions
of the project contract, and as long as it does not conflict with the interests of the
company, the project, or with the laws of the country. In addition, the employee
may be required to reduce the amount of passive work if it appears to the
supervisor that the time demands of passive work are such that the employee is not
fulfilling normal work obligations.

E5130 Active Volunteer Work

This is unpaid work such as volunteering with charitable organizations,
lending a helping hand during national emergencies, or pursuing an interest such as
a hobby. TDC'’s policy is to permit all employees to engage in volunteer work, so
long as it does not take away from the time and energy needed for project work, is
not prohibited by law, and does not pose a problem with local Egyptian authorities.

E5200 Bribery

Bribery is giving or receiving money, free trips, meals, or other gifts in
exchange for information, new business, or to facilitate or damage implementation
of ongoing business. Article 20 of Ministerial Decree 24/1982 prohibits such
activities. Employees discovered engaging in bribery for TDC or anyone €lse’s
benefit will be asked to cease and desist. If they refuse, termination for cause
procedures will begin.

However, there are situations which are not always clear cut. For instance,
TDC routinely gives small gifts to clients and counterparts worldwide for the New
Year, and also invites counterparts to a Ramadan breakfast. Such activities are
intended to create an atmosphere of good will, and the host country, and do not
target persons who can serve TDC’s business interests. There are also occasions
when the employee must accept invitations or invite business associates for meals as
an act of courtesy. The general rule is that employees should use their judgment to
distinguish between attempts at corruption and social courtesy. Any questionable
incidents should be reported to and discussed with the EXD. Employees should try
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to avoid too many and too frequent invitations to or from one source, and should be
aware of other agencies’ regulations about such events prior to issuing any
invitations themselves. All gifts given or accepted must be reported to TDC
management with a copy of the report sent to USAID grant officer.

E5300 Criminal Behavior

Criminal behavior is any action that results in physical harm or material loss
to another individual or to the company and that is prohibited by law. This section
deals with the two types of criminal behavior most common to work environments:

E5310, Drugs and Alcohol Abuse; and E5320, Theft and Willful Damage to Project
Property.

E5310 Drugs and Alcohol Abuse

The drugs referred to here are chemical mixtures or natural plants that
intoxicate or otherwise impair the user’s ability to function normally. Most of these
drugs are prohibited by Egyptian law and their illegal use carries severe penalties.
TDC’s policy is to maintain a drug-free workplace. TDC does not permit the
unlawful manufacture, distribution, dispensing, possession, or use of a controlled
substance by any of its employees. If an employee violates this policy, either by
himself or by permitting others to engage in any of these activities, the penalties are
severe and can include immediate termination for cause, according to the procedures
outlined in item E3414 above.

Although alcoholic beverages are legal, their consumption impairs an
individual’s ability to function at maximum efficiency, which is detrimental to the
project and the work. Therefore TDC does not permit the drinking of alcoholic
beverages during work hours, and any employee found violating this policy shall
receive a written warning. Repeated violations or disruptive alcohol abuse shall
carry severe penalties up to and including termination for cause, according to the
provisions of item E3414 above and is in compliance with the provisions of
Ministerial Decree 24/1982.

E5320 Theft or Williful Damage to Project Property

Project property includes cash or any other physical object bought and paid
for with project funds, either in an employee’s temporary possession or located on
project premises or in project vehicles. TDC assumes honesty on the part of its
employees and expects them to exercise diligence in the protection of project
property. TDC’s policy is not to hold employees liable for the theft, loss, or
accidental damage of project property in their possession. TDC carries insurance to
protect its property and the project property. On the other hand, if it is determined
that the theft, loss, or damage was through a willful act by an employee, the
employee will be held liable and penalized in accordance with the provisions of
Egyptian law, depending on the severity of the loss or damage.
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E6000 CHAIN OF COMMAND AND AUTHORITIES

This section defines the authority and corresponding responsibilities assigned
to the various positions affecting project implementation. It is divided into four
subsections: E6100, Organization Chart and Reporting; E6200, Authorities and
Financial Responsibility; E6300, Handbook Administration; and E6400, Grievance
Handling and Right of Appeal.

E6100 Organization Chart and Reporting

In order for any organization to function at maximum efficiency, a hierarchy
must be established. The purpose is to limit the number of people reporting (o a
single individual, permitting more efficient time management and adequate attention
to each employee’s work and concerns. This hierarchy can be clearly established in
the form of a detailed chart which identifies the lines of authority and reporting
requirements. These charts are distributed to all employees so that each may know
to whom they will report and address work-related questions. See annex E 21.

E6200 Authorities and Financial Responsibility

This authority is delegated either implicitly or explicitly ‘in writing to the
director of the division. The basic policy within TDC is to delegate as much
responsibility and authority as possible to staff members other than the director,
consistent with good management and the maintenance of uniformity and adequate
controls. The delegation of specific authority and financial responsibility is clearly
identified in this handbook, the terms of reference, and other documents describing
various job responsibilities. This section identifies the main repositories of
responsibility for project activities: E6220, The Executive Director; and E6240,
Management/Supervisors/Directors.

E6220 The Executive Director

The EXD is entrusted with the overall guidance of the project, the
supervision of its daily administrative requirements, and approving its expenditures.
The EXD reports to the Board of Directors of TDC. The EXD may choose to
delegate more or less authority to other project staff members, expatriate or local
hires, consistent with the dictates of sound management principles and practices.
Many of his/her administrative and managerial authorities pertaining to local hires
are discussed throughout this handbook.

E6240 Managers

A manager is any individual charged with overseeing the work produced by
one or more employees. His/her administrative authorities and responsibilities are
limited to issues that immediately affect the quality, quantity, and timing of the
work produced by the subordinate(s). Specific authorities are provided throughout
this handbook and include approvals of leave requested, expense report
reimbursements, and overtime claimed.
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The manager is also responsible for the professional well-being of those
under his/her supervision, and for bringing their concerns to higher management.
The higher form of TDC management, the division director, is a senior executive

charged with the implementation of policy decisions. A manager will report to the
division director who reports to the EXD.

E6300 Employee Handbook Administration

As with all other aspects of the project, ultimate responsibility for the
administration of this employee handbook and for ensuring adherence to its
provisions, rests with the EXD and enacted through the management staff. The
EXD is expected to delegate responsibility for the distribution and daily

administration of this handbook and its provisions to the Administration and
Personnel Officer (APO).

Within the first week of employment, the APO shall meet with the new
employee to give him/her a brief account of the contents of this handbook. The
employee shall then be given his/her own copy of the handbook and up to four
hours to read it, after which the APO shall again meet with the employee. The
purpose of this second meeting is to answer any specific questions the employee
may have. At the conclusion of the meeting, the employee shall sign a document
stating that he/she has been given a copy of the handbook for future reference as
well as the opportunity to read it. Upon termination of employment for any reason
whatsoever, the employee is expected to return the handbook to the ADO.

E6400 Grievances and Right of Appeal

Although TDC makes every reasonable effort to provide as pleasant and
satisfying a work environment as possible for its employees, in any company or
relationship between management and employees, there will inevitably be occasions
of employee dissatisfaction. TDC'’s policy is that each and/or all employees are
entitled to a full hearing, a serious effort by management to redress wrongs and
resolve problems, and a clear explanation when management is unable to act for
reasons beyond its control. To this end, TDC provides its employees with channels
of communication with management through an "open-door policy," and with more
formalized procedures for voicing grievances and appeals.

As a first step, the employee is encouraged to discuss any concerns with
his/her immediate supervisor. If the supervisor fails to resolve the problem or
explain the situation to the employee’s satisfaction, the latter may carry his/her
concerns up the project organizational ladder, up to and including the EXD. As a
final resort, and in compliance with Egyptian laws, the disaffected employee is
entitled to petition the concerned labor office. In the interests of amicable working
relations, however, TDC prefers that employees keep problems internal to the
project and accept the EXD’s decision as final. Employees may not under any
circumstances petition a donor.
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E7000 MISCELLANEOUS POLICIES AND PROCEDURES

This section contains additional policies and procedures not covered under
other headings in the rest of this handbook: E7100, Field Trips; E7200, Work-
related Expenses Incurred by Employees; and E7400 Personal Use of Project
Equipment.

E7100 Field Trips

In the course of fulfilling their project responsibilities and their terms of
reference, employees of all categories may need or be required to travel outside
project offices and to other parts of Egypt. Field trips may be for translation,
driving a project vehicle, observation of current practices, demonstration of new
techniques, escorting a buyer or otherwise supporting project work plan activities.
Although TDC expects all professionals and drivers to be available for field trips,
TDC shall in no way coerce an unwilling employee into going on field trips,
particularly when traveling outside of project offices would cause family problems.
Furthermore, TDC’s policy is that all such field trips should, to the extent possible.
be programmed and approved in advance by the EXD on a monthly basis.

E7110 Field Trip Programming

All professional employees who anticipate that they will be traveling for
project purposes should submit a detailed agenda to their supervisors at the specified
time. The agenda should show the purpose of the field trip and its justification, the
anticipated date and time of departure and return, as well as with whom they expect
to meet and how they expect to allocate their time and effort in support of the field
trip purpose. Once the supervisors approve proposed field trips, all agendas are
passed to the EXD for final approval to ensure that field trips fit in with and
support the overall technical programming of the project. Using these agendas, the
vehicle manager shall prepare a schedule for project vehicle use for that month. If
there is a conflict, the APO shall work with the concerned individuals to develop a
different schedule or other alternative, such as using privately owned vehicles or
public transportation. If no feasible alternatives exist, the EXD shall determine
field trip priorities. Within one week of returning, the senior professional on the
expedition shall submit to his/her supervisor a trip report comparing the actual trip
with the proposed agenda. The trip report shall show the reason for the trip,
general observations, accomplishments and/or failures and reasons, and shall
conclude with recommendations. The same procedures and approvals apply to
necessary but unanticipated field trips.

E7120 Field Trip Expenses

All field trips involve expenses of one form or another, the most common of
which is per diem. Per diem is governed by donor rules and regulations and is a
certain amount of money given for daily expenditures on lodging, meals, and other
incidental expenses. There is a ceiling on expenditures for lodging which must also
be supported by receipts. A fixed amount is given for meals and incidental
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expenses, for which no receipts are required. TDC’s policy is to give 75% percent
of anticipated per diem as a travel advance upon presentation to the project
accountant of a document prepared for that purpose and approved by the supervisor.
Travel advances are cleared immediately upon return from the trip through an
expense report (see annex E 22) which details advances versus actual expenditures
and other amounts due to the employee. All expense reports must be signed by the
employee and approved by his/her supervisor.

E7200 Work-related Expenses Incurred by Employees

Occasionally an employee, in the course of performing his/her project duties,
or a traveler on a field trip may incur other expenses not covered by per diem
above, such as for work-related long distance telephone calls, use of taxis or other
forms of transportation. Such expenses must be itemized on an expense report and
approved by the employee’s supervisor prior to reimbursement. Whenever possible,
and especially when they exceed 15 Egyptian pounds, items on an expense report
should be supported by receipts. All approved expense reports will be cleared
within ten days of submission. '

Although TDC will try to make project vehicles available for all project-
related transportation, there will be times when none is available and when
employees may use their own privately owned vehicles for work-related purposes.
In such cases where approved by management, employees will be reimbursed at
current mileage rates upon submission of an approved expense report.

E7310 Personal Favors

Personal favors range from telephone calls or inquiries of a personal nature
made on behalf of a local-hire employee to purchases of personal items. TDC’s
policy is not to require any member of staff to carry out personal favors for his
colleagues in the field.

E7400 Personal Use of Project Equipment

TDC'’s policy is to discourage strongly any use of project equipment or
property for personal purposes. Some exceptions exist such as-those mentioned
below or as approved by EXD.

E7410 Project Vehicles

TDC’s policy is to give its senior management the privilege of having shuttle
service as an agreement package as described in item E4390 of this handbook, and
in cases of serious medical emergency or other emergency situations that require an
employee’s immediate personal presence. In such cases, the senior management
employee shall be allowed to use a project vehicle, if one is available, after
notifying the supervisor and the APO. Once the emergency has passed, the
employee shall reimburse TDC for mileage at the approved rates per mile and
arrange for a payroll deduction. When a vehicle is approved by the EXD for non-
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official purposes then the operational cost of the vehicle for that time period must
be met by the senior executive concerned as mileage reimbursement at the then
current rate per mile.

E7420 Project Telephones, Fax, and Photocopying Machines

Although TDC discourages personal use of project equipment, it recognizes
that employees will occasionally need to use these machines, particularly in view of
the fact that they spend most of their days in project offices. Relying on the honor
system and trusting its employees, TDC’s policy is to encourage very judicious use
of this equipment for personal purposes. Should employees use project telephones
or project fax machines, they must keep a daily log sheet and they shall reimburse
the project monthly for the value of all long-distance telephone calls they have made
and all personal faxes they have sent, and/or make arrangements for payroll
deductions. A form is provided for the listing of personal use. See Annex E 23.
There shall be no use of project equipment other than by an employee of TDC or
the EED contractor.
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B - INTERNATIONAL POLICIES

E8000 TRAVEL

Travel, especially foreign travel, is a major aspect of our work. Therefore,
a complete set of policies exists to cover it.

E8010 BASIC POLICIES
E8011 Expectation of Availability/Willingness to Travel

TDC’s policy is to assume and expect that all export department (’s’ coded)
employees are available to travel. Exceptions can be made only with the approval
of the Executive Director. Professional employees can expect to travel 20 to 30
percent of the time. All Foreign travel must be approved by The EXD and if
appropriate by the donor.

E8012 Method of Reimbursement

TDC reimburses travel expenses through reimbursement of actual expenses
only up to the level of the applicable donor policies, guideline and regulations for
travel. The current per diem allowances for travel in foreign areas is separated into
two categories. The first is the maximum lodging amount which is intended to
substantially cover the cost of lodgings at adequate, suitable and moderately priced
facilities (which require itemized receipts). The second is the maximum meals and
incidental expenses (which do not need receipts) intended to cover the cost of meals
and incidental travel expenses such as laundry and dry cleaning.

E8013 Class of Travel

TDC’s general policy for travel is to use the lowest reasonable class of
travel, including excursion fares, whenever possible. There are many instances
where excursion fares, or full economy fares, are not available or are not
appropriate to the requirements of the travel. The following are examples of
situations that may justify using a class of travel other than excursion.

. If use of an excursion fare limits flexibility to change itinerary or
date, etc., to an unreasonable degree in the view of the traveler and
the FC less restrictive excursion or regular economy may be used.

. If the traveler demonstrably determines that benefits such as airline-
provided hotel expenses compensate for the extra cost of regular
economy over excursion, regular economy may be used.
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If the traveler has a pre-existing medical condition which is registered
with donor prior to travel which would make the use of economy
seating medically restricting, then prior approval for a higher class
seat may be sought where a flight of more than 60 minutes is
concerned but only to the level of business class.

If the air-line concerned extends an upgrade to business class or first
class at no cost to the project.

Representational Travel - If a member of the senior management of
TDC is an integral part of a high level group who is travelling
together and that group is traveiling in premium ciass then, with
written prior approval, that senior member of TDC may travel in that
class provided that the majority of the air time is for the purpose of
business discussions.

If economy is not available, and an upgrade to business class will
save a significant amount of time which, in the view of the traveler
and ADO justifies the extra expense, the upgrade can be purchased.
The upgrade will have to be justified to the donor through the EXD
prior to travel where feasible.

First class travel is not allowed by any employee under any
circumstances.

Business class may be authorized according to minimum heights and
or pre-existing medical disabilities substantiated in writing by a
competent medical authority.

Chargeable business class travel is authorized in return for not
availing oneself of layover rights, and/or the related per diem,
business class travel is permitted under special conditions of hours in
the air (14 hours) and length of layovers as well as the actual timing
of the flight versus the urgency of the travel mission.

In the event of premium class travel, the employee file must be
documented with the travel upgrade justification and the donor
contracts officer approval.

In the case of the EXD of TDC, if none of the above points should
apply for total TDC payment of an upgraded business class ticket
then only the cost of the economy portion of the ticket may be
charged to TDC.

If a proper justification exists, obtaining a written special business
class authorization from the donor contracting officer is required

before ticket purchasing.

If a business class travel is justified by any argument of urgency, the
employee may not take a personally paid stop to or from post.
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E8014 Choice of Carrier

The donor regulations regarding their national carriers must be followed. It
is TDC’s general policy to use donor country flag carriers whenever possible. In the
event a donor flag carrier is not available, then the travel agency will provide a
statement certifying that a donor carrier was not available for the trip. A copy of
this certification will be attached to the invoice from the travel agency.

Employees may not select carriers that offer significantly longer itineraries

or significantly higher prices to earn mileage where frequent flyer mileage accrues
to the traveler.

TDC does not attempt to require employees to turn in frequent flier coupons,
since they are generally not transferable. As a general rule, the company does not
attempt to require employees to use coupons earned with company-paid travel for
free tickets in lieu of company-paid tickets because the implementation of such a
policy would be difficult. It is however, the donor policy on the use of frequent
flyer paid up tickets which will prevail in this case if applicable. TDC does enforce
the policy of the lowest cost ticket for the applicable itinerary. Attached to all
tickets purchased must be a form showing where two different price quotations have
been received. The lowest cost ticket will be purchased according to the individual
circumstance and travel mission and timing. (See annex E 26).

E8015 Stopovers

On long trips, donor regulations regarding paid stopovers for rest (generally
allowable if the trip exceeds 14 hours) should be followed by all employees. The
reimbursement for allowable expenses is the same as for other allowable expenses
as described below in section E8020. Should an employee on a long trip not choose
to take the allowed stopover, it is TDC’s policy that at least a half day of rest be
taken on arrival before the start of work. See section E8013 above for the right to
use business class in lieu of a stopover where warranted.

