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TBC FINANCIAL PROCEDURES MANUAL

. H o
Issue: Introduction No. 1.1 YN
Jan 12
ANIAY 2012
PRINCIPLES: ®anNN19
This Financial Procedures Manual provides TBC staff involved in financial a aen P T . ag a0 T 4
. . . ANaNTUPYURIBAIBNITEWH LT wAneRILaEIFUTRH d1UTUNENIINN
transactions with guidance as to the correct and proper procedures to be Y . - mma e A p
followed when conducting transactions that are of a financial nature or that INEBDINUNTINHVBINUT 1““"“'353],{]”‘7'\”'““@.“9‘3\’ uaztmanzan Tuaud
have a direct bearing on internal accounting control. The Manual is nzndaslasassnumsaiuaningiaale éﬁafﬁﬁ%’nmimﬁﬂ?\mnﬁ'u'%mma:
approved by TBC Management and endorsed by the Board of Directors @ - %
BB UIINAMENITNNITUIWITUAD

Internal accounting control is a series of procedures designed to promote

and protect sound management practices, both general and financial.

Following internal accounting control procedures will significantly increase

the likelihood that:

» financial information is reliable, so that managers and the Board can
depend on accurate information to make programmatic and other
decisions

» assets and records of TBC are not stolen, misused, or accidentally
destroyed

» TBC’s policies are followed

» Donor and government regulations and reporting requirements are
satisfied.

Central to internal accounting control is segregation of duties. Segregation
of duties means that no financial transaction is handled by only one person
from beginning to end. For cash disbursements for example, this will mean
that different people authorise payments, sign cheques, record payments in
the books, and reconcile the bank statements. The Segregation of Duties
Table that is appended to this Manual provides a quick reference as to who
is responsible for specific duties in both the Bangkok and Field offices.

The Manual aims to be simple but authoritative. Each section is prefaced by
a control objective so that users are better able to understand why the
procedures in that section need to be followed; and by the main internal
control principles that determine the procedures.

Each section shows:

1. The steps that need to be taken to complete the transaction;

2. The name of the documents (if applicable) that need to be completed;
and

3. The individuals within TBC that should be involved at various stages in
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the transaction and their respective levels of authority.

4. References to other TBC Manuals that are pertinent to the specific
transaction (e.g. Staff Policy Manual, Procurement Manual and
Programme Guidelines)

The Manual will be amended and updated as circumstances and/or systems
change. Amendments will be approved by the Executive Director, and the
updates will be reported to the Board.

ALLAETI
v a & .a A Y % o ' ' .
4. midndsivgiiedn 9 vesfidd FafvrdesiupinTinanizeing (1w Staff Policy
Manual (gjﬁawﬁ’m’m) Procurement Manual (@;ﬁamiﬁ‘fﬂéﬁa) L8z  Programme
Guidelines gflansdfudnulasinis
dfotazldiumaudly wazdivdsadefianudouudaslusoiunisnl wezmieszuy lao
maunloasdasldiveui@nn  Executive Director waztanufiUiudsazdasmonuld
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Issue: Abbreviations No. 1.2 anuIge
Jul 16 N3NGIAY 2016
General Abbreviation | 437y

The Border Consortium TBC \nez Uefinas AouTasidny

Board of Directors Board AMAIINATUIMT

Authorised Cheque Signatories Chq Sig Hidwnaduide

Bangkok Head Office HO asinnulnginanne

Field Office FO AUNNUMAFUIN

Bangkok Finance (FD, Fin Mgr. Fin Oft, Acc Ofr) BKK Finance WenNTSH N3INWY (FD Fin Mgr. Fin Ofr. Acc Ofr)
QuickBooks Purchasing and Accounting software system QB JTULTATe uaz1iny% QuickBooks
Employees immediate direct supervisor or Manager Supervisor winthnulasass wiagaanis
Appropriate Approval Authority for PO’s, Expenses Authority gﬁéwmaagﬁﬁlué’ﬁa aldareauvauiwasiug
Management (ED, FD, FOD, TPD, MPD) Management ﬂmz;ju%ms (ED, FD, FOD, TPD, MPD)
Human Resources HR tj’mlqlﬂﬂﬂ

