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PROFILE OF 4YBIN IN TTGRAY - ETHIOPIA

StimulatinganrlfacilitatingEntreprenerrrshipinTigrav_Ethiopia
Develo pment, Progress' Sustain abilit--v, I ncl usivih'

4YBIN in Tigra.v -EthioPia
4YBIN is regislered ancl licensed b;'the Tigra;- Region bureau of Jttstice' as local Charities irt

accordance rvith the proclan.ration N i 13i2011 (accrediratiorl issued on 29th Decenrber 2022'

Cefiificate N. 0512015) . 4YBIN r.vorks it.t'Iigral'' Region -Ethiopia fi-om Decetnber 2022 and opened

coordipatiol office irr different zoltes fronl tlre main city Mekelle ' to Major to Major torvtrs iu the

Region like Adiva, u,ukro, Adigrat . Axuu atld shire in tlre Tigray'' Region in order to

implernent dif'flerent inter.,entions . 4YBIN fourtdatioti is also set Lrp in the Netherlands to provide

technical andfinancial suppotltoourlocll NGOalldlocr-rsecl ollrecoverv/Rehabilitationand

devclopntettt illtervelll iolls'

Mission
The mission of 4YBIN is prornotirrg entrepreneurship and enterprisitlg culture to help ,vouth'

especially vulnerable y'ouih, change their life and therebl"accelerate and integrate strstainable

developrnent itr econottiically poor cotttrntrr'ities'

Vision
vision of 4YUIN is becouting the leading Ethropian civil societr organization irr providirrg excellent

cntreprenetlrship an<i btrsitless incubation sLlpport to youth rvithirt 10 years'

Goals
The goal of ,lYBIN is to proYide youthwith corrrprehensive suppolt packages to starl tl.reir businesses

irrcluding business idea generation. bttsiness plarr clevelopll'lel]t, entreprener'rrship and technical

training. technologl selection. financing staftups. and creatirtg trlarket linkages'

Facls about Tigrol
Nou,the peace is re-established in'l'igraythe tirne has conle to rebuild tlte area' A group of (former)

PIJM erperts rvho have done projects in Tigray before includirig the fonner PI-JM Regional

coordinator for Ethiopia hal'e takett the initiative to stimulate and facilitate Erltreprerleut'ship in

f igray. \ve believe tftat talented ]'oullg people can be a driving force to build tfic econopl-Y' That's

rvhat u,e see in all countries irl tlie u'orldl also. in Africa, tltis catt be tlte case' Where in the Westerll

riorld the ecos),stent is in place to stinttrlatc and lacilitate the developmetrt o1'entrepreneurship' this

is st ill lack irrg in A f ica'

\\/e are building a cournru,ity, i1 our par-t of the *'orld of people tvho are prepared Voluntarily to

suppofi the establishtrent of new compallies' both via training arld knou'ledge tratlsfer' but also by

inrestitrg in tltcsc Itcrr cotnpatties'

.tyBIN For yoLrth B,siness lnnovation Net*'ork 4YBIN is the iocal NGo tlrat is the entity to

ll]anagetlreprograrl.LocalstakelroldersparlicipateirttherrlarragelrterltoftlrisNGo,including.
respected owuels ollocal SMEs. othcr stakeholders rvithirl the ecosl'stenl, and ottr lteanr local in

rlajor zonal torvtrs in TigLay' 'uvho ri'ill lxanage the day{o-day activities of 4YBtN'

-lhe prograrn ainrs to create lte\\, colllpallies tlrat contribute to local ernploy'trlent ftrr 1''outh and
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\\olrell. TIle result u'ill also stinrulate the economl'. Tlre format ri'ill be business oriented. g,hich
llleans that no grants rvill be provided. bLrtthata retunt-olr-inr,,estment model will be created forthe
irrrestors. This Rol can be in nrultiple formats includirg in kind RoL
The main objectives and roles of 4yBIN are;

. Promotion 4YBIN concept and identi[,ing potential starl_ups

. Agreernent rvith selected staft-ups

. Participate in local prograrns front otherNGO.s

. Facilitate agreentent betrveen investors and starl_ups
. Parlicipate in Staft-up Managernent

4YBIN in Ethiopia and in tlie Netherlands the 4YBIN Foundation is founded rvith the plrrpose to
facilitate the contribution by the NI_ comrnunity via:

. Expeft contribution
./ Stimulating entrepreneurship
./ Selection of business ideas and entrepreneurs
./ Validating Business plans
./ Business Incubation
./ Specific dornain expeftise

'Financial contributiotl b1'attracting potential investorsl those investors can be private
persons, NGO's and companies u'here such investrnent fits with their CSR (Corporate
Social Responsibiliry) strategy or Business Link strategy

Examples of business ideas
. Farming and anirrral feed; implo1,in-e rnilk production. milk processing and animal

feed production u'ith ueu'technologies: same u,ith other livestock products like
poultry, goats. and beekeeping.

' Horliculture and Agriculture: implement good practices. farm nranagement and
crop cultivation.

' Productiotl of healthy food items: implementing ne\\'technologies and recipes i1
the local environmerrt.

. Renervable energy / solar energ\
. (Drip) Irrigation systems

' Training programs oit ne\\.techttologies and support the comrrercializatiol
. Private Health sector initiative

4YBIN rvorks also particularll, in in humanitarian and development interventions, rvith
International cooperation projects. through a holistic approach:

o To educate. teach, and sustain wornen arrd yor-rths at risk socially;
. To assist and rehabilitate minors;

o To guarantee vocatioual trainiug, u,ork access. and social rehabilitation;
o To prornote the rights of children and older vouth;
o To pronlote the development of local communities. sustaining local educatiye realities.

trai,iug fortrai,ers, and the development of 1,outh enterprises;

' To train people to rvork for the protnotion of human development. offering t6e same
oppor-tunities to everyone and respecting each culture;

o To irnprove information access and training through neu,technologies.
o To suppoft tlle International r.'olunteer service carried out rvith educative skill. directed to

thehuman being in order to prclmote Iasting hurnan development:
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Voluntary Serr.ice

For the national r,olunteer service. our motto is: "There is no pro.iect rvithout volunteers: there are

no volunteers rvithout a project".

The concept of the national Volunteer rve believe in requires adequate professionalisnr. hunran

maturity and balance. relationaland inter-cultural skills. adaptability'to real localconditions.

cornpetencies. erperience and engagerrent in orderto slrarethe daily life and the comnron work

u,ith our local partners and our beneficiaries.4YBIN en-eagernent has been -qoin-g on since lyears.

thanks to 8 r,olunteers uho have collaborated in the past and those rvho collaborate r.vith us todar,.

Organizational Structure

A Board of Directors at the Head Quafier in Mekelle Tigra,v governs 4YBIN. It has

representatives in major to\r,ns in Tigrar uhere .+YBIN operates. The General Manager (GM)
represents the Organization in Ti_ura1' Ethiopia. The Gl\4 is directll' responsible for all the r.r,ork in

intervention areas. Besides creating the lirrk betu,een the office in Mekelle -Tigray , he/slre co-

ordinates the various projects fi'orn the office in project areas. In implementing his role the HM is

suppofted b;- a Deputy Manager. The board appoints the GM and the DGM through submitting
letters of Pou,er of Attonrev to the designated persons and to the concerned governrnental bodies.

a
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1. nTRoDUCTIoN
1.1 BACKGROUND

As the size of the operation of 4ybin u,ill increase overtirrre, it is found to be essential to develop a

Financial/Accounting Manual to improve the eristing practices.

The manualrvas developed by'the application of Generally'Accepted Accounting Standards and by

incorporating relevant government larvs and polrcies of 4YBIN. The second chapter introduces the

main policies. The rest of the text details all the procedures concerning the main cornpotrents: Cash

and Cash equivalerrts, Receivables/Prepayments. hrventories. Fixed Assets, Liabilities, Ittcontings

and Expenditures, and Fund Balance.

This manual must be considered flexible enou-eh to accommodate chan-ues lvithout radical alteration

of the basic system proposed. The basic formats needed fortlie implementations are annexed r'vith

this manua[. But tbrrnats are no1 exhaustivell' prepared and therefore alteration and modificatiort

may be necessar)' in the future as a result of practice artd revieu'.

This tnanual rvas revierved according to the "Reporl of Actr-ral Findings on Financial Accountirrg

Draft Manual prepared by 4YBIN" performed b1'the Charlered Cenified Accoutttants. On JanuarY

27 .2023. stating the cornpliance of the rnanual to the Ethiopian Labour Lau'.

1.2 OBJECTIVE,S

The prirnary objective of this manual is to ensure the efficient and economical utilization of the

4YBN Coordination Off-ice's resources to achieve organizational objectives and missions and fulfill
the requirenrents ofour partners.

The follorving are the specific objectives:

1.3 E,stablish a system u,hereby the inconrings and expenditures cf 4YBIN Tigral'are properll'

recorded and accounted for.

