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CHAPTER I

JOB DESCRIPTION

Page

3

Be EffectIVe Since

1 POSITION

DIRECTLY SUPERVISOR

SUBORDINATE

JOB SUMMARY

DETAIL TASK

FINANCE AND ACCOUNTING MANAGER

EXECUTIVE DIRECTOR

TREASURER

ACCOUNTING STAFF

Plan and control overall activity related to the Financial

and Accounting system procedures In order to produce

FinancIal Statements and Reports needed by

Management/Grantor

1 Plan, prepare and suggest to the Executive Director

relevant policy procedure and work plan In the

Finance and Accounting Department (arranging and

supervising each Implementation)

2 Financial Management

a Checks the Cost Summary Bank Book Cost

Book per Grantor

b Checks and signs Bank Receipts Vouchers

Bank Disbursements Cash Advance Vouchers

Bank Book

3 Accounting Management

a Develops the accounting system

FINANCIAL SYSTEM AND PROCEDURES JM Management SeMces
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CHAPTER I

JOB DESCRIPTION

Page

4

Be EffectIVe Since

AUTHORITY AND

RESPONSIBILITY

b Checks the financial statements and reports

before submitting It to the Executive DIrector

Maintains accuraly and completeness all of the

records on assets liabilities and financIal

transactrons of the foundatron

c Applies Goverment regulations such as

taxation etc

d Checks Bank ReconcilIations Journal

Vouchers posting to the nght accounts and

Journals prepared by the subordmate

4 Performs other tasks related to the Executive

Director

1 Has the authonty to approve cash receipts and

disbursements m authorize limitatIOn given

2 Has the authonty to arrange Fmance and

Accountmg Department

3 Responsible for financial of foundation cash flow

4 Responsible for fulfillment of foundatron tax

obligation expeclally admmlstratlve

5 ResponsIble for reportrng the Important POints of

foundation frnanclal rnformatlon along wIth Its

analyzes to Executive Director Just on tIme and

accurately

FINANCIAL SYSTEM AND PROCEDURES JM Management SeTVIces
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CHAPTER I

JOB DESCRIPTION

Page

5

Be Effective Since

PERFORMANCE AND

EVALUATION CRITERIOR

1 Succeeds In arranging for spending cash opllmum

2 Succeeds In coordlnallng and managrng all of

funcllon rn finance and accounting departement

3 Succeeds rn submittIng reports needed to Executive

Dlreclor Just on lime and accurately

FINANCIAL SYSTEM AND PROCEDURES JM Management ServIces
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2 POSITION

CHAPTER I

JOB DESCRIPTION

TREASURER

Page

6

Be Effecl1ve Since

DIRECTLY SUPERVISOR

SUBORDINATE

JOB SUMMARY

DETAIL TASK

FINANCE AND ACCOUNTING MANAGER

CASHIER

Managmg and controlling the sources and the utIlization

of the Foundation s funds Preparing budgets and

mspects cashier s activities

1 Makes accountmg budget of the Foundation

2 Managmg payments of payables and collectIOn of

receivables satisfactorily to ensure the flow of cash

3 Controls cash activIties by

a directing and supervIsing cash receipts

b dIrecting and supervising cash disbursements

( through petty cash or check)

4 Checks cash book and book made by cashier

5 Arranges and supelvlses cash In a safe place and

audit It occasionally

6 Checks the subordinates reports before submitting

It to the authOrize officer

7 Holds the meeting regularly to discuss abount the

problems faced by the subordmate and seekmg for

solution

FINANCIAL SYSTEM AND PROCEDURES JM Management Services
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CHAPTER I

JOB DESCRIPTION

Page

7

Be EffectIVe Since

AUTHORITY AND

RESPONSIBILITY

8 Performs other tasks corellatlve position according

to the Finance and Accounting Manager

1 Has the authority to approve cash disbursements

wlthm the limit she owns

2 Has the authority to arrange bank posItion m order

to aVOid In sufficient of funds

3 Has the authority to supervise cash disbursements

accordmg to fmanclal budget that declared by

management

4 Responsible for managing

foundation s fund optimize

and guardmg

PERFORMANCE AND

EVALUATION CRITERIOR

5 Responsible for schedulling repayment of payable

and collection of recervables

6 Responsible for the financial reports

1 Succeeds m alocatlng funds of the Foundation In

accordance to the budget

2 Succeeds In submitting financIal report on a timely

basIs and In accordance with the estabillshed

criteria

3 Succeeds m ensurmg that the financial procedures

are according to the plan

4 Succeeds m managing payables and collection of

receivables to ensure liqUidity

FINANCIAL SYSTEM AND PROCEDURES JM Management SefVIces
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3 POSITION

DIRECTLY SUPERVISOR

SUBORDINATE

CHAPTER I

JOB DESCRIPTION

CASHIER

TREASURER

Page

8

Be EffectIVe Smce

JOB SUMMARY

DETAIL TASK

Receives keeps and dIsburses cash and check and

control of bank balances

1 Prepares cash/bank receipt vouchers based on the

receipts

2 Prepares cash/bank disbursements vouchers for all

payment

3 Checks the completeness of collectIOn voucher

received from Supplier

4 Prepares check and bank dIsbursements voucher

based on authorized officer instruction

5 Makes payment based on bank dIsbursement

voucher supported by volId and approved payment

vouchers

6 Records and updates balances and bank transactIOn

In the Bank Book

7 Records cash receIpts and dIsbursements In Bank

Book

8 Records petty cash receIpt and disbursements In

Pelty Cash Book

FINANCIAL SYSTEM AND PROCEDURES JM Management SeMces
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CHAPTER I

JOB DESCRIPTION

Page

9

Be Effective Since

9 Maintains ImplementatIOn of all financial procedures

In accordance with the systems

10 Performs other tasks as ordered by the Finance and

Accountrng Manager

AUTHORITY AND 1 Authorized to refuse cash reguhsltlon/

RESPONSIBILITY disbursements whIch have no valid supporting

dokuments

2 Responslbles for the custody and accurately of

cash/bank transactIOns and recording

PERFORMANCE

EVALUATION CRITERIA

FINANCIAL SYSTEM AND PPOCEDURES

1 Succeeds to Implement cash/check receipts

custody and disbursements In accordance with the

eXisting procedures

2 Succeeds to establhsh Cash/Bank Book and other

finanCial

JM Management Services
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4 POSITION

CHAPTER I

JOB DESCRIPTION

ACCOUNTING STAFF

Page

10

Be Effecbve Since

DIRECTLY SUPERVISOR

SUBORDINATE

JOB SUMMARY

DETAIL TASK

FINANCE AND ACCOUNTING MANAGER

Performs recording accountmg and data processing m

order to produce financial mformatlon needed by

Management

1 Checks the validity of the accounting documents

2 Performs transactIOn which IS approprrate to the

system and accountmg data processmg procedures

3 Prepares the relevant adjustment Journal entrres

4 Fifes the vouchers/documents to facIlitate tracing If

needed

5 Prepares Bank ReconcIliation and Income

Statements and submit It to the Finance and

Accountrng Manager to be checked and approved

6 Receives and checks the confirmlty between each

receipt and Its supportmg documents Checks the

Supplier S payable balance and reportmg It to

Fmance and Accountmg Manager

7 Prepares Payable/Receivable Card

8 Performs the physical count and observatron asset

perrodlcally as Instructed by the Accountmg

Manager

FINANCIAL SYSTEM AND PROCEDURES JM Management SeTVIces
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CHAPTER I

JOB DESCRIPTION

Page

11

Be Erfectlve Since

AUTHORITY AND

RESPONSIBILITY

PERFORMANCE

EVALUATION CRITERIA

9 Performs the other related tasks as ordered by

Finance and Accounting Manager

1 Has the authority to check and validates the

documents before recording

2 Responslbles to prepare the financial reports

accurately and on a timely basIs

1 Succeeds In prepanng and submitting the financial

reports on time accurately

2 Ables to mamtaln the general accounting actiVities

on a accurate tidy and clear manner In accordance

to the procedures

FINANCIAL SYSTEM AND PROCEDURES JM Management Services
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CHAPTER II 1 1

I.JMI
INTERNAL CONTROL AND GUIDELINES ON

CASH RECEIPTS

A GUIDELINES AND INTERNAL CONTROL FEATURES

12

Effective Date

1 The Cashier must Issue a KUltansl (Ku/Officlal Receipts) and Buktl Penenmaan Kas

(BPnKlCash Receipt Voucher) for all cash received Supporting documents If any should be

attached to the Cash Receipt Voucher

2 Ku and BPnK should be used In numencal sequence and controlled by the Treasurer VOided

or canceled Ku and BPnK must be marked BATAL or CANCELED and then filed for future

reference

3 The functions of receiving cash and ISSUing Ku and BPnK should be assigned to a person

other than the Book Keeper or Accountant

4 A cash box should be used and each Cashier should secure the key The Treasurer must

penodlcally conduct an unscheduled phySical count of undeposlted collections

5 Cash which IS not Immediately deposited should be kept In the cash box

6 MInimum documentation reqUired on files IS

- Approved Cash Receipt Voucher

- Sales InVOices

B POSSIBLE EFFECTS OF NON-COMPLIANCE

1 Cash received may be lost or mlsappropnated

2 Cash may not be received nor deposited

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL © JM Management Services



IJMI

Step

No

1

2

3

CHAPTER II 1. 2

CASH RECEIPTS PROCEDURES

Procedures

- Receives cash from Payor and Issues

prenumbered Buktl Penerrmaan Kas (BPnKl

Cash Receipt Voucher) In one copy and

prenumbered KUltansl/Officlal Receipt (If

required)