Custodian of Petty cash Custodian Hausiyfiusatay

Programme Specialist (M&E Spl, HR&ADMdmin Spl, Nut Spl, PM Spl ) Prog Spl KJ:’L%EJ’J’H’]EUU

Managers (SC&L Mgr, Part. Coor, CMP Mgr, CCB Mgr, Fin Mgr, Adn Mgr Hiams

Mgr, FSL Mgr ,Str Mgr, MP Mgr, MF Mgr, G Mgr)

Senior Management Team SMT guIng

Job Titles Abbreviation AL

Executive Director ED Hawelng

Finance Director FD Hewa smsrhamaiu

Field Operations Director FOD it srwrsmsawshodfians

Technical Programme Director TPD Harwenslasimiduinaiia
Myanmar Programme Director MPD e sn3lasemislumwan

Finance Manager Fin Mgr HIAN UMY

Finance Officer Fin Ofr Wi Ain i
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Accounting Officer Acc Ofr i %

Sub Grants Accountant SGA aysiityF Sub Grants

Supply Chain and Logistics Manager SC&L Mgr ;ﬁ'@msp]q YTUNRULTULRZROIRANS
Logistics Officer Log Ofr hwiTisesaeng

Human Resources and Admin Specialist HR&Adm Spl il L%m"mm/dw BUANRLAZTINNT
Human Resources and Admin Officer HR&Adm Ofr L '”mﬁ']ﬁcngﬂﬂal,l,aziﬁmi
Administration Manger (YGN) Adm Mgr rg “'ﬂmﬁu,wungﬁmﬁ (rhdfja)

Human Resources and Admin Asst HR&Adm Asst gﬁquﬁqﬁﬁqﬁdq BUAARLAZEINS
Field Coordinator FC PRI IaL IR GTR LT TR FY

Field Administrator Fld Adm Wi fiuSmssinnumesIng
Field Operations Officer FO Ofr AR TE A WA A F Y
Supplies Officer SO wmihiiehowadeos

Community Management Programme Manager CMP Mgr ;ﬁ'@nqsiﬂsqnqsu‘%uqsqquvgumu
Programme Specialist Prog Spl rgr‘fj'mmtyiﬂsami

Community Capacity Building Manager CCB Mgr gﬁ‘@msdw IWAWANLNIWTNTY
Grants Manager G Mgr ;ﬁ'ﬂmidmﬁuu?mﬂ

Field Data Officer FDO Wi aya

Monitoring & Evaluation Specialist M&E Spl K| L%'mmmudwamiaaaauﬂi:ﬂi:tﬁuwa
Food Security & Livelihood Manager FSL Mgr pqij“a'i‘@msahmmwiT:u,mﬁmmmmazmwﬁsﬁ?m
Partnerships Coordinator Part Coor famadhoasdniminiues

Shelter Manager Str Mgr rﬁ'ﬂmﬁdwamuﬁw‘“ﬂﬁa

Myanmar Program Manager MP Mgr gﬁ‘@mﬂﬂﬁmﬂuwm

Myanmar Field Manager MF Mgr ;ﬁ'ﬂmﬂﬂiamsmﬂauwiuw&h
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Issue: Approval Authorities

Janl6

No. 1.3

21100

nIngad 2016

CONTROL OBJECTIVE: To ensure that commitments and
payments are controlled within the approved budget, and the assets
are protected within a framework that allows the staff to carry out the
TBC programme.