1.4 E,stablish a s5rstem in which standard repofts are produced in time and in the desired qualities.

Finally,. this manual must be considered as a guide in tlre process of financial mana-9ement,

recording.analyzing and sumrnarizin-s. accounting transactiorts in such a wa)/ that it
enables the generation offinancial information for both internal and external users.

1.5 nuTUORITY AND RE,SPONSIBILITIE,S

As legal representative of the NGO in Tigral'- Tigral the 4YBIN's General Manager ( GM)is the

sole resporrsible for follorving the proper inrplementation of this manual. Based on his authoritl, GM

can delegate various stafTto perform financial accounting activities. The GM is accompanied itt

his/her duty by the (Country Administrator). The GM in managing financial/accountingmatters. The

CM rvill not make modifications, seek solutions to economic problems, or take anotlter initiative of
any considerable imporlance u,ithout the authorization of the 4YBIN's Main Office in Mekelle-

Tigray. The GM and the DGM rvill be solicitous in satisfl,ing tl-re financial information required at

an1,time.

I.1 FINANCE UNIT

The guidelines r,r,ritter.r in this rnanual are dailv implentented by a Finance Unit. Ever),financial
transaction rnust be referred back for accouuting purposes to the Finance Unit. The 4YBIN Tigral"s
Finance Unit ntust be organized in a manner proporlionate to the importance and complexity of the

r,vork iuvolved. The Financial Unit should be forrned by:

o The Countrl' Adrrrinistrator
o The Administrator
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. The Accolrntants. Cashiers. logisticians. and other persons are fitlancially involved.

The GM and/or DGN4 u'ill be infonled of every'thing that relates to the financial statetlent of the

Country Coordipation Offi ce b), countersigning every fi nancial accounting docutnent.

1.4.1FUNCTION OF THE FINANCE UNIT

The major functions of tlte Finance Ultit include:

. Develop and establish sound accounting policies and procedures;

. Pror ide functional suppofi to all other units in financial matters and ettsure that

properprocedures are being follorved:

r Collect and disbr-rrse mone),due and by,the 4YBIN Coordination Office as perthepolicies

and procedures of this lnanuall

o Maintain records of all accounting transactions under the Cenerally Accepted

Accounting Principles (GAAP), IPSAS(lnternational Puhlic Sector Accounting

Standard) arid the Tigrayn larv;

. E,stablish a system of financial reporting to project managers, donors, relevatlt

Governmentall n stitutiotls, and otlrer stakeho lders :

. Prepare period financial 1epofts and analysis rvhich ri'ill assist 4YBIN to monitor its

performauceand control costs,

. Establish a sYstetn of budgetar]'control of expenditures.

I.2 AMENDMENTS

This manual is subject to atrendr.nent or replacement u'hen it is found to be incompatible as titlre

goes on, rvith the decisiol of 4YBIN Main Office in Mekelle-Tigray without any limitations except

mandatory rules.

The directives or lnemos issued as such shall have equal status as this Financial/Accottlttirtg Manual.

I.3 EFFECTIVE DATE

This Financial/Accounting Manual is effective frorn the da,v of 01 January 2023 onrvards-

ffi
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' The Accottntattts, Cashiers. Iogisticians. and otlter persons are filarrcial11, involyed.
The GM alld/or DGM uill be inforrr-red of everything that relates to the financial statepent of the
Coulltnr Coordirtation Office by couutersignin-t every finaucial accounling docurnent.

1.4.1FUNCTION OF THE FINANCE UNIT
The major functions of the Finance Unit include:

' De'elop ard establish sourd accourtirg policies and procedures:
o Provide functiottal support to all other units in f-lnancial matters and ensure that

properprocedures are being followed;
o Collect and disburse money due and by the 4YBIN Coordination Office as per thepolicies

and procedures of this rnanual:
r Maintain records of all accoulrting transactions under"the Generalll,Accepted

Accounting Principles (GAAP), IPSAS(lnternational Public Sector Accountilg
Standard) and the Tigravn larv;

o Establislt a s1'stem of financial repcrlir-rg to project managers, donors, relevarrt
Governrnental Institutions. and other stakeholders;

o Prepare period financial lepofis and analysis vn,hich r,r,ill assist,IYBN to monitor its
performanceand control costs:

o Establish a sl,stem of budgetary control of expenditures.

1.2 AMENDMENTS

TItis lnanual is subject to atnendment or replacement ri'hen it is found to be incompatible as time
goes oll' with the decision of 4YBIN Main Office in Mekelle-Tigray withor-rt any lirnitations except
mandatory rules.

The directives or lllemos issued as such shall have equal status as this Financial/Accountiug Ma,ual.

1.3 EFFECTIVE DATE

This Financial/Accounting Manual is effective from the da1, of 01 January 2023 onr,vards.
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2. nrxexcrAr, AND ACCoUNTTNG pot,rcrEs

2.1 ACCOTN'|ING BASIS

2.1.1 The accoutttitrg basis adopted by 4YBIN Coordination Office is Cash Bttsis Accounling. lt
mealts that income and expenditures related to donation and grants are recorded on cashbasis: cash

is received and expenses are recognizedi,the period in r,r,hich cash is paid.

2.L.2 Donations in kind are recorded as revenue and expenses in tire 1,ear of donation based on their
equivalent fi nancial value.

2.1.3 Advance payments shall be recorded as expense rvhen only settled: otheru,ise, they ivill be

recorded as advance or prepayments.

2.2 ACCOUNTING SYSTEM

2.2.1, 4YBIN Coordination Office is a branch of the 4YBIN Main Office in Mekelle The
accolu-ttirtg s),stem of 4YBIN Tigray must take into account 4YBIN Coordination office's policies
and procedures. The balance sheets of 4YBIN Coordination Office are paft of the 4YBIN
Coordination office's balance sheets.

2.2.2 Books of Accounts of 4YBIN Coordination Office shall be recorded and rraintained using a
Computerized Accounting System.

2.2.3 Only authorized personnel shall have access to the softrvare and its components.

2.3 ACCOUNTING DOCUMENTS

2.3.1 Accounting Documents are docuurents used for evidencing the movement of cash and other
assets. Each transaction lvill be acknor.vledged b1, 4YBIN Tigral, official accountable document
(CPV - Check Payment Voucher, PCPV - Petty Cash Pal,ment Voucher, JV - Journal Voucher,
GMV - Cash Receipt Voucher, GRN - Good Receiving Note, GRIV-Goods receivirrg & issuing
voucher, SIV- Store Issue Vouclter, etc.).

2.3.2 Accounting docurnents shail be printed rvith seriallv sequenced number u'ith the required
nunrber of distributions as indicated in this guideline.

2.3.3 All relevant supporting documents such as Receipts. Cash Sales Invoices, Purchase/Fund
Requests, Performa. Bid Analysis, photocopl,olthe contract. etc., should be attached there-r,r,ith as

essential documentary evidence of the transactior.ts concerned.
2.3.4 The books of account and the coresponding voucher and other documents u,ill be kept for l0
years or longer if specifically required b.v" the donor.

2.4 ACCOUNTING PERIOD

2.4.1 The Accounting period of 4YBIN Coordination Office runs from January 1 to December 3l of
ever)'year. For specific project financial 1,ear could be as per contract agreement.

2.5 ACCOUNTING CYCLE AND FINANCIAL STATEME,NTS

2.5.1 The Accounting C1.'cle is the procedr-rral sequence of accounting activities u,hich stafis rvith
tlte recording of transactions and ends rvith the preparation of financial statentents (administrative
repoft ofthe year).

This is the sequence of activities involved in the cycle

. Journalizing opening trial balance Journal Voucher:
o Coding, analysis and sut.nmarization or records of source documents such as receipt

vouchers,iuvoices, checks, payment vouchers, bank slips, etc.;
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r Posling of sofied and sunrr.narized journal entries into ledger accoLlnts.

o Closirrg trial balance takin-e to test the balancing of the led-eers:

. -It.tcol-ne and erpeuse slltttntarY statel.nent;

o Ralance Sheet.

2.5.2 The last trvo activities cot-tstitute tlte financial slatements.

2.6 BANK ACCOUNTS

2.6.1 Except cash required foi'petty cash payments according to the threshold in this Manr-rel. casli

has to be kept in bank in the nalue of the4YBIN Tigray.

2.6.2 Bank account rvill be opened u,heu required b1,the Main Office in Mekelle-Tigray and

approved in n'rittenby Cl"raritv and Societies Agencl'.

2.6.3 When a bank accourrt is believed to be ir-racti\e pen.nanently. it tvill be closed u'hett the

Main Office approves rvith the request of the General Mana-eer.

2.6.4 F,ach bank movement u,ill be operated u,ith tr'vo joint signatLtres fi'om a minimum of three

signatories.

2.1 PETTY CASH FLND

2.7.1" Petly Cash fLrnd shall be established ort intpres[ syslenr rvhereby a float of a fixed amount is

advanced to the Cashier. rvhich u,ill alu,ays be represented b1' cash or vouchers. The fund rvill be

used for effecting single payments belou'5000 ETB (100 Euro).

