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CHAPTER 1 3
JM Be Effective Since
JOB DESCRIPTION
POSITION FINANCE AND ACCOUNTING MANAGER
DIRECTLY SUPERVISOR EXECUTIVE DIRECTOR
SUBORDINATE - TREASURER

- ACCOUNTING STAFF

JOB SUMMARY Plan and control overzall activily related to the Financial
and Accounting system procedures in order to produce
Financial Statements and Reporis needed by
Management/Grantor

DETAIL TASK 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 Services
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CHAPTER 1 )

JOB DESCRIPTION

Be Effective Since

AUTHORITY AND
RESPONSIBILITY

b Checks the financial statements and reports
before submitting 1t to the Executive Director
Maintains accuraly and completeness all of the
records on assets lhabilites and financial

transactions of the foundation

¢ Apphes Goverment regulations such as
taxation etc

d Checks Bank  Reconciliations Journal
Vouchers posting to the nght accounts and
Journals prepared by the subordinate

Performs other tasks related to the Executive
Director

Has the authonty to approve cash receipts and
disbursements in authorize hmitation given

Has the authonly to arrange Finance and
Accounting Department

Responsible for financial of foundation cash flow

Responsible for fulfilment of foundation tax
obligation expecially administrative

Responsible for reporting the important points of
foundation financial information along with its
analyzes to Executive Director just on time and

accuralely

FINANCIAL SYSTEM AND PROCEDURES

JM Management Services
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JM Be Effective Since

JOB DESCRIPTION

PERFORMANCE AND 1 Succeeds in arranging for spending cash opumum
EVALUATION CRITERIOR
2 Succeeds n coordinating and managing all of
function in finance and accounting departement

3  Succeeds in submitting reports needed to Executive
Director just on time and accurately

FINANCIAL SYSTEM AND PROCEDURES JM Management Services
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JM

JOB DESCRIPTION

Be Effective Since

POSITION

DIRECTLY SUPERVISOR

SUBORDINATE

JOB SUMMARY

DETAIL TASK

TREASURER

FINANCE AND ACCOUNTING MANAGER

CASHIER

Managing and controlling the sources and the utiization
of the Foundations funds Preparnng budgets and
inspects cashier s activiies

1 Makes accounting budget of the Foundation

2 Managing payments of payables and collection of
recelvables satisfactonly to ensure the flow of cash

3  Controls cash activiies 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 supervises cash in a safe place and

audit it occasionally

6 Checks the subordinates reporis before submitting
it to the authonize officer

7 Holds the meeting regularly to discuss abount the
preblems faced by the subordinate and seeking for

solution

FINANCIAL SYSTEM AND PROCEDURES

JM Management Services
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JOB DESCRIPTION

Be Effective Since

AUTHORITY AND
RESPONSIBILITY

PERFORMANCE AND
EVALUATION CRITERIOR

8

Performs other tasks corellative posiion according
to the Finance and Accounting Manager

Has the authonty to approve cash disbursements

within the imit she owns

Has the authonty to arrange bank position in order
to avoid 1n sufficient of funds

Has the authority to supervise cash disbursements
according to financial budget that declared by
management

Responsible  for managing and guarding
foundation s fund optimize

Responsible for schedulling repayment of payable
and colleclion of recervables

Responsible for the financial reports

Succeeds In alocating funds of the Foundation in
accordance to the budget

Succeeds n submitting financial report on a timely
basis and n accordance with the estabilished
criteria

Succeeds in ensuring that the financial procedures

are according to the plan

Succeeds In managing payables and collection of
receivables to ensure liquidity

FINANCIAL SYSTEM AND PROCEDURES
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JOB DESCRIPTION

Be Effective Since

3 POSITION

DIRECTLY SUPERVISOR

SUBORDINATE

JOB SUMMARY

DETAIL TASK

CASHIER

TREASURER

Receives keeps and disburses cash and check and

control of bank balances

1

Prepares cash/bank receipt vouchers based on the

receipts

Prepares cash/bank disbursements vouchers for all
payment

Checks the completeness of collection voucher

received from Supplier

Prepares check and bank disbursements voucher
based on authonzed officer instruction

Makes payment based on bank disbursement
voucher supported by volid and approved payment

vouchers

Records and updates balances and bank transaction
in the Bank Book

Records cash receipts and disbursements in Bank
Book

Records petty cash receipt and disbursements in
Petty Cash Book

FINANCIAL SYSTEM AND PROCEDURES

JM Management Services
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JOB DESCRIPTION

Be Effective Since

AUTHORITY AND
RESPONSIBILITY

PERFORMANCE
EVALUATION CRITERIA

10

Maintains implementation of all financial procedures

in accordance with the systems

Performs other tasks as ordered by the Finance and
Accounting Manager

Authonzed to refuse cash regulisition/
disbursements which have no vald supporting
dokuments

Responsibles for the custody and accurately of
cash/bank transactions and recording

Succeeds to implement cash/check receipts
custody and disbursements 1in accordance with the
existing procedures

Succeeds to estabilish Cash/Bank Book and other
financial

FINANCIAL SYSTEM AND PPOCEDURES

JM Management Services
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JOB DESCRIPTION

Be Effective Since

4 POSITION

DIRECTLY SUPERVISOR

SUBORDINATE

JOB SUMMARY

DETAIL TASK

ACCOUNTING STAFF

FINANCE AND ACCOUNTING MANAGER

Performs recording accounting and data processing in
order to produce financial information needed by
Management

1 Checks the validity of the accounting documents

2 Performs transaction which i1s appropriate to the
system and accounting data processing procedures

3  Prepares the relevant adjustment journal entries

4  Files the vouchers/documents to facilitate tracing if
needed

5 Prepares Bank Reconciliaion and Income
Statements and submit it to the Finance and
Accounting Manager to be checked and approved

6 Receives and checks the confirmity between each
receipt and its supporting documents Checks the
Suppliers payable balance and reporting it to
Finance and Accounting Manager

7  Prepares Payable/Receivable Card
8 Performs the physical count and observation asset

periodically as nstructed by the Accounting
Manager

FINANCIAL SYSTEM AND PROCEDURES

JM Management Services
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JOB DESCRIPTION

Be Effective Since

AUTHORITY AND
RESPONSIBILITY

PERFORMANCE
EVALUATION CRITERIA

Performs the other related tasks as ordered by
Finance and Accounting Manager

Has the authonty to check and validates the
documents before recording

Responsibles to prepare the financial reporis
accurately and on a timely basis

Succeeds in prepanng and subrmitting the financial
reports on ime accurately

Ables to maintamn 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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Effective Date
INTERNAL CONTROL AND GUIDELINES ON
CASH RECEIPTS
A GUIDELINES AND INTERNAL CONTROL FEATURES
1 The Cashier must issue a Kuitansi (Ku/Official Receipts) and Bukti Penerimaan Kas

{BPnK/Cash 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 numerical sequence and contralled 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 1ssuing 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

periodically conduct an unscheduled physical count of undeposited collections
5 Cash which 1s not immediately deposited should be kept in the cash box
6 Minimum documentation required on files 1s

-  Approved Cash Receipt Voucher

- Sales Invoices

8 P B FEECTS OF NON-COMPLIANCE

Cash received may be lost or misappropriated
2 Cash may not be received nor deposited

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL © JM Management Services
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@l Effective Date

CASH RECEIPTS PROCEDURES

Step Procedures Responsible
No Personnei
1 - Receives cash from Payor and issues Cashier

prenumbered Bukh Penernmaan Kas (BPnK/
Cash Receipt Voucher) n one copy and
prenumbered Kuitans/Official Receipt (if
required )

- Asks Payor to sign BPnK in “DIBERIKAN OLEH
section

- Signs BPnK In KASIR" section

2 - Records the transaction into Buku Kas Kasir Cashier
(BKKs/Cash Book)

- Distributes cash Ku and Supporting Documents
as follows
- Kuto Payor
- Rpto Cash Box
-  BPnK-1 BKKs to temporary file

-  Forwards Rp BPnK-1 and BKKs to the Treasury

for review every week

3 - Checks conformity of Rp BPnK-1 and BKKs Treasurer

every week

- Initials BPnK-1 and BKKs to review evidence

- Instructs Cashier to deposit cash/checks to the

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL © JUM Management Services
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E—I Effective Date

CASH RECEIPTS PROCEDURES

Step Procedures Responsible

No Personnel!