% 6 4 0 v e ' ]
109 13eFIAVBINITAIVAN : 1RamugumliliFy gz
' a a AV ear wn ¥ o a o o
uazedwAniulszanmilasuewia wazlasiuduniwdliaglunsey
A ' ¥ o o A A [
Favztrolininaudiinnuaulasinedsids e

PRINCIPLES:
To ensure that expenditure is controlled within Budget, according to
policies, and that limited funding is distributed according to priorities.

BanNN1I :
A ' o v a o o o a Aa
wanugumede LiliiAnindszanm seaadasnuloue wazldsodunund

SMaausauaNuiInw

Authority for Appointed by Approval 1WA
Cheque Signatories: mMItdulta :
HO : 2 from the current list approved by Management team: ED, FOD, SMT Board HO : 2 ath ’al’lni’m%aﬁagﬂﬁiﬂUﬁmﬂ’ﬁmi: ED,FOD, HR&Adm Spl,
HR&Adm Spl, M&E Spl, Fin Mgr. M&E Spl, Fin Mgr.
FO : 1 from: FC, TPD, FOD, ED FO :1 @310 FC, TPD, FOD, ED
Plus 1 from: FO Ofr, FIld Adm e 1 AN FO Ofr, Fid Adm
YGN: MP Mgr, Admin Mgr (Account not in TBC name). tn979: MP Mgr, Admin Mgr (ﬂ’ty’ﬁvlaivlﬁlfl@lu%a 71%)
Bank Drafts & Cheques received endorsed by Chg Sig a3 LLazL“ﬁﬂﬁmmiﬁvl@ﬁ'u
Monthly Bank Transfers ED MslawIumusmens
Bank Reconciliations Fin Mgr mygatsaayFiuhnswans
Purchase Cleared for
Approval Payment ]
Payroll & Provident Fund ED FD AMANWANNY WAZITUNUFITBIRBITW

Fixed Assets and Equipment — Purchase Approval:

Within approved Budget: - under Bht 10,000 or 350,000 MMK

- under Bht 60,000 or 2M MMK
- over Bht 60,000 or 2M MMK

FC, Prog Spl, Prog
Mgr,MP Mgr, MF Mgr

Management
ED or FD during

absence of ED

FC/Prog Spl, Mgr.

FC/Prog Spl, Mgr

s o < o om o &
RUNINLNIIT Lmzqﬂnsm - agummma :

mulwindszanuilaivensd@ — dnd1 10,000 U11n 350,000 $1@

- @NI1 60,000 LN 2 81 1@
- 1AinNI1 60,000 LIN 2 8% 9101

Director ¥udunia FD vn1sunulunydi ED laiag)
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Fixed Assets and Equipment Disposals (original cost)

5 o < [z &
NIIVIURUNINLNTIT Lm:qﬂnﬁm (3701D1)

- original cost under Bht 10,000 or 350,000 MMK Management - ﬁunumﬂﬁm@"ﬁﬂﬁ 10,000 LU1N 350,000 31@

- original cost under Bht 60,000 or 2M MMK FD - ﬁunumivl,@i"m@"hﬂiw 60,000 UM 2 8% 919

- original cost over Bht 60,000 or 2M MMK ED - dunumsldunfiuni 60,000 1N 2 §u §a

Programme and Operating supplies and expenses anlgielasens ﬁﬁﬁ'@%ﬂm‘%‘aaqﬂInﬂu%InﬂLLaz Mldanedfianis
- Purchase Contract (Supplies and Services) ED FC / Prog Spl/Mgr - é’zytyﬁ'ﬂ%a (éd’ﬂa\‘] UazLINNg)

- Non Contract Purchase Approval:
- Under Bht 60,000 or 2M MMK
- Bht 60,000 — Bht 600,000 or 2M — 20 M MMK
- Over Bht 600,000 or over 20M MMK