E8016 Weekend Travel

E8016.1 Weekend Flights

Generally, TDC does not require employees to travel on weekends and to
avoid excessive costs discourages commencement of travel at the end of the
workweek. However the efficient use of time may require travel on the day before
the workweek commencement at the destination. If the employee must return on a
weekend, TDC allows the employee a somewhat longer recovery period at home
before returning to the office (up to one full day in most cases depending on his/her
supervisor’s judgement).
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E8016.2 Weekend stayovers

Where a trip is necessary for more than a normal 5 day (European) work
week, then, permission for this trip must be received in writing from the EXD.
Where possible, no appointments should be made for a Monday business date which
would cause the traveler to spend a weekend abroad at TDC expense. In the event
this cannot be avoided then special permission must be received from the EXD. All
trip planning must be concise and well planned in advance to minimize the overall
cost of each trip. All travel plans must be submitted, in most cases, no less than 10
days before the scheduled trip.

E8017 Holiday/Vacation leave while on Company Business

Where a pre-scheduled holiday exists or a pre-approved vacation leave
schedule exists and where an international appointment exists directly before that
time, the traveler may continue at his/her own expense from that ending point, on
the conclusion of that international appointment. All travel costs; perdiem costs,
miscellaneous costs, as well as onward or redirected airline costs reimbursed by
TDC would cease from the time that the business appointment finished. It is to be
clearly understood that this practice shall be the exception rather than the rule. All
employees of TDC shall receive permission in writing from the EXD and will show
good cause why this trip can not be rescheduled to another date to avoid the last day
of the business trip falling on the first day of the travelling employees holiday and
or annual leave.

E8020 ALLOWABLE EXPENSES
E8021 Policies Applicable to Travel
E8021.1 General Allowable Costs

Travel costs that are generally allowable are well-known and need not be
covered in these policies. They include actual fares, lodging and meal costs,
business communications costs, and the like.

E8021.2 Personal Telephone Calis

Personal telephone calls are reimbursed to employees in travel status up to
the limits set out herein.

Domestic Trips. An employee is allowed two calls home of an average
length of five minutes per week. These are normally billed to PGI, although they
can be billed to a project if project business was discussed to forward on to the
home office.

Overseas Trips. An employee is allowed one call home of an average length
of 10 minutes per week. This call is charged to PGI unless project business is
discussed with arrangements to pass the information to the office; in which case an
appropriate portion can be billed to TDC.
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To reduce costs, where possible, calls should be made from the employee’s
home in Egypt to the traveler’s hotel in the foreign country. Use of hotel
telephones is discouraged where contact with the home office in Egypt is necessary.

Prearranged methods to communicate while traveling on Company business should
be agreed prior to each trip.

E8021.3 Medical Costs

The company will cover all eligible employees in company travel status
under an SOS insurance policy. However, it is the responsibility of the employee to
ensure that this is done by advising the FC of the requirement. The company has
certain employees on annual SOS coverage; any employee who expects to make at
least four overseas trips per year will be so covered. (please see annex E 27).

E8022 Special Items on Foreign Travel

E8022.1 Hotels and Meals

TDC employees are expected to select good quality but not necessarily the
top-of-the-line luxury 5-star hotels when traveling internationally. The exception is
in developing countries when, in the opinion of the traveler, the best hotel is the
only one really acceptable, or offers the best communications or other required
facilities. With respect to meals, employees are expected to eat well but not
extravagantly. There is so much variation in costs around the world that no attempt
is made to set limits, but if the cost of three meals is more than 50 percent of the
government’s per diem rate for the city in question, or significantly above the meals
and incidental expenses portion of the per diem, the cost is probably too high. In
any event the costs allowable for lodging and Meals (M&IE) are listed in current
donor Per Diem Allowances. This frequently revised listing is available from
USAID. Lodging and M&IE will only be allowed during working and travel days.
Any prior approved leave days taken during or directly following the last working
day of any trip will be completely at the employees own cost and not billed on any

existing company credit cards where the individual concerned is entitled to such a
charge card.

Where hotels are in the custom of increasing their fares during times of
exhibitions, TDC authorizes up to 150 percent of the approved lodging and M&IE
for the nearest city to the city in question when the city itself is not listed in the per
diem travel guide. Only the actual amount of the meals, incidentals and room cost
may be claimed and only a normal single room rate may be applied. This condition
may only be in smaller fair exhibition cities. Before traveling, the FC must check
on the standard room rates in the city in question before authorization can be given.
Where approved, the amount actually expended, up to 150 percent of the governing
per diem rate, is to be charged to program generated income (where that income
exists prior to expenditure). In all cases, special donor rates are to be sought from
participating hotels when traveling. Further, if during a business breakfast, lunch
or dinner meeting paid for by TDC and attended by an employee, the employee
must deduct a reasonable normal meal rate from the daily rate for that particular
meal he has had at that meeting. When claiming excess over the governing lodging
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and M&IE rates, receipts for all meals and incidentals, in addition to the receipts
for room, must be submitted to the financial controller.

ES022.2 Travel Extras

TDC reimburses certain travel extras when employees are on international
travel. This includes the cost of laundry and dry cleaning (within the M&IE portion
of the international per diem) porter service and other hotel tips. All incidental
expenses must be supported by receipt when any individual expense is over $15
(this includes taxi fares). It is to be understood that these extras are considered as
part of the Incidental Expenses portion of the M&IE and are not allowable expenses
over and above the M&IE except in the case of transportation and communication.

ES8030 Travel Advances and Credit Cards
E8031 Travel Advances
ES8031.1 Home-Office Staff

TDC provides travel advances (in cash or check) to all home-office travelers.
These advances should be sufficient to cover all anticipated cash needs for the
planned trip. Employees are encouraged to use credit cards whenever possible to
reduce the size of the cash advance required and the amount of cash to be carried.
Travel advances must be cleared within 15 days of the return of the employee from
the trip. Travel advance requests must be accompanied by the travel authorization
showing all pertinent travel dates, planned appointments, all forms of reservations
made, two air carrier quotations and any request for car rental. (Please see annex E
28 - Travel Authorization Form).

E8032 Credit Cards

All employees authorized to travel are expected to have credit cards to help
expedite travel. TDC will reimburse any approved expenditures on such credit
cards upon the employees return to TDC. Credit cards should only be used where
the travel advance was not sufficient to cover the planned expenses.

E8040 Taxis

TDC routinely reimburses the cost of taking a taxi for business appointments
and arrival and departure to and from ports and hotels. Train and bus fares are
similarly reimbursed. The use of a rental car is discouraged where possible. All
individual fares in excess of $15 must have a receipt. If a rental car is necessary
then it is to be a mid-size sedan. The hire of a chauffeur driven vehicle is
prohibited.

E8050 Passports/Visas
All TDC employees who travel must have current passports. No exceptions

are permitted. TDC will reimburse all employees for the costs related to obtaining
passport fees and the photos. TDC will also reimburse the cost of visas.

52



E9000 GENERAL ENTERTAINMENT POLICY

TDC’s general policy is to reimburse employees for reasonable costs of pre-
approved expenses for functions, business meetings and the like. Two line items
are included in the individual departments budget for this purpose,
"Seminars/Conferences/Functions" and "Business Meetings". These line items
cover expenses in Egypt and abroad. Only senior management may utilize this
expense privilege. This expense is to be approved prior to its use by the EXD. To
this end where possible, pre-planned use of these line items is encouraged. For the
sake of clarity, the employee is to understand donor guidelines as they pertain to the
present policy in Egypt, that is certain forms of purely "entertainment” can be
charged (to include the payment of alcohol) provided those forms of "entertainment”

are reasonable, allocable, accountable and consistent with donor worldwide policies
and guidelines.

E9010 Entertaining Clients, Associates, and Prospective Employees

Any senior management employee may entertain clients, associates, and
prospective buyers and manufacturers at his’/her own discretion, always keeping in
mind the limit surrounding "entertainment” and his individual limits and department
budget. However, if the cost is expected to exceed LE200, approval of the EXD is
required. Expenses of the employee and other TDC employees involved are
covered but at least one non-TDC person must be present. The donor rules
regarding limits and reporting must be followed. Where the employee is receiving

per diem for M&IE the quarterly M&IE sum for that day is to be deducted for that
particular meal.

The company will also reimburse some or all of the cost of entertaining in
the home for business purposes. However, to be reimbursed, advanced approval
from the EXD is required. Any expenditures under the above E9000 heading that
are not authorized under current donor regulations in association with TDC’s donor
agreement and which the EXD of TDC feels strongly would benefit TDC may be
taken from program generated income provided these expenses conform with donor-
PGI guidelines. It is strongly recommended in such cases that the EXD consults
with the donor before committing to any such expenditures and providing that the
funds needed are contained in the PGI account before the expense is incurred.

E10000 CONFLICT OF INTEREST AND CORRUPTION GENERAL
POLICY ABROAD

It is TDC’s general policy to avoid all conflicts of interest and actions that
could be considered to promote conflict of interest, or the appearance of conflict of
interest, or corruption or the appearance of corruption. While it is impossible to
cover or anticipate all specific contingencies in developing such a policy, it is
important to set a general standard. In essence, it is TDC’s belief, and policy, that
no piece of new or ongoing business is worth tolerating, condoning, or participating
in a corrupt act. The firm’s integrity and reputation, as well as that of its
personnel, is too valuable to risk damage through such an activity. Employees who
knowingly participate in a corrupt act will face termination of employment.
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When an employee does discover such an activity, it is incumbent on
him/her to report it to his/her supervisor.

Four specific areas are covered here, the first three relating to corruption
and the fourth to conflicts of interest.

E10100 Receipt of Gifts, Meals, and Other Emoluments
E10110 General Policy

Employees may accept gifts worth no more than $25 from potential
suppliers, sub-contractors, and the like. The same rule applies to in-kind
emoluments such as meals and transportation, although it is recognized that it is not
possible to insist on a strict dollar limitation in these cases but in all such cases all
gifts shall be reported to the EXD.

With respect to meals, employees shall ensure that they are not taken to
lunch or dinner too often by any one individual or organization. Once per month is
a reasonable limit.

Should a gift or other emolument of significantly greater value be offered, it
should be declined with reference to this policy.

E10120 Exceptions
The following are exceptions to the general policy.
E10121 Cultural Problems

A gift may be accepted in cases where the employee believes it would be a
cultural gaffe or embarrassment not to. However, the employee shall submit to the
EXD a memorandum outlining the circumstances and making an appropriate
proposal for the disposition of the gift. If possible, the gift if expensive should be
donated to TDC for the benefit of all employees. If this is not practical, a proposal
with alternate suggestions for disposition should be made, including one that the gift
be retained by the employee under specific conditions.

E10122 Impracticality

It may not be in some instances practical to observe the $25 limit. If an
employee is offered and wishes to accept a gratis offer or gift that will cost more
than $25, approval should be requested from the director in writing.
E10200 Expenditures to Obtain, Retain, or Facilitate Business
E10210 General Policy

TDC does not pay money or make use of favors, services, personal

commissions, or other emoluments to obtain or retain business. However, this is a
complex area. There are certain actions TDC employees are expressly prohibited
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from taking. Other actions, generally of a minor nature, may be taken under
certain circumstances:

E10220 Prohibited Actions

No employee of TDC may make a monetary payment in any amount to an
official of the government of the donor country or any foreign government to induce
them to assist the company to obtain or retain work. This understanding also
applies to any foreign buyers, receivers, agents and or representatives. It includes
all Egyptian manufacturers, counterparts, third parties and consultants.

No employee will encourage or permit an actual or potential subcontractor,
agent, or representative to make a payment as described above. Further, in
negotiating or arranging for subcontracts, agency relationships, and similar
arrangements, care will be taken to inform the other party of this policy and to
ensure that the financial arrangements between TDC and the other party do not
lead, or appear to lead, to a payment on behalf of any employee, agent or
representative of TDC. Implementation of this policy is the responsibility of the
TDC employee who conducts the contact with the local subcontractor as well as the
employee, agent or representative who conducts the contact with the foreign entity.
The ultimate responsibility lies with the EXD of TDC for implementation to ensure
that no prohibited actions are allowed.

In relationships with client agencies or potential client agencies, TDC
employees will ensure they are familiar with the main regulations of those agencies
in this area and refrain from offering meals or other minor favors that may be
permitted by TDC’s policy but not by those of the other entity.

E10230 Permitted Activities

A number of activities involving expenditures are permissible according to

TDC’s policy. Examples are listed in the following subsections; it is not possible to
cover all variations.

E10231 Travel Costs, Host-Country Personnel

In certain cases, the company may decide to pay travel costs for host-country
officials, company board officials or any other officials where it is determined they
may be beneficial to the business pursuits of TDC. Travel to a third country or
within country, for legitimate but non-assignable project purposes must in such
instances be informed and approved by the donor as either chargeable to the
cooperative agreement or receive approval to charge the Program Generated Income
provided that such funds exist in the PGI general fund prior to expenditure of funds.

E10232 Minor Gifts

The company routinely gives minor gifts to host-government personnel and
business associates with whom they work. Such gifts are permissible when related
to a normal event such as Christmas and Egyptian feast days and certain other
foreign business functions and are not restricted to officials in a position that cannot
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accept gifts. The average minor gift shall not exceed $50 in value. Under certain
circumstances, larger gifts may be given in accordance with donor regulations. Any
gift over $50 in value must have the approval of the EXD of TDC and must be
accompanied beforehand by the written approval of the donor Grant Officer. PGI
may be sourced to fund such gifts provided it has written approval beforehand on a
per case basis and such funds exist in PGI prior to expenditure and in accordance
with the rules governing the use of PGI approved by the donor.

E10233 Normal Representation
Normal representation activities are permitted. See Entertainment.
E10234 Subcontractors, Consultants, and Agents

Notwithstanding the policy regarding subcontractors above, the company
may use foreign or local subcontractors, consultants or agents to further its
business. The main reasons for this is that foreign or local subcontractors have
detailed technical, institutional, or statistical information and/or key staff who can
be critical to the effective performance of the work. Qualified foreign or local
professionals are sometimes available only through subcontracts. Occasionally,
local law or regulation mandates the use of local subcontractors. In any case, it is
expected that local subcontractors, consultants and/or agents will make use of their
knowledge of local organizations and their expertise in professional areas to further
the joint interests of TDC and themselves. TDC employees must not encourage
local agents to make unofficial payments and should avoid structuring the financial
arrangements between TDC and the agents in ways that would encourage unofficial
payments. The EXD of TDC is the only official authorized at this time to enter
into any contract which commits TDC. All long term arrangements or contracts
whose fees exceed $25,000 must have prior written approval by the donor grant
officer.

E10240 Procurement Integrity
It is TDC’s policy to be responsive to donor regulations in this area. TDC
is currently working out a full set of policies, with related procedures, for the

implementation of this policy. These will be summarized in the next revision of
this policy manual.

E10241 Capital Expenditure

Any capital expenditure in excess of LE1,000 must be approved in writing
by the donor Project Officer.
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JOB DESCRIPTION

Position: TDC Executive Director

I. General Responsibilities:

The Executive Director of the Trade Development Center
maintains full responsibility and accountability for overall
performance of the TDC and for achievement of the Center’s goals
and objectives. The Executive Director reports to the Chairman
of the TDC Executive Committee and receives guidance from the TDC
Advisory Committees, on matters relevant to the technical program
implementation. The Executive Director is responsible for all
interactions between TDC and USAID/Cairo and between TDC and the
technical assistance contractor. The Executive Director is
charged with full authority with regard to program and personnel
decisions made by the organization.

II. Detailed Responsibilities:

* Ensure that the TDC executive bodies and advisory
committees are kept informed with regard to program
directions and activities

* Maintain c¢lose communication and interaction with
USAID/Cairo
* Develop and set strategic direction for all

organization and program components

* Direct the senior management team, including the TA
contractor

* Serve as official representative of TDC to all
government ministries, agencies and other
organizations

* Play a primary role in extension of TDC’'s market

access program into new target markets
* Guide quarterly and yearly planning processes

* Serve as primary spokesman for the TDC with the
business community

III. Policies and Procedures:

With respect to all policies and procedures related to the
Executive Director position, written guidance, as required will
be issued to clarify, modify, and/or establish TDC policies and
procedures which either directly or indirectly affect the duties
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and responsibilities of the Executive Director. Written guidance
will be filed in one of the two following files within the TDC
Master Filing System: (1) Policy and Procedures Memorandums and
(2) Program Support Memorandums. It is incumbent on all TDC
employees to stay apprised of all policy and procedures set forth
via documents contained in these two files. In addition, should
at any time the Executive Director be unclear as to the meaning
of any policy and/or procedure presented in these files, or any
verbally presented instructions by his superiors, he has the
right to request clarification from the Board of Directors of
TDC.

IV. Reporting Responsibility and Ultimate Authority:

For all routine duties and responsibilities either directly
or indirectly related to the Executive Director job description,
he or she reports to the Chairman of the TDC Executive Committee.

V. Related Requirements:

* Ability to communicate effectively in both Arabic and
English.

* Ability to work in a professional and cordial manner with
fellow TDC staff, the TA contractor, USAID officials, TDC
clients, and the general public.

* Ability to work independently with minimal supervision;
ability to prioritize work assignments; ability to meet
deadlines; and the ability to exercise sound, professional
judgement which reflects positively on the TDC.

VI. Minimum Qualifications and Experience:

* Minimum of 15 years experience directing sales and
marketing activities preferably with an international trading
company at Chief Executive/Senior Management level.

*  Expertise in export promotion in the agriculture and
industrial sectors.

*  Knowledge of international trade regulations and export
procedures

* Ability to direct the activities of the marketing staff
to obtain measurable goals and quantifiable objectives.

* Experienced working internationally (preferably
Europe/Middle East) with buyers, marketing representatives,
clients, etc.
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JOB DESCRIPTION

Position: Deputy Executive Director/Director of Sales and Marketing

I. General Responsibilities:

The Deputy Executive Director/Director of Sales and
Marketing is responsible for overall development and
implementation of TDC’s sales and marketing program reporting to
the Executive Director. The person supervises and provides
management guidance to TDC Associate Directors both in terms of

"their interactions with clients and in their leadership of their

sectoral teams. The Director of Sales and Marketing implements
and adjusts the overall sales and marketing plan for the
institution and manages the setup and implementation of the TDC's
market access activities and is responsible for the achievement
of all export targets. The person is a member of the TDC senior
management team and serves as acting Executive Director in his
absence.