- Asks Payor to sign BPnK In "DIBERIKAN OLEH

section

- Signs BPnK In KASIR" section

- Records the transaction Into Buku Kas Kaslr

(BKKs/Cash Book)

- Distributes cash Ku and Supporting Documents

as follows

- Ku to Payor

- Rp to Cash Box

- BPnK-1 BKKs to temporary file

- Forwards Rp BPnK-1 and BKKs to the Treasury

for review every week

- Checks conformity of Rp BPnK-1 and BKKs

every week

Initials BPnK-1 and BKKs to review eVidence

Instructs Cashier to depOSit cash/checks to the

Page

13

Effective Date

Responsible

Personnel

Cashier

Cashier

Treasurer

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL © JM Management SerVIces
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CHAPTER II. 1 2

CASH RECEIPTS PROCEDURES

Page

14

Effective Date

Step Procedures Responsible

No Personnel

bank

- Forwards BPnK-1 and BKKs to the Accounting

staff for checkmg

4 - Receives BPnK-1 and BKKs from Treasurer Accountmg Staff

- Checks and conforms BPnK-1 and BKKs

- Records the BPnK transaction

- Initials BPnK-1 and BKKs to check eVidence

- Dlstnbutes BPnK-1 and BKKs as follows

- BKKs to Cashier

- Files BPnK-1 by sequence

5 - Makes record In accordance with accountmg Accounting Staff

data processing system and procedures

- At month s end summarizes and posts account

totals to the General Ledger (GL)

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL © JM Management SerVices
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CHAPTER II. 2 1

IaiMI
INTERNAL CONTROL AND GUIDELINES ON

BANK RECEIPTS

A GUIDELINES AND INTERNAL CONTROL FEATURES

Page

16

Effective Date

1 The Cashier must Issue a KUltansl (Ku/Officlal Receipt) and Buktl Penenmaan Bank

(BPnB/Bank Receipt Voucher) for all bank receipts Supporting Documents If any should be

attached to the Bank Receipt Voucher

2 Ku and BPnB should be used In numencal sequence and controlled by the Treasurer VOided

or canceled Ku and BPnB must be marked BATAL or CANCELED and filed for future

reference

3 The functions of receiving bank and ISSUing Ku and BPnB should be assigned to a person

other than the Book Keeper or Accounting staff

4 Separate bank accounts should be maintained for IBI account Mother Care funds and other

funds of the Donor Agency so as to prevent the merging of funds

5 A person other than the Cashier should do a reconCIliation of banking transactions on a

monthly baSIS

6 MInimum documentation reqUired on files IS

- Approved Bank Receipt Voucher

- Sales InVOices

- Bank CredIt Memo for collections directly sent to the bank by the Payor

B POSSIBLE EFFECTS OF NON-COMPLIANCE

1 Recording and banking errors will remain undetected

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL © JM Management Services
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Step

No

1

2

3

CHAPTER II 2 2 1

BANK RECEIPTS PROCEDURES

Procedures

- Receives ChecklBllyet Giro (C/BG) from Payor

Receives Nota Kredlt (NKICredlt Note) from

depository bank eVidencing receipt

- Upon receipt of C/BG prepares one copy of

prenumbered Bukti Penenmaan Bank

(BPnB/Bank Receipt Voucher) Please refer to

Bank Transfer Procedure

- Upon receipt of NK from depository bank

prepares BPnB and signs BPnB In the "DIBUAT

OLEW section

Records the transaction Into Buku Bank Kaslr

(BBKsl Bank Book)

Forwards BPnB-1 NK and BBKs to the

Treasurer for review

- Requests Treasurer to sIgn KUltansl (Ku/Officlal

Receipt)

- Distributes

- Ku to Payor

- C/BG to Cash Box please refer to

Cash/ChecklBG Deposit to Bank

Procedure

- BPnB-1 NK BBKs to Treasurer

Page

17

Effective Date

Responsible

Personnel

Cashier

Cashier

Cashier

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL © JM Management SerVices
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Step

No

4

5

6

CHAPTER II 2 2 1

BANK RECEIPTS PROCEDURES

I

Procedures

Receives BPnB-1 NK and BBKs from Cashier

Checks and conforms BPnB-1 NK and BBKs

every week

Imtlals BPnB-1 and BBKs to review eVidence

Signs BPnB-1 In the "DIPERIKSA OLEH

section

- Forwards BPnB-1 NK BBKs to Accounting

Staff for checking

Receives BPnB-1 NK and BBKs from

Treasurer

Checks and conforms BPnB-1 NK and BBKs

Indicates In BPnB the records of the transaction

Initials BPnB-1 to check eVidence

Signs BPnB In the "DIBUKUKAN OLEW section

Dlstnbutes

- BBKs to Cashier

- Files BPnB-1 NK by sequence

- Makes record In accordance wIth accounting

data processing system and procedures

- At month s end summarizes and posts account

Page

18

Effective Date

Responsible

Personnel

Treasurer

Accounting Staff

Accounting Staff

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL © JM Management ServIces
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CHAPTER II 2 2.1 19

IaiMI Effective Date
BANK RECEIPTS PROCEDURES

Step Procedures Responsible

No Personnel

totals to General Ledger (GL)

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL © JM Management Services
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Step

No

CHAPTER II 2 3 1

NARRATIVE ACCOUNTING
PROCEDURES BANK RECONCILIATION

Procedures

Page

21

Be Effective Since

Responsible

Personnel

Receives Rekenlng Koran (RKlBank Statement)

and Buku Bank Kaslr (BBKs/Bank Book) from

Cashier

- Reconciles It With the corresponding GL

balance

Accountant

Prepares Rekonslhasl Bank

ReconclhatlOn) In 1 (one) copy

(RB/Bank

2

3

Prepares Buktl Jurnal (BJ/Journaf Voucher) In 2

(two) copies and signs BJ

- Forwards BJ-1 2 RB to the Treasurer

Reviews the bank reconcIliation statement and

investigates and Irregulantles discovered

Imtlals BJ-1,2 and Bank ReconcIliatIOn to

review eVidence

Accountant

Treasurer

Dlstnbutes

BJ-1 RB-1

-2

Accountant

Cashier

4

5

Receives BJ-2 from Treasurer and records It on

BBKs

Makes record In accordance of Accountrng data

processing system and procedures

Treasurer

Cashier

FINANCIAL SYSTEMS A"ID PROCEDURES © JM Management SeMces
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II 23 2 BANK RECONCILIATION PROCEDURES FLOWCHART

II
CAS HIE R

1 2
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TREA 5 URER
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I
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2
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CHAPTER II 2 3 1

I.JMI
BANK RECONCILIATION

PROCEDURES

Effective Date

Step

No

1

2

3

4

5

Procedures

• Receives Rekenmg Koran (RKlBank Statement)

and Buku Bank Kaslr (BBKsl Bank Book) from

Cashier

- Reconciles with the corresponding GL balance

• Prepares 1 (one) copy of Rekonsillasl Bank

(RB/Bank ReconcIliation)

Prepares 2 (two) copies of Buktl Jurnal (BJ/Journal

Voucher) and signs BJ

Reviews bank reconcIliation statement and

investigates any Irregularities discovered

Initials BJ-1 2 and Bank ReconcIliation to review

eVidence

Distributes

BJ -1, RB-1 Accounting Staff

-2 Cashier

Receives BJ-2 from Treasurer and records It on

BBKs

Makes record m accordance with accountmg data

processing system and procedures

Responsible

Personnel

Accounting Staff

Accounting Staff

Treasurer

Cashier

Accounting Staff

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL © JM Management Services
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CHAPTER II 3 1 ~I.JMI
INTERNAL CONTROL AND GUIDELINES ON

Effective Date

CASHlCHECKlBILYET GffiO (CHECK FOR
PAYEE'S ACCOUNT) DEPOSIT TO BANK

A GUIDELINES AND INTERNAL CONTROL FEATURES

1 MInimum documentation required on file IS

a Buktl Pengeluaran Kas (BPgKlCash Disbursement Voucher)

- Cash disbursement receipts to be deposited In Bank

- Cashier Issues and signs BPgK

- Treasurer checks each receipt and signs BPgK

b Buktl Penenmaan Bank (BPnB/Bank Receipt Voucher)

- Cash disbursement eVidence from Bank

- Cashier Issues and signs BPnB

- Treasurer checks each receipt and signs BPnB

c Slip Deposit (SDlDeposlt Slip)

- Cash disbursement eVidence from Cash/Bank for deposit In Bank

- Cashier prepares SDs

- Treasurer checks each receipt and signs SDs

- Cashier receives bank validated SO-Copy and records It In Cashier's Bank

Book

2 A person other than Cashier should do a reconcIliation of bank transactions on a monthly

basIs

B POSSIBLE EFFECTS OF NON-COMPLIANCE

1 Recording and Banking errors will remain undetected

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL © JM Management SerVices
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Page

CHAPTER II 3 2

Effective Date
CASHlCHECKlBILVET GIRO (CHECK FOR
PAVEE'S ACCOUNT DEPOSIT TO BANK

Step

No

Procedures Responsible

Personnel

1

2

3

4

Secures all cash/checks In cash box For cash

deposit prepares 1 (one) copy of Buktl

Pengeluaran Kas (BPgKlCash DIsbursement

Voucher) Slip Deposit (SO) and Buktl

Penenmaan bank (BPnB/Bank Receipt

Voucher)