bank

-  Forwards BPnK-1 and BKKs to the Accounting
staff for checking

4 - Recewves BPnK-1 and BKKs from Treasurer Accounting Staff

- Checks and conforms BPnK-1 and BKKs

- Records the BPnK transaction

- Initials BPnK-1 and BKKs to check evidence

- Distributes BPnK-1 and BKKs as follows

- BKKs to Cashier

- Files BPnK-1 by sequence

5 - Makes record In accordance with accounting Accounting Staff

data processing system and procedures

- At months end summarnzes and posts account
totals to the General Ledger (GL)

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL © JM Management Services
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{113 CASHRECEIPT PROCEDURES FLOWCHART

CASHIER TREASURER ACCOUNTANT
1
4
BhFs
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o | © T
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1
Y - Lhecks conform ty of ko
Bfnt | and BAKs
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—_— 88nk | and BAhS every week entry to record the tran
8PnK Inttiats  RPRK 1 and BRKs saction
I~ te resiew evidence Inttials BPnr =1 Lo che &
- Instrcts Cashier to deoo- ev derw e
K 5 t cash/checks to the bank
{1

- Ask Pavor to s gn BPnk n

DIBERIKAN OLEH™ sactimn

- iuqns BPrK 1n 'KASIR sec
won

©

BKKs

G @D

LEGEND

Ap Rup ah

BPnK  Buykt Fenerimaan Xas
(Cash Receipt Youcher )

Ky Yurtans:
{Officia) Receipis)

BkXs  Buku Kas Fasir
{Cash Book)
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m Effective Date

INTERNAL CONTROL AND GUIDELINES ON
BANK RECEIPTS

A GUIDELINES AND INTERNAL CONTROL FEATURES

1 The Cashier must issue a Kuitansi (Ku/Official Receipt) and Bukh 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 numerical 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 1ssuing Ku and BPnB should be assigned to a person

other than the Book Keeper or Accounting staff

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

funds of the Danor 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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]JM Effective Date

BANK RECEIPTS PROCEDURES

Step Procedures Responsible
No Personnel
1 - Recewves Check/Bilyet Giro (C/BG) from Payor Cashier

- Recewves Nota Kredit (NK/Credit Note) from

depository bank evidencing receipt

2 - Upon receipt of C/BG prepares one copy of Cashier
prenumbered Bukti Penerimaan Bank
(BPnB/Bank Receipt Voucher) Please refer to

Bank Transfer Procedure

- Upon receipt of NK from depository bank
prepares BPnB and signs BPnB n the “DIBUAT
OLEH" section

3 - Records the transaction into Buku Bank Kasir Cashier
(BBKs/ Bank Book)

- Forwards BPnB-1 NK and BBKs to the

Treasurer for review

- Requests Treasurer to sign Kuitans: (Ku/Official
Receipt)

- Distributes
- Kuto Payor
- C/BG to Cash Box please refer to
Cash/Check/BG Deposit to Bank
Procedure
- BPnB-1 NK BBKs to Treasurer

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL © JM Management Services
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BANK RECEIPTS PROCEDURES

Effective Date

Step
No

]
Procedures

Responsible

Personnel

Receives BPnB-1 NK and BBKs from Cashier
Checks and conforms BPnB-1 NK and BBKs

every week
Initials BPnB-1 and BBKSs 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 OLEH” section

Distributes
- 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

Treasurer

Accounting Staff

Accounting Staff

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL

© JM Management Services
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IE] 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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11'222 BAK RECEIPIS PROCEDURES FLOW CHART

CASHIER

TREASURER

ATCOUNTANT

®

G

@ if required

Checks conft mity of BPm3 1 M
arvi BBKs every week
In Lials B¥nB | and B8Ks evidence

U\edsgx conformity of 8¢r8 1 MK
s
lr\d{ﬁ:l:s ln I.he B"HB the records

s?fr;"ama n Lhe™ DIPERIXSA OLEW = Initials BPr\ﬁ l
section -5 wﬁ BPn8 in Lhe "OIMLAAM OLEw™

~ for Lhe recelgt of (/BG refer to
Transfer Bank dure
For the recelpl of MK from demsltcr
ev dencing re:elnl aﬁrepares
:ﬂdsqnsBVnB n 15[ AT OLEH™ sec
lon

Remes!s lreasurer lo sign Xu to re-
view evidenc

l section

°[~]

D,

1

Refer to transfer
8ank Procedure

BEST AVAILABLE COPY

~ Flles BPr8-1 by seqrence
Makes ecord in  accordance of
accomling data processing sys
tem and procsdures

LEGEND

C/BG 1 Cheque/Bliyet Giro

Kz Nola Kredil (Credit tote)
BPnB  Bukll Penerimaan 8ank (Bank Rece pl Voucher)

08ks  Buky Bank Kasir (Bank Cashier Book?

KAP JH/ET 2 2 27597
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Page
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NARRATIVE ACCOUNTING

PROCEDURES BANK RECONCILIATION

Be Effective Since

Step Procedures Responsible
No Personnel
1 Recewves Rekening Koran (RK/Bank Stalement) Accountant
and Buku Bank Kasir (BBKs/Bank Book) from
Cashier
Reconciles it with the corresponding GL
balance
Prepares Rekonsthasi Bank (RB/Bank
Reconcihation) in 1 (one) copy
2 Prepares Bukti Jurnal (BJ/Journal Voucher) in 2 Accountant
(two) copies and signs BJ
Forwards BJ-1 2 RB to the Treasurer
3 Reviews the bank reconcihation statement and Treasurer
investigates and irregulanties discovered
Intials BJ-1,2 and Bank Reconciliation to
review evidence
Distributes
BJ-1 RB-1 Accountant
-2 Cashier
4 Receives BJ-2 from Treasurer and records it on Treasurer
BBKs
5 Makes record in accordance of Accounting data Cashier

processing system and procedures

FINANCIAL SYSTEMS AND PROCEDURES

© JM Management Services
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I1 232 BANK RECOMCILIATION PROCEDURES FLOWCHART

ACCOUNTANT TREASURER CASHIER
I i |
=) ,,
2
1 BJ
RK BBKs
; i
1 RB
O ®
RB ~ Reviews the Bank Reconciliation

1x statement and 1nvestigates any

irregularities discovered

| = Initials BJ-1,2 and Bank Recon—
ciliation to review evidence

Signs Bank Reconciiiation

A

BJ BJ
RB |
® ONE

- Files B8J-1 and RB BBKs
chronotogical ly
- Mix records based

on  accounting and
system procedures

LEGEND
RK Rekening Koran
(Bank Statement)

BB¥s  Buku Bank Kasir
{Bank Cashier Book)

RE Rekonstlias) Bank
{Bank Reconc:liation)

BJ Buktt Jurnal
(Journa! Voucher}

- 22 -
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BANK RECONCILIATION
PROCEDURES

Effective Date

Step Procedures
No

Responsible

Personnel

1 - Receives Rekening Koran (RK/Bank Statement)
and Buku Bank Kasir (BBKs/ Bank Book) from
Cashier

- Reconciles with the corresponding GL balance

- Prepares 1 (one) copy of Rekonsiiasi Bank
(RB/Bank Reconciliation)

2 Prepares 2 (two) coples of Bukti Jurnal (BJ/Journal
Voucher) and signs BJ

3 - Reviews bank reconciliation statement and

investigates any irregularities discovered

- Inhials BJ-1 2 and Bank Reconciliation to review

evidence

- Distrnibutes
BJ -1, RB-1 Accounting Staff
-2 Cashier

4 Receives BJ-2 from Treasurer and records 1t on
BBKs

5 Makes record in accordance with accounting data

processing system and procedures

Accounting Staff

Accounting Staff

Treasurer

Cashier

Accounting Staff

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL

© JM Management Services
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INTERNAL CONTROL AND GUIDELINES ON Effective Date

CASH/CHECK/BILYET GIRO (CHECK FOR
PAYEE’S ACCOUNT) DEPOSIT TO BANK

A UIDELINES AND INTERNAL CONTROL FEATURE
1 Minimum documentation required on file 1s
a Bukti Pengeluaran Kas (BPgK/Cash Disbursement Voucher)

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

basis

- Cash disbursement receipts to be deposited in Bank
- Cashier 1ssues and signs BPgK

- Treasurer checks each receipt and signs BPgK

Bukti Penerimaan Bank (BPnB/Bank Receipt Voucher)
- Cash disbursement evidence from Bank
- Cashier 1ssues and signs BPnB

- Treasurer checks each receipt and signs BPnB

Slip Deposit (SD/Deposit 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 SD-Copy and records it in Cashier's Bank

Book

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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m Effective Date