II. Detailed Responsibilities:

* Manage and supervise Sectoral Associate Directors

* Implement and adjust the overall sales and marketing
plan for the institution

* Help to define, organize, and deliver TDC services to
all target sectors

* Achieve quarterly and annual output targets against
stated objectives for exports

* Assist in the set up, of the overseas representative
structure
* In coordination with the Sectoral Associate Directors,

organize and implement client support activities such
as trade fairs and buying missions

* Work closely with the Information Services Manager to
ensure appropriate input to and output from the MTIS

* Participate in annual strategic planning and program
development activities

* Determine staff training requirements and facilitate
implementation of needed training activities
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* Carry out regular performance evaluations and employee
reviews with all department staff to submit for final
evaluation by the Executive Director

* Work closely with the TA Promotion Advisor to ensure
smooth input of contract resources

* Insure that the MTIS systems is used on a regular,
timely, professional basis, by the export staff, and
input and output is acted upon accordingly.

* Work closely with the Sectoral Associate Directors to
expand TDC’s client base and buyer network.

* Draft agency agreements for the supply of finished
product and raw materials.

* Identify opportunities of charging for services.

* Be responsible for a portion of the PGI target for the
year.

* Responsible for a quarterly and annual target of

program generated income.

* Responsible for serving as acting executive director
in the absence of the Executive Director.

III. Policies and Procedures:

With respect to all policies and procedures related to the
Deputy Executive Director/Director of Sales and Marketing
position, written guidance, as required will be issued to
clarify, modify, and/or establish TDC policies and procedures
which either directly or indirectly affect the duties and
responsibilities of the Deputy Executive Director/Director of
Sales and Marketing. Written guidance will be filed in one of
the two following files within the TDC Master Filing System: (1)
Policy and Procedures Memorandums and (2) Program Support
Memorandums. It is incumbent on all TDC employees to stay
apprised of all policy and procedures set forth via documents
contained in these two files. In addition, should at any time the
Deputy Executive Director/Director of Sales and Marketing be
unclear as to the meaning of any policy and/or procedure
presented in these files, or any verbally presented instructions
by his superiors, he has the right to request clarification from
the Executive Director or his designee.
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IV. Reporting Responsibility and Ultimate Authority:

For all routine duties and responsibilities either directly
or indirectly related to the Deputy Executive Director/Director
of Sales and Marketing job description, he or she reports to the
TDC Executive Director.

V. Related Requirements:

* Ability to communicate effectively in both Arabic and
English.

* Apbility to work in a professional and cordial manner with
fellow TDC staff, the TA contractor, USAID officials, TDC
clients, and the general public.

* Ability to work independently with minimal supervision;
ability to prioritize work assignments; ability to meet
deadlines; and the ability to exercise sound, professional
judgement which reflects positively on the TDC.

VI. Minimum Qualifications and Experience:

* Minimum of 10 years experience directing sales and
marketing activities preferably with an international trading
company

*  Expertise in export promotion in the agriculture and
industrial sectors.

*  Knowledge of international trade regulations and export
procedures

* Ability to direct the activities of the marketing staff
to obtain measurable goals and quantifiable objectives.

* Experienced working internationally (preferably
Europe/Middle East) with buyers, marketing representatives,
clients, etc.
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JOB DESCRIPTION

Position: Associate Director of Agriculture

I. General Responsibilities:

The Associate Director of Agriculture reports to the Deputy
Executive Director/Director of Sales and marketing and holds
overall responsibility for the delivery of TDC services to
growers and receivers of agricultural export products. The
individual is responsible for the overall structuring and
implementation of the promotional program in the sector including
trade fairs, trade missions abroad, buyer visits and in addition
help in the identification of the strengths and weaknesses of the
sector which may include the sources of materials and supplies
needed by the sector. .

II. Detailed Responsibilities:

* Manage and implement TDC’'s agricultural portfolio to
ensure achievement of results against targets for
TDC’s agricultural sector activities

* Identify participants for the TDC program and provide
Sservices as appropriate

*  Advise the Information Services Manager on the
delivery of information support to agricultural
clients

* Manage and supervise the account executives assigned

to the sector

* Help to define organize and deliver TDC services to
all the target sectors

* Liaise with overseas representatives to ensure the
meeting of buyer needs and that the supply of product
from the sector is delivered on time

* Identify bottlenecks affecting the growth of the
sector and propose alternatives for their solution

* Prepare and implement detailed plans on an annual
basis for the development of the sector

* Be responsible for the sales target (internal TDC) for
the sector

* Be responsible for a portion of the PGI target for the
year
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* Identify opportunities to charge for services
ITII. Policies and Procedures:

With respect to all policies and procedures related to the
Associlate Director/Agriculture position, written guidance, as
required will be issued to clarify, modify, and/or establish TDC
policies and procedures which either directly or indirectly
affect the duties and responsibilities of the Associate
Director/Agriculture. Written guidance will be filed in one of
the two following files within the TDC Master Filing System: (1)
Policy and Procedures Memorandums and (2) Program Support
Memorandums. It is incumbent on all TDC employees to stay
apprised of all policy and procedures set forth via documents
contained in these two files. In addition, should at any time the
Associate Director/Agriculture be unclear as to the meaning of
any policy and/or procedure presented in these files, or any
verbally presented instructions by his superiors, he has the
right to request clarification from the Executive Director or his
designee.

IV. Reporting Responsibility and Ultimate Authority:

For all routine duties and responsibilities either directly
or indirectly related to the Executive Director job description,
he or she reports to the TDC Deputy Executive Director/Director
of Sales and Marketing.

V. Related Requirements:

* Ability to communicate effectively in both Arabic and
English.

* Ability to work in a professional and cordial manner with
fellow TDC staff, the TA contractor, USAID officials, TDC
clients, and the general public.

* Ability to work independently with minimal supervision;
ability to prioritize work assignments; ability to meet
deadlines; and the ability to exercise sound, professional
judgement which reflects positively on the TDC.

VI. Minimum Qualifications and Experience:

* Five years eXxperience in sales and marketlng with an
international tradlng company .

* Expertise in export promotion in the area of fresh fruits
and vegetables
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JOB DESCRIPTION

Position: Information Services Manager

I. General Responsibilities:

The Information Services Manager is charged with
responsibility for development, maintenance and performance of
three information subsystems: the Management Information System,
the Market and Technical Information System, and the Monitoring
and Evaluation System. The Information Service Manager 1is
responsible and accountable for coordinating the performance of
TDC’s hardware and software systems to meet various departmental
needs and program regquirements.

II. Detailed Responsibilities:

* Set up and maintain the various components of the
TDC’s information system

* Develop and install procedures for obtaining necessary
data input to the system from various parts of the
organization

* Develop and install procedures for providing responses

to requests for market and technical information

* Set up systems for ongoing retrieval of relevant
market information

* Coordinate closely with the managers of other
departments to ensure that their information needs are
included

* Concentrate focus of information activities on the

target sectors of the TDC program

* Work with other managers to identify ways in which
information can be packaged to serve more clients in
both the light manufacturing and fruits and vegetables
sectors

* Provide ongoing assistance to the organization in the
use and maintenance of the information system

* Responsible for a portion of the quarterly and annual
target of program generated income

* Formulate and implement a subscription service offered
to the Egyptian Business Community
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* Liaise with other information centers within Egypt to
coordinate databases and available information

* Continually  updates databases and hard copy
information sources

III. Policies and Procedures:

With respect to all policies and procedures related to the
Information Services Manager position, written guidance, as
required will be issued to clarify, modify, and/or establish TDC
policies and procedures which either directly or indirectly
affect the duties and responsibilities of - the Information
Services Manager. Written guidance will be filed in one of the
two following files within the TDC Master Filing System: (1)
Policy and Procedures Memorandums and (2) Program Support
Memorandums . It is incumbent on all TDC employees to stay
apprised of all policy and procedures set forth via documents
contained in these two files. In addition, should at any time the
Information Services Manager be unclear as to the meaning of any
policy and/or procedure presented in these files, or any verbally
presented instructions by his superiors, he has the right to
request clarification from the Executive Director or his
designee.

IV. Reporting Responsibility and Ultimate Authority:

For all routine duties and responsibilities either directly
or indirectly related to the Information Services Manager job
description, he or she reports to the Executive Director.

V. Related Requirements:

* Ability to communicate effectively in both Arabic and
English.

* Ability to work in a professional and cordial manner with
fellow TDC staff, the TA contractor, USAID officials, TDC
clients, and the general public.

* Ability to work independently with minimal supervision;
ability to prioritize work assignments; ability to meet
deadlines; and the ability to exercise sound, professional
judgement which reflects positively on the TDC.

VI. Minimum Qualifications and Experience:

Qualifications:
* Bachelor’s degree from a university in a technical area
such as computer science, economics or mathematics.
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* Five years experience in the design and implementation
of management information systems.

* Two years professional experience in configuring and
maintaining microcomputer hardware and in setting up
microcomputer support programs.

*  Experienced in training Arabic-speaking microcomputer
end-users in both hardware and software operations through both
on-the-job training and formal courses.
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JOB DESCRIPTION

Position Description: Financial Controller

I. General Responsibilities:

The Financial Controller 1s a member of the Trade
Development Center (TDC) staff. He or she will coordinate and
direct TDC activities related to financial system development and
the implementation of controls for financial, management,
procurement, and property operations. This will include

‘monitoring and certification of financial activities for

compliance with AID’s Handbooks, the Federal Acqguisition
Regulations, and commonly-accepted principles of accounting and
personally responsible for certifying the accuracy and ability
to allocate all expenditures incurred under the subject grant to
with Program Generated Income resources, assuring the compliance
with the terms of the TDC cooperation agreement and standard
accounting and control principles. On administrative and
managerial matters, the Financial Manager will report on a day-
to-day basis to the Executive Director, However, the person’s
ultimate reporting responsibilities on all matters, and in
particular matters, relating to financial controls, will be to
the Executive Committee/JBC Board Directors.

II. Detailed Responsibilities:

The Financial Controller will carry out the following tasks:

* Financial Management: Oversees all of the financial
operations of TDC and the certification of all Financial
Statements. Introcduces methods to rationalize administrative and
financial procedures in the TDC.

* Internal Auditing: Designs and implements systems and
procedures to support internal audits of TDC financial records
and which will allow for certification that all disbursements are
in compliance with USAID and GOE regulations.

* Audit Support: Cooperates with audit and control
review teams from both the GOE and AID. Assists auditors as
required in developing on overall audit program and in developing
an overall audit program. Reviews audit recommendations and
develops a work plan to implement required improvements and to
correct any deficiencies identified during the audits.
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* Control System Development: Designs, implements, and
monitors standard accounting and financial controls in accordance
with generally-accepted principles of accounting and auditing
procedures, This task may also include the development of
procurement, property and computer control systems to the extent
that operations in each of these areas may have a material effect
on the reliability of TDC financial statements.

* Control Reviews: Designs and implements standardized
control review procedures tko be used as the basis for periodic
checks of the financial, procurement, property, and computer
controls set in place. ;

* Reporting and Forecasting: Oversees the preparation
of standard financial reports, including trial balances and
income statements, on TDC activities, These reports shall be in
accordance with both GOE standards and AID Handbook 13
requirements. Also develops financial forecasts, including cash
flow analyses, to provide support for planned TDC operations.
Prepare quarterly projection of expenditure.

* Supervision: The Financial Controller will supervise
the work of the Account and Bookkeeper/Admin. Secretary.

* Check Signing: The Financial Controller is the second
signatory on all TDC checks.

III. Policies and Procedures:

With respect to all policies and procedures related to the
Financial Controller position, written guidance, will be provided
by the Accounting and Internal Control Manual. In addition,
should at any time the Financial Controller be unclear as to the
meaning of any policy and/or procedure presented in this manual
he has the right to request clarification from the Executive
Director or the Board of TDC.

IV. Reporting Responsibility and Ultimate Authority:

For all routine duties and responsibilities either directly
or indirectly related to administrative and managerial matters,
the Financial Controller will report on a day-to-day basis to the
Executive Director. However, the Financial Controller’s ultimate
reporting responsibilities on all matters, and in particular
matters, relating to financial controls, will be to the Executive
Committee/JBC Board Directors.

Y. Related Requirements:
* Ability to communicate effectively in both Arabic and

English.
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* Ability to work in a professional and cordial manner with
fellow TDC staff, the TA contractor, USAID officials, TDC
clients, and the general public.

* Ability to work independently with minimal supervision;
ability to prioritize work assignments; ability to meet
deadlines; and the ability to exercise sound, professional
judgement which reflects positively on the TDC.

V1. Minimum Qualifications and Experience:

Qualifications:

* Bachelors degree in business, accounting or financial
management. An advanced degree in accounting is preferred.

* Ten years experience in the implementation and operation
of financial systems, particularly as a controller with financial
responsibility for internal audits, control reviews and
certification of financial statements. :

* Expert knowledge of financial management and accounting
software preferably in a Windows environment.

* Specific knowledge of the management of computerized
financial operations is preferred.

*  Knowledge of USAID Handbook 13 is strongly preferred.
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JOB DESCRIPTION

Position Description: Associate Director/Garments

I. General Responsibilities:

The Associate Director/Garments reports to the Deputy
Executive Director/Director of Sales and Marketing and is
regsponsible for the overall structuring and implementation of
the plan for the development of RMG Sector. This includes the
development of the local client base and of the buyer network.
The Associate Director/Garments will implement the promotiocnal
program in the sector including trade fairs, trade missions
abroad, buyer visits and assist with the identification of the
strengths and weaknesses of the sector which may include the
sources of materials and supplies needed by the sector.

II. Detailed Responsibilities:

* Manage and supervise the account executives assigned
to the sector

* Help to define organize and deliver TDC services to
all the target sectors

* Liaise with overseas representatives to ensure the
meeting of buyer needs and that the supply of
- product from the sector is delivered on time

* Identify bottlenecks affecting the growth of the
sector and propose alternatives for their solution

* Prepare and implement detailed plans on an annual
basis for the development of the sector

* Be responsible for the sales target (internal TDC)
for the sector

* Be responsible for a portion of the PGI target for
the year
* Identify opportunities to chérge for services

III. Policies and Procedures:

With respect to all policies and procedures related to
the Associate Director/Garments position, written guidance, as
required will be issued to clarify, modify, and/or establish
TDC policies and procedures which either directly or
indirectly affect the duties and responsibilities of the
Associate Director/Garments. Written guidance will be filed in
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one of the two following files within the TDC Master Filing
System: (1) Policy and Procedures Memorandums and (2) Program
Support Memorandums. It is incumbent on all TDC employees to
stay apprised of all policy and procedures set forth via
documents contained in these two files. In addition, should at
any time the Associate Director/Garments be unclear as to the
meaning of any policy and/or procedure presented in these
files, or any verbally presented instructions by his
superiors, he has the right to request clarification from the
Executive Director or his designee.

IV. Reporting Responsibility and Ultimate Authority:

For all routine duties and responsibilities either
directly or indirectly related to the Associate
Director/Garments job description, he or she reports to the
Deputy Executive Director/Director of Sales and Marketing.

V. Related Requirements:

* Ability to communicate effectively in both Arabic and
English.

* Ability to work in a professional and cordial manner
with fellow TDC staff, the TA contractor, USAID officials, TDC
clients, and the general public.

* Ability to work independently with minimal
supervision; ability to prioritize work assignments; ability
to meet deadlines; and the ability to exercise sound,
professional judgement which reflects positively on the TDC.

VI. Minimum Qualifications and Experience:

* Five years experience as a sales and marketing
representative.

* Knowledge of the garment sector and industry in Egypt
* Experience working with international organizations.
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JOB DESCRIPTION

Position Description: Associate Director/Industry

I. General Responsibilities:

The Associate Director/Industry is responsible for the
overall structuring and implementation of the plan for the
development of the Industrial Sector (excepting garments)
This includes the development of the local client base and of
the buyer network. The Associate Director/Industry will
implement the promotional program in the sector including
trade fairs, trade missions abroad, buyer visits.

II. Detailed Responsibilities:

* Manage and implement TDC’s agricultural portfolio to
ensure achievement of results against targets for
TDC’s agricultural sector activities

* Identify participants for the TDC program and
provide services as appropriate

* Advise the Information Services Manager on the
delivery of information support to agricultural
clients

* Manage and supervise the account executives assigned

to the sector

* Help to define organize and deliver TDC services to
all the target sectors

* Liaise with overseas representatives to ensure the
meeting of buyer needs and that the supply of
product from the sector is delivered on time

* Identify bottlenecks affecting the growth of the
sector and propose alternatives for their solution

* Prepare and implement detailed plans on an annual
basis for the development of the sector

* Be responsible for the sales target (internal TDC)
for the sector

* Be responsible for a portion of the PGI target for
the year
* Identify opportunities to charge for services
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III. Policies and Procedures:

With respect to all policies and procedures related to
the Associate Director/Industry position, written guidance, as
required will be issued to clarify, modify, and/or establish
TDC policies and procedures which either directly or
indirectly affect the duties and responsibilities of the
Associate Director/Industry. Written guidance will be filed
in one of the two following files within the TDC Master Filing
System: (1) Policy and Procedures Memorandums and (2) Program
Support Memorandums. It 1s incumbent on all TDC employees to
stay apprised of all policy and procedures set forth via
documents contained in these two files. In addition, should at
any time the Associate Director/Industry be unclear as to the
meaning of any policy and/or procedure presented in these
files, or any verbally presented instructions by his
superiors, he has the right to request clarification from the
Executive Director or his designee.

IV. Reporting Responsibility and Ultimate Authority:

For all routine duties and responsibilities either
directly or indirectly related to the Associate
Director/Industry job description, he or she reports to the
Deputy Executive Director/Director of Sales and Marketing.

V. Related Requirements:

* Ability to communicate effectively in both Arabic and
English.

* Ability to work in a professional and cordial manner
with fellow TDC staff, the TA contractor, USAID officials, TDC
clients, and the general public.