2.7.2Pety cash float is 25000 ETB (500 Euro) for Project areas and ETB 15,000 for Addis Abeba

Coordination Office
2.7.3 Extra pett1,, cash funds or project activities advance funds ma1' be established rvhetr

required forthe life of the event or project. The extra pett1,' cash should be officially ar-rthorized in

u,ritten by the GM or DGM in the absence of the GM.

2.8 DISBURSEME,NTS

2.8.1 Disbursemeuts are pa.vutents for receipt of goods, services and rvorks. Disbursenlents are

rnade out of pet[ cash funds and bank accollnts. Disbursements are split into the follorving

sections:

. Bank Disbursements:

o Check Pavmettts

o Bank Transfers

o Cash Disbursements:

o Petty Cash Payments

o StaffAdvancePavt.nents

2.8.2 For all payments. the project agreement's name, the donor's name, budget code, and the

bLulget line descriptiou has to be filled in on a Fund/Purchase Request fonrat. Without filling such

infonration, it rvill be difficult for the Adnrinistrator to journalize the transaction in line with the

budget details.

2.8.3 Disburser.nents made in cash, check and bank trausfer shall be evidenced by nun,bered

payment vouchers. u,here the voucher is to be approved by designated officials.

2.8.3 PROCUREMENT
2.8.3.1 Refer to 4YBIN Procurement Manual for policies and procedures concernit.rg
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procurementof Goods. Works aud Services.

2.9 ADVANCES/PREPAYMENTS

2.9.1 Prepay'ntents are rnoney advanced for ordinary and extraordinarv expelses.
2'9.2 No advances ma1' be issued unless and until all existing advances are settled.
2.9'3 Alltravel advances should be accounted forrvithin 5 days afterarrivalof thetraveler.

2.10 TAXES AND OTHER LIABILITIES
2.1,0.1, Goverrttnent tares to be collected by 4YBIN Coordination Office on behalf of the
governt'nent (including tax on etnplovrnent and rvithholding taxes) and other similar obligatiol
should beperforr-ned according to the lau, and paid in tirne to the relevant governntent body..
2.1,0.2 Refer to 'IYBIN HR Administration Manual for policies concerning liabilities to staff.

2.11 CASH COLLECTION AND INCOMING TRANSFE.R

2.1-1.1 All incoming cash, checks. bank transfers shall be acknorvledged by 4YBN official receipt.
2.11-.2 Cashiers must record all daily cash receipts in a cash book register.
2.I1,.3 The cash book register should all the tirne be kept updated and in balance with the physical
cashcount.

2.12 FINANCING SOURCE

2.12.1 The sources of finances are donation from donor organizations transferred throLrgh the
Main Office in Mekelle-Tigray.

2.13 BUDGET

2.13.1, The source funds for the budget are identified in paragraph number 2.12.1abot e.
2.1-3.2 4YBIN Coordination Oftlce will have one consolidated annual budget.
2.13.3 Each project agreement with parlners rvill be treated as a br-rdget for the project period and
rvillbe taken into account during the annual budget preparation.

2.14 FINANCIAL REPORTS

2 14 1' 

H:lxr: :,T:T:,1:',,",,T: li;,::i:,,,
o The balance sheett

. Budget agreement repoft:

2.1-4.'2r,,?li,ll;i:X,llu, 
'."ron, 

shal be repofted at the end oreach quaner.
2.1,4.3 The income for eaclt donor & experrditures allocated to each respective donor is shor.vn in
&tail

2.15 AUDITING

2.1,5.1,4YBIN's accounts are audited b1,an External Char"tered Auditor selected in line with relevant
larvs.

2.15.2 Exterrtal Audit is conducted every )/ear both in Main Office in Mekelle and in 4yBIN
Coordination Office.
2.1,5.3 All original receipts are kept in the Mekelle Office for the purpose of alditing.
2.15.4 Draft Financial Reports shall be delir.ered for auditor in Mekelle-Tigra1, in one month tipre
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frorn the end ofthe f-iscal r.ear (not Iater than Januarl' 31th).

2.1.5.5 Draft Financial Reporls shall be delivered for audilol in Tigray in two months' time fronr

the endofthe fiscal r ear (not later than February 28th).

3. cnxrruA.L ACCoUNTTNG AND REGISTRATIoN PRACTTcES

3.I ,+YBIN..PRIMANOTA', (PRIME ENTRY REGISTRATION) AND ACCOUNTING

SYSTEM

3.1.1 All monetar),transactiorrs (fron cash and bank accounts) of the 4YBIN Coordination Olfice

shall be recorded and maintained using the 4YBIN Accounting S_vstem. An Excel spreadsheet

format that serres as printe entry (PRIMA NOTA) is allori,ed. 4YBIN Prima Nota records and

totals the operations by'date and by accourrt. rvith debits and credits in separate colutnns and a

beginning balance and ending balance for each account.

3.1.2 All the operations ntust be encoded follorving the Projects Agreetnent's code or Iricktrame.

tlte donor's code or nicknarne and the budget lines of the correspondetrt project and grant

agreement.There are columns for each one of these categories.

3.1.3 It is the responsibilitl' of the Cashier to records all pettl' cash rnonetary operatious into

4YBIN Tigray Prirna Nota on a dail1, basis.

3.1.4 It is responsibilirr* of the Administrator to records al1 bank rxonetary operations into 4YBIN

Accounting System and/or 4YBIN Tigray Prirna Nota on a dail.v basis.

3.1.5 It is responsibility of the Cor-rntr1' Adrninistrator to ensLlre that all luonetan opelations

concerning 4YBIN Tigray are encoded properly.

3.1.6 A copy of 4YBIN Prima Nota updated file must be delivered to the DepLrty General Manager

andto the General Manager on a monthll' basis.

3.1,.7 It is responsibility of the Country Adrninistrator to send 4YBIN Prirra Nota to the Main

Off ice in Mekelle-Tigray monthly and to follow up modifications and correctiorrs reqr-rired.

3.1.8 It is responsibilitl, of the Countrl,' Administrator to ensure the correct registration of the

expenditures, entries and financial rnovernents on the 4YBIN accotrntins srstetrt on a monthly

basis. conciliating the bank and cash accour.rts ar-rd allocating the expenditures correctly.

3.2 ACCOUNTING SOFTWARE

3.2.1 All accountiugtransaction of ,lYBlN Coordination Office should be recorded ittto accounting

softr,vare. Books of accourrts of .IYBIN Coordination Office are recorded aud maintained using the

local authorities designed accounting softlvare.

3.2.211is responsibility of the Adrninistratorsto records all operations into the accounting softu,are

on a daily basis.

3.2.3Lt is responsibility of the Country Administrator to ensure that all operations cottcertting
,+YBN Ti-uray are accounted properly to guarantee hornogeneity r.vith 4YBIN Main Office Balattce

Sheets.

3.2.4 Backup mLlst be tnade on a rnonthly'basis using a separate media. It must be delivered to the

General Manager and kept in a safe place.

3.3 SOI.]RCE VOUCHERS

3.3.1 Source vouchers are those documents that are prepared b;- 4YBIN Tigray to describe or

evidence accountir.rg transactiorrs frorn rvhich coulputer data entr1, u,ill be made, exanrples are, CPV

- Check Payment Vouchers. PCPV - Petty Cash Payrnent Vouchers. GMV - Cash Receipts
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Vouchers.

3.3.2 Sor-rrce vouclrer should be like in the forntats annexed. (Annex C.1, Annex C'2, Annex C'3)'

3.3.3 Scurce vouchers shall be printed upon the authorization of the Getteral Manager.

3.3.4 The Adntinistrators shall be responsible for the developmetlt, t.naintenance and recording of

source accoutttittg documents.

3.3.5 Such docuntelts must be pre-numbered, signed for preparation, checking and approval and

prepared in an adequate number of copies for accounting and cotltrol pLlrposes'

3.3.6 The relevant copies of used accountable docutnents should be recorded daily" filed

sequentially ina secured Place.

3.3.7 All relevant supporting clocutnents such as receipts. cash sales invoices. Purcl-rase/Fund

Requests. Perfornra. Bid Analysis, photocopl'of the colttract, etc., should be attached there-rvitlt as

essential documentary evidence of the transactions concerned'

3.3.8 Registration: The journal entries of the source vouchers are posted into tl-re accounting

software by the Administrator after the documents are dul-v approved (bi' the Cashier for pettl' cash

transactions or b1'the administrator for bank transactions).

3.4 JOURNAL VOUCHERS

3.4.1 Journal vouchers are accourrting docurnents that are used to record all transactiorrs not

suppofied b1.' other recording documents, like bank tratrsfers. purchases and per diem advance-

settlements. periodic adjustments...) and correcting and reversing erttries.

3.4.2 The General Manager must approve journal vouchers before theY enter into the computer and

the Administrator r,vho entered the transaction into the computer s)'stem rvill sign for posting'

3.1+.3 Journal vouchers should be like in the format atrnexed. (Annex C.4).