- For non cash prepares SDs and BPnB

- Forwards SDs BPnB-1 Dokumen Pendukung

(DP/Supportmg Documents) to Treasurer for

review

- Requests Treasurer to sign BPnB-1 and SDs In

the "DIPERIKSA OLEH" and the PENYETOR"

section

- DeposIts Cash/Checks In Bank

- Receives Bank validated SD-2 from Bank and

files SD-2 with BPnB-1

Records the transaction mto Buku Bank kaslr

(BBKs/ Bank Book)

- Forwards BPnB-1. DP and BBKs to Treasurer

for reView, and requests Treasurer to sign BBKs

to review eVidence

Cashier

Cashier

Cashier

Cashier
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IaiMI

Step

No

CHAPTER II 3 2

CASHlCHECKlBILYET GIRO (CHECK FOR
PAYEE'S ACCOUNT DEPOSIT TO BANK

Procedures

EffectIve Date

Responsible

Personnel

5 Receives BPnB-1 OP and SOs fromTreasurer

and receives BBKs from Cashier

- Checks conformity of BPnB-1 OP SOs and

BBKs

- Indicates In BPnB the entry to record the

transaction

- Initials BPnB-1 to check eVidence

- Signs BPnB-1 In the "OIBUKUKAN OLEW

section

Files BPnB-1 SOs and DP nurnencally

Forwards BBKs to the Cashier

Makes record In accordance With accounting

data processing system and procedures

Accounting Staff

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL © JM Management Services
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II 1 3 OEPtEIT CASllICflECK/Bll VET GIRO TO DANK PROCEDURES HOi! ClWH

I,F1 ======(=A=S=fl=1E=R=======!:I~ ===A=C=C=O=U=N=TA=N=T==~I\

50 Of'

BPnB

- Chec~s conform,ly of BPnB-1 01' SDs
and BBr~

- Indlcale In lhe BPnB lhe enlry 10
rpcord lhe lransarllon

- Inillais BPnB-l 10 checl( evidence
- <;'9ns BPnO-l rn lhe OIBuYUKNI OLEIl

'Spclton
- F II eo; I\PnB-1 and suPporllng docunenls

I11.rner,cally
- Mal(es record In accord'3ncp of aCCI:lU"

tina data processln9 sySlem and pro
c..dures

o
Requesls Trea~urer lo s'8n BrnB-l
a~ 50s ,n OlfERIKSA tEH and

PENYEYOR se~llon

so BPnB

1

LEGEND

!:II' RupIah

(laG Cek/BI I yel G,ro

50 5111' Oet'OSlt
(51,1' Penyetoran)

BPnB Buktl Penpr'maan Bank
(Bank !:Iece,pI Book)

01' Document ppntlukuna
(Supperl,n9 Dorumenls)

I\B'~ Buku Bank K~slr

(Ban~ CashIer Book)

- R"rortl lhe lr dflS'l' I "., In lu Ilin ()III.
- Forwards BPnO-1 OP anti PIn -; to thp

Irpasurer for rpv,ew RpQUesls 10 S'9"
BBKs lo rOJIPW pVldenco
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Page

IJMI
BAB II 4 1

INTERNAL CONTROL AND GUIDELINES ON
BANK DISBURSEMENTS

Effective Date

A GUIDELINES AND INTERNAL CONTROL FEATURES

1 Bank Disbursement Voucher must be prenumbered

2 All disbursements other than those from the Petty Cash fund and/or Revolving Fund should

be made by check

3 Disbursements should not be taken directly from undeposlted collections or cash received from

third parties

4 All checks must be made payable to a specific payee Any draWing of checks payable to

"Cash or to "Bearer" should be avoided

5 In all cases there must be two check signatories The signing of checks should not be made

by authorized signatories without supporting documents Blank checks should never be

~

6 All bank Disbursement Vouchers must be verified by Accounting Staff and approved by the

responsible officer

7 All Bank Disbursement Vouchers together With supporting documents should be stamped

"PAID With the date of payment mdlcated thereon to prevent pOSSible recycling of supporting

documents for Illegal payments

8 VOided or spoiled checks must be properly marked 'CANCELED or VOided and filed for future

reference

9 Payees or persons receiving the check should acknowledge receipt of payment by signing on

the corresponding Bank Disbursement Vouchers

10 The preparation and release of checks should be separated from the recording function

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL © JM Management SeN/ces
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I~MI
BAB II 4 1

INTERNAL CONTROL AND GUIDELINES ON
BANK DISBURSEMENTS

Effective Date

11 Bank reconcIliation should be done monthly by persons other than those In-charge for the

Issuance safekeeping and Signing of checks

12 Minimum documentation reqUIred on files IS

- OffiCial Receipts

- Suppliers Sales InVOice

- Purchase Order

- Travel Order and Request for Cash Advances

- Other applicable documents

B POSSIBLE EFFECTS OF NON-COMPLIANCE

1 Management may disallow disbursements

2 Unauthorized persons may fraudulently cash checks

3 Signed blank checks may be mis-used by unauthorized personnel

4 Check payments may be duplicated

5 Banking and recording errors may remain undetected
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Step

No

1

2

3

CHAPTER II 4 2 1

BANK DISBURSEMENTS
PROCEDURES

Procedures

- Receives Map Tunggu (MTrremporary Files

Folder Ikhtlsar GaJI (IG/Salary Summary) Buku

Kas Kecil (BKKdPetty Cash Book) Istruksl

Tertuhs (ITIWntten InstructIon) buktl Pendukung

Ekstern (BPElSupportlng Documents) and Buktl

pengeluaran Kas kecil (BPKKlPetty Cash

Disbursements Vouchers) and names them

Buktl Pendukung Pembayaran (BPP/Payment

Supporting Documents)

- Prepares and checks 2 (two) copies of Buktl

Pengeluaran bank (BPgB/Bank Disbursements

Voucher)

- SIgns BPgB-1 2

- Forwards Check BPgB-12 and BPP to

Treasurer

- Receives and compares Check to BPgB-1 2 and

BPP from Cashier

- Signs Check BPgB-1 2

- Forwards Check BPgB-1,2 and BPP to

Chairman

- Receives and compares Check to BPgB-1 2 and

BPP

Page

EffectIve Date

Responsible

Personnel

Cashier

Treasurer

Chairman

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL © JM Management ServlCBs
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Step

No

4

5

CHAPTER II 4 2 1

BANK DISBURSEMENTS
PROCEDURES

Procedures

- Checks documents and signs check and BPgB

12

Asks Cashier to stamp PAID on all supporting

documents indicating the date of payment

Dlstnbutes

Check BPgB -1 BPP Cashier

-2 Accounting Staff

Receives BPgB-2 from Chairman and files

temporanly until BPgB-1 IS received

- Receives check BPgB-1 BPP from Chairman

and then refer to the following procedures

- II 5 3 no 4 Payable Venficatlon and

Payment

- II 7 3 no 3 Petty Cash Replemshments

- II 4 4 1 Payroll

Page

14

Effective Date

Responsible

Personnel

Accounting Staff

Cashier

6 - Receives and compares Buku Bank Kaslr Treasurer

(BBKs/Bank Book)-1 2 to BPgB-1 BPP from

Cashier

- Signs BBKs-1

- Dlstnbutes

BBKs -1 BPgB-1 BPP Accounting Staff
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Step

No

-2

CHAPTER II 4 2. 1

BANK DISBURSEMENTS
PROCEDURES

Procedures

Cashier

Page

15

EffectIVe Date

Responsible

Personnel

7 - Checks numencal sequence of BPgB and the Accounting Staff

sumatlon dlstnbutlon and completeness of

supporting documents

- Checks and compares BBKs to BPgB and BPP

from Treasurer

- Makes record In accordance WIth accounting

data processing system and procedures

- Monthly summanzes all entries made In bank

Disbursements and posts account totals to the

General Ledger
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L L FAYROLL PROCEDURES FLOW CHART

lip::==5=E=CR=E=T=A=R=1=AT===nll======i=R=E=AS=U=P=E=R=====II

End aT month, collects Per
sonal List, Present List and
other Information from the
Chairman

KG
Ix

DG
(prIor 'year)

- Checks KG. DG, 1G and prior
rronth DG

- Signs DG and 1G
- Asks Chairman to sign DG and

16

See II 4 2 ~ Bank Disbursements
Procedures

On pa)'ment day

KG

- Pays Salary to Employees
- As~s employees to count cash

and sign KG
- CoPies DG In 3 (three) copies

LEG END

Kb Kartu GaJI (Saldry Card)

DG Daftar (aJ I (Salary Llst l

1G 1khtlsar GaJI (Salarl Summdr/)

- 32 -

KG

DG

I,CI-2
DG



Fro~Pdur II 4 2 2

~lal aman 2 dar I 2

8PgB

Signs BBKs
I

I! ( ASH I ER I! TREA 5 URER II A( ( 0 UNTAN T !I
I _ II II I

Iii

LEG END

Makes record In accordance
of accounting data proce~s

Ing system and procedures

oBuktl Pengeluaran Ban~ (Bank Disbursements Voucher)

Buktl Pendukung Pembayaran (Payment Supporting Documents)

Buku Bank Kaslr (Bank (ashier Book)

Tanda Terlma 8u~tl Pe~aglhan (Collection Receipt Voulher)

SPgS

BPP

BBKs

TTBP

- 33 -
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Step

No

2

3

4

CHAPTER II 4 3 1

PAYABLE VERIFICATION AND
PAYMENT PROCEDURES

Procedures

- Receives Faktur/KUltansl (InvOIce/Official

Receipt) onglnal and copy of Surat Jalan

(SJ/Dellvery Order) and Order Pembehan

(OP/Purchase Order) from Supplier all of which

are then named Buktl-buktl Penaglhan

(BSP/Collectlon Vouchers)