* Ability to work independently with minimal
supervision; ability to prioritize work assignments; ability
to meet deadlines; and the ability to exercise sound,
professional judgement which reflects positively on the TDC.

VI. Minimum Qualifications and Experience:
* Five years experience as a salesg and marketing
representative.

* Knowledge of the Industry Sector in Egypt
* Experience working with international organizations.
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JOB DESCRIPTION

Position: Administration/Personnel Officer

I. General Responsibility

The Administration/Personnel Officer is responsible for
the day to day operations of all personnel support functions.
He/she maintains employee personnel files and ensures
compliance with GOE labor laws.

II. Detailed Responsibilities

*

Ensure smooth operation of TDC offices
Organize and manage office filing functions

Set up and maintain procedures for procurement of
office supplies and equipment

Schedule responsibilities and workload of general
office staff and support staff

When new staffing needs have been identified,
organize the advertising and recruitment process

Carry out orientation training for new staff

Identify staff training needs and make
recommendations to Director of Operations

Carry out yearly performance evaluation of support
staff

Liaise with government offices on all clearances,
visa and other paperwork required by TDC

He will also have reponsability for the control and
maintenance of TDC vehicles

III. Policies and Procedures:

With respect to all policies and procedures related to
the Personnel and Administration Manager, written guidance, as
required will be issued to clarify, modify, and/or establish
TDC policies and procedures which either directly or
indirectly affect the duties and responsibilities of the
Personnel and Administration Manager. Written guidance will
be filed in one of the two following files within the TDC

Master Filing System: (1) Policy and Procedures Memorandums
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and (2) Program Support Memorandums. It is incumbent on all
TDC employees to stay apprised of all policy and procedures
set forth via documents contained in these two files. In
addition, should at any time the Personnel and Administration
Manager be unclear as to the meaning of any policy and/or
procedure presented in these files, or any verbally presented
instructions by his superiors, he has the right to request
clarification from the Executive Director or his designee.

IV. Reporting Responsibility and Ultimate Authority:

For all routine duties and responsibilities either
directly or indirectly related to the Personnel and
Administration Manager job description, he or she reports to
the Executive Director.

V. Related Requirements:

* Ability to communicate effectively in both Arabic and
English.

* Ability to work in a professional and cordial manner
with fellow TDC staff, the TA contractor, USAID officials, TDC
clients, and the general public.

* Ability to work independently with minimal
supervision; ability to prioritize work assignments; ability
to meet deadlines; and the ability to exercise sound,
professional judgement which reflects positively on the TDC.

VI. Minimum Qualifications and Experience:

* Bachelors degree in business or public administration,
commerce, Or human resources.

* Five years professional experience in personnel
administration and management.

*  Knowledge of administrative and operating practices
and procedures of GOE agencies and institutions

* Knowledge of Egyptian labor laws
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JOB DESCRIPTION

Position: Account Executive

I. General Responsibility

The Account Executive reports directly to the
corresponding sectoral Associate Director. The person is
responsible for identification of target clients, for
provision of TDC services to clients and for working with
clients to develop and implement firm-specific export
expansion/business plans. The Account Executive 1is
responsible and accountable for delivery of results from a
portfolio of client firms and for delivery of TDC services to
them.

II. Detailed Responsibilities

* Establish and maintain contacts with key firms
operating in assigned sectors

* Organize and extend TDC services to clients

* Develop, with client firms, business/export
expansion plans and market penetration strategies

* Package client export expansion plans and make
recommendations for TDC support to the corresponding
associate director

* Provide ongoing input of information on clients and
products to the Market and Technical Information
System

* Assist the corresponding sectoral associate director

with preparation of specific plans for trade fairs,
buying missions, and other activities

* Support implementation of trade fairs, buying
missions and other activities as appropriate and at
the request of the Associate Director.

* Ensure the smooth flow of samples and counter
samples between buyers and producers

* Assist companies with price information and in
preparing quotations

* Develop and make recommendations for sector
development activities based on experience
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* Participate in training activities required to
support performance of duties

* Utilize the MTIS for professional client follow-up
and monthly input of information

* Regponsible for a quarterly revenue target

III. Policies and Procedures:

With respect to all policies and procedures related to
the Account Executive position, written guidance, as required
‘will be issued to clarify, modify, and/or establish TDC
policies and procedures which either directly or indirectly
affect the duties and responsibilities of the Account
Executive. Written guidance will be filed in one of the two
following files within the TDC Master Filing System: (1)
Policy and Procedures Memorandums and (2) Program Support
Memorandums. It i1s incumbent on all TDC employees to stay
apprised of all policy and procedures set forth via documents
contained in these two files. In addition, should at any time
the Account Executive be unclear as to the meaning of any
policy and/or procedure presented in these files, or any
verbally presented instructions by his superiors, he has the
right to request clarification from the Executive Director or
his designee.

IV. Reporting Responsibility and Ultimate Authority:

For all routine duties and responsibilities either
directly or indirectly related to the Account Executive job
description, he or she reports to the Associate Director for
the specific sector.

V. Related Requirements:

* Ability to communicate effectively in both Arabic and
English.

* Ability to work in a professional and cordial manner
with fellow TDC staff, the TA contractor, USAID officials, TDC
clients, and the general public.

* Ability to work independently with minimal
supervision; ability to prioritize work assignments; ability

to meet deadlines; and the ability to exercise sound,
professional judgement which reflects positively on the TDC.

VI. Minimum Qualifications and Experience:

* Five years experience as a sales and marketing
representative.
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Knowledge of the Industry Sector in Egypt
Experience working with international organizations.
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JOB DESCRIPTION

Position Description : Accountant

I. General Responsibilities:

The Accountant is responsible for maintaining TDC's
accounting system in accordance with financially acceptable
principles and practices.

II. Detailed Responsibilities:

*

*

Reconciles bank accounts.
Prepares purchase orders.
Prepares payroll based upon approved time sheets.
Prepares journal vouchers.

Maintains all grant related journals and ledger,
utilizing a computerized accounting system.

Prepares quarterly expenditure reports.

Prepares benefit calculations and makes monthly
Social Insurance and Health insurance related
deposits.

Reviews and processes expense reports.

Assists with additional tasks as assigned by
Financial Controller.

Prepares quarterly invoices for reimbursement by
USAID. The person will ensure that all vouchers and
supporting documents meet established TDC standards
for thoroughness and accuracy and comply with all
applicable USAID Regulations.

Reviews petty cash reconciliation

III. Policies and Procedures:

With respect to all policies and procedures related to

the Accountant position, written guidance, as required will be
issued to clarify, modify, and/or establish TDC policies and
procedures which either directly or indirectly affect the
duties and responsibilities of the Accountant. Written
guidance will be filed in one of the two following files
within the TDC Master Filing System: (1) Policy and Procedures
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Memorandums and (2) Program Support Memorandums. It is
incumbent on all TDC employees to stay apprised of all policy
and procedures set forth via documents contained in these two
files. In addition, should at any time the Accountant be
unclear as to the meaning of any policy and/or procedure
presented in these files, or any verbally presented
instructicns by his superiors, he has the right to request
clarification from the Executive Director or his designee.

IV. Reporting Responsibility and Ultimate Authority:

For all routine duties and responsibilities either
directly or indirectly related to the Accountant job
description, he or she reports to the Financial Controller.

V. Related Requirements:

* Ability to communicate effectively in both Arabic and
English.

* Ability to work in a professional and cordial manner
with fellow TDC staff, the TA contractor, USAID officials, TDC
clients, and the general public.

* Ability to work independently with minimal
supervision; ability to prioritize work assignments; ability
to meet deadlines; and the ability to exercise sound,
professional judgement which reflects positively on the TDC.

VI. Minimum Qualifications and Experience:

* Bachelors degree in accounting or business.

* Minimum of 5 years experience as an accountant.

* Knowledge of standardized accounting procedures
involved with maintaining journals and ledgers, preparing
payrolls and vouchers.
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JOB DESCRIPTION

Position Description: Cashier/Administrative Secretary

I. General Responsibilities:

The Cashier/Administrative Secretary assists in the daily
operation of the Finance Department. He/she carries out a
wide range of bookkeeping functions and assists with all
outgoing financial correspondence.

II. Detailed Responsibilities:

* Prepares checks for signature by the Executive
Director and the Financial Controller or alternate
check signers as authorized by the Board/Executive
Committee according to approved payment voucher.

* Records check information on disbursement vouchers
and distributes signed checks in accordance with
check distribution procedures.

* Controls TDC's imprest fund, makes all cash payments
from the fund as approved by the Executive Director
and submits periodic requests for replenishment
supported by authorized paid receipts.

* Files all vouchers and documents.

* Prepares and maintains TDC’s inventory of office
furniture and egquipment.

* Types letters and documents in Arabic and English.
* Maintains control of petty cash.
* Maintains the guarantee check log

II1. Policies and Procedures:

With respect to all policies and procedures related to
the Cashier/Financial Secretary, written guidance, as required
will be issued to clarify, modify, and/or establish TDC
policies and procedures which either directly or indirectly
affect the duties and responsibilities of the
Cashier/Financial Secretary. Written guidance will be filed
in one of the two following files within the TDC Master Filing
System: (1) Policy and Procedures Memorandums and (2) Program
Support Memorandums. It is incumbent on all TDC employees to
stay apprised of all policy and procedures set forth via
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documents contained in these two files. In addition, should at
any time the Cashier/Financial Secretary be unclear as to the
meaning of any policy and/or procedure presented in these
files, or any verbally presented instructions by his
superiors, he has the right to request clarification from the
Executive Director or his designee.

IV. Reporting Responsibility and Ultimate Authority:

For all routine duties and responsibilities either
directly or indirectly related to the Cashier/Administrative
Secretary job description, he or she reports to the Financial
Controller.

V. Related Requirements:

* Ability to communicate effectively in both Arabic and
English.

* Ability to work in a professional and cordial manner
with fellow TDC staff, the TA contractor, USAID officials, TDC
clients, and the general public.

* Abjility to work independently with minimal
supervision; ability to prioritize work assignments; ability
to meet deadlines; and the ability to exercise sound,
professional judgement which reflects positively on the TDC.

VI. Minimum Qualifications and Experience:

*  Minimum 2 years experience as a cashier preparing
checks, maintaining and reconciling petty cash, and processing
vouchers.

* Ability to type financial correspondence and financial
data accurately using a word processing and spreadsheet
software (i.e. Microsoft Word, Excel, Lotus 123 etc).

* Demonstrated ability to be detail-oriented and
accurate.
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JOB DESCRIPTION

Position Description: Administrative Assistant/Executive Secretary

I. General Responsibilities:

This position is to provide administrative and
secretarial support to the Executive Director.

II. Detailed Responsibilities:

* Provides a full range of secretarial support to the
Executive Director.

* Insures smooth operation of the executive office.
* Organizes and manages office filing functions.

* Coordinates internal and external meetings.

* Handles international and domestic travel

arrangements and hotel reservations.

III. Policies and Procedures:

With respect to all policies and procedures related to
the Administrative Assistant/Executive Secretary position,
written guidance, as required will be issued to clarify,
modify, and/or establish TDC policies and procedures which
either directly or indirectly affect the duties and
responsibilities of the Administrative Assistant/Executive
Secretary. Written guidance will be filed in one of the two
following files within the TDC Master Filing System: (1)
Policy and Procedures Memorandums and (2) Program Support
Memorandums. It is incumbent on all TDC employees to stay
apprised of all policy and procedures set forth via documents
contained in these two files. In additicn, should at any time
the Administrative Assistant/Executive Secretary be unclear as
to the meaning of any policy and/or procedure presented in
these files, or any verbally presented instructions by his/her
superiors, he/she has the right to request clarification from
the Executive Director or his designee.

IV. Reporting Responsibility and Ultimate Authority:
For all routine duties and responsibilities either
directly or indirectly related to the Administrative

Assistant/Executive Secretary job description, he or she
reports to the Executive Director.
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V. Related Requirements:

* Ability to communicate effectively in both Arabic and
English.

* Ability to work in a professional and cordial manner
with fellow TDC staff, the TA contractor, USAID officials, TDC
clients, and the general public.

* Ability to work independently with minimal
supervision; ability to prioritize work assignments; ability
to meet deadlines; and the ability to exercise sound,
professional judgement which reflects positively on the TDC.

V1. Minimum Qualifications and Experience:

* 5 years experience working as an senior or executive
level secretary

* Skilled with a variety of computer software programs
in a Windows environment including Wordperfect 5.1 and
Microsoft Word. ’ ‘

* Ability to produce spreadsheets using Lotus 123 or
Excel

* Demonstrates organizational skills and diplomacy
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JOB DESCRIPTION

Position Description: Secretary/Receptionist

I. General Responsibility:

The Secretary/Receptionist provides clerical and other
administrative support to the TDC. His/her primary
responsibility is to answer the telephone for the organization
in a courteous and professional manner.

"II. Detailed Responsibilities:

* Receive and transfer all incoming telephone calls to
appropriate staff.

* Receive visitors and advise appropriate staff
members.

* Type or word process documents and letters as
required.

* Perform any other secretarial and administrative

tasks assigned by supervisor to insure efficient and
smooth support to the project.

* Process and distribute mail in incoming
pouches/faxes upon request.

* Set up and maintain an inventory system for
stationary and office supplies.

III. Policies and Procedures:

With respect to all policies and procedures related to
the Secretary/Receptionist position, written guidance, as
required will be issued to clarify, modify, and/or establish
TDC policies and procedures which either directly or
indirectly affect the duties and responsibilities of the
Secretary/Receptionist. Written guidance will be filed in one
of the two following files within the TDC Master Filing
System: (1) Policy and Procedures Memorandums and (2) Program
Support Memorandums. It is incumbent on all TDC employees to
stay apprised of all policy and procedures set forth via
documents contained in these two files. In addition, should at
any time the Secretary/Receptionist be unclear as to the
meaning of any policy and/or procedure presented in these
files, or any verbally presented instructions by his
superiors, he has the right to request clarification from the
Executive Director or his designee.
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IV. Reporting Responsibility and Ultimate Authority:

For all routine duties and responsibilities either
directly or indirectly related to the Secretary/Receptionist
job description, he or she reports to the Executive Director.

V. Related Requirements:

* Ability to communicate effectively in both Arabic and
English.

* Ability to work in a professional and cordial manner
with fellow TDC staff, the TA contractor, USAID officials, TDC
‘clients, and the general public.

* Ability to work independently with minimal
supervision; ability to prioritize work assignments; ability
to meet deadlines; and the ability to exercise sound,
professional judgement which reflects positively on the TDC.

VI. Minimum Qualifications and Experience:

*  QOne year experience in an office or related business

* Ability to type letters and similar correspondence
using a standard computer software program

* Ability to answer telephones and take accurate
messages
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JOB DESCRIPTION

Position Description: Driver

I. General Responsibility:

The main responsibility of the office drivers is to drive
and maintain the project vehicles. He is responsible for the
overall safety of the passengers while transporting them on
business trip in and around Egypt.

II. Detailed Responsibilities:

* Drive project vehicles daily as assigned and/or pre-
approved by the supervisor, including routine
shuttle services runs, scheduled field trips,
project-related transportation within Cairo, and
other driving assignments as required.

* Clean assigned vehicles daily both inside and out.

* Check assigned vehicles daily to ensure that they
are operational and safe to drive, including oil,
radiator, battery, fan belt, brake fluid, wiper,
tires, lights and signals.

* Initiate and supervise any repairs required on
assigned vehicles with supervisor’s approval.

* Initiate and supervise routine periodic maintenance
of assigned project vehicles, including oil and
filter changes, tune-ups, and professional cleaning
by high - pressure hose based on the manufacturer’s
instructions on optimum maintenance requirements.

* Fulfill project reporting requirements by
maintaining a daily log for each trip including a
record of kilometers per trip and signed by an
authorized passenger.

* Ensure passenger safety by obeying traffic laws and
driving carefully.

II1I. Policies and Procedures:

With respect to all policies and procedures related to
the Driver position, written guidance, as required will be
issued to clarify, modify, and/or establish TDC policieg and
procedures which either directly or indirectly affect the
duties and responsibilities of the Driver. Written guidance
will be filed in one of the two following files within the TDC
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Master Filing System: (1) Policy and Procedures Memorandums
and (2) Program Support Memorandums. It is incumbent on all
TDC employees to stay apprised of all policy and procedures
set forth via documents contained in these two files. In
addition, should at any time the Driver be unclear as to the
meaning of any policy and/or procedure presented in these
files, or any verbally presented instructions by his
superiors, he has the right to request clarification from the
Executive Director or his designee.

IV. Reporting Responsibility and Ultimate Authority:

For all routine duties and responsibilities either
directly or indirectly related to the Driver job description,
he or she reports to the Personnel and Administration Manager.

V. Related Requirements:

* Ability to communicate effectively in both Arabic and
English. )

* Ability to work in a professional and cordial manner
with fellow TDC staff, the TA contractor, USAID officials, TDC
clients, and the general public.

* Ability to work independently with minimal
supervision; ability to prioritize work assignments; ability
to meet deadlines; and the ability to exercise sound,
professional judgement which reflects positively on the TDC.

VI. Minimum Qualifications and Experience:
* Have a valid Egyptian driver’s license
* Be at least 25 years old

* Have an accident free driving record for the past 3
years
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JOB DESCRIPTION

Position Description: Mail Clerk:

I. General Responsibility:

This position provides general support to the TDC office
and personnel.

II. Detailed Responsibilities:

* Serve tea/coffee to guests

* Photocopy documents and bind documents upon request

* Go to the bank and related business errands upon
request

III. Policies and Procedures:

With respect to all policies and procedures related to
the mail clerk position, written guidance, as required will be
issued to clarify, modify, and/or establish TDC policies and
procedures which either directly or indirectly affect the
duties and responsibilities of the mail clerk. Written
guidance .will be filed in one of the two following files
within the TDC Master Filing System: (1) Policy and Procedures
Memorandums and (2) Program Support Memorandums. It is
incumbent on all TDC employees to stay apprised of all policy
and procedures set forth via documents contained in these two
files. In addition, should at any time the mail clerk be
unclear as to the meaning of any policy and/or procedure
presented in these files, or any verbally presented
instructions by his superiors, he has the right to request
clarification from the Executive Director or his designee.