CASH/CHECK/BILYET GIRO (CHECK FOR
PAYEE’S ACCOUNT DEPOSIT TO BANK

Step Procedures Responsible
No Personnel
1 - Secures all cash/checks in cash box For cash Cashier

deposit prepares 1 (one) copy of Bukt
Pengeluaran Kas (BPgK/Cash Disbursement
Voucher) Shp Deposit (SD) and Bukl
Penermaan bank (BPnB/Bank  Receipt

Voucher)

- Fornoncash prepares SDs and BPnB

2 -  Forwards SDs BPnB-1 Dokumen Pendukung Cashier
{DP/Supporting Documents) to Treasurer for

review

- Requests Treasurer to sign BPnB-1 and SDs In
the “DIPERIKSA OLEH" and the PENYETOR"

section

3 - Deposits Cash/Checks in Bank Cashier

- Receives Bank vaiidated SD-2 from Bank and
files SD-2 with BPnB-1

4 - Records the transaction into Buku Bank kasir Cashier
(BBKs/ Bank Book)

- Forwards BPnB-1, DP and BBKs to Treasurer
for review, and requests Treasurer to sign BBKs

to review evidence

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL © JM Management Services
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CASH/CHECK/BILYET GIRO (CHECK FOR
PAYEE’S ACCOUNT DEPOSIT TO BANK

Effective Date

Step Procedures Responsible
No Personnel
5 Receives BPnB-1 DP and SDs fromTreasurer Accounting Staff

and receives BBKs from Cashier
Checks conformity of BPnB-1 DP SDs and
BBKs

Indicates in BPnB the entry to record the

transaction

Iniials BPnB-1 to check evidence

Signs BPnB-1 in the “DIBUKUKAN OLEH
section

Files BPnB-1 SDs and DP numernically

Forwards BBKs to the Cashier

Makes record in accordance with accounting

data processing system and procedures

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL

© JM Management Services
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I1 33 DEPOSIT CASH/CHECK/BILYET GIRO 1O BANK PROCEDURES FLOW CHART

CASHILR ACCOUNTANT
1
CAsH DOX
BBKs
Rp C/BG
SO
\./'
[
. ®
ol
Y
- Checks conformity of BPRB-1 DP SDs
and BBY<
BPyK - Indicate in Llhe B8PnB the entry to
1 x record the transartion
- Initials BPnB-1 to check evidence
S——’ - <vgr':os BPnB-1 1n the OIBUrUKAN OLEH
sec on
~ FI]E; BPrB-! and supporting documents
numerically
- Makes record 1n accordance of accoun-
1 V tina data processing system and pro-
@ . crdures
SO )4
2r
BPnA Ix
Rre\guesls Treasurer to snan BrnB-1
a S0s 1n DIFERIKSA OLEH and
FENYEYOR seclion
]
1
BPnB
114
LEGEND
Rp Rupiah
t /BG Cek/Bilyel Giro
S0 Slip Deposit
{Slip Penyeloran)
BPr8 Bukti Penerimasn Bank
(Bank Recerpt Book)
orP Document  Pendukung
(Support1ng Doruments)
Bt = Buku Bank Kassr
(Bank Cashier Book)
[kar-aws11-3 375007
~ Record the transactite  into Hhe Blke
=~ Forwards BPnB-1 OF and PBE3 Lo the
Ireasurer for review HRequests to sign
BBKs lo restew pvidence
- 26 -
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BAB II 4 1 25

m Effective Date

INTERNAL CONTROL AND GUIDELINES ON
BANK DISBURSEMENTS

10

GUIDELINES AND INTERNAL CONTROL FEATURES

Bank Disbursement Voucher must be prenumbered

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

be made by check

Disbursements should not be taken directly from undeposited collections or cash received from

third parties

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

“Cash or to “Bearer” should be avoided

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 pever be
signed

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

responsibie officer
All Bank Disbursement Vouchers together with supporting documents should be stamped
“PAID with the date of payment indicated thereon to prevent possible recycling of supporting

documents for illegal payments

Voided or spailed checks must be properly marked ‘CANCELED or voided and filed for future

reference

Payees or persons recewving the check should acknowledge receipt of payment by signing on
the corresponding Bank Disbursement Vouchers

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

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL © JM Management Services
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Page

25

BANK DISBURSEMENTS

INTERNAL CONTROL AND GUIDELINES ON

Effective Date

11 Bank reconciiation 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

g AW N

Management may disallow disbursements

Unauthorized persons may fraudulently cash checks

Signed blank checks may be mis-used by unauthonzed personnel
Check payments may be duplicated

Banking and recording errors may remain undetected

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL

© JM Management Services
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Page

A5

BANK DISBURSEMENTS
PROCEDURES

Effective Date

Step
No

Procedures

Responsible

Personnel

Receives Map Tunggu (MT/Temporary Files
Folder Ikhtisar Gaji (IG/Salary Summary) Buku
Kas Kecil (BKKc/Petty Cash Book) Istruksi
Tertulis (IT/Whntiten Instruction) bukh Pendukung
Ekstern (BPE/Supporting Documents) and Bukh
pengeluaran Kas kecl (BPKK/Petty Cash
Disbursements Vouchers) and names them
Bukti Pendukung Pembayaran (BPP/Payment
Supporting Documents)

Prepares and checks 2 (two) copies of Bukt
Pengeluaran bank (BPgB/Bank Disbursements
Voucher)

Signs BPgB-1 2

Forwards Check BPgB-12 and BPP to

Treasurer

Recewves and compares Check to BPgB-1 2 and
BPP from Cashier

Signs Check BPgB-12

Forwards Check BPgB-1,2 and BPP to

Chairman

Receives and compares Check to BPgB-1 2 and
BPP

Cashier

Treasurer

Chairman

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL

© JM Management Services
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Page
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Effective Date

BANK DISBURSEMENTS
PROCEDURES
Step Procedures Responsible
No Personnel
- Checks documents and signs check and BPgB-
12
- Asks Cashier to stamp PAID on all supporting
documents indicating the date of payment
- Distnbutes
Check BPgB -1 BPP  Cashier
-2 Accounting Staff
4 Recewves BPgB-2 from Charman and files Accounting Staff
temporarly until BPgB-1 1s received
5 - Recewves check BPgB-1 BPP from Charrman Cashier
and then refer to the following procedures
- 183 no 4 Payable Verificaton and
Payment.
- 173 no3 Petty Cash Replenishments
- 1441 Payroll
6 - Receives and compares Buku Bank Kasir Treasurer
(BBKs/Bank Book)-12 to BPgB-1 BPP from
Cashier
- Signs BBKs-1
- Distributes

BBKs -1 BPgB-1 BPP Accounting Staff

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL

© JM Management Services
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CHAPTER II 4 2.1 15
Effective Date
BANK DISBURSEMENTS
PROCEDURES
Step Procedures Responsible
No Personnel
-2 Cashier
7 Checks numerical sequence of BPgB and the Accounting Staff

sumation distnbution 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 summarizes all entries made In bank
Disbursements and posts account totals to the

General Ledger

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL

© JM Management Services
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BIDAN INDONESIA
FAYROLL PROCEDURES FLOW CHART

SECRETARIAT

TREASURER

=

End or month, collects

Per-

sonal List, Present List and
cther information from the
Chairman

kG
Ix
D5 1

16 I
LEGEND
Kbt Kartu Gagt (Sataery Card)
DG Daftar Cay (Satary List)
IG  Ikhtisar Gaj: 7Salary Summary)

FaP-JM/1IT 4 2 2/5/97

DG
{(prior vyear)

- 32 -

IG

A 4
F 9

- Checks KG, DG, IG and prior
month DG

- Signs DG and IG _

- ?gks Chairman to sign DG and

See Il 4 2 2 Bank Disbursements
Procedures

On payment day

Rp
KG

DG

®

2
L4l

4
u

- Pays Salary to Emplovees

- Asks emplo%ees to count cash

and si1gn K

- Copies DG 1in 3 (three) copies

1,Ci-2
DG

bG




Frosedur I 4 2 2

Halaman 2 dari 2

CASHIER TREASURER ACCOUNTANT

g v

BBKs

| BPgB

BPgB
l BPP

BBKs rl

-~

Signs BBKs
1 \i Y
BBK 2 B8 ] l
S BPgB
BBKs-2 2
18P
LEGEND
BPaoB Bukti Pengeluaran Bank (Bank Disbursements Voucher) (:::) ?14
BPP Bukt: Pendukung Pembayaran (Payment Supporting Documents)
Makes record tn  accordance
BBKs Buku Bank Kasir (Bank Cashier Boak) of accounting data process-

ing system and procedures

118P Tanda Terima Bukti Penagihan (Collection Receipt Vow her)