- Stamps venficatlon on F/K (Involce/offical

receipt)

- Returns copy of Delivery Order to Supplier

Puts BSP In Map Tunggu (MTlTemporary Files

Folder) and submits It to Accounting Staff

- Compares SBP to OP-2 on file

Signs the payable venficatlon stamp

Forwards MT to Treasurer

- ReViews completeness of supporting documents

and conforms documents submitted

- Signs the payable venficatlon stamp

- Asks Cashier to prepare check

Page

32

Effective Date

Responsible

Personnel

Secretanat

Secretanat

Accounting Staff

Accounting Staff
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Step

No

5

CHAPTER II. 4 3 1

PAYABLE VERIFICATION AND
PAYMENT PROCEDURES

Procedures

Receives MT from Treasurer

- Checks documents validity

- SIgns the payable venficatlon stamp

- Prepares check (refer to II 4 2 1 Bank

Disbursements Procedure no 1-4)

Page

33

Effective Date

Responsible

Personnel

CashIer

6 ON THE PAYMENT DATE

- Receives SJ-copy from SupplIer

- Prepares Check Buktl Pengeluaran Bank

(BPgB/Bank Disbursement Voucher) on file

- Compares SJ-copy with Check and BPgB

- Makes payment and asks receiver to sign BPgB

Please refer afterward to II 4 1 Bank

DIsbursements no 5-7

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL

Cashier
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II 4 3 2 PAYN\lE VERIFICATIOO NIl PAYI![NT PROCEOlIlES FlOi CHNlI

SECRETARIAT

- St6l1'5 Ver I r I calion en FIK
- Th. doc.l.ITJEPnls cal fed BBP

A

ACCOUNTANI

SignS on lhe payable
verification sl.,,-o

LEGEND

IREASURER

- Checks the val,d, ty
doc'.rnents

- SignS en lhe payable
ver r.cal ion stcrrp

- Asks Cash I er to pr.,
pares check

CASHIER

- Che-k tho valId, ty docunenls
- 5'gns en the payable verlflCallon

starro

- ~~eaDt;b~:~t~~::~~~~~)4 3

FIle: : Fakt.ur (1nVOlce)

SJ S....at Jalan (Delivery O"der)

cP O"der P...oellan (Po.rchase O"der)

BOP Bukt -bukl. Pen~9.han (Collect.on Vouched

HT Mao Tur>Q9U (Wailing Mao)

BPg8 Bukll Pengeluaran Bank (Bank DlslKrsenenls Voucher)

IHI' JH/II 3 2/5/971
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I~MI
PAYROLL PROCEDURES

Page

35

Effective Date

Step

No

1

2

3

Procedures

At month s end collects Personal List Present

List and other mformatlon from ChaIrman

Prepares 1 (one) copy of Kartu Gall (KG/Salary

Card) Daftar GaJI (DG/Salary List) Ikhtlsar Gall

(IG/Salary Summary)

Forwards KG DG and IG to the Treasurer

Receives KG DG and IG from Secretariat

checks conformity of KG DG and IG

Compares KG DG and IG to prior year's DG

Signs on DG and IG

Asks the Chairman to sign DG and IG

See II 4 2 2 Bank DIsbursements Procedures

- On payment day prepares and compares cash

amount to KG and DG from files

- Pays Employees salary

- Asks employees to perform phySical count

receipt and signs KG

- Prepares 3 (three) copies of DG

- Distributes KG, DG DG-C as follows

Responsible

Personnel

Secretariat

Treasurer

Treasurer
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IaiMI Effective Date
PAYROLL PROCEDURES

Step Procedures Responsible

No Personnel

- DG-1 C 1-2 to Dana Abadl s Foundation

- Files DG C-3 KG

.
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CHAPTER II 5 1

INTERNAL CONTROL AND GUIDELINES ON PETTY
CASH AND REVOLVING FUNDS DISBURSEMENTS AND

REPLENISHMENTS

Page

37

Effective Date

A GUIDELINES AND INTERNAL CONTROL FEATURES

1 The Petty Cash Fund and/or Revolving Fund should be maintained at fixed amount (e g Rp

500 000 00 or depending upon dally operatmg needs) for minor and recurring expenses

and/or advances

2 The Fund(s) should be kept under the Imprest system At any given time the Fund(s) set-up

should equal the sum of the unreplenlshed Petty Cash/Revolving Fund Vouchers

unliquidated cash advances plus rema,ning cash In the Fund(s)

3 A maximum Single disbursement limit (e g Rp 100 00000) must be set and all non-recumng

disbursement exceeding thiS limit must be paid by check

4 The Fund(s) should be phySically segregated from the Custodian s personal and other cash

funds

5 The Fund(s) should not be used to accommodate personal and company checks Issued by

other parties

6 The Petty Cash Fund and all supporting documents should be stamped "PAID" With the

date of payment indicated thereon to prevent re-use of supporting documents

7 The Fund Custodian should maintain a cash box (with lock) and the box keys should be kept

In a secure place Access to the funds should be restrrcted to one or not more than two

people

8 An indIVIdual Subsidiary ledger should be maintained for all employees With recumng cash

advances

9 Buku Kas Kecil (Petty Cash Book) should be reviewed and approved by an authOrized

officer

10 The aforementioned controls should be applied to both the office and the project site to

ensure proper control of advances to projects

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL © JM Management Services
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CHAPTER II 5.1

INTERNAL CONTROL AND GUIDELINES ON PETTY
CASH AND REVOLVING FUNDS DISBURSEMENTS AND

REPLENISHMENTS

Page

38

Effective Date

11 MInimum documentation required IS

a Approved petty cash voucher

b Onglnal copies of supporting documents I e inVOice as Official Receipts (OR)

c Any other supporting documents that may be secured

C POSSIBLE EFFECTS OF NON-COMPLIANCE

1 Petty/Revolving Cash may be mlsappropnated

2 Double payments

3 Long unliquidated cash advances

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL © JM Management Services



I..IMI

Slep

No

CHAPTER II 5 2

NARRATIVE ACCOUNTING PROCEDURES
PETrY CASH AND REVOLVING FUNDS,

DISBURSEMENTS AND REPLENISHMENTS

Procedures

A REVOLVING/REPLENISHMENTS

Page

42

Be Erreclive Since

Responsible

Personnel

- Based on organization regulation and based on

wntten instruction of the Chairman prepares

check and 2 (two) copies of Buktl Pengeluaran

Bank (BPgB/Bank Disbursements Voucher)

Cashier

2 Performs II 4 3 Checks Disbursements Cashier

3

4

5

Procedures No 1 sid 3

Cashs check and signs BPgB 1 as eVidence of

receipts

- Records check and BPgB-1 on Buku Bank Kaslr

(Bank Cashier Books) (See II 4 3 Checks

Disbursements Procedures)

B DISBURSEMENTS

- Receives approved Buktl Pendukung Ekstern

(BPE/Supportlng Documents) from ReqUlsl

tloner

- Prepares 1 (one) copy of Buktl Pengeluaran

Kas Kecil (BPKKJ Petty Cash Disbursements

Voucher)

- Asks ReqUlslhoner to sIgn BPKK-1 and Issues

cash to Requlsltloner (If BPE > KB)

Stamps LUNAS (PAID) In BPKK and BPE

Cashier

Cashier

Cashier
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Step

No

CHAPTER II 5 2

NARRATIVE ACCOUNTING PROCEDURES
PETTY CASH AND REVOLVING FUNDS,

DISBURSEMENTS AND REPLENISHMENTS

Procedures

Page

43

Be EffeclJve Smce

Responsible

Personnel

6 Based on BPEs and BPKK-1 prepares 2 (two)

copies of Buku Kas Kecil (BKKclPetty Cash

Book)

- Forwards BKKc and Supportmg Documents to

the Treasurer

- Requests Treasurer to sign BKKs to eVidence

review

If Petty Cash Balance has reached minimum

balance Repeat Procedures no 1 sId 3

Cashier

Dlstnbutes

BKKs1 BPKK BPE

2

Accountant

File

7 Checks confirmlty of BPKK -1 BPEs and

BKKs-1

- Indicates In the BPKK the entry to record the

transactIon

Imhals BPKK-1 and BKKc-1 to check eVIdence

Files BPKK-1 and BPEs numencally

File BKKc-1

Makes record In accordance of accountmg data

processing system and procedures

Accountant
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I..IMI Be EffectIVe Smce
NARRATIVE ACCOUNTING PROCEDURES

PETTY CASH AND REVOLVING FUNDS,
DISBURSEMENTS AND REPLENISHMENTS

Step Procedures ResponsIble

No Personnel

- At month end summarizes and posts account

total from Petty Cash to the General Ledger

(GL)

FINANCIAL SYSTEMS AND PROCEDURES © JM Management SeMces
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IA RElIOlvm:;fREPLENI,Hlof:ms B DISBURSEr.t:ms

Ch@ck@d and s 9"@d by
Ault-or I zed orr cer

- Ch@cks conI rml tv 01 OPkK I Brb and
BKkc-1

- Indlcales ,n the BPKK the entry to
r@cerds the transactIon

- lnillais BPKK-I and BKKC-I to check
evidence

- f II@s BPl.K I and SPEs nuner call y
-FllesBKKc 1
- Makes ,.eco-d In acco-clrvlCP t:'( acrOlY'lf-