IV. Reporting Responsibility and Ultimate Authority:

For all routine duties and responsibilities either
directly or indirectly related to the mail clerk job
description, he or she reports to the Personnel and
Administration Manager.

V. Related Requirements:

* Ability to communicate effectively in both Arabic and
English.
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* Ability to work in a professional and cordial manner
with fellow TDC staff, the TA contractor, USAID officials, TDC
clients, and the general public.

* Ability to work independently with minimal
supervision; ability to provide staff with necessary support;
and the ability to exercise sound, professional judgement
which reflects positively on the TDC.

VI. Minimum Qualifications and Experience:

* Have prior experience in an office environment
* Be at least 25 years old
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ANNEX E3

Employment Application Form



‘T'rade Development Center - Lgypt
Employment Application

Name: Date:
Address: Project:

Posidon Applied For:
Telephone: Date Available:

Citizenship: . Date of Binth:

H bee ! ? -
ave you ever been employed by TDC or USAID before? D Yes a No

If YES, please complete the following:

Project: Dates of Employment:  From:

Positon Held: : To:

If applying for a driving position, do you have a valid driver’s license? D Yes D No
If no, can you secure such a license? D Yes D No

If male, have you completed your military training? D Yes D No D Exempt

If no, please explain status:

Languages (place an "x™ in the appropriate boxes):

Speaking Reading Writng Undersanding
LANGUAGE Fair [Good| Excl.| Fair [Good| Excl.] Fair [Gocd] Excl.| Fair IGood| Exel.




Educational Record

. | i
Name, City, Did You . .
ame, City, & Country 'Fic!d Graduae? l Degree ; Dae
Yu G l 1
School o Ne O l
Yes L | ' !
No [ | '
Universt Yes L] , | |
niversity No OO '
Yes (] ]
No D I
. Yes ‘ .
Technical School No [ | '
Other Yes J ' ’
No D
Honors:
Employment History l
Please begin with the mast recent employer and account for all time during the last ten years, ciuding any subsanual periods of unemploymen:
Dates of Employ. Information About Previous Employers pé‘f‘ D;.sc:&be Salary Reason for '
From To nes Bretly Leaving
e te I
{
[J Howr ¢
. e — ‘ R} [1. 1 SRV
Telephons O w"*w( Ve
— ] Mona
Your Positon
Supervisar
— =
(O How
Telephone [ Weer
[
— Month
Your Position (3 Mon .
Supervisor
Company
££ -}
[0 Howr
Telephoos O Weet
€
onth
Your Position O™
<. Supervisar
Py f 2
(] Howr
Telephone [ Week
[
Month
Your Positicn [ Mon
Supervisor
Company &£
Address D Howo
D Week
Telephone (J Month
Youxr Positon
Supervisor

ro



ANNEX E4

Reference Check Form



Trade Development Center - Egypt
Reference Check Form

Name of Candidate:

Position Applied for:

REFERENCE

Name and Title:

Organization: Telephone:

Address:

Relationship to Candidate:

. Overall evaluation: Please check one of the following.

I would recommend the candidate highly and without reservations.

I would recommend the candidate with only minor reservations, which are:

- I would recommend the candidate for certain kinds of work and under certain
conditions, which are:

I would not recommend the candidate.’



Specific Abilities: Please rate the candidate in the following areas on a scale of one to five,
as follows:

1. Poor 2. Average 3. Good 4. Excellent S. Outstanding

If you feel that one or more of the criteria do not apply, or if you do not feel qualified to
respond, please write "n/a”" in the blank provided to indicate "not applicable.”

Level of loyaity

Level of integrity

Level of technical knowiedge in his/her field

Ability to apply knowledge on a practical level

Success in transmitting knowledge to others

Ability to produce work of consistently high quality

Ability to organize his/her own work and to set priorities effectively
Ability to follow through and complete tasks

Ability to produce work in a timely fashion

Ability to produce an impressive, measurable volume of work

Ability to find innovative solution to difficuit or unantcipated problems
Willingness to take initiative in assuming new tasks

Ability to grasp overall project objectives beyond his/her own designated tasks
Ability to work independently, without close supervision

Ability to take direction when necessary

Ability to get along with fellow team members

Ability to establish a relationship of mutual respect, confidence, and
cooperation with expatriate staff

Ability to inspire and motivate others to perform

Ability to exercise diplomacy and to ease tensions among conflicting groups
Ability to produce a clear and thorough written account of his/her work
Would you like to work with the candidate again? Why/Why not?

General Comments:




ANNEX ES

Justification Memorandum



Trade Deveiopment Center - Egypt
Memorandum

TO:
FROM:

DATE:

SUBI:  Approval of Mr./Ms. (full name) as (position) Contract Number

Attached are the supporting documents for our recommendation of the appoinuﬁent of
Mr./Ms. (candidare’s name) for the vacant position of (posirion ritle).

Mr./Ms. (candidate name) is a (trype) specialist with over (number) years of
experience in (list main areas of expertise that are directly relevant to the posirion). Since
graduating with a (degree) in (field) from (universiry) in (year), he/she has pursued an active
career in (main specialty). (Follow with a number of examples of specific jobs thar qualify
the individual for the vacant position. Include names of organizasions, titles held, years if
significant, and a short senzence on main responsibilities).

Because of Mr./Ms. (candidate name)'s extensive experience in (field), we are
proposing to hire him/her at a salary of £E per month. The proposed rate is based on
the coincidence of the (position ritle) with grade (number) on the TDC salary classification
matrix, and on his/her current salary which is £E per month (explain briefly how this

rate was constructed based on the provisions of item 4222, Salary History, of the employee
handbook).

Please indicate your approval by signing in the space provided below and returning
the original of this memorandum. Thank you.

Approval:

_ Date:

Attachments: Positon Terms of Reference
Candidate's Resume

USAID Biographical Data Sheet
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ANNEX E6

Physical Exam Form




l Trade Development Center - Egypt

To Be Comnpieted by Employee

lNamc:

Posigon:

Physical Exam Form

Have you:

Answer
YES/NO

If the answer is YES for items 1 - 7, please give dates
and a detaiied explanation.

1. Besn ill or injured within the past five years?

[

Consultzd a docior within the past five years?

3.  Ever be=n found 1o have albumin or sugar in
unne?

Ever be=n wld you have high blood pressure.,
TB. heart gouble, diabetes, or pulmonary
problems?

n

Ever undergone or been advised that you
nead W undergo a surgical operadon?

6. If femaie, are you now pregnant?

7. Ever undergone psychological treamment?

8.  Are you in good health?

If NO, pleass expain.

AR 0 U N T I D R N S e R e e e
>

a
cmanie.
l Sigmanss:



For Doctors Use Only
Employee Only - Physical Examination
deight Weight Temperatuse
Build: Slenda Medium Heavy Obese
Eyes:  Right Left o With glasses if wom: Right Lef2
Color Perespuen
Ears: Right . leb Evidenee of discase or inpury:  Right Lek
. AOR) i)
(Consider denominswn mdicaced bere 18 normal. Record as sumertors the greawsnt dinenes beard.)

HEART

Blood Pressure:  Syswolic Disswlic Pulse Any history of heat arack
LUNGS Any restiction o breathing with a respiratoc? Yes (] No (J

ABDOMEN

Scars

Herniz (Varniery)

Repaired: Yes No

Hemormotds

KIDNEYS . Urinary findings

Wassomam

Varicosides  Suste Location and Degree

EET s flat foot present? Yes No
< Yes, suue degree of impurment of funcuion

(Neoe) (Slight) (Moderaie) (Severe)

POSTURE Spine

SKIN Disabling scars, uruptons, abnormalites

Tumors or growths? ..

If 50, is it now under observation or gramment?

I have exammed md would rate himvher
Prysically fit for any yob

Having remediable defects which temporarily limit employment w0 eam fypes of work
Having sude defects which pamazeny limit empioyment 10 etain fypes of work

nwy
(a0

p. OO So handiczpped 2s o be & hazard 1o self and others

L1 regard w physical fimess for the positon of
[ wouid classify himvber 2s U employabie or O nx empicyabie

D) ! - . N M - - '_J . . .-
—a= . Signacre of Edzminnig Fhysician



ANNEX E7

Definite Period Employment Contract



TRADE DEVELOPMENT CENTER

TDC - EGYPT
DEFINITE PERIOD EMPLOYMENT CONTRACT

This contract is made and entered into
in the city of CAIRO ARAB
REPUBLIC OF EGYPT , This
by

and between :

1. The Trade Development Center -
Egypt, with its office located at the
Nile Tower BLDG. Floor 24 , 21
Giza street represented in this
contract by its Executive Director ,
Mr.Emad El Din Abdel Razek Aly
(hereafter called the "Center").

2. Mr.

Residing at of
Egyptian nationality holding
identification card # issued
from on [/ /19

(hereafter called the "Employee") .

Both  parties acknowledge their
competence to act and agree as
follows:

PREAMBLE

Whereas , on Jan.14,1992 | the
government of the Arab Republic of
Egypt reached an agreement with the
United States Agency for International
Development (USAID), that the latter

under take the performance of
" THE EXPORT ENTERPRISE
DEVELOPMENT PROJECT" .

Whereas, by virtue of contract No.
263-0226 dated Jan.14,1992  the
USAID assigned the performance of
the said Project to the Center in

accordance with its
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provisions , conditions ,and any future
amendments that may be introduced,
and

WHEREAS , the Center isin need of
the services of consultants, technicians
and employees to carry out certain
tasks required for the performance of
the Project, and

WHEREAS , the Center's presence in
Egypt is tied to the completion of the
work assigned to it by virtue of the said
Contract with USAID , and

WHEREAS | the work assigned to the
Center under the Project is for a
temporary period , and work that may
be assigned to its employees is of an
even more temporary nature than the
work of the Center it self | and

WHEREAS , the project is divided
into several phases linked to each other
in such a way that a subsequent phase
starts upon the termination of the
previous one and each phase requires
employees of a certain kind with
qualifications and abilities different
from the requirements of the previous
and subsequent one, and

WHEREAS, the employee is fully
aware of the temporary nature of
his’/her work in the project and with the
center and accepts to join the center
on this basis which 1s an essential
condition for entering into this
contract, and

WHEREAS , the employee declares
that he/she is qualified and able to carry
out the duties and obligations involved
with the position described in Article 2
of this contract in a manner satisfactory
to the center, with full knowledge and

acceptance of the definite nature of this

job, and
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WHEREAS, the employee declares
that he/she is fully aware that the
continuity of this contract is contingent
upon the continuity of the basic
agreement drawn up between the
Egyptian Government and the USAID,
and the contract drawn up between
USAID and the center.

ARTICLE 1
The above Preamble is an integral part

of this Contract.

ARTICLE 2 - Appointment

The Center hereby appoints the
Employee to work as

The Employee agrees to such
appointment and undertakes to perform
the duties and responsibilities of such
position , in accordance with the
provisions pertaining to Law 137 of
1981, and in accordance with the
provisions of this Contract as follows.

ARTICLE 3 - Duties :

3.1 Scope of Duties :

The Employee hereby consents and
agrees to perform the duties and
responsibilities of this above position
and as fully described in Annex

(A) to this Contract.

3.2 _Change of position :

The center shall have the right to assign
the Employee to any other position or
to perform any other duties consistent
with the Employee's qualifications or
for which the Employee becomes
qualified through training, or has
gained through experience.
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ARTICLE 4 - TERM OF
EMPLOYMENT
4.1 The term of this Contract is for a
definite period. It shall commence on

/ /19 _and terminate on __/ /19
This contract shall automatically
terminate at the terminate date stated
above.
4.2 The Employee shall be on
probation for the first three months of
employment , beginning with the
above-stated date of commencement of
employment. At any time during or at
the end of the said period, the center
shall be entitled to terminate the
employment and this Contract, without
any indemnity or compensation other
than wages earned through the date of
termination.

ARTICLE 5- COMPENSATION
The Employee shall be paid a gross
salary of

including

L.E. for Representation allowance.
L.E. for Transportation allowance, &
L.E. for Job nature
allowances  monthly.  Salary and

allowances shall be paid not later than
the fifth day of the month following
the month in which it was earned

It i1s understood and agreed that the
above salary and allowances, represents
all dues of the Employee including the
high cost-of-living allowance stipulated
by the laws in force on the date of this
Contract.

ARTICLE 6 - TAXES

6.1 Withholding Taxes :

The center shall withhold from the
monthly salarv and allowance paid to
the Employee the appropriate amounts
required for tax, social insurance
contributions, or other obligations
required under
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. 5.

applicable laws and regulations, and
shall pay such sums directly to the
appropriate governmental authority in
the employee's behalf..

6.2 Other Taxes:

The center shall be responsible for
keeping all the information required by
governmental entities and receipts of
taxation payments in special files. He
shall also be responsible for paying

any taxes or contributions or any other
fees due from the employees with
respect to the bonuses received by
virtue of this contract or for other
reasons.

ARTICLE 7 - WORKING HOURS
According to the Labour Law, the
number of working hours per week is
40 hours. The exception to this rule is
Ramadan where the working hours per
week are 30 hours.

ARTICLE 8 - DISMISSAL

The center shall have the right to
dismiss the employee and thereby
terminate this contract in the following
cases:

1. Failure of the employee to adhere to
the terms of this contract .

2. Repeated failure of the employee to
adhere to established center rules ,
regulations, or policies as approved by
TDC management .

3. If the employee commits a mistake
resulting in severe loss to the center or
its clients.

4. For any other reason stated in labor
law No. 137 of 1981.
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ARTICLE 9 - RETURN OF
CENTER PROPERTY

The Employee agrees that, immediately
upon the termination of employment by
the Center for any reason whatsoever,
the Employee will deliver to the Center,
without keeping any copies, all funds,
files, documents, diskettes, papers,
materials, and any other property in the
Employee's possession which belong or
relate to the interest or business of the
Center. Failure to do so will result in
the Center's withholding  the
Employee's final monthly salary. it is to
be understood that the final salary and
ailowance payment will be made no
later than 30 days from the date of the
last day of employment.

ARTICLE 10- APPLICATION
LAW

The Egyptian Labor Law, Social
Insurance Law, with their executive
regulations, and the ministerial decrees,
interior regulations and penalty system
therefor in force , shall apply to the
parties in any and all matters not
mentioned or included in this Contract.

ARTICLE 11 - DISPUTES

Any  dispute arising from the
performance of this Contract shall be
settled by the competent courts of the
Arab Republic of Egypt according to
the Arabic text of this Contract.

ARTICLE 12 - NOTICES

Notices sent pursuant to this Contract
shall be sent by registered mail or hand-
delivered against signature of receipt.

The Employee shall inform the Center
in writing of any changes in his address
no later than one week after such
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change occurs. Failing to do so, any
notice sent to the Employee's address
stated in this Contract shall be deemed
to have been validly and effectively
served .

ARTICLE 13 - ENTIRE CONTRACT
AND ATTACHMENTS

This Contract, including  any
attachments hereto, constitutes the
entire Contract between the Center and
the Employee; the provisions of this
Contract supersede any and all prior
negotiations, understandings, or
Contracts relating to the same subject
matter.

This Contract may be amended only in
writing signed by both the Center and
the Employee.

IN WITNESS WHEREOF, the parties
have executed this Contract in three
identical copies on the date appearing
above. Each party has received a copy,
and the third copy will be delivered to
the appropriate social insurance office.

Trade Development Center-EGYPT
Name : Emad Abdel Razek

Signature

Witnessed :

Date

Employee
Name

Signature

Witnessed :

Date

SAE/mg
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ANNEX E8

Short-Term Letter of Assignment



TRADE DEVELOPMENT CENTER -
EGYPT
TEMPORARY ASSIGNMENT
EGYPTIAN LOCAL HIRES

Enterprise Export Development
Date ;

Name

Reference : Letter of Assignment

Dear

This letter will serve to clarifv the basic terms and
conditions of your temporary assignment on

which is under the supervision of
the Trade Development Center - Egypt (TDC).

As discussed vou are being hired for a temporary
assignment to provide technical assistance services
in the capacity of to the EED
Project. The EED is a direct USAID contract
designated to provide technical development
assistance to the government of Egypt . The
specific duties and tasks for which you will be
responsible are explained in the attached terms of
reference.

Your work with TDC is temporary, as defined by
Article one of the Egyptian Labor Law No.
137/1981.

As a result . and for the duration of vour
assignment ., vou will be a daily paid emplovee.
Your assignment will begin on and
will end by the end of the assignment and in all
case bv no later than the completion (or
termination) of the Project, you will be paid at the
rate of L.E. per month,

You will be expected to work 40 hours per week
(plus two days off paid rest per week to coincide
with Project work hours. You mayv work an extra
eight hours . or a sixth day per week at vour
regular dailv rate. provided vou have the advance
approval of vour supervisor. Payment to vou will
be by a CIBank check or draft . in Egvptian

pounds.
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All vour requests for payment must be supported
by a standard TDC time sheet approved by
TDC's Executive Director. When you are required
to travel to the field, you will be eligible for per
diem in accordance with USAID regulations and
established project rates. Other than vour daily
compensation rate and per diem, you will not be
entitled to anv additional emplovee benefits from
either TDC or the Project.

For the duration of your assignment, you should
report to Mr, Emad Abdel Razek The Executive

Director who will be available to assist vou and
answer any questions you might have.

Should vou have any questions and/or comments
regarding this letter, please see me at vour earliest
convenience before indicating vour acceptance of
this assignment by signing below. We trust vou
will find your assignment with TDC challenging
and professionally rewarding.