In ED Absence

Provided Approval has been obtained on the Purchase Request- P.O can

FC / Prog Spl, Mgr FC/Prog Spl/Mgr
SMT “
ED “
FD “

FC / SC&L Mgr, Mgr

A A o

- @IN71 60,000 UM 2 8% 1@
- 60,000 — 600,000 LN 2 81% — 20 AN

- 1k 600,000 LN L% 20 a1uI@

vinn1sunweiie ED laas

u

be signed by \fialyu Purchase Request lesumvausidusn I fde lWitaswnaly
lugadeld

Sub-grants ED FD \InatLaYRK Sub-grants
Reimbursement to partner agencies ED, TPD Prog Spl ﬁhmﬁuﬁu@iﬂ%ﬁiwmoamaﬁ'agﬁﬁvﬁ i lurioadnyaun
Emergency Relief Program & Rehabilitation Program Iﬂidﬂ’]in’]iuiim’]nﬂﬁgmau
- Within annual Budget Up to Bht 10 M per month MPD - aelwndszinadseihdliiu 10 dunneeiden
- Within annual Budget Over Bht 10 M per month ED - molwindszanaszidiiun 10 Muuindaiden
Travel, Food, Accommodation and Other Expense Claims msvardndudlsielunisdums anws 'ﬁlw”n LLazﬁu 9

- within limits in Staff Policy Manual Supervisor - mn‘lmaﬁuﬁsquu Staff Policy Manual

- exceeding limits ED - AW
Staff Advances (long term advance ) HUNaIaIa8 (TeezEND)

- Up to Bht 30,000 FD - aiifin 30,000 1N
Temporary advance for travel (clear back within 30 days) Bunasasinetins (deaeisdn 104 nmelu so 3u)

- Up to 350,000 MMK MP Mgr - wihldiAin 350,000 §1@

- Up to Bht 60,000
- Under Bht 200,000
- Over Bht 200,000

FC, Prog Spl, Mgr
SMT
FD

- liAin 60,000 UM

‘ajiAin 200,000 LN

- ik 200,000 LN
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Deposit Payments

- Up to Baht 60,000

FC/Prog Spl/Mgr

MINLTuIa

- livAin 60,000 LN

- over Baht 60,000 FD - 1AwNd1 60,000 LN
Bank Payments MINBTUAILDA
- Head Office Signatory - &mnaulng
- Field Office Signatory - & UnBIAEWN
NITBETUEALDE

Petty Cash Payments
- Under Bht 2,000
- Bht 2,000 — Bht 10,000
- Over Bht 10,000 use bank payment, YGN 100,000 MMK

Cash Custodian
Supervisor, MP Mgr

- ¢1n71 2,000 VN
- 2,000 — 10,000 LN

- \fin 10,000 U MAsBdaTa #9719 100,000 1@

DEPUTIES
In the day to day absence of an authorized signatory the signatorie’s supervisor
or the supervisor’'s supervisor may approve.
During extended leave a deputy can be appointed as follows:
- FC may nominate FO Ofr &/or Prog Spl, ED may nominate other
director(s)

- Management may nominate another Manager

HINBINITUNG
' ' A va o P e N o v

Tugeszwinfigiswnaasunaliey dilewidlaferiminnuasd
FIUIIRIWIN BIDWININVBIRINUNNUAINED

Ad Ao v 4 & ea o &
Tunsdifigdéwnaasmnumnudunaun udaadinmnasi

- FC 2na@wa®ia FO Ofr uaz/s3a Prog Spl

- ED 213.&%a%a Director iNuauyinmsuns

v a A a =
- ﬂm3aﬂ§“’ﬁa’]ﬁnﬁua°ﬁa Manager anA%RALI
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Issue: Receipts
May 05

No. 2

N195U LU

CONTROL OBJECTIVE: To ensure that cash and cheques received
are adequately safeguarded, properly authorised and recorded, and cash
balances are maintained at minimum levels necessary to meet budgeted

expenditures.