3.5 UNUSED ACCOUNTABLE DOCUME,NTS

3.5.i Unused pads must be kept under lock and key preferably kept by the Administrator who should

maintail separate Mentorandum Records of Unused Vouchers for each type of r"oucher and all

vouchers must be registered ou separate register book. Control over all unused vouchers must be

exercised by the General Manager.

-r.6 LEDGER ACCOUNTS rcollr/)
3.6.1 Ledger accounts comprise general ledger accottnts and subsidiary ledger accounts. rvhich

contait.r detailed infonnation in supporl of the general ledger'

3.6.2 Postiug of transactiols to ledger accout.tts must be made daily from the cash receipts- check

pa)'ment vouchers and joumal vouchers.

3.6.3 Descriptions of entries in each data entr1,'rvindor.vs should be brief and clear; the nature of the

entry being full1,, described so that rve could have a self-explanatory ledger.

3,7 CHART OF ACCOUNTS

3.7.L A chart of acco1p1ts is a created list of the led-ters and sub ledgers accout]ts to define each

class of itens for rvhich money or the equivalerrt is spent or received. lt is used to organize

expenditures, ilrcorne. assets and liabilities in order to give interested parties a better understanding

of the financial position of the entity.

3.7.2 Mail accounts are: Assets, Liabilities, Fund, lttcotl-titlgs. and Expenditures' They will be

anall'zed in details in the coming chapters.

3.7.2 4YBIN Tigray Cha( of Accounts should be like tlte format anuexed. (Annex C.5).

3.7.3 4YBIN Coordilation Office Chan of Accounts is designed b1' taking itrto account tlte
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reporling requirenrents ol its donors. government offices and the 4YBIN Coordination office. The

code ir-rcludes incontes and expenditLrre categories. projecls/programs atrd donors. e1c.

3.7.4 The chafts of accounts are designed in such a \\ray tlrat you can filter repofis by projects.

donor and b1' program. As per the computerized accounting svstetn, it is possible to filter reports by

pafticular lucorre and Expenditute center.

3.7.5 The chafi of accounts is produced so that it can accon.rmodate future expansions.

4. gaxx PAYMENTS

4.1 CHECK PAYMENTS

A single payment excessing 5000.00 ETB shall be paid in check. Particular cases can be considered

for project areas u,ltere the usage of checks is parlicularll,'difficult. These cases must be ar-rthorized

by the General Manager (GNI).

4.1.1 AUTHORIZATION
4.'L.L.L Checks may onlv be prepared against Pr-rrchase/Fund Request Form (u'ith format per Annex

8.1

attached to the 4YBIN Tigray Procurement Manual). rvhich is to be approved for payrnent by the GM.

4.L.1.2 The Purchase/Fund Request form should be filled by the requesting Project Manager or

authorized staffand forrvarded to tlre Adrninistrator. The Adrninistrator r.vill check if the request is

in accordance rvith procurentent and fiuancial requirements and signs for coufirmatiot.r.

4.1,.1..3 4YBIN Tigray should get the approval for any Purchase/Fund Request iu excess of the

bud-eet for donor funded projects, fi'orr-r tlie Main Office in Meke lle-Tigray or should be u,ithin the

budget flexibility as statedin the project docutrent.

4.1.2 OPERATION
4.1,.2.1, Each check payment rvill be operated with tu,o joint signatures from a minirnum of three

signatories.

4.L.2.2 Signatorr,: signatories at 4YBIN Tigra-r- are General Manager. Depulv General Mauager

and the Administrator and/or the Project Manager at 4YBIN Tigray Field Offices. Signatories shall

deposit their specimen signature at the bank.

4.1,.2.3 Under norrnal circumstances. the trvo signatories are the General Manager and the

Adr-r-rinistrator. The Deputy General Manager u,ill replace one of them during their absence fl'om

office due to leave and field u,ork. In particr-rlar circumstances, at field offices level. the General

Manager can authorize the Project Mauager to replace him.

4.1.2.4 Check book stubs should be cornpleted u,ith payee's name, antout.tt, purpose ar-rd the stub

shouldbe initialed by the Administrator.

4.1,.2.5 Ner.v check books received from the bank r.r.rust be checked for completenessl kept in saf'e

custody by the General Manager and the serial numbers recorded in a register of unused check

books to be mairrtained by the Administrator.

4.1.2.6 Only one check book at a time shor-rld be issued to the Adrninistrator for check preparatiott

against retunr of a completed check book stub x,hich should be revierved by the General Manager

for completeness. The Administrator should sign in the register of unused check books for receipt

ofthe nerv check book.

4.1,.2.1 Authorized checks not collected should be cancelled after contacting the beneficiary of the

cheque.

4.1.2.8 Cancelled checks should be stamped VOID. aud should be stapled and retained in the check
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book.

4.1,.2.9 Blank checks should not be signed.

4.1..2.1.0 Check payment should not be issued rvhen there is no sufficient balauce in the Bank

Account.

4.1..2.1.L Check should not be prepared in the name of signatories except those personal payrnents

(salar1,, per diem and the likes).

4.1".2.12 Where checks are issued to suppliers through a purchaser. the original check paymeirt

voucher should be retained in the pad until the supporling docurnents are received.

4.1.3 REGISTRATION
4.1..3.1" Check payments rvill be evidenced b1,' pre-numbered Check Payment Vouchers in two

copies. Check Payment vouchers should be signed by the Adrninistrator for preparing and the

General Manager for approving it.

4.1-.3.2 Check Payment vouchers and supporling documentation should be stamped PAID.

4.L.3.3 Check Pal,ment Vouchers should be recorded into the computer system on a daily basis.

4.1..3.4 The Check Payment Voucher is designed to accor-nmodate for debit and credit trattsactions

rvh ich requi re j ournal izi n g.

4.2 BANK TRANSFERS PAYMENTS

Bank Transfer is a nleans of disbursement

reqLrest. 4YBIN Coordination Office uses

requests:

from one bank to another through wire, using a letter of
bank trartsfers for the follou,ing lvpes of disbursement

4.2.1 FUNDING OF PROJECT AGREEMENTS/OUTGOING TRANSFERS

4YBIN Coordination Off-ice funds the local parlners' office operations through transfers to paftners'

offices based on projections of cash needs. In the Project Agreemettt documeut policies should

specify:
. The procedure required for a Paftner Otfice to request a transfer;

. Administrative procedures required to carrl'out expenses by a Parlner Office;

. The format of the erpeuse repo( Paftner Office rvill subrnit to receive reit.ubursenent of
expenses incurred;

. The schedule for the submission of expense repods by a Parlner Officel

o Timetable for clearing a Paftner Office funds transfer.

4, 2, 1. 1. A UTH O RIZATI O N
4.2.1..1.L FLrnding of project agreement/Outgoing Transfer may only be prepared against Fund

Request submitted by the pafiner's office to 4YBIN Coordinatiou office, rvhich is to be approved

for payment b1'the General Mattager.

4.2.1,.1.2 4YBIN Tigra.v- should get the appror,al for any funding of project agreetlent requests

more thanthe budget for donor fLrnded projects. fi'otl the Main Office in Mekelle-Tigray or should

be rvithin the bLrdget flexibility as stated in the fundiltg agreemellt document.

4.2.1.2 OPERATION
4.2.1.2.1, Bank transfers are made using letter requesls to the bank by mentioning the name of.

thebeneficiary and the name ofthe bank branch and ofthe bank account.

4.2.1.2.2 Letter requests to bank for firnd transfer are to be approved by check signatories. ,

4.2.L.2.3 Trvo extra copies should be retaiued. one for the Adrninistrator and one for the record

(archive).

t\r* \"
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4.2.1.2.4 FLrnding of project agreetrents/Outgoing Transfer paylrents should not be issued rvhetl

thereis no sufficient balance in the barlk accottrtt.

4.2.1,.2.5 The bank notifies the pa.vment by, sending debit advices specilving the anloultt charged

to 4YBlNTigral"s Bank account.

4.2.1..2.6 The Adrrinistrator should check the debit advice against the letter and tlre Fund Request'

4,2.7,3 REGISTRATION
4.2.1,.3.L Bank debit advice is recorded u,hen received frorrr the bank.

4.2.1..3.2 The debit advice collected from bank rvill be recorded as debitirlg the appropriate

expenditures or receivables account agairlst the bank accot-tt.tt'

4.2.1,.3.3 Fulding of project agreenrent/Outgoing Transfer rvill be evidenced b;- a .lournal

Voucher.Journal vouchers should be signed by the Administrator for preparing'

4.2.1-.3.4 The Journal Voucher is clesigrred to accommodate for debit and credit trartsactions

rr h ichrequire journal izing.

4.2.L.3.S Journal vouchers should be recorded into the computer s1'stern on a daily basis.

4.2.2 OERITFIED PAYMENT ORDER (CPO)

4YBIN Coordination Oft-ice can settle bills or payments using Certified Payrnent Order (CPO). lt is

a1 instru1uent prepared as per the official Ietter request of 4YBIN Tigral"to the Bank and is payable

to the supplier on presetltatiotl.