Ing data proceSSing sYStem and proee
dures

BPKK

to

In BPE

BPKK

- For-wards BKKc to Treasurer ler

~~~:s, ~1ooO~i=~s 01 apgr-o-
ved Bkkc

- (I Peltv cash ba Ionce has rea-
chpd mlnll1un balance repeat
procedures Ib I - ]

o-----'-----

- Cashs Ch@ck
- S,OOS BPQll-1
- Kee/ls Cash

Based en O""qan.zat'cn r-eaulatton
.nd b~sed on wr"',Hen Instrucl_en
01 the (ha,""""

lEGEND,

BP96

BBKs

BPE

BPKK

BKKc

Bukll ppngeluaran Bank
{Bank Disbursements Voucher I

t Bu"'u Bank 1(01... ,.
(Bank Cash. er Book)

BoJkt. Pendukung Ekstern
ISlJIlPCr"t.ng Ilo<:unents)

r Bukb Pengpluaran Kas JC'ec I
<PeUv c..sh Disbursements Vaucher'

Buku Kas Keel I
CPetty Cash Book)
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CHAPTER II 6 1 1

INTERNAL CONTROL AND GUIDELINES
OF CASH ADVANCES AND LIQUIDATION

FROM PETTY CASH

Page

46

Be Effective Since

A GUIDELINES AND INTERNAL CONTROL FEATURES

1 The authorrty to Issue Cash Advance Slip (Kas Bon/KS) should be restncted to the

SupenorlTreasurer on her deSIgnated representatIve

2 The Petty Cash Disbursement Voucher, The Cash Advances Slip and all supporting

documents should be reviewed for availability of funds pnor to the approval by the

SupenorlTreasurer

3 The Petty Cash Disbursement Voucher and all supporting documents should be

stamped "PAID' with the date of payment (Indicated thereon) to prevent

unauthonzed reusage thereof

4 Cash advances should be liquidated wIthin 2 (two) days after the completion date of

the activIty for which the advances IS made

5 Cash advances Intended for personal purposes

6 No new cash advance shall be given to a person wIth unliqUidated cash advances

7 MInimum documentations are required on files

a Approved Petty Cash Disbursement Voucher

b Supporting Documents

S POSSIBLE RESULTS FOR NON-COMPLIANCES

1 Cash advances may be used for Items not authonzed by the SupenorlTreasurer

2 Double payment of some transactions

3 Long unliqUidated cash advances
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Step

No

CHAPTER II 6 1 2

NARRATIVE ACCOUNTING PROCEDURES
CASH ADVANCES AND LIQUIDATION

FROM PETTY CASH

Procedures

A REQUISITION

Page

47

Be Effecllve Since

Responsible

Personnel

2

3

- As ReqUired Rp

- Prepares 1 (one) copy of Kas Bon (KB/Cash

Advances Slip)

- Completes the fonn properly and indicates the

date amount needed and purpose of the cach

advance

Presents KB-1 to the Supenor for review and

approval

Forwards KB-1 to Cashier

Receives KB 1 from the RequlsltlOner and

Issues cash

- Asks RequlsltlOner to sign KB-1

- Files KB-1 temporanly

- After spending the money submit the Buktl

Pendukung Ekstern (BPE/Supportlng

Documents from Extern)

Presents all the documents to the Supenor for

review and approval on the documents

Requlsltloner

Cashier

ReqUlsltloner

FINANCIAL SYSTEMS AND PROCEDURES © JM Management SerVices
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Step

No

CHAPTER II 6 1 2

NARRATIVE ACCOUNTING PROCEDURES
CASH ADVANCES AND LIQUIDATION

FROM PETrY CASH

Procedures

- After approval presents all the documents to

the Cashier

B LIQUIDATION rrWO DAYS AFTER

TRANSAC-TION)

Page

48

Be Effective Since

Responsible

Personnel

4

5

Compares supportrng documents to KB-1 on file

to determrne the amount due from or

refundable to the ReqUlsltroner

a If BPE =KB performs procedures no 6

b If BPE > KB Issues cash and performs

procedures no 6

c If BPE < KB receives remarnrng cash and

procedures no 6

- Prepares 1 (one) copy of Buktl Pengeluaran

Kas Kecil (BPKKI Petty Cash Disbursements

Voucher)

- Signs BPKK-1

- Asks Requlsltloner to sign BPKK-1

- Forwards KB-1 and cash (see II 6 1 3 Cash

Advances and liqUidatIOn from Petty Cash

Procedures no Sb) to ReqUlsllloner

- Stamps "LUNAS/PAID With 10k on the BPE and

BPKK Indicates there on the date of payment

Cashier

Cashier
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Step

No

CHAPTER II 6 1 2

NARRATIVE ACCOUNTING PROCEDURES
CASH ADVANCES AND LIQUIDATION

FROM PElTY CASH

Procedures

- Records Petty Cash Disbursement on Buku Kas

Kecil (BKKc/Petty Cash Book)

Page

49

Be Effective Since

Responsible

Personnel

6 - If Petty Cash Balance has been over than

Reimbursement see II 7 3 Petty Cash and

Revolvmg Funds Disbursement and

Replenishments Procedures no 1-3

Cashier
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II 6 I 3 CA5H ADV,IJ(ES AllO lIClJIDAlllll FRO! PETTY OSH PROCEDlRlES FtO* CHARI

REOUISIIIONER

REOJISITIClI

CASHIER
!I

:~~~~~'i:r; t~fch~~~h
advance and aoorove KB

Ask'S Requ s t C)I"'I@.... to 'S 9" 1(8 and
I '5~ le~ c.:.sh to Rpou So I II onpr

If eJ(lsl

BPE

Presents all the OXlll1<!f1ts
to the supe".er fOt'" "'e>Jlew
.and .-ppr"ova I en the docu
nwantc;

4a BPE • K8 4b BPE ) KB 4C BPE ( KB

BPE

B lIOJIDATlCI'I

1110 DAYS AFTER TRAN"A(TI(~

BPKK
Ix

tEGEND _L$J
Ir PpH y Cash ba I ante has rpached
m,n,nun balance see [[ , 3 Pelly
Cash and Revolvl"9 Funds Dls
bursl!fh!nts and Reple" shnents
Procedl..-es no I 3

- SO -

o-Asks Rl!<lUlsllioner to sign BPYK-I
- Signs BPKK-I
- Sl"""s PAID w lh ,nk cn the BPe and

BPKK IndIcates there on the dale of
pa,menl

BP~K

BrE

~adu Bon
(Cash Advance ,I,p)

Buk t PendoJk\m9 Ekstern
($uppe.-t "'9 Doc:unents I

Buktl Pe"geluaran Kas keel I
(Pelly Cash D,sbursements Voucher)

Buku Kas Kec' I
(Petty Cash Book)
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CHAPTER II 6 2 1

INTERNAL CONTROL AND GUIDELINES
OF CASH ADVANCES AND LIQUIDATION

FROM BANK

Page

51

Be Effectrve Since

A GUIDELINES AND INTERNAL CONTROL FEATURES

1 The authonty to Issue Cash Advance Slip (Bon Uang Muka/BUM) and Travel Order

and Request for Cash Advance should be restncted to the Chalrman/ProJect

DlrectorlSupenor or her designated representative

2 All Cash Advances Slip should be reviewed for availability of funds pnor to the

approval by the Chairman

3 The LiqUIdation Report (Pertanggung-Jawaban Uang Muka/PJUM) the Travel

Expenses liquIdation Report, and all supporting documents should be stamped

PAID' with the date of payment to prevent unauthonzed reusage

4 Cash advances should be liquidated within 2 (two) days after the completion date of

the activity for which the advances IS made

5 Cash advances Intended for personal purposes are not allowed

6 Cash advances shall be made only for expenses that are Included In the budget

approved by management

7 No new cash advance shall be given to a person with unliqUidated cash advances

8 MInimum documentations are reqUIred on files

a Approved Cash Advances Slip

b Liquidated Report or Travel Expenses LiqUidation Report properly supported

With plane tickets InVOIces, OfficIal Receipts etc

FINA/IoCIAL SYSTEMS AND PROCEDURES © JM Management SefVIces
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CHAPTER II 6 2 1

INTERNAL CONTROL AND GUIDELINES
OF CASH ADVANCES AND LIQUIDATION

FROM BANK

Page

52

Be Erfectlve Since

B POSSIBLE RESULTS FOR NON-COMPLIANCES

1 Cash advances may be used for Items not authorized by the Chairman/ProJect

Director

2 Double payment of some transactions

3 Long unlIqUidated cash advances
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Step

No

CHAPTER II 6 2 2

NARRATIVE ACCOUNTING PROCEDURES
CASH ADVANCES AND LIQUIDATION

FROM BANK

Procedures

A REQUISITION

Page

53

Be EffectIVe Since

Responsible

Personnel

1

2

3

- As Required Rp

- Prepares 2 (two) copIes of Bon Uang Muka

(BUM/Cash Advances Slip)

- Completes the form properly and indicates the

date amount needed and purpose of the cash

advance

Presents BUM to the Supenor for review and

approval

Forwards BUM to Treasurer

Checks BUM agamst the approved budget

- Signs BUM to review eVidence/approval

- Forwards BUM to the Cashier and gives

instruction to prepare check for payment

Prepares check (see II 4 2 Bank Disbursements

Procedures)

- Files BUM-2 temporanly and Issues check to

the RequlsltlOner

- Forwards BPgB-1 and BUM-1 to the

Accountant

ReqUlsltlOner

Treasurer

CashIer
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Step

No

CHAPTER II 6 2 2

NARRATIVE ACCOUNTING PROCEDURES
CASH ADVANCES AND LIQUIDATION

FROM BANK

Procedures

Page

54

Be Effective Since

Responsible

Personnel

4

5

6

7

Checks conformity of BPgB-1 and BUM-1

Indicates m the BPgB the record of the

transaction

- Initials BPgB-1 to check eVidence

- Makes record m accordance of Accountmg data

processmg system and procedures

B LIQUIDATION (TWO DAYS AFTER

TRANSAC·TION)

- After spendmg money and with the available

Buktl Pendukung Ekstern (BPE/Supportmg

Documents) prepares Pertanggunmawaban

Uang Muka (PlUM/LiquidatIOn Report) to

determme the amount due from or refundable

- Presents PlUM together with the BPE to the