- 33 -
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Page
32

PAYABLE VERIFICATION AND

PAYMENT PROCEDURES

Effective Date

Step
No

Procedures

Responsible

Personnel

Recelves Faktur/Kuitans: (Invoice/Official
Receipt) onginal and copy of Surat Jalan
(SJ/Delivery Order) and Order Pembehan
(OP/Purchase Order) from Supplier all of which
are then named Bukt-bukti Penagihan
(BBP/Collection Vouchers)

Stamps verficaton on F/K (Invoice/offical
receipt)

Returns copy of Delivery Order to Suppler

2 Puts BBP in Map Tunggu (MT/Temporary Files

Folder) and submits it to Accounting Staff

Compares BBP to OP-2 on file

Signs the payable venfication stamp

Forwards MT to Treasurer

Reviews completeness of supporting documents

and conforms documents submitted

Signs the payable venfication stamp

Asks Cashier to prepare check

Secretanat

Secretanat

Accounting Staff

Accounting Staff

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL

© JM Management Services {
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CHAPTER 114 3 1 2

[m Effective Date

PAYABLE VERIFICATION AND

PAYMENT PROCEDURES
Step Procedures Responsible
No Personnel
5 - Receives MT from Treasurer Cashier

- Checks documents validity

- Signs the payable verification stamp

- Prepares check (refer to 11421 Bank

Disbursements Procedure no 1-4)

6 ON THE PAYMENT DATE

- Recewves SJ-copy from Supplier Cashier

-  Prepares Check Bukti 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 H41 Bank

Disbursements no 5-7

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL © JM Management Services




IKATAN BIDAN INDONESIA
I1 432 PAYABLE VERIFICATION AND PAYKENT PROCEDURES FLOW CHARI

SECRETARIAT

ACCOUNTANT TREASURER

CASHIER

SUPPLIER

Ch

@ = Stamps Verification on F/K
=~ The documents calted BBP
agP
\
1
1
Y
@ 1)

Pada hari pembayaran

v
-~

NI op @ L) @

[ Y[ 1 !

MT

@ - Checks  the validity - Cherk  the walidity documents
— documents = Stgns on the payable verification

Stgns on the pavable ~ 5igns on the payable stamo
verificatlion stamp ver fication stamo ~ Prepares check {referring I 4 3

0 sbursement Procedures)

3
- Asks Cashier to pre- EaﬂE|
‘ pares check

T

8PgB

5J BFol

©)

- Makes payment and ask
receiver to signs BPgB~1

- fefers  to I?ntl 1 no
5 = 7 Bank Drsbursements
Procedures

LEGEND

F/K  : Faktwr (Invoice)

SJ Surat Jalan (Delivery Order)

v 4 Order Pembelian (Purchase Order)

BBP Bukt ~bukit+ Penagihan (Collection Voucher)

MT Map Tungou (Waiting Mac?

B8PgB  8Bukt! Pengeluaran Bank (Bank Disbursements Voucher}

KAP JM/T1 4 3 2/5/97
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Page
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PAYROLL PROCEDURES

Effective Date

Step
No

Procedures

Responsible

Personnel

At month s end collects Personal List Present

List and other information from Chairman

Prepares 1 (one) copy of Kartu Gaji (KG/Salary
Card) Daftar Gajp (DG/Salary List) |khtisar Gajt
(IG/Salary Summary)

Forwards KG DG and IG to the Treasurer

Receives KG DG and IG from Secretanat
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 |l 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

Secretanat

Treasurer

Treasurer

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL

© JM Management Services
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JM Effective Date
PAYROLL PROCEDURES
Step Procedures Responsible
No Personnel

- DG-1 C 1-2 to Dana Abadi s Foundation
- Files DG C-3 KG

FINANCE AND ACCOUNTING SYSTEM PROCEDURES MANUAL

© JM Management Services
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CHAPTER IT 51 37

JM Effective Date

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

10

IDELINES AND INTERNAL CONTROL FEATURE

The Petty Cash Fund and/or Revolving Fund should be maintained at fixed amount (e g Rp
500 000 00 or depending upon dally operating needs) for minor and recurring expenses

and/or advances

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 unreplenished Petty Cash/Revolving Fund Vouchers

unliguidated cash advances plus remaning cash in the Fund(s)

A maximum single disbursement imit (e g Rp 100 000 00) must be set and all non-recurring

disbursement exceeding this imit must be paid by check

The Fund(s) should be physically segregated from the Custodian s personal and other cash
funds

The Fund(s) should not be used to accommodate personal and company checks 1ssued by
other parties

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

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 restricted to one or not more than two

people

An individual subsidiary ledger should be maintained for all employees with recurring cash

advances

Buku Kas Kecill {(Petty Cash Book) should be reviewed and approved by an authorized
officer

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 28

m Effective Date

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

REPLENISHMENTS

11 Minimum documentation required Is

a Approved petty cash voucher

b Original copies of supporting documents 1e 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 misappropnated
2 Double payments
3 Long unhquidated cash advances
FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL © UM Management Services
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NARRATIVE ACCOUNTING PROCEDURES
PETTY CASH AND REVOLVING FUNDS,
DISBURSEMENTS AND REPLENISHMENTS

Be Effective Since

Step
No

Procedures

Responsible

Personnel

REVOLVING/REPLENISHMENTS

Based on organization regulation and based on
written instruction of the Chairman prepares
check and 2 (two) copies of Bukti Pengeluaran
Bank (BPgB/Bank Disbursements Voucher)

Performs 143 Checks Disbursements
Procedures No 1 s/d 3

Cashs check and signs BPgB 1 as evidence of
receipts

Records check and BPgB-1 on Buku Bank Kasir
(Bank Cashier Books) (See 1143 Checks
Dishursements Procedures)

DISBURSEMENTS

Recetves approved Bukti Pendukung Ekstern
(BPE/Supporting Documents) from Requisi-
tioner

Prepares 1 (one) copy of Bukt Pengeluaran
Kas Kecll (BPKK/ Petty Cash Disbursements

Voucher)

Asks Requisitioner to sign BPKK-1 and issues
cash to Requisitioner (If BPE > KB)

Stamps LUNAS (PAID) in BPKK and BPE

Cashier

Cashier

Cashier

Cashier

Cashier

FINANCIAL SYSTEMS AND PROCEDURES

© JM Management Services
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NARRATIVE ACCOUNTING PROCEDURES
PETTY CASH AND REVOLVING FUNDS,
DISBURSEMENTS AND REPLENISHMENTS

Be Effective Since

Step Procedures Responsible
No Personnel
6 Based on BPEs and BPKK-1 prepares 2 (two) Cashier

copies of Buku Kas Kecil (BKKc/Petty Cash

Book)

Forwards BKKc and Supporting Documents to

the Treasurer

Requests Treasurer to sign BKKs to evidence

review

If Petty Cash Balance has reached mimimum

balance Repeat Procedures no 1 s/d 3

Distributes

BKKs 1 BPKK BPE Accountant

2 File

7 Checks confirmity of BPKK -1 BPEs and Accountant

BKKs-1

Indicates in the BPKK the entry to record the
transaction

Initials BPKK-1 and BKKc-1 to check evidence

Files BPKK-1 and BPEs numerically

File BKKc-1

Makes record in accordance of accounting data
processing system and procedures

FINANCIAL SYSTEMS AND PROCEDURES

© JM Management Services
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JM

Page

44

NARRATIVE ACCOUNTING PROCEDURES
PETTY CASH AND REVOLVING FUNDS,
DISBURSEMENTS AND REPLENISHMENTS

Be Effective Since

Step Procedures Responsibie
No Personnel
- At month end summarnzes and posts account
total from Petty Cash to the General Ledger
(GL)
FINANCIAL SYSTEMS AND PROCEDURES © JM Management Services
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[153 PEITY CASH AND REVOLVING FUNDS DISBURGEMENTS AND REPLENISHMENT PROCEDURLS FLOWCHARI

CASHIER

ACCOUNTANT

A REVOLVIMG/REPLEN]SHMENTS

B OI5BURSEMEMTS

REQUISITIONER

Based on organtzation regulation
and based on writien inskruction
of the Chairman

T

O ©

Check
Checked and 5 gned by
BPg8 ) Authorized Off cer
[ 4
]
Performs 11 4 3 ng, 1-3 BPXK
Check Disbursements Pro- 1x

cedures @

- Asks Reguistlioner to

Check §1%mon Kohlo in BPE
ec - n
3nd Berk
8PgB
g 2x
Ro
- gashs gg;gkl
Z Sions :
- Keggs Cash
—_— 8PKK
i
REQUISITIONER :
8BKs