4, 2. 2. 1. AUTH O RIZATIO N
4.2.2.1-.1, Letter requests to bank for fund transfer are to be approved by check signatolies'

4.2.2.2 OPELATION
4.2.2.2.1, CPO is made usilg letter requests to the bank by mentioning the name of the beneficialy

andthe name of the bank branch arrd of the bank accottnt'

4.2.2.2.2 Ttvo extra copies should be retained. one for the Adrninistrator atld one for tlte record

(archive).

4.2.2.2.3 Executior-r of CPO payments should not be issued u,hen there is no sufficient balatrce

in thebank account.

4,2,2,3 REGISTRATIOI{
4.2.1,.3.1, Bank debit advice is collected

request.

immecliately from the bank after having delivery tlre letter

4.2.1..3.2 The debit advice collected from bank u,ill be recorded as

expenditures or receivables account agaillst the bank accoutlt'

debiting the appropriate

4.2.1,.3.3 CPO pal,ments lvill be evidenced b-v a Journal Voucher. Journal vouchers should be

signed by the Administrator for preparing'

4.2.1,.3.4 The Jor-rrnal Voucher is designed to accommodate for debit and credit transactions lvhich

require journalizing. Journal vouchers are coded r,vith the balancing net pay credited to the current

bank account with debits and credits shorvlr in the account distribLrtion colunltis.

4.2.1-.3.5 Journal vouchers should be recorded into the computer system daily.

4.3 BANK RE,CONCILIATION

4.3.1 Bank books must be reconciled against statemeuts issued b1' bank every lnonth and

appropriate action has to be taken if there is uu-recotlciled difference.

4.3.2 Reconciliation should be made in five rvorking days from the end of the month coucertled.
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4.3.3 Bank Reconciliatior.r must be rnade r-rsing the reconciliatiott features of the adopted

accounting softrvare.

4.3.4 The bank reconciliation repofi shall be presented with a format per annex (Annex C.6). It has

two pafts. The first parl is a sulnnrarv repoft of cash t.novement (opening balauce, tl-lonth's

collection, n.ronth's pa.vment, an1'adjustments made during the ntonth and the month closing

balance.) The second pafi stafis the reconciliation process frortr statement balance, rvhere not

cleared deposits and uurecorded bank payments are added to the bartk statement balance and not

presented checks and unrecorded bank receipts are deducted there from in order to correspond to

the bank record balance.

4.3.5 Bank reconciliations must be printed and signed by the Administrator and finally approved by

the General Manager and filed together with the bank statemeut.

4.3.6 The Adntinistrator must make immediate follou,-up r.vith the bank regarding missing bank

advices or deposits not cleared rvithin a reasonable time.

5. prrrvcASHPAYMEI{TS

5.1 AUTHORIZATION

5.1.1 Onll'payments of up to 5000.00 ETB are made from petty cash. Hou'ever, as stated in the

polic5,, the maximuln amount could be re4YBlNed as major changes occurred in the volume of
financial transactionby the approval of General Manager.

5.1.2 The al.nount of the peffy cash float should be reasonable in relation to requirements and

should not exceed about one I.nonth's normal expenditure.

5.1.3 In addition to the main petty cash assigned as shorvn above, the GM assigned Euro and US

pettl,cash for miscellaneolls Llse for 4YBINa process and other activities other than procurement.

5.1.4 PaSrments from petty cash must be requested using a Purchase/Fund Request Form (Annex

B.1 of tlte 4YBIN Tigray Procurement Manual) and signed bythe requestir-rg Project Manager or

authorized staff, checked by the Administrator (to assure the request is in accordance 'uvith

procurement and financial requirernents) and authorized by General Mana-eer.

5.1.5 The Petty Cash custodian cannot approve or certifl, expenses. Approval ntust be done b1'

another person other thart the payee.

5.2 OPE,RATION

5.2.1 Cash should not be kept in the safe bor more than the sum established. The size o1'the float

maybe re4YBINed in accordance u,ith the volurne of transaction, u'hett approved b5.'the General

Manager.

5.2.2 Petty'cash firnds shall be kept separate and apart from all other funds.

5.2.3 The Pett1,' Cash custodian/Cashier must:

. Verif)'the signature of approving person before handing over cash to the clairnant:

. Contplete an entrr- to the Pettl' Cash Payment ledger. Cash reimburseuleltts canltot be

rnade toa third partl.except u'here the claimant erpressly authorizes this in ri'ritittg.

5.2.4 For pett,v cash payments u,here the eract arnoLlnt of pa1'rrent is not ktrou'n. the pa-vntent

should be effected using Advance Request Form (Anner C.7) lvhich is to be replaced against

iuvoices. Once the suspense voucher is replaced lvith Pett1, Cash Payntent Voucher (or refunded in

full) it has to be returned to the person signed for receiving the cash on the suspense. The person

has to check and destroy the forrn.

5.2.5 A detaiied list of all pending Ternporary Cash Advance Request nrust be subrnitted to the

Adurinistrator for revierv at the tirne of replenishn-rent.
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5.2.6 When it is rtot possible to -eet officiai (formal) receipts for pa.rurents, it is essentialto prepare
interttal irtvoice u'ith a fornrat per Annex C.9. The recipient of the cash should sign for r.eceil'ing.
5.2.7 Cash count investi-uations rlav be ntade as deen-red necessary.
5.2.8 The Pettl'Cash custodiarr/Cashier l.nust ensure that the pettv cash fund is reconciled at all
tit.tles. The reconciliation confirms that the cash funds on hand. plus advance request forms is
eqLral the total .ltrnd. Where the Petty Cash Custodian discovers a discrepancy, it rrust be reported
to the General Manager.

5.2.9 From tinte to time, because of arurual leave, illness- cessation of emplovntent, tralsfer or
changed responsibilities, the Pettv Cash Custodian of a pett1, cash fund changes. TIre handoyer
should take place in the presence of both the outgoing and neu,petty cash custodian rvith the cash
alld value of vouchers being recorded on a Pett.'- Cash Handover Declaration. The forrn is to be
signed by both pafties and foru'arded to the Administrator. The form provides a record of t5e fund
balance at hattdover and of the name and si-gnature of the neiv Pett;- Cash Custodian.

5.3 REPL,ENISHMENT

5.3'1 The pettv cash fund shall be replenished according to utilization or future requirernents.
5.3.2 The petty cashier u'ill record payrnents daily in clrronological sequence on a petty Cash
Summary and Replenisht.nent Request Forrrat r,vith sample fonnat as per Annex C.8 attached, i1
trvo copies; the original form with supporling documents being given to the Adrninistrator rvlten
replenishrnent is required. The other copy r.r,ill remain rvith the cashier. The amount of the petty
cash float rvill be broughtforr.vard in the Balance column. the balance being dirninished bv each
payment trade so that it al$,ays reflects the value of cash and suspeltse vouchers on hand.
5.3.3 The pettv cash replenishrnent cheques should be made to the order of the cashier. Adequate
rel'ielv of pett1" cash pa1'ment vouchers and suppofting docuntents attached shoLrld be ntade before
replenishment to the Administrator.
5.3.4 \\/hen the cash on hand ltas been reduced to approxirnately 5000.00 ETB (or about 20%) of
the total fund- the Cashier lra)/ request replenishment by cornpleting the Petty Cash Report and
Request. attaching all completed Pettl.Cash Pal,ment Voucher and stating tlre balance of the casI
on hand to ensure that all petty cash pavrnents are accounted for.
5.3'5 All paid vouchers/receipts and petty'cash repoft and request must be stan-rped pAID and
referenced to the check payment voucher nurnber and date by w'ltich replenishment \\ as effectecl.
5.3.6 The Adntinistrator should count the cash on hand. inspect the suspense voucher-s and a-9ree

the totals u'ith those repofted on the Petl' Cash Reporl and Request and forwarded to the DepLrty
Geueral Nlenager fbr approval.

5.3.7 The Getteral Manager then approves the sumr.nary and fbruards to the Adrrinistrator for
check preparation.

5.3.8 OIlce checked and approl'ed. the fornr is to be fonvarded to the Adrninistrator lor check
rvriting.

5.3 9 The Petty Cash Reporr and Request should be filecl u ith the petty cash vouchers to rvhich
they relate.

5.4 REGISTRATION

5.4.1 Petty cash payments are made using a pre-numbered Petty Cash Payment Voucher.
5.4.2 The Petty Cash Payment Voucher must include:

o the date of disbursemeltt;
o a full description of the expenditure;
o complete Budget Code;
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o the si-gnature of tlte clairnant.

5.4.3 This voucher is printed and pre-nurnbered. It is prepared in trvo copies: Original copy goes to
the Adrninistrator r'vith suppofting docurnents. tlre secorrd copy remains in the pad.

5.4.4 Pet11, cash pavruent vouclrers are coded for journal entry and entered into the cornputer
individuall)'by crediting the cashier account. The Administrator r,vill reeoncile tlre total of the petty
cash advances to the General Ledger on a n-ronthl1,'basis.