Superior for review and approval

- After approval presents all the documents to

the Treasurer

Compares PJUM to BPE agamst the approved

budget

Signs PlUM to review eVidence/approval

Forwards all documents to Cashier

Accountant

Requlsltloner

ReqUlsltlOner

Treasurer

FINANCIAL SYSTEMS AND PROCEDURES © JM Management Services
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Step

No

CHAPTER II 6 2 2

NARRATIVE ACCOUNTING PROCEDURES
CASH ADVANCES AND LIQUIDATION

FROM BANK

Procedures

Page

55

Be Effective Since

Responsible

Personnel

8 - Compares PJUM and BPE agamst the BUM 2

on file to determme the amount due from of

refundable to the RequlsltlOner

- a If BPE =BUM -2 performs procedures no 8

b If BPE > BUM -2 repeat procedures no 3

c If BPE < BUM -2 prepares 1 (one) copy of

BuktJ Penenmaan Bank

Cashier

(BPnB/Bank

Voucher)

procedures no 8

Receipt

performs

9

10

After the reimbursement has been made to the

Requlsltloner stamps LUNAS/PAID" on PJUM

BPE and BUM and mdlcates there on the date

of payment (BUM should be attached to the

PJUM as part of BPE)

- Forwards PJUM BUM and BPE to the

Accountant for prepanng the Journal Voucher

(JV)

Checks conflrmlty of PJUM BUM 2 BPE and

BUM-1 on file

- Inrtlals PJUM to check eVidence

- Post JV to the General Ledger and files the JV

together With BUM PJUM and BPE

numencally

Cashier

Accountant
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CHAPTER II 7. 1

IJMI
INTERNAL CONTROL AND

GUIDELINES ON PURCHASES

A GUIDELINES AND INTERNAL CONTROL FEATURES

Page

54

Effective Date

1 All purchases other than those through the Petty Cash Fund should be supported with a

Purchase Order (Order Pembellan/OP)

2 Supplier selection should be followed whenever practicable to ensure that goods of

satisfactory quality are acquired at a reasonable price and terms of payment

3 OP and the bid of selected suppliers should be the basIs for preparing OP OP should be

prenumbered

4 Purchases should be made wIth the following gUidelines

a Quantity and speclficatrons ordered should correspond to the quantities and

speCIfications inVOiced and received

b Goods of satisfactory quality are acquIred at a reasonable pnce and

c All goods being paid must be accepted In good order

5 Payments to suppliers should be properly approved and must be prepared by check In the

name of the suppliers

6 Purchases must be In accordance with approved budget In the grant agreement and

approved by authorized officer

7 MInimum documentation required on file IS

- Approved Purchase Order

- Price LIst from three (3) suppliers

- Sales InvoIce of supplier

B POSSIBLE EFFECTS OF NON-COMPLIANCE

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL © JM Management Services



Page

CHAPTER II 7 1 55

I.JMI Effective Date

INTERNAL CONTROL AND
GUIDELINES ON PURCHASES

1 Unnecessary Items may be ordered/purchased

2 Selected suppliers may be of disadvantage to the project

3 Damaged goods may be accepted

4 The quantities and specifications of the goods inVOiced and received may differ from the

quantities and specifications ordered .
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Step

No

CHAPTER II 7 2

NARRATIVE ACCOUNTING
PROCEDURES OF PURCHASE RECEIPT

Procedures

A PURCHASE

Page

59

Be Effective Since

Responsible

Personnel

2

3

Based on Purchase RequIsItion prepares 3

(three) copies of Order PembelJan

(OP/Purchase Order)

Asks Authonzed Officer to sign OP and stamps

on OP

Dlstnbutes

OP 1 Supplier

-2 Accountant

-3 Purchase ReqUlsltloner

Receives OP-3 from Secretanat and records

purchase on Buku Kontrol Pembellan (BKPb/

Purchase Control Book) files OP-3 and BKPb

B RECEIPT

- Receives Faktur (Fllnvolce) Surat Jalan (SJ/

Delivery Order) - Ongmal/copy goods from

Supplier and compares to OP-3 on files

- Inspects and count the Items/goods before

acknowledging receipt

- Compares OP-3 to SJ and Items/goods

received

Secretanat

Purchase ReqUlSltloner

Purchase Requlsilioner
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Step

No

CHAPTER II 7 2

NARRATIVE ACCOUNTING
PROCEDURES OF PURCHASE RECEIPT

Procedures

- Signs on the SJ to acknowledge receipt of the

Items delivered and to check eVidence

agamst OP

Records goods to Kartu Barang (KB/Stock

Card)

Forwards F SJ-A C OP-3 to the Secretarrat

Page

60

Be Effechve Since

Responsible

Personnel

4 Receives F SJ-A C OP-3 from Purchase

Requlsltloner

- Records goods receipt on Buku Kontrol

Pembehan (BKPb/Purchase Book)

- Referrmg to payable and verrficatlOn

procedures

Secretarrat

FINANCIAL SYSTEMS AND PROCEDURES © JM Management SefV1ces
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II 7 3 PURCHASES PROCEDURES

II
PURCHASE REQUISITIONER

'III
SEC RET ARI AT

PURCHASEII A

Based Purchase ReqUlsltloner
3

OP ---·EJrPb3x-_..

OP

B RECEIPT

OP

- Asks Authorized Officer to
sign OP

- Stamps on OP

3

- Compares Goods, SJ-A C.
F to OP-3

- Signs SJ-A,C

I

o
5

OP

I

EJReferred to payable and
verification procedures

LEG END

OP Order Pembel Ian (Purchdse Order)

F Faktur (Invoice)

SJ Surat Jalan (Del Ivery Order)

BKPb Buku Kontrol Pembel Ian (Purchase Order BooK)

~B Kartu Barang (Stock Card)
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I.JMI
INTERNAL CONTROL AND

GUIDELINES ON SALES

A GUIDELINES AND INTERNAL CONTROL FEATURES

Page

59

Effective Date

1 All sales of inventories should be supported by prenumbered Delivery Order (Surat

Penglrlman Barang/SPB) The SPB will be the baSIS for recording revenue

2 The Accounting Staff should maintain Accounts Receivable Subsidiary Ledger (ARSL) for

each buyer/customer to record and mOnitor the movements of the customer's account The

ARSL WIll be the baSIS for tne preparation of the Statement of Accounts (SA)

3 All cash/checks and the related SPB should be submitted to the Cashier at the end of the day

or upon arnval from an out-of-town sales triP by the salesperson

4 The Accounting Staff should account for the numerical sequence of the form submitted SPB by

the salesperson

5 The SPB should be recorded In the Accounts Receivable Book (Buku Plutang/BP) on the date

of Incurrence

B POSSIBLE EFFECTS OF NON-COMPLIANCE

1 Sales proceeds may be misappropriated by a salesperson

2 Some uncollected customer's accounts may remain undetected

3 Sales revenues may not be reported

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL © JM Management Services
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Step

No

CHAPTER II 8 2 1

NARRATIVE ACCOUNTING
PROCEDURES SALES AND DELIVERY

Procedures

Page

63

Be Effective Since

Responsible

Personnel

2

Receives confirmation from Customer and checks

Inventory

a If available rnstructs secretanat to prepare

Surat Penglnman Barang (SPBlDellvery Order)

b If not available performs II 103 Purchase and

Receipt Procedures

Based on instruction from Goods Owner

prepares 4 (four) copies of SPB and stamp

"IBI"

- Asks authonzed officer to sign SPB 1-4

- Stamps IBI

Dlstnbutes

Goods Owner

Secretanat

SPB-1 23

-4

Goods Owner

File

3

4

Receives SPB-1 2 3 from Secretanat and sign

SPB 1-3 for Delivery

Prepares Goods In confrrmance wrth SPB

Records delivery on Kartu Barang (KB/Stock

Card)

Delivers Goods through ExpeditIOn

Goods Owner

Goods Owner

FINANCIAL SYSTEMS AND PROCEDURES © JM Management Servrces
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Slep

No

CHAPTER II 8 2 1

NARRATIVE ACCOUNTING
PROCEDURES SALES AND DELIVERY

Procedures

- Asks Expedition to sIgn SPB 1-3

- Dlstnbutes Goods SPB-1 23 to expedition

Page

64

Be Effechve Smce

Responsible

Personnel

5 Receives Goods SPB-1 23 from Goods

Owner

Forwards Goods lo Customer

Ask.s Cuslomer to sign SPB 1-3

Dlstnbutes

Expedition

SPB-1

Goods SPB-2

SPB-3

Accountanl

Customer

Goods Owner

6 - Receives SPB-3 from ExpedItIon

Records SPB-3 on Buk.u Plutang (BP/Accounl

Receivable Book)

File SPB-3

Goods Owner

7 - Receives SPB-1 from Expedltron At month

end summanzes and posts account totals to

General Ledger (GL)

FINANCIAL SYSTEMS AND PROCEDURES © JM Management SefVIces
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II 8 2 2 WES 00 DELIVERY PRlXIIllJlES FLOII own

SECREIARIAT

I!
EXPEDITION AC(OJNTANT

- Fcrvards Cloods lo Cl$lcrner
- Asks CuslCll<!l" to s.9" SPB

I 3

4<

- Asks Aultn-. ed Off lcer
lo sign SPll I 4

- Sl""'5 181 on SI'l!

SPll

Perfonns II
Procedlre'S

Rete Iyes CO'll l.-mat fen
fn:Jll Custoner

1-3 for d<!I,verY

I 2 3

- Dellv...s Goods ltrcugh
E:.pedtlton

- Ask5 E><P<Id.l on lo 51gn
SPa 1-3

SPa
l~GEND

SPll Strat Penglrllnan BaranQ lDel.vpry CTder)

kB Karlu Barang (Slock Card)

OP Buk,", Plulang CAcCCUlt Receivable &x:Ik 1