®

- Forwards BKKt to Treasurer for
check ng and signing
Copres 2 {iwo) copres of appro-
ved BKKc

- [f Pelty cash balance has rea-
ched mnimun balance repeat
procedures No | =3

See Il 4,3 Check Dis-
bursemenls Procedures

LEGEMNGD 1 l

BPgB Bukti Pengeluaran Bank
{Bank Disbursements Voucher}

B8BKs : Buku Bank Kasir
(Bank Cashier Book)

BPE Buki1 Pendukung Ekstern BPKK
{Supporting Docunents) v
BPKK t Bukti Pengeluaran Kas Kec | BPE

(Petly Cash Disbursements Voucher)

BKKc Buky Kas Kecil
(Petty Cash Book}

XAP-JM/IL 5 ¥5/97

- 45 -

BXhe
B8PKX

8Pt

o

t

Checks conf rmily of BPKK | BPEs and
BKKz-1

Indicates in the BPKK the entry {o

records the transaction

Initials BPXK-1 and BKKc-! to check

evidence

Files BPhK | and BPEs numer cally

Files BKKe 1

Makes record in accordance of account-

'ljung data processing system and proce
es

o
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JM Be Effective Since

INTERNAL CONTROL AND GUIDELINES
OF CASH ADVANCES AND LIQUIDATION
FROM PETTY CASH

GUIDELINES AND INTERNAL CONTROL FEATURES

The authonty to issue Cash Advance Slip (Kas Bon/KB) should be restricted to the

Superior/Treasurer on her designated representative

The Petty Cash Disbursement Voucher, The Cash Advances Shp and all supporting
documents should be reviewed for availability of funds prior to the approval by the

Superior/Treasurer
The Petty Cash Disbursement Voucher and all supporting documents should be
stamped “PAID’ with the date of payment (indicated thereon) to prevent

unauthorized reusage thereof

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

the activity for which the advances 1s made

Cash advances intended for personal purposes

No new cash advance shall be given to a person with unliquidated cash advances
Minimum documentations are required on files

a Approved Petty Cash Disbursement Voucher

b Supporting Documents

POSSIBLE RESULTS FOR NON-COMPLIANCES

Cash advances may be used for items not authorized by the Superior/Treasurer
Double payment of some transactions

Long uniiguidated cash advances

FINANCIAL SYSTEMS AND PROCEDURES © JUM Management Services
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NARRATIVE ACCOUNTING PROCEDURES
CASH ADVANCES AND LIQUIDATION

FROM PETTY CASH

Be Effective Since

Step
No

Procedures

Responsible

Personnel

REQUISITION

As Required Rp

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

Completes the form 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 Requisitioner and
1ssues cash

Asks Requisitioner to sign KB-1

Files KB-1 temporarily

After spending the money submit the Bukti
Pendukung Ekstern (BPE/Supporting
Documents from Extern)

Presents all the documents to the Superior for
review and approval on the documents

Requisitioner

Cashier

Requisitioner

FINANCIAL SYSTEMS AND PROCEDURES

© JM Management Services
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NARRATIVE ACCOUNTING PROCEDURES
CASH ADVANCES AND LIQUIDATION

FROM PETTY CASH

Be Effective Since

Step
No

Procedures

Responsible

Personnel

After approval presents all the documents to
the Cashier

LIQUIDATION (TWO DAYS AFTER
TRANSAC-TION)

Compares supporting documents to KB-1 on file

to determine the amount due from or

refundable to the Requisitioner

a fBPE=KB performs procedures no 6

b f BPE> KB 1ssues cash and performs
procedures no 6

¢ 1f BPE < KB receives remaining cash and

procedures no 6

Prepares 1 (one) copy of Bukht Pengeluaran
Kas Kecll (BPKK/ Petty Cash Disbursements
Voucher)

Signs BPKK-1

Asks Requisitioner to sign BPKK-1

Forwards KB-1 and cash (see 11613 Cash
Advances and Liquidation from Petty Cash

Procedures no 5b) to Requisitioner

Stamps “LUNAS/PAID with ink on the BPE and
BPKK Indicates there on the date of payment

Cashier

Cashier

FINANCIAL SYSTEMS AND PROCEDURES

© JM Management Services
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NARRATIVE ACCOUNTING PROCEDURES
CASH ADVANCES AND LIQUIDATION

FROM PETTY CASH

Be Effective Since

Step Procedures Responsible
No Personnel
Records Petty Cash Disbursement on Buku Kas
Kecil (BKKc/Pelty Cash Book)
6 If Petty Cash Balance has been over than Cashier

Reimbursement see |l 73 Petty Cash and
Revolving Funds Disbursement and

Replenishments Procedures no 1-3

FINANCIAL SYSTEMS AND PROCEDURES

© JM Management Services
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11613 CAGH ADVANCES AND LIQUIDATICON FROM PETTY CASH PROCEDURES FLOW CHART

REQUISITIONER CASHIER
A REQUISITION
As required Rp .
' [4] fip

XB

O)

Asks Superior o checks
reasonability of cash
advance and acprove KB

K8

Asks Requ s | oner to s gn XB and
issiies cash 1o Reau sitioner

hi)

Purchase Goods

o)

Presents ail the documents
to the superior for review

approval on the U=
mentg

B LIQUIDATION

TWO DAYS AFTER TRANSACTION

If exist

fp

It exist t
8

=

d4a BPE = KB 4c BPFE ¢ KB

Rp

®

iy

IF ex st

47 ggék @— Asks Requisltioner to sign BFrK-I

-~ Signs BPKK-]

- Stamos  PAID w th 1nk on the BPE and
BPKK  Indicates there on the date of
payment

LEGEND

¥B Fartu Bon If Petty Cash batance has reached
(Cash Advance >lip) minimum balance see {1 7 3 Pelty

Cash and Revolving Funds Dis-

BPE Bukt Pendukung Ekstern bursements Replen shments
(Supporiing Documents) Procedures mo

BPKK Bukly Pengeluaran Kas kece!
(Petty Cash Disbursements Youcher)

BKKc  Buku Kas Kecit - 50 -

(Fetty Cash Book)

KAP=~JM/IT 6 1 3/5/97
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JM Be Effective Since

INTERNAL CONTROL AND GUIDELINES
OF CASH ADVANCES AND LIQUIDATION
FROM BANK

GUIDELINES AND INTERNAL CONTROL FEATURES

The authonty to issue Cash Advance Slip (Bon Uang Muka/BUM) and Travel Order
and Request for Cash Advance should be restricted to the Chairman/Project

Director/Superior or her designated representative

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

approval by the Chairman

The Liguidation Report (Pertanggung-jawaban Uang Muka/PjUM) the Travel
Expenses Liguidation Report, and all supporting documents should be stamped

PAID' with the date of payment to prevent unauthorized reusage

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

the activity for which the advances 1s made

Cash advances intended for personal purposes are not allowed

Cash advances shall be made only for expenses that are included in the budget

approved by management

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

Minimum documentations are required on files
a Approved Cash Advances Shp
b Liguidated Report or Travel Expenses Liquidation Report properly supported

with plane tickets Invoices, Official Receipts etc

FINANCIAL SYSTEMS AND PROCEDURES © JM Management Services
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JM Be Effective Since

INTERNAL CONTROL AND GUIDELINES
OF CASH ADVANCES AND LIQUIDATION
FROM BANK

B POSSIBLE RESULTS FOR NON-COMPLIANCES

Cash advances may be used for items not authorized by the Chairman/Project

Director

Double payment of some transactions

Long unliquidated cash advances

FINANCIAL SYSTEMS AND PROCEDURES © JM Management Services
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NARRATIVE ACCOUNTING PROCEDURES
CASH ADVANCES AND LIQUIDATION

FROM BANK

Be Effective Since

Step
No

Procedures

Responsible

Personne!