nnUssaIRERINTAILAN ; WelilalidFusn uandafiléiuan azldfunsgua

o | A gunve am o = \ P o o Aa v o o
TNBIBENA valmﬁ‘umﬁﬂiéuﬁl UASAILRNNBEWINABN WAZTNBIAR m‘]]Nu@ﬂiVﬂ%luﬁ‘zﬁUﬁm

v

winhanTudmsuan lane i seannld

PRINCIPLES:

a.  Receipts must be promptly banked

b.  Cheques and cash not immediately banked should be kept in a safe or locked cash
box

c.  Segregation of duties between banking and recording of receipt

d. Endorsement by two signatories on all cheques/drafts received

e. Cash receipts should be banked intact and not offset against other petty cash
expenses

f. Presentations by TBC staff for which a fee will be obtained require clearance and
approval of Executive Director

g. Reimbursements from partner NGOs for supplies purchased on their behalf by TBC

need to be properly allocated against prior invoice.

AANMT :

N Guse ussdeflasulwinrnsunansiud

o, mdbbudausziuaadhnsweylaiviu T liludiians wiolunsaufivSusanganla

A, Tususnwinmsirnsmnens usrmaiufinmsiuidauazSusasananin

R Vet nniuﬁ‘lﬁ%’m:ﬁaaaﬁ‘nﬂﬁ‘ﬂﬂmﬁﬁémwmmuaamu

2. Ausaildsy Wb ludnsmansifusiwam usliv luwnnausuniiiusldaedu 9 swds
Tyfiusadan

a.  miusinalaswinnuids %aa:‘lﬁ%’uﬁumﬁiwLﬁum:ﬁaa"lﬁ{uagﬂﬁmn Executive
Director riat

7. mMIsy L‘Suﬁumnaaﬁniﬁuﬁw{umLﬂ‘éaaqﬂlmu‘ﬂnﬂﬁﬁﬂﬁﬁ Iesadaunslwsswinlunen

o IR S IR Iy . . dn e . o &
mLﬂumaauu‘ﬂnnammmsunyﬂﬁgnﬂaamw invoice ﬂvl,ﬂﬂﬂﬂvl,ﬂﬂﬂuﬂuﬁuu
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Issue: Bank Drafts / Cheques No. 2.1 aENTEAsUIANS
May 05
Procedures Responsibility

F LRI

1. International bank drafts/cheques from donors in foreign currency received in
the mail — addressed to and opened by the Exec Director

2. On the same day the cheque is handed to Finance Manager who in turn hands
to Finance Officer

3. Fin Ofr completes bank deposit slip

4. Two TBC signatories endorse on reverse of the cheque and on the bank
deposit slip

5. Cheque locked in safe until Fin Ofr deposits at the Bank on the nearest
scheduled banking day (Tuesday and Friday). Fin Ofr obtains a bank advice for
exchange value in baht for small amounts and in foreign currency when
amount is large and clearance may take time. Advice is filed in a temporary
receipt file.

6. On cheque clearance, the bank provides final advice to Fin Ofr on the
exchange value

7. Fin Mgr posts exchange amount to General Ledger in QB. QB generates a
Receipt

8. Receipt mailed to donor

©

Receipt checked against bank statement.

ED

Fin Mgr

Fin Ofr
Chq Sig

Fin Ofr

Fin Ofr

Fin Mgr

Fin Ofr
Fin Ofr

1. ﬂ%”ﬂW/L%ﬂﬁLﬂm‘ﬁuaqa@mﬁi:mﬁﬁ"lﬁ%’umavmmﬁﬁmﬂ;gﬁmﬂ — w9t uay
1Jalay Executive Director

2. §3Falw Finance Manager Tuiu@sinuiNagasial Finance Officer

3. Fin Ofr n3an 11111’Whﬂﬁ%’]ﬂ’]7

4. dldwaaswnyednids 2 aw iSusanwadide wazlulusiehnswans

5. iudalilugiisnbaundt Fin ofr s ludinswiens aasuiiimualily suiansass
daly (7ud3a13 uaziugns) Fin Ofr azhluudshdnsanuanaswduwinumd
dwdwiwowdes wazlusudwhnansddsanadududuiwuinn wazaradasls
pawmlumawnid doluudssanuanddouitlilwiunssodutanm