6. accouNTs RECEIvABLE
Accounts receivable are claims from staff. other organizations and individuals to lvhich 4YBIN
Coordination Office granted/l'unded on credit. Receivable in 4YBIN Tigray includes Per Diem and
travel advances. purchase advances. Outgoiug Transfers, project activities advatrces and pre-
payments.A perntanent ledger account shall be maintained for each permanent receivable account or
debtor.

6.1 PE,R DIE,M/TRAVEL ADVANCL,S

6.1.1 Per Diem daily rates and other reimbursable expenses are computed in accordance with the
Human Resource Administration Manual of 4YBIN Coordination Office. For local field
operation advance estimates, the fixed Per Diem rate is the base. For international although there is
no fixed rate. travel rates for all countries. according to cost of living. must be estimated.
6.1.2 All official field operation travels should be authorized in rvriting on the Per Diern Request &
Approval Form (Annex A.5 of the 4YBIN Tigray' HR Administration ManLral). When a field
operation travel is required. Per Diem Request & Approval Form is filled in tu,o copies by' the
project personnel and passed on to the Adrninistrator for budget checking and processing advance
payment. The traveler retains the copy.

6.1.3 The Project Manager has to indicate the budget source of the field operation travel.
6.1.4 Within five da1's of returning from the travel, the traveler completes and submits a travel
expensesreporl. if there is an1' experrse to report other than the Per Diem.
6.1.5 The traveler should attach receipts to the travel expenses report for all expense claimed,
exceptlor Per Diems. All settlements for local travels u,ill be based on the fixed Per Dierr rates
assigned on the HR Adrninistration Manual, and lodgings and transpoftation upon presentation of
official receipts.

6.1.6 TIte tral'eler then signs the travel expenses report and passes to his/her super4YBINor for
approval.

6.1-.7 The sefilement fornr has to be checked b1,the Adrninistrator and approved by the General
Manager.

6.1.8 The Adrninistrator has to check the validitl,'of the suppofting documents. Where an),errors
are foultd. the tral'el e\penses repofi is returned to the traveler r,r,ith a memo listing the errors.
6.1.9 If there is additional payment to be given to the traveler. the appropriate payment voucher u,ill
be prepared. If there the traveler is to rel'nnd for the excess advance. he/she rvill be informed to
return the cash against the Cash Receipt Voucher.

6.1.10 All staff lttetnbers' Per Diem ad'n'ance pa),rnents are initialll,charged to Per Dient advance
accourtt where the staff belongs until the travel is conrpleted and the approved travel erpenses
repoft submitted.

6.2 PROJECT ACTIVITY ADVANCE

6.3.1 Project Activit)' Advance is done accordins to the funds request raised frorr project personnel
describing the type of activities they plan to do.

JI
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6'3.2 The General Manager authorizes. and the Project Manager should approve those requests. If
he/slle does not approve sotre of the activities, the Adntinistrator deducts that and transfers the
rerraining. The satre rvill appl), if he/she rvants to add more activities or alrount of nroney to be
tran sl'erred.

6.3'3 Earlier drau'n project activities acivance lnust be cleared before another adr,,ance is siven
exceptfor specific-justifiable reasons ar-rthorized by the General Manager.
6.3.4 Checks or letter requests to bank for cash transfer are to be approved b1, check si_enatories.
See point 4.1.2.2 above.

6'3.5 Advance lor activities pavments should be recorded in the narne of the payee as project
advance.

6.3 PRE-PAYMENTS

6.4.L An insuratlce prernium is paid in advance in order to cover insurance for stafl', vehicles. etc.
for rvhich service is to be received at a later date. It is responsibility of the Administratorto follorv
up the insurances policies and refunds to the Organization.
6.4.2 Services like office rent or purchases rnay be paid in advance. It is iesponsibility of the
Adn-rinistrator to follow up the terms of the contracts and settlenrents of the payments.

7. lccouNTs pAyABLE

Accottnts payable are the claims of outsider of ,lYBIN Coordination Office. Liabilit.v/Accour.rts
payable normallv arises as a result of goods purchased on credit or services obtained in deferred
pa)'lnent basis' A permanent ledger account shall be maintainecl fbr each permanent liabilityaccount
or creditor.

1.1 INCOME TAXES

7.1.1 Inconle taxes should be withheld fi'orr employees according to the income tax lau,. Withhold
itrcotre tax should be paid to the appropriate Inland Revenue office within thifty days frorn the
end of the rrronth concerned. It is responsibility of the Administrator to follorv up the
pavrnents and thepayment deadlines.

7.1,.2This liability balance rvill represent the amount reflected on staff payroll and the payment
shall beprepared b1,filling the formar annexed (Annex C.l0).

].2 WITHOLDING TAX
7.2't Orgattizatiotts having legal personalitv are required to u,itirhold 2oA of tl.rc gross arnount of
pa.vntent they rnake to tax payers providing goods and ser.vices:

o Supply of goods involving above Birr 10,000 in an1, one transaction or o1e supply coptract.

' Rertdering of services involving above Birr3000 in one transaction orolle serr,ice contract
(listservices is detailed in Proclamation No. 28612002).

7.2.2 As per Proclamation No. 28612002.4Y8IN Tigray should collect 30%o rvithholding tax
irrstead of 2o/ofor tlrose sen,ice providers or goods or works sLrppliers g,ith no Tax ldentification
Number.

7.2.3 According to the income tax law 4YBIN Tigray has tire responsibility to withhold such
taxes u'ith aseriallv sequenced pre-nur.nbered receipt with a forntat per Annex C.ll.
7.2.4 4YBIN Tigray should transfer the collection monthlvafter the end of collectio, nro,th
to therespective Inland Authority Office by filling a u,iihholcling tax retum form supplied b1, t1e

t-
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7.3 PROVIDENT FUND

7.3.1This liabilit;- balance u,ill represent amount reflected on staff pa1'roll for entitled as per

4YBIN Tigral,HR Adrninistration Manual.

7.3.2The,IYBIN Countr.v Coordination Office opens an accoLmt for each entitled existing staff at

the bank and shall orders in u,riting to open an account for a neu' entrant u,ho is entitled.

7.3.3 The Countrl, Coordination Office records every'month's transaction in Provident Fund

Payable Account. Then the Administrator process deposit order by listing each staff entitled"

arloLrnt to be deposited in the narne and account of each employee according to the amount shor.l,r.t

on the payroll sheet, provident fund account number of each employee. The totalbalance of the list
should be reconciled r.vith the balance in the ledger account.

7.3.4 For Pension Fund procedures see Chapter 3.6 PROVIDENT FUND & PENSION FUND of
the 4YBIN Coordination Office HR Administration Manual.

B. prxBo ASSETS

8.1 Fixed Asset is defined as an item of a capital nature u'hich costs 10,000.00

(includingVAT) u,ith a useful life of over one year.

8.2 Fixed assets are purchased only rvhen supporled by a budget or otherrvise

theMain Office in Mekelle-Tigray.

8.3 Purchase of fixed assets should follorv the general procurement procedures of the

organizationstated in the 4YBIN Tigrai, Procurement Manual.

8.4 The value ofthe fixed assets is the purchase cost plus direct costs incurred to bring the asset to

the prer-nises of the organization and to a usable condition.

8.5 Constructions lvill be transferred to fixed asset rvhen corr-rpleted. Expenditr-rres ir-r relation to the

constructiou, iucluding professionals' studl'fee, design fee, administration fee, cost of construction

materials. labor costs shall be recorded as constructiou costs.

8.6 Fixed Assets acquired by donation shall be recorded at a price. rvhich the donor paid for it. If
the donated fixed assets are bought in a foreign currenclr. tlte value rvill be converted into ETB at a

prevailing bankers' selling exchange rate at the time r.vhen the asset is received by store.

8.7 Purchase of fixed assets is recorded as erpenditure ir.r the y'ear of purchase and shorvn in the

face of the Income over Expenditure Statement.

8.8 Fixed Assets records should be maintained b1,the Adrrinistrator in a resister with a format

per

9, SToCK MANAGEMENT AND INVENTORY

9.1 Stocks are supplies purchased for consurlrption which are not qualified for definition of fixed

as sets.

9.2 StocUsupplies are recorded as expenditLrre at the time of purchase.

9.3 All stock/supplies items r.r,ill be purchased on the basis of aLrthorized Purchase/Fund Request.

9.4 The store keeper should maintain a Bin Card for selected consurnables items. The list of items

for r.r,hich bin Card to be maintained is determinecl b-v the GM. The bin Card should shou the .'irr''.

"out" and "running balance" of the iterns.

9.5 The bin Card should be placed on the part of the shelf where the item is kept. The bin Card

should contain the description of the item. date of receiving, and issuing. quantity received and

issued and the running balance of the item. bin card has to be recorded perpetually and irnmediately
r-rpon finalizing c-rf the store docurnents (receiving and issuing documents).