REQUISITION

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 Superior for review and
approval

Forwards BUM to Treasurer

Checks BUM against 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 Il 4 2 Bank Disbursements
Procedures)

Files BUM-2 temporanly and issues check to
the Requisitioner

Forwards BPgB-1 and BUM-1 to the
Accountant

Requisitioner

Treasurer

Cashier

FINANCIAL SYSTEMS AND PROCEDURES

© JM Management Services
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NARRATIVE ACCOUNTING PROCEDURES
CASH ADVANCES AND LIQUIDATION

Be Effective Since

FROM BANK
Step Procedures Responsible
No Personnel
4 Checks conformity of BPgB-1 and BUM-1 Accountant
indicates in the BPgB the record of the
transaction
inthials BPgB-1 to check evidence
Makes record In accordance of Accounting data
processing system and procedures
LIQUIDATION (TWO DAYS AFTER
TRANSAC-TION)
5 After spending money and with the available Requisttioner
Bukti Pendukung Ekstern (BPE/Supporting
Documents) prepares Pertanggungjawaban
Uang Muka (PjUM/Liquidation Report) to
determine the amount due from or refundable
<] Presents PJUM together with the BPE to the Requisitioner
Supernior for review and approval
After approval presents all the documents to
the Treasurer
7 Compares PJUM to BPE against the approved Treasurer

budget

Signs PjUM to review evidence/approval

Forwards all documents to Cashier

FINANCIAL SYSTEMS AND PROCEDURES
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NARRATIVE ACCOUNTING PROCEDURES
CASH ADVANCES AND LIQUIDATION

FROM BANK

Be Effective Since

Step
No

Procedures

Responsible

Personnel

10

Compares PjJUM and BPE against the BUM 2
on file to determine the amount due from of

refundable to the Requisitioner

a If BPE = BUM -2 performs procedures no 8

b if BPE > BUM -2 repeat procedures no 3

¢ 1f BPE < BUM -2 prepares 1 (one) copy of
Bukti Penenmaan Bank
(BPnB/Bank Receipt
Voucher) performs

procedures no 8

After the reimbursement has been made to the
Requisitioner stamps LUNAS/PAID” on PjJUM
BPE and BUM and indicates 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 preparnng the Journal Voucher

V)

Checks confirmity of PJUM BUM 2 BPE and

BUM-1 on file

Imtiais PjJUM to check evidence

Post JV to the General Ledger and files the JV

together with BUM PJUM and BPE

numencally

Cashier

Cashier

Accountant

FINANCIAL SYSTEMS AND PROCEDURES

© JM Management Services

N



IKATAN BIDAN INDONESIA
11623 CASH ADVANCES AND LIQUIDATION FROK BAHK PROCEDURES FLOW CHART

REQUISITIONER TREASURER CASHIER ACCOUNTANI
A REQUISITION
As reou red Rp 12 V2
¢ UM BUDCE T BUM

@ 2x

{orolates

the form oro
lndlcales e

d
lhc :uh ad

vanc
= Fresents BUM to the Su-
per or {o rev ew

aporovat

©,

= Checks BUM against the
apcoraved 13
Jigns BUM |

|

Performs 1], 4 3o 1 3 Bank

D shursements Procedur

&

Soends money

8 LIQUEDATEON

U;Jlda!lm should be
at least 2 (twa)
days sfter { ansact
on completed

®

®

Presents P)UM {ogether
w th Lhe BPE Lo th

werior {0 review and
aopraval

S e 1l 4,3 (heck Dishur

sements Frocedures

l

Vakes r cord in acrordance
of accounting data process
ing sysiem and orocedires

BUM 2
BBKs

I S

'
PjLN BPE PN
Ro

Chechs and sl PJUM ¢t

review wlkng:?wljarma?

BPE BUM 2 BPE » BUM-2 @m(emz
I
Py PjUM
BPF

Rep at th s pro
cedures ro 35

Rp (8b)

LEGEND ¢

BUM
BPg8
BeKs
BHE
PjuM
8rnd

t Ber Uang Muka {Cash Advance Slip)
Bukll Pengeiuaran Bank (Bank Disbursements Youcher)
Buku Bank Kas r (Bank Cashlier Bonk}
Bukt Pendukung Ekstern (Supporling Documents)
Pertanggung) awaban Uang Muka (Liguidation Report)
Bokti Penerimaan Bank (Bank Receipt Voucher)

Staros  'PAID on BIM 2 and
reaiu-ns BIAM 2 and Ca h mm
to R hen ¢

Isitlioner I
beat i?l ank Olsbursp-
ments orocz

3
g- 5

BeKs
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CHAPTER II 7.1 5

:JE Effective Date

INTERNAL CONTROL AND
GUIDELINES ON PURCHASES

A GUIDELINES AND INTERNAL CONTROL FEATURES

1 All purchases other than those through the Pefty Cash Fund shouid be supported with a
Purchase Order (Order Pembelian/OF)

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 OF OP should be
prenumbered

4 Purchases should be made with the following guidelines
a Quantity and specifications ordered should correspond to the quantites and

specifications invoiced and received

b Goods of satisfactory quality are acquired at a reasonable price 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 1s
- Approved Purchase Order
- Pnce List from three (3) suppliers

- Sales Invoice of supplier

B POSSIBLE EFFECTS OF NON-COMPLIANCE

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL © JM Management Services
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[J_—M_I Effective Date

INTERNAL CONTROL AND
GUIDELINES ON PURCHASES

Unnecessary items may be ordered/purchased
Selected suppliers may be of disadvantage to the project

Damaged goods may be accepted

HoWN -

The quantities and specifications of the goods invoiced and received may differ from the

quantities and specifications ordered

FINANCE AND ACCOUNTING SYSTEMS PROCEDURES MANUAL © JM Management Services
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NARRATIVE ACCOUNTING

PROCEDURES OF PURCHASE RECEIPT

Be Effective Since

Step Procedures Responsible
No Personnel
PURCHASE
1 Based on Purchase Requsition prepares 3 Secretanat
(three) copies of  Order Pembelian
(OP/Purchase Order)
Asks Authornized Officer to sign OP and stamps
on OP
Distributes
OP 1 Suppher
-2 Accountant
-3 Purchase Requisitioner
2 Receives OP-3 from Secretanat and records Purchase Requisitioner
purchase on Buku Kontrol Pembehan (BKPb/
Purchase Control Book) files OP-3 and BKPb
RECEIPT
3 Recewves Faktur (F/Invoice) Surat Jalan (SJ/ Purchase Requisitioner

Delivery Crder) - Onginal/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

FINANCIAL SYSTEMS AND PROCEDURES
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NARRATIVE ACCOUNTING

PROCEDURES OF PURCHASE RECEIPT

Be Effective Since

Step
No

Procedures

Responsible

Personnel

Signs on the SJ to acknowledge receipt of the
items delivered and to check evidence
against OP

Records goods to Kartu Barang (KB/Stock
Card)

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

Receives F SJ-AC OP-3 from Purchase

Requsitioner

Records goods receipt on Buku Kontrol
Pembelian (BKPb/Purchase Book)

Refernng to payable and venfication

procedures

Secretanat

FINANCIAL SYSTEMS AND PROCEDURES
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SECRETARTIAT PURCHASE  REQUISITIONER

I
A PURCHASE

Based Purchase Requisitioner

f
T |
X

B RECEIPT

O

— Agks Authorized Officer to
sign
- Stamps on OP

CACACT

SUPPL 1ER ACCOUNTANT @

SUPPLIER

- Compares (Goods, SJ-A C,
F 16 0P-3
- Signs SJ-A,C

F oP GOODS

BPKb
Referred to payable and KB
verification procedures

LEGEND

(0.3 Order Pembelsan (Purchase Order)

F Fakiur (Invoice)

SJ Surat Jalan {Delivery Order)

BKPb  Buku Kontral Pembelian (Purchase Qrder Book)
kB Kartu Barang (Stock Card)
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m Effective Date
INTERNAL CONTROL AND
GUIDELINES ON SALES

A GUIDELINES AND INTERNAL CONTROL FEATURE

1 All sales of Inventories should be supported by prenumbered Delivery Order (Surat
Penginman Barang/SPB) The SPB will be the basis for recording revenue

2 The Accounting Staff should maintain Accounts Recelvable 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 numencal sequence of the form submitted SPB by

the salesperson

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

of incurrence

B p IBLE EFFECTS OF NON-COMPLIANC

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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NARRATIVE ACCOUNTING

PROCEDURES SALES AND DELIVERY

Be Effective Since

Step Procedures Responsible
No Personnel
1 Receiwves confirmation from Customer and checks Goods Owner
inventory
a If avallable Instructs secretariat to prepare
Surat Penginman Barang (SPB/Delivery Order)
b If not available performs Il 10 3 Purchase and
Receipt Procedures
2 - Based on nstruction from Goods Owner Secretanat
prepares 4 (four) copies of SPB and stamp
“BI"
- Asks authonzed officer {o sign SPB 1-4
- Stamps 1B
Distributes
SPB-123 Goods Owner
-4 File
3 - Receives SPB-1 2 3 from Secretanat and sign Goods Owner
SPB 1-3 for Delivery
4 - Prepares Goaods in confirmance with SPB Goods Owner

Records delivery on Kartu Barang (KB/Stock
Card)