6. ladaruminiyfud ﬁmmi'«]:aaﬂluu,aﬁUa@Hammmamﬂﬁﬂmﬁumwﬁ
usnanldt Fin Ofr N31U

7. Fin Mgr UbuﬁnﬁﬁmuﬁuﬁuaﬂLﬂaﬂumlu General Ledger luszuu QB waz QB 3z88an
Tuasa

8. a‘fﬂda‘luLﬁ%ﬂﬁﬁu‘%mﬂmﬂﬂsmﬁﬁ

9. arravlueSafisunulundssaaducnowans
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Issue: Direct Bank Transfers No. 2.2 N5laURUTNEUIASIALIANGY
Jul 16 fﬁﬂ{]]ﬂu 16
Procedures Responsibility

BUPUEIY

1. ED or FD receives advice from donor of direct bank transfer OR bank advises ED/FD 1. ﬁu%ﬁnmﬁa ED w38 FD Tlaloniulilasasimasuians wiasuwiansusalst Fin Mgr
Fin Mgr by phone of receipt of funds numalnsanyiinlasulawduan

2. Bank advises Fin Mgr of exchange rate in baht. Fin Mgr to confirm value. Fin Mgr 2. swenTudslA Fin Mgr ‘Vli’lm_la@L‘SuLm:a‘”@li’lLLaﬂLﬂﬁluuﬁum’ﬂ Fin Mgr ﬁuﬁ’uuaﬂ

3. Bank notifies Fin Ofr once funds are cleared and in the account Fin Ofr suaseanluuds Fin Ofr ilaliuriunsinuazdndiyfiseusenud

4. Fin Ofr posts exchange amount to General Ledger in QB. QB generates a Fin Ofr 4.  Fin Ofr ﬂ'uﬁﬂ%’uLi’uﬁuanLﬂﬁ'amua”maﬂ'tyﬁmnﬂsuﬂw luszuy QB uaz aanluiasa
receipt

5. Receipt mailed to donor or confirmed electronically. Fin Ofr 5. 5ﬂddiuLﬁ%ﬂﬁ%ﬂ%mﬂiﬂUﬂﬂdvlﬂiwrﬁﬁﬁéa mediannsafia

6. Receipt checked against bank statement Fin Ofr 6. amasavlusSafisunuluussuaaiSurhnswians

Issue: Cheques Local Currency No. 2.3

Jul 16 mssuigatuSulng

Procedures Responsibility | 351j1iseu

1. Cheques received by mail or from relate staff, received by Fin Mgr Fin Mgr 1. Fin Mgr lesuiFanmalalsudlsd ﬂ%ammiﬂ%ﬁﬁ‘ﬁ@ﬁ'm‘ﬂm

2. FId Adm/Fin Ofr posts receipt to QB and QB prints receipt. Reimbursements FId.Adm/Fin Ofr 2. FId Admin/Fin Ofr tiufinsuifaluszuy QB uae Aunluiasa ﬁ’m%’uﬁuﬁvl,@ﬁ'ml'm
from partner agencies and others for expenses initially paid by TBC on their aaﬁﬂﬁﬁuﬂ?aqﬂﬂamauamﬁial%ﬁum'lﬂﬁﬁhﬂﬁﬁﬁ% lemasasdruarninly laslw
behalf are credited to the relevant suspense or expense code fla’]vl,ﬂﬂwﬂﬂawlli”lﬂﬂﬂiﬁ@/%ﬁﬂ‘f‘ﬂ'ﬂU“?;Lﬂ?.lﬂ’%ﬁﬂvl’i