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Step

No

1

2

CHAPTER II 8 3 1

NARRATIVE ACCOUNTING
PROCEDURES COLLECTION

Procedures

A COLLECTION

- 3 (three) days before Surat Pengmman Barang

(SPBlDehvery Order) IS due prepares 2 (two)

copies of Surat Taglhan (ST! Collection Bill)

Dlstnbutes ST-1 to Customer and Files ST-2

SPB-3

B COLLECTION RECEIPT

- Receives cash and ST (ST-1 If required) from

Customer

Retneves ST-2 and SPB-3 from file

Compares cash and ST-1 to ST-2 and SPB 3

Counts cash receipt

Records the transaction on Buku Plutang (BPI

Account Receivable Book)

a If Cash Performs II 1 3 Cash Receipt

Procedures

b If non Cash, Performs II 2 3 Bank ReceIpt

Procedures

Page

66

Be EffectIVe Since

Responsible

Personnel

Goods Owner

Goods Owner

Goods Owner
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II 8 3 2 COLLECTION AND COLLECTION RECEIPT PROCEDURES FLOWC~~T

I!~A=========G=O=O=D5=0W=N=E=R========~II
COLLECTIGI'I B rGLECTION RECEIPT

3
ST

- Pe+rleves ~T-2 and SP-3 from files
- C=mpares cash and 5T-1 to 5T-2 and

SPB-3
- v:un+s cash recelot

3

2

5T

3 (three) days before SPB
IS due

5T

5T

5Pl)

0---~-

Performs II 2 2 2
Bank Receipts
procedures

LEG END

SPB 5urat Penglrlman Barang (Opl Ivery Order)

5T 5urat Taglhan (Collection Bill)

BP Buku Plutang (Account Receivable Boo~)
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BAB III

ACCOUNTING CONTROLS AND
PROCEDURES

Page

68

Be Effective Since

A BASIC FEATURES

The pnnclpal objectives of any accounting control system are to physically safeguard the

organization S assets I e to prevent fraud and other losses and to ensure the accuracy and

completeness of the accounting records To achieve these objectives the accounting system

should be designed In accordance with the followmg basIc Internal control features

1 Segregation of duties (I e physical control over assets must be separated from

recordmg and operational function)

2 Appropnate authonzatlon of transactions

3 Internal check and balances

4 Adequate management supervision, and

5 Plan of organrzatlon

The succeeding sections descnbe the standard mtemal accountmg control gUidelines and

procedures for each major sub-system takmg mto consideratIOn the above mentioned

features

B GENERAL ACCOUNTING SYSTEM

The General Accountmg System classifIes and presents the flow of accountmg mformatlon

from the ongmal source documents to the books of ongmal entry mformatlon from the ongmal

source documents to the book of ongmal entry Oournals) and eventually to the book of

finalentry (general ledger) The generelledger IS the basIs for the preparation of penodlc tnal

balance and vanous financial reports
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ACCOUNTING CONTROLS AND
PROCEDURES

Page

69

Be EffectIVe Since

The system mcludes

1 Coded chart and descnptlon of accounts

2 Internal control features

3 Financial gUidelmes

4 Detailed narrative accountmg procedures and Illustrative Journal entnes

5 Procedures flowchart of major sub-system and

6 Exhibit of accountmg forms used m processmg and recordmg

Vouchers used

1 Buktl Penenmaan Kas (Cash Receipt Voucher)

2 Buktl Pengeluaran Kas (Cash Disbursement Voucher)

3 Buktl Penenmaan Bank (Bank Receipt Voucher)

4 Buktl Pengeluaran Bank (Bank Disbursement Voucher)

5 Buktl Pengeluaran Kas Kecil (Petty Cash Disbursement Voucher)

6 KUltansl (Official Receipt)

7 Surat Pengmman Barang (Delivery Order)

8 Ikhllsar GaJI (Salary list)

9 Buktf Jurnal (Journal Voucher)

C BOOKS OF ACCOUNTS AND SUBSIDIARY CONTROL RECORDS

Special multi-column books of accounts are used to facIlitate the recordmg postmg and

classlfymg of fmanclal transactions The books of accounts are the sources of mformallon for

the preparallon of management reports Subsidiary records are set up for major accounts

with numerous components for recordrng and mternal control purposes A bnef description of

lhe books of accounts and SubsIdiary control records follows

FINANCIAL SYSTEM AND PROCEDURES JM Management Services
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Description

BAB III

ACCOUNTING CONTROLS AND
PROCEDURES

Page

70

Be Effechve Smce

A BOOKS OF ACCOUNTS

1 Cash Receipts Book (Buku Kas/Buku Bank) • Records all cash receipt

transactions Contains columns for Cash In Bank (separate column for each

bank account) and regular source of cash

2 Cash Disbursement Book (Buku kas/Buku Bank) - Records all transactions

involving checks dIsbursements contaIns columns for Cash In Bank and all

major expense account currently In use

3 Sales Book (Buku Pemualan) - Records all sales transactrons Recording must

be done chronologically with the Sales InvOice No to faCIlitate reference

4 Journal Voucher - Serves as a source document and as a book of accounts to

record all non cash transaction Examples of such transactions are adJustrng or

reclassifying entnes and depreciation of fixed assets

5 General Ledger - Book of final entry Summanzes all entrres In the books of

anginal entry (cash receipts book cash dIsbursements sales book Journal

voucher etc) the account balances In this book are the basIs for the

preparatron of the financial statements

B SUBSIDIARY RECORDS

1 Loans Receivable SubSidiary Ledger - Records loan and collectIons made from

loan borrowers One SubSidIary ledger IS maintained for each borrower The

borrower s name and address amount borrowed term of payment Interest rate

and other data should be indicated In the ledger

2 Advances to Officers SubSidiary Ledger - records all cash advances to officers

and staff and the liqUidation s of these advances One SubSidiary ledger IS

maintained for each indiVidual
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ACCOUNTING CONTROLS AND
PROCEDURES

Page
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Be Effeclrve SInce

3 Slock Card - Records and controls the recelpl and Issuance of high value

mventory and other expendable Ilems A separate stOCK card should be

mamtamed for each Ilem

4 Fixed Assel Card - Contams historical data (dale of acqUIsitIOn cosl brief

description of each Item rate and periodic depreciation charges etc) of each

property and eqUIpment

5 Accounts Payable SubsidIary Ledger - records all purchases on account and the

susequent payment One ledger IS mamtamed for each creditor/supplier

6 Project expendllures Subsidiary Ledger - Contams details of actual proJecl

expenditures One ledger should be mamtamed for each expense budget Item In

the grant budgel

FINANCIAL SYSTEM AND PROCEDURES JM Management Servrces



I.JMI

Chart of Accounts

CHAPTER IV 1

ACCOUNTS DESCRIPTION

Page

72

Be Effecbve Since

The chart of accounts IS designed to facIlitate the recording and summarization of transactions and

the preparation of financial reports Accounts are grouped mto assets liabilities fund balances

revenue and expenses a block number IS assigned to each account group to allow flexibility for

creating new account without altenng eXisting account numbers

The chart Identrfies accounts that are applicable to each project and mdlcates the applicable fund

sources Assets are Identified by project to facIlitate momtorlng and locatIOn

The Codmg System has The Followmg Mechamsme

1 A basIc three digits code shall be used to Identify the major accounts groupmg 10 the fmanclal

statements The first two digitS represent the main claSSification of the accounts to facIlitate

summarization of accounts In the Tnal Balance the last digit represents Subsidiary ledger

codes or numerical deSignatIOn of main account sub-classificatIOn The account groupings

are enumerated as follows

Assets 100 to 299

Liabilities 300 to 449

Fund Balances 450 to 499

Revenues 500 to 549

Cost of Goods sold (COGS) 550 to 559

Project Expenses 600 to 699

General & Administrative Expenses 700 to 799

Other Expenses 800 to 899
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The Codmg System

CHAPTER IV 1

ACCOUNTS DESCRIPTION

Page

73

Be Effective Since

x x x XXLT Accoun' Project

1 ..... Account Grantor

1-------_. Account Sub Group

Account Group

1 • Account Classification

To Illustrate the codmg system

Account code 611 10 01 = Salary of Project Director

10 01

T--.. Account Salanes of Project Director

Account Projects Sponsored by Mothercare

Account Salanes
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CHART OF ACCOUNTS

LEDGER SUBSIDIARY LEDGER

Acct No Account Title Acct Account Title
No

100 - 299 CURRENT ASSETS

101 00 00 Cash on Hand

110 00 00 Petty Cash Fund

120 00 00 Bank

200 00 00 Account Receivable

220 00 00 Cash Advance

230 00 00 Inventory

250 00 00 Prepaid Expenses

300 - 349 FIXED ASSETS

301 00 00 Land

302 00 00 BUlldmg