Delivers Goods through Expedition

FINANCIAL SYSTEMS AND PROCEDURES
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NARRATIVE ACCOUNTING

PROCEDURES SALES AND DELIVERY

Be Effective Since

Step
No

Procedures

Responsible

Personnel

Asks Expedition to sign SPB 1-3
Distributes Goods SPB-1 2 3 to expedition

Receives Goods SPB-123 from Goods

Owner

Forwards Goods to Customer
Asks Customer to sign SPB 1-3
Distributes

SPB-1 Accountant
Goods SPB-2 Customer
SPB-3 Goods Owner

Receives SPB-3 from Expedition

Records SPB-3 on Buku Piutang (BP/Account
Receivable Book)

File SPB-3
Receives SPB-1 from Expedition At month

end summarizes and posts account totals to
General Ledger (GL)

Expedition

Goods Owner

FINANCIAL SYSTEMS AND PROCEDURES
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11822 SALES AND DELIVERY PROCEDURES FLOW CHART

GOODS CWNER

SECRETARTAT

EXPEDITION

ACCONTANT

Recelves confirmation
from Customer

Inventory

Availabie
Instructs Serretariat
to prepares 5B

R

Based on nsiruction
from Goods Owner

ON I

Performs {1 7 3 Purchases
Procedures

=~ Askg Authert ed Offscer
to sign SPB | 4
= Stamps 181 on SPR

Stgng SPB 1-3 for delivery
[

O

@ aocos -H kB

-~ Delivers Goods through
Expedition

= Asks Expedit on to sign
sPB 1-3

@ Goo0S 1 23
L/SPB

-~ Forwards Coods to Customer
- ?sl;s Custarer to sign SF8

SPB 60005 5pP8

CUSIOMER

@[: Vv

LEGERND

SPB  Surat Pengiriman Barang (Delivery Order)
kB Kartu Barang (Stock Card)
op Buku Piutang (Account Receivablie Book}

KAP-JW/1] 8 2 2/5/97
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NARRATIVE ACCOUNTING
PROCEDURES COLLECTION

Be Effective Since

Step
No

Procedures

Responsible
Personnel

COLLECTION
3 (three) days before Surat Pengirman Barang
(SPB/Delivery Order) 1s due prepares 2 (iwo)

copies of Surat Tagihan (ST/ Collection Bill)

Distributes ST-1 to Customer and Files ST-2
SPB-3

COLLECTION RECEIPT

Recetves cash and ST (ST-1 f required) from
Customer

Retnieves 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 Piutang (BP/
Account Receivable Book)

If Cash Performs 1113 Cash Recelpt
Procedures

If non Cash, Performs (123 Bank Receipt
Procedures

Goods Owner

Goods Owner

Goods Owner

FINANCIAL SYSTEMS AND PROCEDURES
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GOODS OWMNER

A

COLLECTICH B COLECTION RECEIPT
3 (three) days before 5PB
L y
Ro/C/BG
3
3
SPB SPB
. e
|
, L
~ Retrieves 1-2 and SP-3 from files
- Czmpares cash and $T-1 to ST-2 and
SPB-3
- Lecuntg cash receipt
ST T
2x {
|
\
1
ST
3
SPB
Eergorng I 1*3
as eceipts
CUSTOMER (::> Mo Procedures
Performs 11 2 2 2
Bank Receipts
procedures
LEGEND
SPB  Surat Pengiriman Barang (Delivery Order)
ST Surat Tagihan (Cotlection Bitl)
BP Buku Piutang (Account Receivable Book)
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1‘@ Be Effective Since

ACCOUNTING CONTROLS AND
PROCEDURES

A BASIC FEATURES

The principal objectives of any accounting control system are to physically safeguard the
organizalion s assets 1 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 following basic internal control features

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

recording and operational function}
2 Appropniate authonization of transactions
3 Internal check and balances
4 Adequate management superviston, and
5 Plan of organization
The succeeding sections describe the standard internal accounting control guidehnes and
procedures for each major sub-system taking into consideratton the above mentioned

features

B GENERAL ACCOUNTING SYSTEM

The General Accounting System classifies and presents the flow of accounting information
from the onginal source documents to the books of onginal entry information from the onginal
source documents to the book of enginal entry (Journals) and eventually to the book of
finalentry (general ledger) The generel ledger is the basis for the preparation of periodic trial
balance and vanous financial reports

FINANCIAL SYSTEM AND PROCEDURES JM Management Services
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Be Effective Since

ACCOUNTING CONTROLS AND
PROCEDURES

The system includes

D G AW =

Coded chart and description of accounts

Internal control features

Financial guidelines

Detailed narrative accounting procedures and illustrative journal entries
Procedures flowchart of major sub-system and

Exhibit of accounting forms used in processing and recording

Vouchers used

W O N O 0 =W N -

Special multi-column books of accounts are used to facihitate the recording posting and
classifying of financial transactions The books of accounts are the sources of information for
the preparation of management reports Subsidiary records are set up for major accounts
with numerous components for recording and internal control purposes A brief description of

Bukti Penerimaan Kas (Cash Receipt Voucher)

Bukti Pengeluaran Kas (Cash Disbursement Voucher)

Bukti Penerimaan Bank (Bank Receipt Voucher)

Bukt Pengeluaran Bank (Bank Disbursement Voucher)

Buktli Pengeluaran Kas Kecil (Petty Cash Disbursement Voucher)
Kuttansi (Official Receipt)

Surat Penginman Barang (Delivery Order)

Ikhtisar Gay (Salary List)

Bukti Jurnal (Journal VVoucher)

BOOKS OF ACCOUNTS AND SUBSIDIARY CONTROL RECORDS

the books of accounts and subsidiary control records follows

FINANCIAL SYSTEM AND PROCEDURES JM Management Services
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ACCOUNTING CONTROLS AND
PROCEDURES

Description

A BOOKS OF ACCOUNTS

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

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
Sales Book (Buku Penjualan) - Records all sales transactions Recording must

be done chronologically with the Sales Invoice No to facilitate reference

Journal Voucher - Serves as a source document and as a book of accounts to
record all non cash transaction Examples of such transactions are adjusting or
reclassifying entnes and depreciation of fixed assets

General Ledger - Book of final entry Summanzes all entrnies in the books of
ongmal entry (cash receipts book cash disbursements sales book journal
voucher etc) the account balances wn this book are the basis for the
preparation of the financial statements

B SUBSIDIARY RECORDS

Loans Receivable Subsidiary Ledger - Records loan and collections made from
loan borrowers One subsidiary ledger 1s mawntained for each borrower The
borrower s name and address amount barrowed term of payment interest rate
and other data should be indicated n the ledger

2 Advances to Officers Subsidiary Ledger - records all cash advances to officers
and staff and the liguidation s of these advances One subsidiary ledger is
maintained for each individual

FINANCIAL SYSTEM AND PROCEDURES JM Management Services
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ACCOUNTING CONTROLS AND
PROCEDURES

Stock Card - Records and controls the receipt and issuance of high value
inventory and other expendable items A separate stock card should be
maintained for each item

Fixed Asset Card - Contains historical data (date of acquisition cost bref
description of each item rate and penodic depreciation charges etc) of each

property and equipment

Accounts Payable Subsidiary Ledger - records all purchases on account and the
susequent payment One ledger 1s maintained for each creditor/supplier

Project expenditures Subsidiary Ledger - Contains details of actual project
expenditures One ledger should be maintained for each expense budget item in
the grant budget

FINANCIAL SYSTEM AND PROCEDURES JM Management Services
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JM Be Effective Since

ACCOUNTS DESCRIPTION

Chart of Accounts

The chart of accounts i1s designed to facilitate the recording and summanzation of transactions and
the preparation of financial reports Accounts are grouped into assets habilities fund balances
revenue and expenses a block number 1s assigned lo each account group to allow flexibility for

creating new account without altenng existing account numbers

The chart identifies accounts that are applicable to each project and indicates the applicable fund

sources Assets are identified by project to facilitate monitoring and location

The Coding System has The Following Mechanisme

1 A basic three digits code shall be used to identify the major accounts grouping in the financial
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 subsichary 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
FINANCIAL SYSTEM AND PROCEDURES JM Management Services
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E’ Be Effective Since

ACCOUNTS DESCRIPTION

The Coding System

P
%
%

Account Project

————————» Account Grantor

» Account Sub Group

» Account Group

, Account Classification

To lllustrate the coding system

Account code 611 10 01 = Salary of Project Director

110 01

61 10
2
L Account Salarnies of Project Director

Account Projects Sponsored by Mothercare

v

»  Account Salanes

FINANCIAL SYSTEM AND PROCEDURES JM Management Services
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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 OO0 Prepaid Expenses
300 - 349 FIXED ASSETS
301 00 Q0 Land
302 00 OO0 Building
303 00 00 Vehicle
304 00 Q0 Office Supplies
3s¢ - 399 ACCUMULATED DEPRECIATION