3. Cheque locked in the safe until Fin Ofr completes bank deposit slip and Fin Ofr/FId Adm. 3. hudalilugiisAvaundy Fin Ofr aznsantushenswians uasiniferhnluind
deposits cheque into bank account on nearest schedule banking day swanslwsudiivuelusmensesasely

4. QB receipt mailed to payer Fin Ofr 4. dasdluiade QB Tdungindu

5. Copy QB receipt and bank deposit slip filed together Fin Ofr 5. iudgumluase oB wasluskadinswians whunnliaeis




TBC FINANCIAL PROCEDURES MANUAL

Issue: Cash Foreign Currency No. 2.4 MsFURUARANARANNLsEINA

Jan 12 UNIINN 2012

Procedures Responsibility

81U IENT

1. Cash received by ED or FD and handed to Fin Mgr ED/FD 1. ED w38 FD lésuiiuae wazwauls Fin Mgr

2. Fin Mgr gives foreign currency (cash) to Fin Ofr and cash locked in safe in Fin Mgr 2. Fin Mgr &lamﬁuaqa@mﬂi:mﬂ (L?‘u,a@]) 1% Fin Ofr L‘ﬁ'aLﬁﬂﬂuﬁﬁiﬁmlufﬁmﬁﬁ@ﬁm
separate labelled envelope Fin Ofr AaTLBUENANHIN

3. Foreign currency (cash) deposited at bank and exchange advice received Fin Ofr 3. Wduanadidszing (Suga) Answans wazsuluudssanuanilaon

4. Fin Mgr posts exchange value in baht to QB and QB prints receipt Fin Mgr 4. Fin Mgr u”uﬁﬂgamﬁuaﬂLﬂﬁuulﬂmﬁumﬂlm:uu QB uazWUWlLLETY

5. QB receipt mailed to donor Fin Ofr 5. daasluiaTe QB IﬁLLr‘ié’lﬁmﬂ

6. Copy QB receipt filed with bank advice Fin Ofr 6. iudumluasas aB wazluusmasmnenadhua e

Issue: Cash Local Currency No. 2.5 .

Jul 16 NIF5LNULIN

Procedures Responsibility

FUHLRANT

1. Cash received by ED or staff and handed to Fin Mgr / Fid Adm/ Admin Mgr Fin Mgr/Fid Adm/ 1. ED wlantinauldTuiinaa wazaaulw Fin Mgr 38 Fid Adm/Admin Mgr

2. Fin Mgr/ FIld Adm/ Admin Mgr posts to QB and QB prints receipt, coding the Admin Mgr 2. Fin Mgr Fld Adm 738 Admin Mgr Tufinluszuu QB uaz QB AuwluLaTa I@Ulﬁsﬁaﬁi
receipt appropriately. For reimbursements received from staff for personal andas fudwduiininanuinsduimsualdiesuanndd lanasesielunan I
expenses paid initially paid by TBC it could be a receivable or expense account lfiﬁaﬁigﬁgﬂwﬁwﬁﬂdﬂu M%aﬂéﬁ.li’lUﬂ’l‘suwtg“ﬁﬁ’ll’ﬁ'ﬁhUﬁLﬂUﬁuﬁﬂ1ﬂ
code.

3. At HO: Fin Mgr gives cash to Fin Ofr and cash locked in safe in separate Fin Ofr 3. ﬁa"ﬂﬂfmmlmg Fin Mgr VOULIUEA LA Fin Ofr LﬁaLﬁuqﬂuﬁﬁiﬁ'ﬂlu‘ﬁmﬁﬁﬂﬂﬂF;IE]EU’IU
labelled envelope with receipt. LENANNIN

4.  Fin Ofr or Fld Adm completes deposit slip and cash deposited at bank Fin Ofr/FId 4. Fin Ofr w38 Fid Adm nsanluthehnswans uazthiSuaasnswans

5. QB receipt mailed to payer Adm/Admin Mgr Jassluiase QB Iﬁl,l,ﬁ;‘?lﬁmﬂ

6. Copy QB receipt and bank deposit slip filed “ 6. iudgumluass aB wazluihdnidhuda




TBC FINANCIAL PROCEDURES MANUAL

Issue: Direct Bank Deposits No. 2.6 e nRunsumslnenss
Jul 16
Procedures Responsibility

ax a o
8RS

1. Partner agency advises FC that money has been deposited into TBC bank

account either in Bangkok or other field bank account.