ETB and above

wten approved by'
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9.6 'fhe store keeper (or the secrelar). u'here the storekeeper is not available) checks the supplies

or t5e r.laterials 1,ith the listings order. If the quantity' and type of items received agrees rt'ith tlte

receipts.
g.7 Good ReceivingNote Youchers shall be prepared. The original of the goods receivirlg note is

sent, alortg rvith strpplier's irtvoices" to the Admit-tistrator'

g.B The Goods Receiying Note (GRN) is a pre nurnbered printed forrn rvhich is printed itr tri'o

copies to acknogledge receipts of goods. It is prepared by the storekeeper afterlhe inspection of the

physical conditiops of the rraterial for specificatiotis, quantities, qualities. and physical damage

after cor.nparing tlte goods rvith the delivery note and rvith the Fund/Purchase Requisitions'

g.g Stocks are issued against Store Issue Voucher (SIV) in trvo copies. The Store lssue Voucher

should be prepared b.v the store keeper and signed for t'eceiviltg b1" the user. Store Issue voucher

should be pre-ttumbered and serially' sequetrced.

9.l0 physical Inventorl, shall take place at anY tilre be it ser]ri- annually or annualll''

g.1l Appropriate measlrres, according to the 4YBIN Tigray'HR Adrninistratiot-t Manual- should be

taken for discrepancy found betrveen the stock record and physical count'

g.12 purchases of supplies not rneant for stocking (like spare parl and additional accessories fbr

cor.uputers, vehicles and equiprnent or other small supplies.) rvhich rvill be directly issued to the

user should be recorded in Good Receiving Note'

9.13 Spare parls purchased for the maintenance of vehicle and office equipment and furnitttre

shoLrld not necessarily initiate GRN ancl SIV as long the spare parts are delivered directll' to the

maintaining company. garage'

g.14 The purchaser rvill submit the original copy of the Goods Receiving Note together rvith the

remaining supporling docut'uents (invoices, purchase orders etc') to the Administrator for the

settlement of the advanced for purchase.

10. ruNus RECEIVED (INCoMES)

Receipt includes petry cash receipts and bank transfer'

10.1 SOURCES OF }.UND

1,1,.1,.1Donor funds. Funds received tvill be -iournalized iu a separate accoullt bf indicating the

ruame of the Donor and the Project Agreement that the funds are allocated to.

1,L1,.2 Coltributions in kind (properties, commodities. facilities. materials etc.) rvill be recorded as

Iunds fi.orn specific dolors. The same arnount is recorded in the income and as expenditure' The

value of goods is defineil on the base of donors' indicatior-rs or at fair market value (',r'herl the value

is not definedby the donor).

11.1.3 Cash Contribution from pafiners to the Project Agreement rvill be not recorded in the

accoultts bLrt details are kept at project level for repofting and evaluation purpose'

1,1,.1,.4 Refunds fbr different rlaterials or serr.'ices provided (sundry income) u'ill be handled as

iltcot.ue and recorded in a nliscellaneous income account'

I O.2 CASH RECEIPTS

1,1.2.r Cash received frorn donors. staff (settlement of advances) or frotn miscellaneotts it.tcottle.

etc., will be evidenced by' pre-t]tttl bered Cash Receipt Vouchers (GMV) prepared b1' the

Secretary/Cashier in tu,o copies u,ith format per Annex C.3 attached' Secretary/Cashier cottrtts the

cash and checks the total agair-rst the suppofiitlg docttneutation.

1"l.Z.Z The cashier has to get the approval of the Adrninistrator before collectiorl- for cash

collections lvhich are unusual and infrequent.

L1,.2.3 Unused cash receipts vouchers rnust be kept in safe custodl" by the Adnlinistrator. Suclt
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docLintents n.rust be used in strict nunterical
return of last used pad to the Administrator.

sequeuce. Neu pads should onlv be issued against

]0.3 MAIN OFFICEBANK TRANS}ERS
There are tu'o ty'pes o1'bank transfer requests b1'Mekelle coordination oftjce to be rnade fi.onr theMain Office in Mekelle_Tigray.

1L,3.1 REQUEST FOR COUNTRY COORDINATION OFFICE OPERATIONS
1'1''3']-'L For this the GN{ shall collect rnonthl' plan of aoivity and budget required from all theProject Managers. The requests should be approved by the GM.
1'1'3'1''2 The country Adrninistrator surntrarizes all budget requests and see the available money atall banks' take the difference betr'veen the amounts of money,' available Iocally and the amountneeded according to the budget and then ask for a request of transfer from Main office for thedifference amount.
11'3'1'3 There is a standard forln annexed (Annex c.14) to ask forthe Main office Bank TransferRequest.

11'3'1'4 The co,ntry Adnrinistrator fills the form. complete u,ith the amount of money needed tobe transferred in Euro' the reason the transfer is for. and fill bank infor,atio, where the money willbe u'ired to' Then will get the request approved by the GM and finally the completed fornr witlrrele'atlt attachtnents shall be emailed to 4YBIN Main office for process. It wilr take from 3 to 5da1"s to get the transfbr fi'om the Main office to the local bank; therefore. these da1,s should beconsidered w,hen rve make requests.

1L.3,2 REQUEST FOR TRANSFERS TO THIRD PARTIES
11"3'2'1' This is a type of transfer request the General Manager makes for payments to third patv.itcan be staff or individLrals or organizations that u'anted to transfer the nroney the1, are expectedtotlte account they wanted i, oversees. Mainly' it is for overseas suppliers for purchase orders rnadeby 4YBINMain office in Mekelle-Tigral'. sub-grant for SDB partners. international consultants forcor.tsultancv and other related paynents.
1'1'3'2'2 Here also the request should be initiated from the individual rvho involved in the processof activity and all appror''als ancl documentation is the same as that of bank transfer pavments. andsubnrits to the countrl" Administrator fbr the process. The Administrator rvill verify thecompleteness of the request ri'ith regarcl to proper documentation and authorization of pal,mentfrom the ProjectManager.
11''3'2'3 Finalll" the conlpleted request forn-r rvith rele'ant documents to sllpporl the payrne,t shallbe transmitted to the Main Office for process.
11''3 '2'4 The amount of money req uested lor transfer should be fiiled in the transactiorr curencv asstated on the terms of agreement or Performa invoice in respect of procurements.

11.3.3 CONFIRMATION OF WIRE TRANSFER AND RECORDING PROCEDURE11'3'3'1 In all the abol'e two cases'lYBIN Mai, office should co,firrr the transfler ol.the requestto the country coordination office. 4YBIN countrl'coordinatio, oftice makes records in the firstcase rvhen the rroney tra,sferred enter in to the local ba,k accourt.
1'1"3'3'2 The country Coordination office should confirm the receptio, of the transf-er to the4YBtN Main office through the cottfirmation of Transfer Reception as per Annex c.15.11'3'3'2 Income accollnts should be recorded separately according to their inconre category andsubsidiary accollnts. N
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11. BxpoxDITURES

11.1 Expenditures are f-inancial commitntents or costs incut'red it-t cotlrlection \vith ittrplenleniing

projects actir,ities or rutitlit-tg cost of the Organization'

I 1 .2 Expe,ditures are classrfied b;, ntajor expenciiture group s.vlllnetricallv s'ith the itrcol.tle

accoLlnt classificatiolt to ease preparatiort of gross excess of itlcottle over expetlditure' Main kitlds

of erpe,ditures are: Local Persotltlei costs. Erpatriate Personnel costs. traillillg e\pellses' Rtlnnitlg

costs (local transpofiation. r,ehicles costs. other services. colnt't.tt-tllicatiorl costs), Per Dienl anC

rnonitoring expeltses. BLrilding atld constructiot.t. Equipnlerlt and furniture' Services atld

Consultancies. etc.

I 1.3 Main calegor)' accollllts are

donor. The subsidiar)' accoul.]ts

Agreetlents.
groups of Adrninistrative or Progratrtralic

11.4 Expenditures are classified as rvell b-v nlajor

expenses.

1 1.5 Sufficient space is left for tlte inclusion of additional accourtts rvhetl necessary in the ftrture.

12. nuncET oPERATIoNS

12.1 As a plannir-rg document. a budget enables,tYBlN Coordinatiorr off-ice to set priorities in the

allocation of financial resources and monitor progress tor.vard selected goals. ln addition to the

overall budget. each project agreement incorporates budget of expenditures and iucomes over the

life of the project.

12.2 Financial budget is a result of activitl' budget. Each activity \vill be expressed in ternls of

lloney (unit quantitl of each actiyities rnultiplied b.v the estimated rate)'

12.3 The budget required for acquisition of r.naterials. personrlel and services must be broken dor'vn

by unit and amount. The budget must reflect the different project activities planr-red tttlder separale

headings. It should be subdivided into the organization's different activities. and different

categories of expenditure.