FIXED ASSETS
352 00 00 Building
353 00 00 Vehicle
354 00 o00 Office Supplies
400 - 449 CURRENT LIABILITIES
410 00 QO Trade Payable
420 00 @O0 Tax
430 00 00 Accrued Expenses
440 00 00 Other Liabilities

BUKU 1V BUKU PENGOLAHAN DATA

© JM Management Services
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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 o0 Mother Care

500 20 00 Profit

500 30 00 Pathfinder/SDES

500 40 OO0 Yayasan Dana Abadi Karya Bakti
510 00 00 Members fee

520 00 00 Sales

530 00 00 Donation

540 00 00 Hospital s Revenue

545 00 00 Other Income

5§50 00 00 COST OF GOOD SOLD

600 00 00 PROJECTS EXPENSES

611 00 00 Salaries

612 00 00 Equipment and Commodities
613 00 00 Monitoring and Evaluation
614 00 00 Administration and Travel
615 00 00 Training

618 00 00 Indirect Expenses

700 00 00 GENERAL & ADMINISTRATIVE
EXPENSES

711 00 00 Salares
713 00 00 Medical
714 00 00 Office Admunistrative

BUKU IV BUKU PENGOLAHAN DATA

© JM Management Services
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CHART OF ACCOUNTS
LEDGER SUBSIDIARY LEDGER
Acct No Account Title Acct Account Title
No
715 00 Q0 Consumption
716 00 00 Vehicles
717 00 Q0 Depreciation
718 00 00 Duty Trip Expenses
719 00 00 Profesional Fee
800 00 00 OTHER EXPENSES
811 00 00 Bank Expenses

BUKU IV BUKU PENGOLAHAN DATA

© JM Management Services

%
o
g



JM

Page

CHAPTER IV 3 -

Be Effective Since

DEFINITION OF ACCOUNTS

ASSETS (100 - 199)

101 CASH ON HAND
This account 1s debited with cash collections from receivabie and cash receipts from
other sources It 1s then credited with the subsequent deposit of these cash collections
to the bank account

102 PETTY CASH FUND/REVOLVING FUND
This account 1s set up to account for expenses which need not be paid with check The
fund 1s estabilished under the imprest system The fund i1s replenished when cash in
the fund 1s near depletion or reaches a certain mimmum balance

120 BANK
This represents Cash in Bank account balance whether savings and/or demand
deposits not subject to restrictions 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 unhquidated advances to officers and employees for
transportation and varnous 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 unrestricted grant or
a spectal grant

FINANCIAL SYSTEM AND PROCEDURES JM Management Services
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DEFINITION OF ACCOUNTS

350

ACCUMULATED DEPRECIATION

This account 1s profided 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 1s charged to operation every year

LIABILITIES (400 - 449)

AND FUND BALANCES (450 - 439)

400 - 449

430

440

450 - 499

CURRENT LIABILITIES

This account represents unpaid bills covenng accounts or obligations to outside
creditors ansing from the purchase of matenals supphes services property and
equipment and other transactions

ACCRUED EXPENSES
This account represents accrued salaries and other expenses incurred but not yet paid
as of the end of a penod such as accrued rent interest etc

OTHER CURRENT LIABILITIES
This account takes care of other current liabilities incurred which cannot be classified

under any specific hability account

FUND'S BALANCE

This account shows the balance of a fund entity/project as of a certain perniod this
account 1s increased by crediting it for the other fund entities This account 1s
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
FINANCIAL SYSTEM AND PROCEDURES JM Management Services
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Be Effective Since

DEFINITION OF ACCOUNTS

545 OTHER REVENUE
This account represents revenue denved from sources other than the above revenue
classifications

600 PROJECT’S EXPENSES

611 SALARY
This account 1s to be charged for salanies and wages of project officers and staff
including other employee fringe benefits

510-519 EQUIPMENT AND COMMODITIES
This account 1s to be charged for acquisiton of budgeted items approved by
Chairman/Project Director

520-529 MONITORING AND EVALUATION
This account is to be charged for expenses incurred in monitoring and evaluating the
progress of the implementation of the projects

530-539 ADMINISTRATION AND TRAVEL
This account 1s to be charged for approved administrative (e g office supplies rent
power etc) and travel expenses incurred by Chaiwrman/Project Director

550-559 TRAINING
This account 1s to be charged for expenses incurred in the traiming/seminars of the staff
and/or beneficianes 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 obtaned before an
expenditure can be charged to this account

FINANCIAL SYSTEM AND PROCEDURES JM Management Services
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V SAMPLE JOURNAL ENTRIES

JOURNAL ENTRIES

Account No
No Transaction Source Documents Debit Cradit ACCOUNT NAME Subsidary Ledger
Cash/Bank Receipts
a Grant Revenue Bank Recepts Voucher Credit Bank 12000 00 Bank
Note 500 10 00 Mother Care
500 20 00 Profit
500 30 00 Pathfinder/SDES
b Collections of Account Recenables  Cash Recelpt voucher 101 00 00/ ~ Sales Control Book
120 00 00 Cash/Bank
200 00 00 Account Recenable
¢ Members Fee Revenue Credit Note Bank recerpts Voucher 101 00 00/
Cash Recelpts Voucher 12000 00 Cash/Bank
510 00 00 Member s Fee of Revenue
d. Donation Revenue Cash/Bank Receipts Voucher 101 00 00/
120 00 00 Cash/Bank
530 00 00 Donation s Revenue
e Foundation Revenue Bank Recepts Voucher 120 00 00 Cash
500 40 00 Foundation s Revenue
f Hospital Revenue Cash Receipts Voucher 101 00 00 Cash
- 80 -
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JOURNAL ENTRIES _

Accourt No
No Transaclion Source Documents Debit Credit ACCOUNT NAME
2. Bank Disbursements
a Petty Cash Revolving Bank Disbursements Voucher 110 00 00 Petty cash
120 00 00 Bank
b Petty Cash Replenishments Bank Disbursements Voucher 60000 00 Project Expenses
Expendture Summary 700 00 00 Gen & Administrative Expenses
120 00 00 Bank
¢ Payment of Accourt Payables Bank Disbursement Voucher 41000 00 Account Payable
Supportng Document 120 00 00 Bank
d Payroll Bank Disbursement Voucher Salary List 71100 00 Salary Expenses
Payroll Summary 120 00 00 Bank
e Cash Advances Bank Disbursements Voucher Receipts 22000 00 Cash Advance
Bank Debit Note 120 00 00 Bank
3 Other Tmnsactions
a Credit Purchase Supplier s Invoice Purchase Order 2300000 Inventory
410 00 00 Account Payable
b Credit Sales Detivery Order Sales Order 200 00 00 Account Recenable
520 00 00 Sales
550 00 00 Cost of Good Sold
230 00 00 Inventory
¢ Bank Reconciiation Bank Statements Bank Receipts Voucher 120 00 00 Bank
Bank Disbursements Voucher 545 00 00 interest Revenue
41000 00 Account Payable
atau
8110000 Bank Expenses
120 00 00 Bank
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JOURNAL ENTRIES

Account No
No Transactlion Source Documents Debit Credit ACCOUNT NAME Subsidary Ledger
4 Adjustment Journal Entnes
a Prepaid Expenses Jourmal Voucher 600 00 00/
700 00 00 Project Expenses/General and Administrative Expenses
250 00 00 Prepaid Expenses
b Deprecation of Fixed Asset Journal Voucher 717 00 00 Oeprecation Expenses
350 00 00 Accumulated Depreciation Fixed Asset
¢ Accrued Expenses Jourmal Voucher 600 00 00/
700 00 00 Project Expenses/General and Adminsstrative Expenses
43000 00 Accrued Expenses
5 Clossing Entnes
a Clossing Expenses and Revenue Journal Voucher 500 10 00 Mother Care
Accounts 500 20 00 Profit
500 30 00 Pathtinder/SDES
500 40 00 Faundation Dana Abad: Karya Bakls
510 00 00 Member s Fee
520 00 00 Sales
530 00 00 Donation
540 00 00 Hospital s Revenue
550 00 00 Cost of Good Sold
60000 00 Program Expenses
700 00 00 General and Other Expenses
4500000 Fund Batance
6 Reversing Entnes
a  Accual Expenses Occured Journal Voucher 430 00 00 Accrued Expenses
600 00 00/ Project Expenses/General and Administrative
700 00 00 Expenses
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