Sincerely,

Emad Abdel Razek
Executive Director

SAE/mg

1 agree to the assignment in accordance with terms
and conditions of this Letter,

Accepted:

Signature:

Date:

cc: Personnel File
Project Accountant
Supervisor

Attachment
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ANNEX E9

Overtime Approval Form



Trade Developiicit Cener - rgypt

Overtime Approval Form
Short-Term Support Staff

Name:
Position: Month:
Purpo Type of |Estimated # Actual
Pate e

Approval | Overtime | Approval
Hours

Oventime* | of Hours

Totzl Number of Actual Approved Overtime Hours
Appvaval

“Type of Overtime: A - 6:00 am 10 6:00 pm on Saturdays and/or regularly scheduled work days

B -6:00 pm 10 6:00 am on Saturdays and/or regulariy scheduled work days
C - Fridays or Holidays

Accounting Use Ouly
Employec's Regular Hourly Rate:  fB
Overtime Type A Rate;  125% x  {B X - Hours = £B
Overtime Type B Rate:  150% x  £E x Hours = {E
Oventime Typo CRate:  125% x  IE x Hours = {B

TOTAL OVERTIMY



ANNEX E10
Time Sheet




" TRADE DEVELOPMENT CENTER .

TIME SHEET ’
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ANNEX E11
Pay Slip




PAYSLIP

NAME :
POSITION :
DATE OF HIRE :

SALARY BREAKDOWN FOR THE MONTH OF :

LE
BASIC SALARY

REPRESENTATION ALLOWANCE
TRANSPORTATION ALLOWANCE
JOB NATURE ALLOWANCE :
BONUS

EXEMPTED INCREMENT

GROSS SALARY 0.00

OTHER ADJUSTMENTS :
SOCIAL INSURANCE
SALARY TAXES DEDUCTION :

NET PAID SALARY : 0.00

ACKNOWLEDGE RECEIPT BY




ANNEX E12

Social Insurance Form
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ANNEX E13

Social Insurance Termination Form
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ANNEX E14

TDC Salary Classification Matrix



ANNEX E15

Performance Evaluation Form



TDC f EGYPT
Salary Classification Matrix
Long—Term Professionals & Support Staff

Sepl A°| B | c | D| E| F| G| H | J K L
Grade > , :

8 - | 8544| 8971| 9,402| 9,891|10,386|10,905 11,450} 12,023

7 5,781| 6,071| 6,375( 6,695| 7,029| 7,381| 7,750| 8,137 8,544 8,971

6 3,544| 3,722| 3,908| 4,105| 4,310| 4,754| 4,992 5242 5505| 5,781| 6,071 6,375

5 2,175| 2,283| 2,398| 2,518] 2,644| 2,776| 2,915| 3,061| 3,214| 3,375| 3,544 3,722
4 1,335/ 1,402| 1,472| 1,546| 1,623 1,704| 1,789 1,879| 1,973| 2,071 2,175| 2,283
3 B16| 857| 901| 947| 995| 1,046 1,099| 1,183 1,211| 1,272 1,335] 1,402

2 497| 522 548| 576 606 636/ 669 703 739 776| 816| 857

1 306| 321| 337/ 3s3| 371| 390| 409| 430] 451| 473] 497| 522

NOTE: Figures are for monthly salary in Egyptian pounds.



Trade Development Center - Egypt

Salary Classification Matrix
Base Salaries

I Administrative and Management Series

, Senior Management Officer II
l‘ Executive Director Grade 8 Step C+
Senior Management Officer I
Deputy Director Grade 7 Step G+
‘ Sales & Marketing Director Grade 7 Step C+
Director of Operations Grade 7 Step C+
, Director of Finance Grade 7 Step C+
' Director of Agricuiture Grade 7 Step C+
Senior Management Officer 1
Field Manager Grade 6 Step G+
‘ Assistant Director of Agricuiture Grade 6
Management Officer
MIS Manager Grade 6 Step A+
l Finance Manager Grade 6 Step C+
Administrative Specialist III
« Executive Secretary / Admin. Asst. Spec Grade S Step I+
l T.A. Executive Secretary / Admin. Asst. Spec Grade 5 Step I+
Administrative Specialist I Grade 4 :
Logistics Specialist Grade 4 Step [+
‘ Administrative Specialist I Grade 3
- Administrative Support Specialist Grade 2
I Administrative Support Aide Grade 1

a Secretarial Series
Senior Secretary Grade 4
Secretary II Grade 3
Secretary I Grade 2

I  Office Support Series

Office Support Supervisor Grade 2
Office Support Specialist I Grade 3
l Office Support Specialist I Grade 2
Office Support Aide I Grade 2
l Office Support Aide I Grade 1

{

|
|
|



Driver Series

Driver I
Driver I
Drver I

Governmental Advisory and Research Series

Governmental Advisor III
Governmental Advisor 11
Governmental Advisor I
Research Editor

Research Associate

Training Series

Training Specialist II
Training Specialist I
Training Coordinator
Training Support Specialist
Training Support Aide

Data Management and Processing Series

Data Management Supervisor
Data Processing Specialist II
Data Processing Specialist [
Data Analyst

Industry Export Coordinators IIT
Senior Account Executives

Industry Export Coordinators II
Account Executive

Industry Export Coordinators I
Junior Account Executive

Grade 3
Grade 2
Grade 1

Grade 6
Grade §
Grade 4
Grade 4
Grade 3

Grade 6
Grade 5
Grade 4
Grade 3
Grade 2

Grade §
Grade 4
Grade 3
Grade 2

Grade 5
Grade 4

Grade 3

Step G+
Step J+

Step H+



TDC Performance Evaluation Form

NAME:

POSITION:

REVIEWER:

REVIEW PERIOD DATES: FROM: TO:

SECTOR:

INSTRUCTIONS

Please rate the employee’s performance on each of the following points using the rating
codes listed below, and provide specific comments on the employee’s strengths and areas for
future development in the space provided at the end of this form. For Performance Targets,

please use the actual figures in Egyptian pounds with the symbol for thousands i.e., Eighteen
Thousand would be written 18k.

RATING INSTRUCTIONS

5= outstanding performance
4 = very good performance, usuaily abave normal standards and expectations
3= generally satisfactory performance, meeting average standards and expectations
2= mixed performance, sometimes satisfactory and sometimes substandards
l = unsatisfactory performance
N/A = not applicable
PERFORMANCE TARGETS
Annual Annual ' Category
Quota Achieved
Export sales directly attributable 1
Program generated income directly attributable 2
Total number of firms assisted directly attributable 3
Quarteriy Review
Target Achieved Category
1‘ Z-d 3rd 4& 1‘ 2.‘ 3rd 4&
L 1
L . pA
o . 3




c) = Annual points in excess of 300 qualify for the bonus incentive according to job title,
as set out in Annex L-Al - 2b. 'The Point System is as follows:

3 10 points = 33 1/3 % of the applicable percentage as set in Annex L-Al - 2b,

3 30 points = 66 2/3 % of the applicable percentage as set in Annex L-Al - 2b.
3 50 points = 100% of the applicable percentage as set in Annex L-Al - 2b.

SUPERVISOR’S COMMENTS (A narrative can be attached)

EMPLOYEE RESPONSE AND COMMENTS (A narrative can be attached)

Employee’s signature: Date:
Supervisor’s signature: Date:
Executive Director: Date:
Comments:

! Note: Tte individual targets, poiat system, bonus system (1, b & ¢ of page LE-3) and inceative
percenatages are open for review and recaiculation at the ead of esch year by senior management conscasus and
USAID approval for change. The parameters being the Executive Director may cever exceed 25% per year
aod ap sccount executive may tever be fess than 6% per year. ‘




QUALITY OF WORK

Level of knowiedge and skill in his/her area

Overall quality of work produced

Accuracy

Thoroughness

Analytical ability, judgement

Innovativeness, creativity

Versatility: ability to function well in several different areas
Facility for learing new tasks and skills

Ability to produce an acceptable volume of work

Financial targets achieved

S
.
2
2

Organizational skill: ability to pian, organize and set priorities
Ability to work steadily, without serious interruption

Ability to work with reasonable speed

Ability to meet deadlines

Ability to work effectively under pressure

Persistence and determination in tackling difficuit tasks

Ability to work independently without close supervision

Job attendance

Punctuality

Availability for special work requirements and overume

Q
g
a
>
=
)
2
W

Ability to produce a clear, written account of his/her work
Ability to produce information orally when necessary
Willingness to request information of others

Willingness to share information when appropriate

Ability to understand and follow instructions

Ability to function effectively as a representative of the company

ATTITUDE

ARRRRRRY

Interest and enthusiasm exhibited towards his‘her work ~ **

Interest in company operations outside immediate sphere of activity

Initiative shown in taking on new tasks

Flexibility, adaptability to changes in work patterns or assignments

Ability to work productively with other staff as a team member

Sense of group spirit and general interest in office welfare

Willingness to take direction and to comply with decisions made by supervisors
Ability to accept constructive criticism

Willingness and ability to make an effort to improve performance when and where
necessary



SUPERVISORY ABILITY

Ability to plan, organize, and coordinate the work of those supervised
Ability to distribute work load fairly

Ability to delegate responsibility and authority when appropriate
Ability to make decisions quickly and consistently

Willingness to seel: and accept advice

Ability to give clear and reasonable instructions

Ability to train employees under one’s supervision

Ability to provide appropriate feedback on performance

-Adility to evaluate the work of those supervised fairly and perceptively
Ability to provide leadership and motivate others to perform

Ability to create a work environment of mutual respect and trust
Ability to ease tensions and resolve conflicts among those supervised

Point System for A’ and ’S’ coded employees:

170 points = 100% of 1% overall incentive scheme - (as set out in Annex L-Al - 2a.)
150 points = 6€ 2/3% of 1% overall incentive scheme """ e

118 points = 33 1/3% of 1% overall incentive scheme """ "

Below 118 points - No incentive is paid and a warning letter is issued

Bonus System: For ’S’ coded employees only - Performance targets:

a) Each category of the performance target (see page LE-1) represents 100 points for
matching the annual quota. (100 x 3 = 300 points minimum requirement to qualify. Any
difference between quota and achieved is deducted from or added to 100% in direct
proportion and credited as points accordingly). It is to be noted that only a2 maximum of

50% difference either plus or minus will be used regardless of the actual swing in numbers
over this percentage.

example:
Category Annual Achieved Difference Points

Quota Applicable

1 1,000,000 750,000 -25% or minus 75
(1 m) (750k) 25 points

2 50,000 £0,000 +6560% 150
(50k) (80k)

3 10 12 +20% 120

(1n the above example, the total points applicable is 345 without any bonus points for obtaining quarterly targets.

The person would oaly be eligible for 66 2/3% of their incentive percestage unless they obtained bonus potnts
built up in the quarterly reviews.)

b) Quarterly bonus points - for achievement in excess of targats - three categories - 5
bonus points each category each quarter. (Individual targets in each of the three categones
listed in LE-1 will be given out separately by sector.)
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ANNEX E1l6

Program Generated Income Distribution



END OF SERVICE BONUS SCHEME
Program Generated Income Distribution

A. Effective Date - March 16, 1994 to March 16, 1995 and every
12 months thereafter.

1. DistributionI: Two Levels (dependant on the then balznce

in the account)

la. Up to $100,000 (equivalent balance in the account)

a. 75 percent - to be earmarked for a fund designed
for overall company performance and individual
performance.

b. 25 percent - to be earmarked for a fund designed

for general operating expense.
2b. Over $100,000 (equivalent balance in the account)
a. 50 percent to the above (a) performance fund

b. 50 percent to the above (b) general operating fund

2. Individual Distribution Formula

2a. Every employee would receive 1 percent of the balance
in the performance fund. (Provided TDC met its strategic
indicators ({(deliverables)) as set-out in its cooperative
agreement).

2b. For every employee involved directly 1in export
expansion (coded "s" in the TDC salary level chart), they

would receive, on individual performance ratings, a further

incentive from the balance of the performance fund, after
the deductions as follows:

"exact percentages - restricted information-
please see your supervisor"

It is to be understood that this distribution is not
progressive, 1i.e., the first $100,000 is 75 percent, the next
$100,000 and above is 50 percent. It is either one or the other
level, strictly dependent on the balance in the fund at the time.
The maximum ceiling that can be distributed as incentive in any
given -year is capped at $1560,000, i.e., there would have to be
a minimum balance nf- $300,000.in the nroferam. cenersated income



3. Performance Criteria

3a. Each individual would have a target assigned., i.e.,
sector sales, program generated income sales and firms assisted.

3b. In addition, they would have a second criteria based
on overall performance.

3c. The senior management would do the criteria evaluations
based on a category point system. If the total points are in
excess of the minimum standards, then the full percentages are
awarded. The percentage will decrease accordingly in three equal
segments based on poorer performance indicators.

3d. The above activity will be done annually but will take
into account bonus points for meeting the quarterly target
indicators.

B. Program Example - Based on a balance of $100,000 in the
Program Generated Income Fund as at March 15, 1995 and all
indicators and deliverables met:

1. 75 percent is available for the performance fund, 25
percent to the PGI operating fund.

la. 1 percent of the Performance Fund ($75,000) is given to
all employees ($750. to each employee x 31 = $23,250)

2a. All "s* coded2 employees receive a further bonus as
set out below based on a balance of $51,750 ($100,000 X 75
percent = $75,000 - 31 percent = $51,750) provided they meet all
the individual performance indicators.

"Exact percentages - restricted information
- please see your supervisor"

"It is to be noted that in the event of a balance in the
program generated income fund which is of 2 minimum amount, then
as a minimum the "s" coded employees will receive the equivalent

of one month's.salary. As a maximum (if the balance of the PGI

fund is available to this level) not more than $150,000 shall be

distributed to the overall employee performance fund through the
DYOoram o~n~r~f~A in '

1!
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Accident Insurance Policy
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ANNEX E19

Leave Request Form



This form must be completed and approved before taking leave.

TRADE DEVELOPMENT CENTER

LEAVE

REQUEST

approved, please submit to the Admin Manager.

NAME:

Number of days requested:

To be allocated as follows:

To:

To:

To:

onc

A. ANNUAL LEAVE: From: To:
From: To:
From: To:
B. SICK LEAVE:
Regular From:
Extended 1lst 20 days From:
Extended 2nd 90 days From:
C. ADMINISTRATIVE LEAVE: From:
D. BEREAVEMENT LEAVE: From:
E. MATERNITY LEAVE:
Reqular From:
Extended leave From:
Without Pay
F. LEAVE WITHOUT PAY: From:
' From:
From:
REQUESTED BY Date
SUPERVISOR APPROVAL Date
FINAL APPROVAL Date

Comments:




ANNEX E20

Catastrophic Illness Insurance Policy (to be supplied when in force)



ANNEX E21

Organizational Chart



l REVISED TDC ORGANIZATIONAL CHARTl

JOINT BUSINESS
"COUNCIL
’ B
EXECUTIVE e m~ T
CHEMONICS
_COMMITTEE _ CONSULTING
T R o I"“-“f_"_
EXECUTIVE DIRECTOR | CHIEF oF
Toc PARTY

——
INANCIAL
EONTHOLLEH J

[ ——— e

E——
S

ACCOUNTANT/
ADMINISTHATO

i

DEPUTY EX.D. /DIR.
SALES & MAFIKET

CCOUNTANT

CASHIER
ADMIN.

SECRET.

—| sec
e —— It s OO
ASSOC. DIR. ASSOC. DIR. ASSQC. DIR.
AMG INDUSTRY GRICULTURE
I , o | SEC ]
FDMIN/PEHS. I M.IS.
CCOUNT CCOUNT| |acCOUNT CCOUNT
FFICER FFICER OFFICER FFICER
. RMG AMG UR/FOOT  [FooD
RIVERS/
LERK

ASSIST./

EXEC SEC.




ANNEX E22

Egyptian Expense Report



TRADE DEVELOPMENT CENTER
- EXPENSE REPORT

Name: Date Submitted to Accounting:

Country: Exchange Rate:

} DATE RECEIPT | PER DIEM TEL CAR OTHER TAXI ALT.
No. L RENTAL

TOTAL

Amount of Expense Report

Amount Returned to Company

Signature:

Approval:

Travel Advance

Amount Due Employee

Date:

Date:
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ANNEX E23

Personal Use of Project Equipment Form - Telephone/Fax



PERSONAL INTERNATIONAIPHONE CALLS

MONTH:

NAME

DATE

TIME

PHONE #

LOCATION
(CITY\COUNTRY)

CHARGE TO

SIGNATUER




ANNEX E24

Egyptian Law on the Employment of Women



EGYPTIAN LABOR LAW
13771981

CHAPTER SIX
WORK ORGANIZATION

PART THREE
EMPLOYING FEMALES

Article 151:

Without prejudice to the provisions of the following articles ail stipulations organizing

the employment of workers shall apply without any distinctions to working females in any
type of jobs.

Article 152:

Women shall not be on duty during the period between eight at night and seven in the

morning uniess otherwise stipulated by a resolution issued by the Minister of State for Labor
Force and Training in certain cases, businesses and occasions.

Article 153:

Women shall not be empioyed to do work harmful to their heaith or to morals or in

hard or other labor that are specified by a resoiution issued by the Minister of State for
Labor Force and Training.

Article 154:

A female having spent six months in the service of an employer shall be entitled to
a giving birth leave of 50 days with full wage payment including the period preceding giving
birth and that following it, provided a medical certificate shall be submitted detailing the date
where giving birth has taken place.

A female worker shall not be entitled to such a leave for more than three times in her
whole period of service.

No female worker shall be allowed to be on duty during the forty days following
giving birth.

Article 155:

Within the period of 18 months following the giving of birth the female worker sha.ll
have the right, in addition to the acknowledged interval of rest, to other two intervals to this
purpose the duration of which shall not be less than half an hour each and the female worker

shall have the right to have such additional intervals included as working hours without any
reduction in her pay.



Article 156:

In a firm employing fifty or more workers, the female worker shall be entitled to
obtain a non-paid leave for a period not more than one year in order to provide care o her
baby and such a leave shall be given only three times throughout her period of service.

Article 157;

The employer in case of employing one or more femaies shall hang in an apparent
place a copy of the regulation for working females.

Article 158:

An employer who employs one hundred or more female workers at one place shall
establish or charge a baby nursery to accommodate the babies according to rules and

conditions included in a resolution issued by the Minister of State for Labor Force and
Training.