303 00 00 VehIcle

304 00 00 Office Supplies

350 - 399 ACCUMULATED DEPRECIATION

FIXED ASSETS

352 00 00 BUlldmg

353 00 00 VehIcle

354 00 00 Office Supplies

400 - 449 CURRENT LIABILITIES

410 00 00 Trade Payable

420 00 00 Tax

430 00 00 Accrued Expenses

440 00 00 Other LIabilities
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CHART OF ACCOUNTS

LEDGER SUBSIDIARY LEDGER

Acct No Account TItle Acct Account Title
No

450 - 499 FUND BALANCE

500 - 549 REVENUES

500 10 00 Mother Care

500 20 00 Profit

500 30 00 Pathfinder/SDES

500 40 00 Yayasan Dana Abadl Karya Baktl

510 00 00 Members fee

520 00 00 Sales

530 00 00 Donation

540 00 00 Hospitals Revenue

545 00 00 Other Income

550 00 00 COST OF GOOD SOLD

600 00 00 PROJECTS EXPENSES

611 00 00 Salanes

612 00 00 EqUIpment and Commodities

613 00 00 MOnltonng and Evaluation

614 00 00 Admmlstratlon and Travel

615 00 00 Trammg

618 00 00 Indirect Expenses

700 00 00 GENERAL & ADMINISTRATIVE

EXPENSES

711 00 00 Salaries

713 00 00 MedIcal

714 00 00 Office Admmlstratlve
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CHART OF ACCOUNTS

LEDGER SUBSIDIARY LEDGER

Acct No Account Title Acct Account Title
No

715 00 00 Consumption

716 00 00 Vehicles

717 00 00 Depreciation

718 00 00 Duty Tnp Expenses

719 00 00 Profeslonal Fee

800 00 00 OTHER EXPENSES

.;'

811 00 00 Bank Expenses
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ASSETS (100 -199)

CHAPTER IV 3

DEFINITION OF ACCOUNTS
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101 CASH ON HAND

This account IS debited with cash collections from receivable and cash receipts from

other sources It IS then credited with the subsequent deposit of these cash collections

to the bank account

102 PETTY CASH FUND/REVOLVING FUND

This account IS set up to account for expenses which need not be paid with check The

fund IS estabillshed under the Imprest system The fund IS replenrshed when cash In

the fund IS near depletIon or reaches a certain minimum balance

120 BANK

This represents Cash In Bank account balance whether savings and/or demand

deposits not subject to restnctlOns on withdrawals It IS Increased by deposits and bank

credits and decreased by withdrawals payments and bank charges made from the

bank account

220 ADVANCES TO EMPLOYEES AND OFFICERS

This account represents unliqUidated advances to officers and employees for

transportation and vanous project related expenses

230 MATERIALS AND SUPPLIES INVENTORY

This represents unused matenals and supplies

250 PREPAID EXPENSES

This account represents payment for expenses which are paid In advance

300 FIXED ASSET
ThIs account represents all tangIble assets of lasting value and used acquired by the

grantee whether donated or purchased through the general fund unrestncted grant or

a special grant
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350 ACCUMULATED DEPRECIATION

This account IS proflded to recognize the cost portion of the Fixed Asset account which

has been depreciated The estimated useful life of the asset IS taken Into account and

a portion of the cost IS charged to operation every year

LIABILITIES (400 - 449)

AND FUND BALANCES (450 - 499)

400 - 449 CURRENT LIABILITIES

This account represents unpaid bills covenng accounts or obligations to outside

creditors anslng from the purchase of matenals supplies services property and

eqUipment and other transactions

430 ACCRUED EXPENSES

This account represents accrued salanes and other expenses Incurred but not yet paid

as of the end of a penod such as accrued rent Interest etc

440 OTHER CURRENT LIABILITIES

This account takes care of other current liabilities Incurred which cannot be classified

under any specific liability account

450 - 499 FUND'S BALANCE

This account shows the balance of a fund entity/proJect as of a certain penod this

account IS Increased by crediting It for the other fund entities This account IS

decreased/debited for excess of expenses over revenues and transfer of funds to other

fund entities

REVENUE (500 - 549)

500 - 540 GRANTS

This account represents the amount of operating grants capital grants and special

grants received from the Grantors
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545 OTHER REVENUE

This account represents revenue denved from sources other than the above revenue

classlflcallOns

600 PROJECT'S EXPENSES

611 SALARY

This account IS to be charged for salanes and wages of project officers and staff

including other employee fnnge benefits

510 ·519 EQUIPMENT AND COMMODITIES

ThiS account IS to be charged for acquIsitIOn of budgeted Items approved by

ChaIrman/Project Director

520 - 529 MONITORING AND EVALUATION

ThiS account IS to be charged for expenses Incurred In mOnltonng and evaluatmg the

progress of the ImplementatIon of the projects

530 - 539 ADMINISTRATION AND TRAVEL

ThiS account IS to be charged for approved admlnlSlratlve (e g office supplies rent

power etc) and travel expenses Incurred by Chairman/ProJect Director

550 - 559 TRAINING

ThiS account IS to be charged for expenses Incurred In the tramlng/semlnars of the staff

and/or beneficlanes of the project

700 GENERAL AND ADMINISTRATiON EXPENSES

ThiS account IS to be charged for expenses Incurred In the general and AdministratIOn

Expenses of the staff

800 OTHER EXPENSES

ThIS account represents expenditures not properly classified under any of the above

expense claSSifIcation Approval of management must be obtamed before an

expenditure can be charged to thiS account

FINANCIAL SYSTEM AND PROCEDURES JM Management Servrces



eO.
0'

V SAMPLE JOURNAL ENTRIES

JOURNAL ENTRIES

Accourt No

No Transaction Source Documents Debot Credit ACCOUNT NAME Subsldary Ledger

Cash/Bank Recelpl:'l

a Grant Revenue Bank Receipts Voucher Credit Bank 1200000 Bank

Note 500 1000 Mother Care

500 20 00 Proht

5003000 Pathflnder/SDES

b Collections of Account Recell8bles Cash Receipt voucher 1010000/ - Sales Control Book

12000 00 Cash/Bank

20000 00 Account Recell8ble

c Member s Fee Revenue Credit Note Bank receIpts Voucher 1010000/

Cash Receipts Voucher 1200000 Cash/Bank

5100000 Member s Fee of Revenue

d Donation Revenue Cash/Bank Receipts Voucher 1010000/

1200000 Cash/Bank

53000 00 Donation s Revenue

e Foundation Revenue Bank Receipts Voucher 12000 00 Cash

500 4000 Foundation s Revenue

Haspllal Revenue Cash ReceIpts Voucher 1010000 Cash
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JOURNAL ENTRIES

Account No

No Transacllon Source Documents Debit Credit A C C 0 U In N A M E ~sldery L,'d~er ---
2. Bank DIsbursements

a Pelly Cash Revolving Bank Disbursements Voucher 1100000 Pelly cash

1200000 Bank

b Pelly Cash ReplenIShments Bank Dlsbursemenls Voucher 60000 00 ProJect Expenses

Expendture Summary 70000 00 Gen & Admll1lstrallve Expenses

1200000 Bank

c Payment of Account Payables Bank Disbursement Voucher 4100000 ~

Account Payable

Supportng Document 1200000 Bank

d Payroll Bank Disbursement Voucher Salary List 7110000 Salary Expenses

Payroll Summary 12000 00 Bank

e Cash Advances Bank Disbursements Voucher Receipts 2200000 Cash Advance

Bank Debit Note 12000 00 Bank

3 Other Tmnsacbons

a Credit Purcmse Suppler s InVOice Purcmse Order 23000 00 Inventory

4100000 Account Payable

b Credit Sales Delivery Order Sales Order 20000 00 Account Recelwble

52000 00 Sales

55000 00 Cost of Good Sold

23000 00 Inventory

c Bank Reconclletlon Bank Statements Bank Receipts Voucher 1200000 Bank

Bank Disbursements Voucher 5450000 Interest Revenue

4100000 Account Payable

atau

8110000 Bank Expenses

1200000 Bank
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JOURNAL ENTRIES----
Accoul1l No

No Transaction Source Documents Debll Credit ACCOUNT NAME Subsldary Ledger

4 AdJustment Jourml Entnes

a Prepaid Expenses Jourml Voucher 60000 00/
70000 00 ProJecl Expenses/General and Admlnlstrallve Expenses

25000 00 Preplld Expenses

b Oeprecallon 01 FIxed Assel Jourml Voucher 71700 00 Oeprecallon Expenses

35000 00 Accumubled Deprecalion FIxed Asset

c Accrued Expenses Jourml Voucher 60000 00/
70000 00 ProJect Expenses/General and Administrative Expenses

43000 00 Accrued Expenses

5 Closslng Entnes

a Closslng Expenses and Revenue Jourml Voucher 500 1000 MOlherCare

Accoul1ls 5002000 Profit

5003000 Palhllnder/SDES

500 40 00 Foundallon Dana Abadl Karya BakU

5100000 Members Fee

52000 00 Sales

53000 00 Donallon

54000 00 Hospllal s Revenue

5500000 Cost 01 Good Sold

60000 00 Program Expenses

700 00 00 General and Other Expenses

45000 00 Fund Balance

6 Reversing Enlnes

a Accrual Expenses OcclXed Jourml Voucher 43000 00 Accrued Expenses

60000 00/ ProJecl Expenses/General and Admlllslralive

7000000 Expenses

- 82 -