12.4 project A-greernents related budget is assumed beirtg approved r'vhen the GNI. Paftner's office

and the donors agreed and signed for endorsenlent'

12.5 All the budgets rvilt be final rvhen the Main Office in Mekelle-Tigray agrees and approves it'

Annual budgets are approved b.v the Main Office of 4YBIN'

12.6 The arlual buclget has to be entered irrto the cot]rputer. The budget details rnust align to the

charl of accor-rr]ts. Once the budget is entered into the computer, it is possible to tnanipulate the

repofiing systent of the cornpLlter to generate repofts like budget utilization, project and donor and

by: each elernent of budget itent and aggregate for 4YBIN Tigray as a r'vhole'

12.7 Budget analysis repofis are produced quarlerly and appropriate actions should be taken afier

evaluation of such rePofts.

12.8 The periodic comparison betu'een the bLrdget and the actual expenditure r'vill be more

rneaningfuIif non-financial acliviu performance repofi presetlted .

13. cnsu FLow FoRECAsrs

Cash florv forecastilg is an essential tool of financial planning to set priorities r'vithin the

availableresource ahead of time and to look means rvell in advance to resolve possible cash sltoftages'

13.1 ANNUAL CASH PLAN

1"4.1,.j. In order to provide rnanagelrent u,ith a loug rattge forecast of cash requirerrlents for the

.vear, br-rdget forecast mr.rst be broken dolvn by quafters and included on atl Antlual Cash Plan'

then -grouped by' each agreet-nent entered rvith the respective

u,ill be drafted in accordatrce rvith the budget of the Project
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1_4.j,.2 The Arnual cash pla, sho,ld be prepared immediatell' preceding the bLrdget vear to u'hich

it relates in order that it may be as accttrate as possible. The forecast tnttst integrate rr ith the Incot.ne

& Expenditures figures included in the bLrdget plans' The Annual cash Plan presents the overvierv

of the u,hole year,s activities and u,ill indicate in advance 'uvhen cash shofiages are likely to be

encounteredattdrequestforfundreleasewillbescheduleditradvance.
L4.t.3 The Annr-ral C'.ash Plan can be drafted from the Action Plan' The cash flo'nv forecast shoLrld

bepreparedseparatelyforprojectftrndedb.vadonorinarestrictedfund.Finallyirrdividualproject
buclgets u'ill be consolidated u'ith the rest of the forecast'

13.2 QIJARTERLY CASH FLOW

1.4.2.1, The Anr-rual cash plan is prepared for overall planning purposes. for operatiolral purposes tt

is necessarv that cash flou, be forecast monthly to provide project lxallagers with up-to date

accurate infonration as to available cash resources and budget utilization status'

1,4.2.2The fore:ast of the sources and application of cash for the coming three months rvill be

made ona rnonthly basis. at least one month ip advance. In practice. this ma}' conveniently be done

attlresametimeastheprecedingtlrottthsactualandvariancesarebeingrecordedasthiswill
faci I itate lbrecastirtg.

1,4.2.3Quafterl1'.fbrecastsslrouldbetunedr,'.ithadiscussiortlvithpeopleintheexecutionofthe

illiT'll"riq. shourd be ser when the expecred cash outflorvs (project expenditures) are exceeding

tiou-r cash ilflor,vs (cash collection). According to the priorityl lloll-urgent expenditures may be

pcstponed to the next quafier'

14.2.5A copy of the completed quarterly repotl together r'vith textual explanations for an-v

significantl,ariancesshouldbeforlvardedtotlreMainofficeinRonre.

14. rxrnnrM AND orHER REPoRTS

14.I TYPE,S OF REPORTS

There are 3 types of Financial Repotls:

14.1.1 QUARTERLY REPORT

14.1.1.1 Quarterly Comparative Budget Reports are prepared to indicate budget variances' (i'e'

comparingactual expenditure u'ith plan)'

ll.l.l.zTheformat to be utilized for Quarterly Reporl is the same fonnat rvhere the budget has

beenprepared.Expendituresreporledarecumulativeofallexpenses.

l4.i.l.3TheDeputvGeneralManagerisresporrsibletoprepareitquarlerlyandsubrnittothe
attentiotl of the GM and the Coordination office'

14.1.2 ANNUAL REPORT

14.1.2.1 The Annual Reporl contaitts a detailed irrdication of expenditures incurred' budget

available.variatlces, balances left' and over-expenditures'

l4.l.2.2Theitlcomeforeaclrdonoratrdtheexpendituresallocatedtoeaclrrespectivedonoris
shorvn indetails'

14.1.2.i Full Irarratire repofi accompalties the finaltcial report'

l4.l.2.4Repoftingformatisnlacleaccordirrgtoauthorities.requirements.
14.1.2.5The Administrator is responsible to prepare it annually and subrnit to concerned body

14.1.3 SPECIFIC DONORS REPORT

14.1.3.1 rvhen when proiect period does not matclt tlre fiscal year detailed project repotl is
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preparedconsidering the period agreed/approved by the Donor.

14.1.3.2 The format is based on donors' requirelneuts.

14.1.3.3 The Deputy' General Manager is respousible to prepare it and submit to the attention ofthe
GM and the Coordination of,fice.

1 5. rmaxcrAl STATEMENTS

I5.1 The financial stateureuts are designed to meet tlre follou'in_e needs:

. To provide information about the llnancial position. financral perforrrance, and cash florvs

of zlYBINTigrav that is useful for range of users in making the appropriate decision:
o The financial staterxents should ensure comparabilitl,of 4YBIN Tigra.v's financial

statements u,ith the budget:

e Confinration of compliance lvith intended objectives: this provides assurance that tire

mandate and purpc,se of 4YBIN Tigray have been complied u,ith and resources used for its
intended objectives:

o Assessrlrent of financial viability: an indication of 4YBN Tigray's ability to continue to

provide the services for r'r,hich it exists;
. Measurement of performance: The donors and other stakelrolders need to knou'uot ouly

thatr.nanagerrent is meeting its objectives bLrt also hor.l, efficiently the funds are being spent.

15.2 Financial statements in tlris context mean the annual accounts as prepared for external

audit.rrhich rr ill cornprise:

o Balance Sheet:

o Income over Expenditure, and Fund Balance Staternent:

o Caslt florv statement (optional):
c Notes. comprising a summarv of accounting policies and other explanatory notes.

15.3 BALANCE, SHEET

o l-he balance sheet should be classified by Current Assets and Nou-current Assets, and

CLrrrentLiabilities and Long-term Liabilities, and finall-v as Fund balance.

. Curreut assets are cash and cash equivalent. All other assets are noucurrent assets.

o Cr,rrrent Liabilities are those to be settled rvithin one year. Other liabilities are non-cLlrrent.

o Fund balauces are presented as General Fund Balance and Restricted F-und Balance.
. Iteurs to be shorvn in the face ofthe balance sheet

. Cash and cash equil'alents:

. Debtors;

. Stock.

. Creditors:

. Tax Liabilities;

. Fund Balance.

I5.4 II.\COME OVER EXPENDITURE AND FUND BALANCE STATEMENT

L6.4.L General Fund balance is a result of the excess of iuconre over expenditure balance fron.r

donor funds over the periods. In the hrcome (Revenue) and Erpenditure staternent (lnconte
Surnr.narS, Account), lund balances represent the difference of incomes and expenditures. In the

balance sheet. Total Assets is equal to total liabilities. plus fund balances.

16.4.2 Fundsandfundbalancesr'villalrvaysbearthenameofthedonorandtheprojectoldestination.
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I5.5 NOTES TO THE ACCOUNTS

16.5.1 Notes to the accolu.rts mLlst present important infonlation to ensure fair presentation of the

fiiraucial slatenrents. The notes to the accoLrrtt t.t.tust ir-rclude:

. Statement of purpose: A brief description of 4YBIN Tigray's objectir,es and activities:

o Express the basis of accounting- u'hich is cash basis accountiugl

. Specific policies applied:

o Fired Asset is recorded as expetiditure iti the year of purchase:

o Supplies purchased recolded as expenses in tlre year ofpurchase;

o Donation in kinds of any rype inclLrding fixed assets and voluntary services are

valued at fair value and recorded as revenue and expenditure in the year ofgrant or

service provision.
o Providing additional infonnation that is uot presented in the face of the Balance Sheet

alrdIncorne (Revenue) and Expenditure repofis incIuding:

o Surnmary of cash balances b),typ";
o Sur.nr.lrar1, of debtors by t1'pe of debtors (staf1. prepayments and sundry debtors);

o Sumrnary of Creditors by q,pes (staffCreditors. tax liabilities. sundry Creditors);

o Incolne (Rcvenue) and E,xpenditure reports b.v donol b,v classif.ving as donation

in cashand donatiorr in kind.

15.(r COIvIPARATIVE FIGURES NOTE

l(r.6.1 Tlle i'inancial statelnents of each l'ear slrould include the comparative figures for the

irnnrediatell,precedin-u 1,ear. Such comparative figures being taken from the financial statements of
that vear.

] 5.7 MANAGEME,NT LE,TTER

16.7.1 The an;rual fiuancial statenrents shoLrld be accompanied by' a shoft managenrent repoft signed

bvthe General Manager.
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