The firms empioying less than one hundred female workers at one place shall
participate together in carrying out the obligation stipulated in the previous paragraph and

which shall be specified by a resoiution issued by the Minister of State for Labor Force and
Training.

Article 159:

Female workers purely engaged in agriculture shall be excepted from the application
of the previous provisions in the present part,



ANNEX E25

Model Disciplinary Regulations



TDC MODEL DISCIPLINARY REGULATIONS

DEGREE OF PENALTY

’ Offence First Second Third Fourth
Infraction | Infraction Infraction Infraction

A | OFFENSES CONNECTED WITH

WORKING HOURS

Tardiness up to 15 minutes without permission or
acceptable reason (if tardiness resuits in delaying
the work of others).

Warning in
writing

10%

1/4 day

Tardiness for more than 15 minutes up to 30
minutes, without permission or acceptable
reason, (if tardiness does not resuit in delaying
the work of others).

10%

1/4 day

172 day

whole day

Tardiness for more than 15 minutes up to 30
minutes without permission or acceptable

reason (if tardiness resuits in delaying the work
of others).

1/4 day

172 day

whole day

2 days

Tardiness for more than 30 minutes without
permission or acceptsble reasoa (if this does
not resuit in delaying otber workers)

172 day

1 172 days

2 days

3 days

Unexcused Tardiness for more than. 30 minutes,
or tardiness without accepted permissioa if this
resuits in delaying the work of others.

3/4 day

1172 day

3 days

4 days

Tardiness for one hour of more without

permission or aa scceptable excuse whether this
resuits in delaying the work of others or not.

Preventing the worker from entering and the worker shall be
considered as absent without ieave.

Absence without leave on acceptabie reason. 1/4-day 1/2 day whole day 2 days
The worker shail also be deprived from the wage for the days of
abseace.

Leaving job during working bours or going 1/4 day 1/2 day whole day 2 days

home without permission or acceptable reason.

Remaining in the premises of the establishmenat | 1/2 day whole day | 2 days 3 days

or returming to it after working hours without

justifisble reasons,

OFFENSES CONNECTED WITH THE

SYSTEM OF WORK

Going out at other than the piace specified for 1/4 day 1/2 day whoie day 2 days
exit.

Receiving visitors who are not workers in the 1/4 day 172 day whole day 2 days
establishment without permission from the

management.

Reading on duty 1/4 day 1/2 day whole day 2 days

1/2 day’s wage




W e e .

3 Esting at other than the place and bours 1/4 day 172 day whole day 2 days
specified thersfor

14 Sleeping on duty whole day 2 days 3 days 5 days

15 Workers rambling or going to pisces other than | 1/4 day 1/2 day whole day 2 days
those of their assigned jobs during working
hours.

16 Bringing in leaflets or printed matter and whoie day 2 days 3 days 5 days
distributing or publishing them without
permission.

17 Bnnmz in leaflets or printed matter 3 days 4 days Depriving Removal after
pre]uqxcmg the security and system of the from circular | submission to the
establishmeat, increass or tripartite

part thereof committes *

18 Soliciting moaey or aid or signatures without whole day 2 days 3 days 5 days
permission

19 | Using the teiephone of ths establishment for 172 day whole day { 2 days 3 day:
private purposes without permission

20 | Failure to report a change in the sociai status of | 1/2 day whole day 2 days 3 days
the place of resideace within one week

21 Writing details or statements or affixing posters | 1/2 day whole day | 2 days 3 days
on walls, or others

2 Handing to s worker the stteadance book of 1/2 day whole day 2 days 3 days
another colleague

23 | Concocting false charges against supervisors or | whole day 2 days 3 days 5 days
colleagues, conducing to delay of work

24 Failure to sign the attendance books on entry or { half day whole day 2 days 3 days
exit

25 | Tampering with the method of recording whole day 2 days 3 days 5 days
attendance and depsrure

26 | Insubordibation and disobedience to orders whole day 2 days 3 days S days
conceming work

27 | lntsational reduction of producticn or 3 days 5 days depriving the | Removal after
negligence conducing to poor quality of work worker from | submissica to the

the whole or | tripartite
part of the committee
annuai
periodical
increase

28 | Excseding proper bounds in consumption of whoie day 2 days 3 days 5 days

matenials without acceptable justification

\f



29 | Failure to carry out instructions connected with | 2 days 3 days depriving Removsi sfter -
the work provided the instructions are written from all oc submission 0 tix
in Arabic and put up in a prominent place. part of the tripartise. -

increass

30 | Instigation towards disobedience of orders or 3 days depriving Removal after submission to the
instructions connected with the work from all or | tripartite committee:

part of the
periodical
increase

31 Sleeping on duty in cases which necessitate 3 days depriving Removai after submissioa to the
continuous awakeaness from all or | tripartits committee

part of the
increass

32 | Refusai by a worker, without justification to The refusal by ths worker to carry out the work shall be
carry out the work assigned to him provided recorded in a report and the worker’s issue shail be submitted to
such work ig not essentiaily different from his the tripartite commirtee.
original work

33 | Use of mateniais or machinery for private written Removal afier submission to the tripartite

warning

34 | Neglect or serious carelessness at work which written Removal afier submission to the tripartite
might conducs to a tremendous harm to persons | dismissa committee.
or property waming

35 | Tampering with or damaging the machines and | written Removal after submission to the tripartite .
equipment and materiais of the establishment dismissai commuttee, .

warning

36 | Smoking at piaces where smoking is forbidden | written Removal after submission to the tripartite
in order t0 maintain the piace and the workers dismissai committee.,
safe and secure waming

C OFFENSES CONNECTED WITH THE
WORKER'’S CONDUCT

37 | Bringng in unsuthorized objects, or carrying whole day | 2 days 3 days 5 days
out trade and transactions at the place of work

38 | Bringing in aicobolic drinks at the piace of 3 days 5 days depriving Removal after
work from ail or submission (o0 the

part of the tripartite
increase

39 Smoking on duty or at the place of work if ono day two days three days five days
smoking resuits in no danger

40 Smoking on duty or at the place of work if Written Removal after submission to the tripartite
smoking represeats danger to the establishment. | removal committes.

warning



41 Quarreiling with fellow workers or creating 2 days 3 days 4 days 5 days
troubies st thas piace of work
42 | Simpie aseauit on the chiefs or deputy chiefs 2 days - 3 days 4 days S days
43 | Uss of abusive words or carrying out improper | 2 days = days 4 days 5 days
acts and conduct
44 | Refraining from undergoing medical 1 day 2 days 3 days 5 days
examination when be is 80 required by the
doctor of the establishment
45 Malingering 1 day 2 days 3 days 5 days
46 Disturbing order or morais whiie at the ciinic 2 days 3 days 4 days 5 days
or at a hospital for trestment of the workers of
the establishment
47 A worker who disposes of his medicines and 2 days 3 days 4 days 5 days
other items of trestment appropriated for him to
a third party
48 | infracting heaith instructions or industrial szfety { 1 day 2 days 3 days § days
instructions as posted at the place of work
49 Refusai to be inspected on ieaving the work 3 days § days Depriving Removal after -
piace from ail or submission to the
part of the tripartite
periodical committee '
increase
50 Failure to deliver amounts which are collectad Written Removal after submission tot he tripartits
for account of the establishment, at the removal committes .
specified hours, without justification waming

51

Accepting monsy or presents from a person
who offers same with the purpose of
influencing the bribed person to carry out any
work in connection with the business of the
establishment

Removal after submission tot he tripartite committee

52

Giving money or presents to a fellow worker at
tha establishment with the aim of influencing
him st work to enabie the briber benefit from
such conduct in coanection with the business of
the establishment

Removai after submission tot he tripartite committee

53

Utterance of words which do not become the
respect due for the religion or creed of others,
on duty

3 days

Depriving
from ail or
part of the
periodical

ncrease

Removal after submission tot be

tripartite commuttes




ANNEX E26

Lowest Cost Ticket Price Quotation Form



Request Form for Air Fare Quotes

"Requested by

Dawe needed Date submiuad

Passenger(s) name (il known)

Special infarmastioo

R&R or [ Topostar  [JShorteerm (7] Other
Home leave repatriation

(Round mip

travel only)

COMPLETE AREAS WITHIN THE SHADED BOXES

Check the spplicabie fare type below

business

Travel Dept use only

Received:
Rated by: Taxes
Date: TOTAL
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SOS Travel Insurance



1 Pl

Company Gold Scheme

Subscriptions

l These annual subscriptions are applicable from 1st April 1995 until 30th September 1995 and
relate to the cost of cover per person

I Medical Cover

Number of employees 5-29 employees 30-59 employees 60+ employees
Renewal Renewal Renewal
l Age of employees 0-20 21-64 Jemewal g0 91-64 [Bemewsl g9 pypy Repewdl
Region
Middle East £249.00 £498.00  £996.00 £240.00 £480.00 £958.00 £226.00  £452.00  £903.00
Africa/Libya £219.00 £438.00 £876.00 £211.00 £422.00 £843.00 £199.00 £397.00 £794.00
Far East £274.00 £547.00 £1,093.00 £263.00 £526.00  £1,052.00 £248.00 £495.00 £990.00
Europe £285.00 £569.00  £1.138.00 £274.00 £548.00  £1,096.00 £258.00 £516.00  £1,031.00

Central & South America £338.00  2675.00 £1,350.00  £325.00  £650.00 £1,299.00  £306.00  £612.00 £1,223.00

North America £542.00 £1,083.00 £2,166.00  £521.00 £1,042.00 £2,034.00 £491.00  £981.00  £1,962.00

Optional Evacuation Cover

Number of employees 5-29 employees 30-59 employees 60+ employees
Age of employees Under 21 Over 21 Under 21 Over 21 Under 21 Over 21

c IR s n e g s TR T——osn STRRRSMAN Y TTARRSITTIav— e sssnferemess oy
All regions -£20.00 £60.00 £13.00 © 85700 £18.00 £54.00

Sa | . " , .
e s e b o7 ke SR S, ath B . IR N PR TP i T3 IR ISR SR | REEUUE NSRS .7 M

These quarterly subscriptions are applicable from 1st April 1995 until 30th September 1995 and
relate to the cost of cover per person

Medical Cover

Number of employees 5-29 employees 30-59 employees 60+ employees

7 ' Renewal Renewal 9 Renewal
Age of employees 0-20 21-64 65 & over 0-20 21-64 65 & over 0-20 21-64 65 & over

Region

Middle East £65.37 £130.73  £261.46 £62.90 £125.80  £251.60 £5920 £11840  £236.80
Afriea/Libya £57.47 £114.93 £229.87 £55.30 £110.59 £221.20 £52.05 £104.09 £208.19
Far East £71.68 £143.35 £286.71 V £68.97 £137.9;1 £275.90 £64.92 £129.83 £259.67
Europe £7468  £149.35  £20871  £7186  £14371  £287.44 66763 13526 £270.58
Central & South America £88.57 £177.13 £354.27 £85.23 £170.45 ' £340.91 £30.21 £160.42 £320.86
North Ameriea £142.10 £234.19 £568.38 £136.74 £273.47 £546.95 £128.69 £257.39 £514.78

Optional Evacuation Cover

Number of employees 5-29 employees . 30-39 employees 60+ employees

Age of employees Under 21 Over2l  Under 21" Over 21 ~ Under 21 Over 21



BUPA International
Company Gold Scheme

‘Table of Benefits ' -

This Table and its notes must be read in conjunction with the Rules, the Membership Card and the terms
attached to the Membership Card issued to each Group Member. Benefits may be claimed when Treatment
is given or controiled by Specialists, as set out in the Rules,

Medical Cover

Y

1. Hospital accommodation charges for In-patient or Day-cases : F"hll refuna ,

Specialists’ fees

- St -1
2. Surgical operations (see note 1) Full refund ‘“’:i
. N e ey o SINOPT e T v -v‘rj
3. Physicians, for In-patient Treatment (see note 2) Full refund
4. Consultants in Oncology including Radiotherapy for each course Full refund -
5. Consultations, Pathology, Radiology or Physiotherapy
a In-patient and Day-cases Full refund
b Out-patient, each Year. up to £1,000
¢ Consultations with General Medical Practitioners, prescribed drugs and
medicines, each Year, up to : £400
d Emergency Dental Treatment for the immediate relief of pain (see note 4).
each Year, up to ‘ £400

Ancillary charges

6. (see notes 2and 3)

a QOperating theatre fees, surgical dressings and drugs prescribed for use
whilst a Hospital In-patient or Day-case patient

.‘?
'i
b Emergency local road ambulance charges, each Year, up to ”‘
7. Home nursing charges (see note 5) by a Qualified Nurse each Year, up to £600
Annual overall maximum benefits for medical cover, each year £500,000

Optional Evacuation Cover

No overall maximum benefit for each person (see Rule 20)

Notes on benefits

1. Dental or oral-surgical conditions

For dental or oral-surgical conditions, only those procedures which are listed in the BUPA Schedule of Procedures are

eligible for benefit.

Physicians' fees and drugs

Benerits 3 and 6 are payable only when an In-patient is currently entitled to receive Benefit 1 in accordance with Rule 7.

3. Emergency local road ambulance charges
Benetit 6(b) is payable in medical emergencies where the patient had an irhmediate need for Treatment qualifving for
payment of benetits under this Scheme, was not ambulant., and where local use of a road ambulance as distinct from any
other means of transport) was medically essential for taking the patient to or from the nearest place capable of providing
the necessary Treatment.

{. Emerzency Dental Treatment
Benetiz 5(d) is payable for the primary corsuitation with a Dental Practitioner which is urgently required for the immediare
relief of pain.
Quaiified Nurses services
These services must have been provided on a Specialist’s recommendation. in the patient’s home, as an immediate part of an
overail course of In-patient Treatment previously received from that Specialist. The Treatment previously given must also
have been eligible for benetits. o

o

\
Costs not covered , , , o ,

The scheme is intended toprovide benefit for the treatment of injury or lilness necessitating the services of a Specialist. Full
dotails of the cover and exclusions from cover are given in Rules 7-11, but some of thé costs not covered are:

™ : K

k'
|



A GUIDE TO THE RULES OF YOUR SCHEME

¥

Effective from 1st January 1984 | BUPA International Av\_

- -~ Company Scheme

This booklet contains the rules of your BUPA International Company scheme (printed in black) which form
the basis of the contract between BUPA and your sponsor.

Some rules are accompanied by explanatory notes printed in blue italic type. These notes are intended only
for your general guidance and are not part of any contract.

If you have any queries about the rules of your scheme, please contact BUPA International Customer Services.

BUPA International Company Scheme Rules

1. These Rules must be read as a2 whole and in conjunction with the Table of Benefits and Subscriptions, the member’s
Enrolment Form, the Membership Card and the terms attached to the Membership Card issued to the member. These
documents are part of an Agreement (“the Agreement”) which is a contract between the Sponsor and The British United
Provident Association Limited (BUPA). The notes to the Tables of Benefits are part of the contract.

The purpose of BUPA International Cowpany Schewe is to assist wheve av acute episode of tllness or ivivury wakes it
necessary to receive Treatment trom Specialists. There is wo wudertaking to pay 101 any costs arising reon wiy iiiesses ar
iwjnries wlieh existed berore you rirst hecae a meniber (Pre-existing Conditions™. The terms =Treatinent ™ "Speeniise ™ and
“Pre-existing Comdition™ are denived in Ride 21 together with other terms. Wherever these terws are nsed in tHhe couipie or

w Hiis conomentary they are shown beginiig with capital letters.

DUPA Luternatioeai Comptony Scheme does wat corer aony dewtal procedures wlich ayve wot specitieaily Listed (i 1)e Serciuie
ar Procedures. Piease adwans cheels ith owr statt (8 o tntend to seek deatal or orthodontic treatwent with o coo s ascing
BUPA to puy tor o,

2, No changes to theze contractual terms will be valid and effective unless made as a matter of record and duly confirmed by
BUPA in writing.
Unconfirmed verbal communications cannot override the written terms of the contract or amount to any agreement tn vary
any of its terms.
17 it telepirone noe sttt they will alwans be alad to provide geseral adeice hosed on the Satirmation g gree tio o
Hoseerer, b divond s scope for misupderstanding, please asic tor eyitten conttrmation 1f yoit sivould coer copside s Dot
cinerge v the teris of the contract arises from any cerbod contact ieith BUPA'S stap or agents.

MEMBERSHIP

3. All applications for enrolment of members and their Eligible Dependants are subject to the requirements set out in BUPA's
Enrolment Form. The applicant must make full and complete written disclosure of all the information required by the form.
Eligibility for membership shall be restricted to persons who are resident outside the United Kingdom and aged less than 65
years.

Please see the commentary on Rule 11(q).

4. A child of the member which is born and subsequently included in the membership may be included at no extra cost until
the Annual Renewal Date following the birth.

RENEWAL

3. The contract is an annual one between BUPA and the Sponsor. Membership shall be renewable from Year to Year subiect
to the terms of the Agreement and consent of BUPA which shall have the right to decline to renew membership at the end of
any Year or to make renewal subject to special conditions.

Application may be made at the Annual Renewal Date to vary the terms of a registration. Acceptance for any higher rates of
benefit =hall not appiy to any condition or complaint existing at the time of BUPA's acceptance for which there was then a
foreseeable need for Treatment or for consultation with any medical practitioner unless such foreseeable need wax= fully
diselosed in the Enroiment Form and accepted by BUPA.

SUBSCRIPTIONS

6. Membership shail be subject to the arrangements set out in the Agreement between the Sponsor and BUPA.

BENEFITS

7. General rules on benefits
Al claiins are suinect to the general Rules contained v Rule T apnd specind Rules relating to:
Charges b Hospitnis for aceonnmodation (Rulde 84
Clurges by practitioners who are pot Specialists (Rule 81
Mental conditions Rule 10
7.1 It must have been necessary for the Treatment to be given by a Specialist.

The Treatment must have fully necessitated the expert knowledge and experience of a Specialist trained in a specialty
refevant to the patient’s medieal condition.

7.2 The Treatment must have been based on established mediecal practices.

Benefits are not pavable for any experimental or unproven Treatments unless all costs are incurred with BUPA's prior written
agreement.

7.3 Al c¢iaims for contractual benefits must be exclusively for receiving treatment provided by Specialistz and connined w0
reasonable and customary charges for services specitied in the Tuble of Benefits. Any payments made vy BUPA for any other
DUIPVREs ter N connection with services provided by any practitioners who are not Specialists) will, in all cases. be made az
BUPAs sole discreuion.

Al digeretionary havment wiil count towards any maximum benefits specified in the contract. BUPA reserves the richt
sonsider all cases on their own facts and in aceordance with its then current practices rejatine to discretionary pavments. The
Kinge of any discretionary payment by BUDPA. whether or not desertved s such ut the time of payment will not crette any

SLORU O SINMLT DEyment on any nuture ceeasion,

"
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must have been mcluded in a current BUPA International Company Scheme enroiment at the time of receiving the services.

8. Hospital charges -

Additional conditions apply to clalms for any charges by Hospitals for accommodation. These are as follows:

.Benefit for In-patient and Day-case Treatment is payable for each day the use of the accommodation was essential for

receiving a course of Treatment by a Specialist.

The accommodation must have been occupied for that purpose alone. Benefits are not payable for any use of Hospital

accommodation which is arranged or continued for purposes of convalescence, rehabilitation or general nursing, or is mainly

for any custodial, supervisory or domestic reasons.

9. Charges by non-Specialists

Claims for the services of practitioners who are not Specialists are subject to additional conditions as follows:

9.1 Therapists

Entitlements for fees charged by a Therapist (as defined in Rule 21.13) will be limited to Benefit 5.

For that purpose, the claim will be assessed in the same way as if the Therapist had been a Specialist.
The term ~Therapists ™ applies menly to qualified Physiotherapists. Occupational Therapists, Orthoptists or Spever
Therapists. The services of these Therapists would not in themselves support a claim ror hi-patient acconumodit oo, -
patient beverit would be avatlable only if the paticnt needed to he in Huspital to be treated by a Specialist.

9.2 Any other practitioners

Claims for the services of any other practitioners are not eligible for benefit unless:

(i) all the services were provided as an essential part of an overall course of Treatment given principally by a Specialist: and

(i1) the Specialist had specifically referred the patient to that practitioner before any of the services were provided.

9.3 Qualified Nurses services

The services must have been provided on a Specialist’s recommendation, in the patient’s home, as an immediate part of an.

overall course of In-patient Treatment previously received from that Specialist. The Treatment previously given by the

Specialist must also have been eligible for benefits.

10. Mental conditions

For In-patient or Day-case Treatment related to any mental condition or disorder any payments in respect of hospital

accommodation under Benefit 1, shall in respect of each person included in the membership. be restricted to &« maximum

entitlement of 90 days notwithstanding any renewal of the membership from Year to Year.

11. Exciusions on benefits

Benefits are not payable for:

11(a) Treatment for any Pre-existing Condition.

However, this exclusion will not apply if all the following conditions have been fuifilled:

(i) All material information known to the member (or any Eligible Dependant included in the application) had been fully and

completely disclosed in the Application Form.

(ii) No symptoms or any other known event relating to the Pre-existing Condition had been experienced within a further 23

days of submitting the Enrolment Form to BUPA or before the Date of Enroiment (whichever is the later).

(iii) The Treatment was not excluded by the terms attached to the Membership Card issued to the member.
Rude 2014 detiies “Pre-coisting Condition ™ This is prrticniaeiy ooopoitiat if goic oeed Treatuent e et ad D
that mighit have existed before you joined BUPA Tuternational Compona Scirevie. This term apploes to afl iliicsses
which were present berare you jvived BUPA Intervationad Conpeny Seirene aud any complications vesulblog fros =

e of the nurposes of this exelusion is to protect existing Sponsors. Their mewbers wonld also have been cubiect to
exclusions ror Pre-ccisting Conditions wien they first joined, and it woulid be wntiir to erpect these Spousors to gt fogiivr
subscriptions to cover other nembers' undisclosed Pre-existing Conditions,

The questions asied i owr Evrolent Form e steaiginttoreard and we ask applicants to veply o e il THe cokides

s to advise e where exdctly Hey wonid stond i Hieip sabsequently pveded 16 o g elttines e Broserists e

Conditions.
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11(b) Costs attributable to any illness or injury which is excluded from benefits by the terms of the member’s contract.
This exclusion applies to any increased costs of Treatment which are attributable to complications caused by any illness or
* injury which was itself ineligible for benefits.
"7 11(c) Treatment for any mental condition or disorder if it is received within two Years of the Date of Enrolment.

?This exclusion will not apply if the claimant has been in continuous membership of a United Kingdom BUPA scheme zince
.7 31st December 1991 and the date of joining BUPA International Company Scheme.
o 11(d) Pregnancy or childbirth )
BUPA may. at its sole discretion, make a contribution towards any additional costs caused by complications of delivery
necessitating any unforeseen increases in charges to an In-patient made by Hospitals and/or Specialists.
No discretionary payments will be made for any charges incurred within twelve months of the patient’s Date of Enrolment.
" 11(e) Treatment arising from assisted reproduction, sterilisation or termination of pregnancy.
* Reasonable costs of investigations into the causes of infertility will be covered if both husband and wife:

- {i) had at the time been in continuous membership of a BUPA scheme for at least two Years. and
. (i) had been unaware of any problems of infertility at their Dates of Enrolment.

ASNINT et e e TS G oo it B 0 et e o ot HlegeppeSelees sevsien s e idel ape e d R S
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11(f) Supportive Treatment for renai failure, inciuding dialysis

This exciusion \nll not am)l) if: .
A . l e - . A i
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This exclusion will not apply if the claimant has been in continuous membership of any BUPA scheme since 1st July, 1987.
11(h) Treatment arising from any Cosmetic Surgery.

“Cosmetic Surgery” is defined in Rule 21.15 as surgery undertaken with a view to improving or enhancing the patient's
appearance. Any Cosmetic Surgery arranged for any kind of psychological reasons will not be covered. This exclusion aiso
applies to Treatment for any complications resulting from Cosmetic Siurgery.

Any surgery that is entirvely for purposes of restoring a patient's original appearance tollowing an accident witl not be
considered “cosmetic” if the surgery was undertaken during the course of Treatment of the accident.

11(1) Any costs arising from nuclear or chemical contamination, war, invasion, acts of foreign enemies, hostilities (whether
war be declared or not), civil war, rebellion, revolution, insurrection, or military or usurped power.

11(j) Charges for services received in health hydros, nature cure clinics or similar establishments.

11(k) Treatment directly or indirectly arising from any addictive condition or disorder, any misuse of drugs or alcohol, self-
inflicted injuries or sexually transmitted diseases.

The term “nddictive condition™ inelndes all substance uhuse, eq alcobolizin or addiction resulting rrom misnuse of drugs
swhetiver iedically preseribed ar nof) or soirents,

11(D) Treatment for congenital abnormalities (save for emergency operations undertaken within fourteen days of birth).
Tire terin congenital rerers to a condition tiiat has deen present fraw divth, wicther apparent or nor.

11(m) Treatment which, if it had been received in the United Kingdom, would normally have been undertaken by a General
Practitioner. ’

11(n) Insured persons who travel to the USA or Canada for the purpose of receiving medical or surgical treatment or
treatment received in the USA by United States Residents.

All Treatment received in the USA must also have been specifically pre-authorised by BUPA or its duly authorised agent.

12. Pre-conditions of entitlement
Entitlements to benefit are subject to the claimant observing all of the following pre-conditions:

g ottty to Npgusues tyepsiore Hert et od ¢l aor o graed Bt el v et e Seal b aes s G it fonT g
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12(a) A claim form as currently preseribed by BUPA is submitted with the minimum delay and, in any event. within three
months of receiving the Treatment and incurring any cost claimed from BUPA.

There is also a time limit of three months on sending BUPA:
{1) all accounts in support of any claim. and
(ii) a fuil reply to any request for further information.

Do vttt it l,’l:tlli Jusptptiiee nedetoaes “{’/’.{ eSSt e tloree i Pl s et e e ey
Btrne oy ty s dtioggn fos :'u,u‘,',/g/ gl it G, T e e e it comef s s, s if St Pl s b e frii U oat e s

g W e el

R I REREN

sl o i wtid e peapie dealivg o lH ik ar e apreres fueed bheen vuaware of e BUFLY wocuin psi
fo et tie boaue=fiant if o deiey i heew die to dang lesser cdquses witjein tie Cleimatnt's on i cool col,

12(b) BUPA may (i) require a medical report giving such information as BUPA reasonably requires, (ii) appoint an
independent medical examiner at its own expense, or (iii) require written confirmation as to their customary levels of charges
from any parties whose charges are being claimed from BUPA.

12(c) All statements made by the claimant (or by any person acting on the claimant’s authority) must have been true and
complete to the best of the claimant's knowledge and belief.

12(d) If the claim arises from an accident or other event believed to have been the result of the negligence of another party,
BUPA must be notified in writing without delay. The elaimant must continue to keep BUPA fully informed in writing and take
any steps which BUPA may reasonably require to include all medical expenses in any claim upon the other party with a view
to reimbursing BUPA's outlays.

If the claimant has any other insurance covering medical expenses BUPA must be notified of that fact in writing at the time of
making a claim against BUPA. In that event BUPA will not be liable for more than its rateable proportion.

12(e) All subscriptions due from the Sponsor must have been paid in full.

This pre-condition would be satisfied if any arreas of subscriptions due from the Sponsor under the terms of the Agreement
were subseguently paid in full.

13. Payment of any claim may. at BUPA's discretion. be made to any provider of services whose account is the subject of a
claim or to the member or an Eligible Dependant.

14. Benefits shall be payable in £ sterling or where requested by the member the currency of the biil for treatment. Where
benefits are payable for expenditure incurred in some other currency. the rate of exchange applicable to the payment of
benefit shall be the average rate of exchange at the date on which providers of services submitted their accounts to the
claimant or, if receipted accounts are submitted by the claimant, as at the average rate of exchange at the date on which the
accounts were paid.

ADMINISTRATION

15. BUPA muy alter these Rules. or the Table of Benefits and apply such aiterations as from a member’s Annual Renewal
Date.

Changes to the contract may also be sent to Sponsors at any time on the basis that they will apply generally to all BUPA
International Company Scheme Groups from a given future date irrespective of whether that date is an Annual Renewal Date
for any Group or member.

Any accidental omission or failure by BUPA to notify the member or the Sponsor of any such alterations will not invalidate
the alterations.

16. Unless requested to the contrary in writing at the time of submission. BUPA wiil not return any documents submitted in
<upport of an appiication 10 become a member or increase cover.

These ducuments will become the property of BUPA which may use or dispose of them in accordance with its administration
requirements in any way it considers appropriate.

17, Information supplied to BUPA will become part of the duta held by BUPA and its subsidiary companies in accordance
with the provisions of the Data Protection Act. 1984, ’

GO0 3TEVTIVAY 1838
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cifident cdministration of the BUPA group of companies, and for enabling products and services which BUPA conalders may
he of Interest o its members 1o be brought w their alrention.
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Iaternational Company Scheme, or (d) an administrator, administrative receiver, receiver or liquidator has been appointed or
a resolution has been passed or an order made for the winding-up of BUPA.

19. The contract shall be construed in accordance with the Laws of England.
In the event of any dispute the contract will be subject only to the jurisdiction of the Courts of the United Kingdom or, at the

"election of both parties, to arbitration under the rules of the Personal Insurance Arbitration Service of the Chartered
Institute of Arbitrators.

OPTIONAL EVACUATION COVER

20. Cover for evacuation in any Year is available only to members who (a) have previously applied for Evacuation Cover in
the Enrolment Form prescribed by BUPA (the Evacuation Cover also being recorded in the member’s Membership Card) and
(b) have paid the additional subscription applicable to the period in which evacuation takes place. Evacuation Cover is subject

to Rules 1 to 19 (inclusive) and 21 as well as to the following additional Rules which, as with other Rules, must be read as a
whole.

20(a) The purpose of Evacuation Cover is to meet the reasonable costs of the patients remova! and journey to a Hospital in
another country when all such costs are incurred necessarily and exclusively for facilitating In-patient Treatment in Hospitals
by Specialists which, on medical grounds, cannot reasonably be provided in the country in which the patient is normally
resident. In such circumstances evacuation benefit will also be payable for the reasonable costs of travel (ie, being the costs of
transport only and not any other cost such as costs of accomodation) of the member or any Eligible Dependant on the
member’s registration who, of medical necessity, has tc accompany the patient.

20(b) The costs of evacuation may be considered for benefit only when the costs of the Treatment are admissible for benefit
under the terms of the claimant's registration, ie, the costs are for services specified in the Table of Benefits (including its

notes) and are not excluded either by the operation of the Rules or by any special terms attached to the claimant’s
Membership Card.

20(c) Application for evacuation must be made to BUPA's nominated representative {as referred to in Rule 20(c)] after a -
medical practitioner has certified that evacuation to the nearest country in which suitable facilities for the required
Treatment exists is, solely on medical grounds. essential in order that effective Treatment may be received.

20(d) To qualify for evacuation benefit all costs must have been incurred directly by BUPA’s nominated representative (to
whom all applications for evacuation must be made) or by carriers authorised by such representatives wno between them
shall alone be entitled to decide (as necessary, with the benetit of any further medical advice they may wish to seek) whether
and to what extent the costs of evacuation would be essential for the patient to receive the necessary Treatment. If they so
decide they shall make all arrangements on the patient’s behalf and at BUPA’s expense for evacuating the patient by the most
suitable means reasonably available to them. BUPA's nominated representatives may also. at their discretion, make
arrangements to evicuate the patient to a Hospital in another part of the same country if they consider that an appropriite
course of action.

20(e} Benefit will also be paid towards the reuasonable cost of the return journey of the patient after all Treatment has been
carried out. and of the return journey of the member or any Eligible Dependant, provided that the patient, the member or
any Eligible Dependant have qualified for evacuation benefit in accordance with Rules 20 to 20(d) inclusive and have complied
with these Rules in all respects. The amount of benefit payable (after allowance has been made for refunds due to the
claimant in respect of unused travel tickets) shall be the lesser of (a) the actual expenditure, or tb) the cost of an economy
cluss air ticket by the most direct route available.

DEFINITIONS

21. The following expressions, where used anywhere in the contract, will have the meanings set out below:

21.1 Sponsor: The employer with whom BUPA has agreed to operate the International Company Scheme Group.

21.2 Date of Issue: The date on which a Membership Card and the terms attached to the Membership Card for a current
enrolment was first issued in respect of a member or, as the case may be, any Eligible Dependant.

21.3 Group Member: A person included in the Group from amongst those designated as being eligible for inclusion in
accordance with the terms of the Agreement.

21.4 Eligible Dependants: A member’s spouse, and unmarried children under 21 years of age at the date of application or
the Annual Renewal Date.

21.5 Year: A period of cover commencing at the member's Date of Enrolment or Annual Renewal Date ending when the
member reaches the next Annual Renewal Date.

21.6 Annual Renewal Date: The date on which the annual renewal of the contract falls due.

21.7 Date of Enrolment: The effective date of commencement of cover for the member or, as the caze may he. any Eligible
Dependant.

21.8 Treatment: Surgical or medical procedures undertaken for the immediate purpose of curing or relieving an acute
episode of illness or injury.

21.9 Specialist: A registered (or otherwise licensed under law) medical or dental practitioner who (a) has at any time held a
consultant appointment in a Hospital, or (b) has held a consultant appointment which BUPA. on professional advice, accepts as
being of equivalent professional status and has received BUPA's written notice of that acceptance.

21.10 Hospital: An establishment which is specifically registered or recognised under the laws of the territory in which that
extablishment is situated as existing primarily tor (a) carryving out the major surgical operations as so classified in the
Schedule of Procedures approved by BUPA and/or (b) providing Treatment of a nature which only Specialists can provide.
21.11 In-patient: A patient who occupies a Hospital bed overnight.

21.12 Day-case Treatment: Treatment which is not received as an In-patient but nevertheless necessitates the pre-
arranged oceupation of a bed or comparable facility for Treatment in a Hospital,

21.13 Therapist:

) A Chartered or State Revistered Physiotherapist, an Occupational Therapist or Orthoptist with State Registration, or a
member of the College of Speech Theranists. (b) Physiotherapists. Occupational Therapists. Orthoptists and Speecn Therapists
in countries outside the United Kingdom holding qualifications having equivalent international recognition to those specirted
initem tw of this rule. (¢} Any other practitioner who holds written confirmation from BUPA specifically notitving its
aceeptance that the practitioner is of recognised status for the purposes of BUPA's schemes.

PUPA's recogmition of the status of Therapist for the purposes of its schemex will not, hnwever. apply to any practitioner who
2 recelved written notice of withdrawal of BUPA's recognition for those purposes.

21.14 Pre-existing Condition: Medical or dental illness or injury which originated before the Date of Enrolment tincluding
any related preceding or consequential condition and recurrence of any previous condition).
21.15 Cosmetic Surgery: Surgery undertaken with a view to improving or enhancing the patient’'s appearance.

21.16 Schedule of Procedures: A Schedule which classifies surgical, maior medical and diagnostic procedures top piyposes
7 BUPA benefits. ’
2117 General Medical Practitioner: A vepistored (o otherwise Heensed under o medeal pracutioner who is weaily

ithorized to praciise medicine in the country in widen.the Treatment is received.
21.18 Dental Piactitioner: A revistered tor otherwise licen~sd nnder inoor do nml penrionf - © 0000
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ANNEX E28

Travel Advance and Travel Form



TRADE DEVELOPMENT CENTER
TRAVEL AUTHCRIZATION

NAME OF TRAVELER:

DEPARTMENT/UNIT:

THE ABOVE PERBON IS5 AUTHORIZED TO TRAVEL TO:

ON THE FOLLOWING DATES:

TRAVEL DAYS AUTHORIZED:

PURPOSE OF VISIT:

REQUIRED EUPPORT:

8igned: Traveler

aApproved: Supervisor

Final Approval

Date

Date

Date