2. Fin Ofr/ FId Adm/ Admin Mgr issues receipt against invoice in QB for amount

deposited and sends to agency

3. Documentation filed (invoice, receipt, PO)

FC/ MF Mgr

FinOfr/FIdAdm/Admin
Mgr

¢ A Y ' Yo a ¥ o A AdA A =
1. 89ANI8UNTI Fid Co Tldidushnidinyfuesiidd Aiswianslunsanw niaswans
A & d o
auluNunusa
2. Fin Ofr, Fid Adm %38 Admin Mgr 1is#insuiulu QB ausaa invoice Wiawaafisnan
WPauazdaasluaTasuidnliasdnaoin

3. fiuenans (invoice Tuiasa uaz PO) ithunu




TBC FINANCIAL PROCEDURES MANUAL

Issue: Payroll and Deductions

Jul 16

No. 4.1

ANANNUNIIY BASNITUNIRBAIANY

nIngiaa 2016

CONTROL OBJECTIVE: To ensure that payroll disbursements are
made only upon proper authorisation to bona fide employees, that payroll
disbursements are properly recorded and that related legal requirements
(such as payroll tax deposits) are complied with.

nguszasAraINsAILAN : Weliinadndiedidng nsssinlulnglEfuenn et

Aaas a

gnfied uazdaliuiminewidanslaiuwingu Welfidinsiufinnisanarndnsatnagnéias

a s dl el' v ] . a a A
LL@ZﬂQUﬂGl’]Mﬂ{]‘MNWﬂWLﬂil'l“ll@\i (LIUNITUNATHNULABY)

PRINCIPLES:

a. Policies and procedures are followed for accounting for vacations, holidays, sick leave,
and other benefits

b.  The person authorising an employee's entitements does not also prepare the pay
cheques

c. Payroll should be in keeping with the procedures for all other cash disbursements

d.  There is segregation of duties so that someone other than the payroll cheque signer
reviews the payroll register, posts payroll to the general ledger, reviews payroll-related
tax withholding, distributes year-end tax summaries to employees

e. Changes in employee status and rates are correctly authorised

f. Payroll-related taxes are withheld and paid to state agencies on a timely basis

g. A list of all payroll cheques written, with appropriate withheld taxes, is maintained.

WanMT :
n. LiujuGewuloue waznszuaunsdgfamiumssvndau Tunganants maaithe uas
FIFANTDU 9
a an [ 'Y L Ao o = a A
2. yaaafiagi@naliiEnfuniwinnudesliliyanafisarindadiodudion

. mawidewinnuden jiRmuitnndstuiumadniioiuaaiu 9 e

s Wimsudousnwid snhedidwdadiig danamunzdouidaminamunai
aiadmafifioates md wm sy diiufindrdreaslutiyfusndsznn wazuanluagdnd
daedlturdminen

3. mudfuulasanumwaaswinau wazsanadisng dasldiunsayaifiednigndas

a. liinm# w Admaenaniudidng uazisliuimisnusasiyldiunm

Taarhnenmdaddaminawimee wiaunviuwuwnidn m Adeigndas

Procedures

Responsibility

ad A ea
wBUHUAIN

1. Update payroll data changes to the General Outsource (GO) Company and
update the payroll control file, Tax deducted in accordance with applicable
income tax rates and allowances. Provident Fund deductions made in
accordance with applicable rates (max 15% employee, matched by employer
the same but max 6%).

2. HR&ADM Spl receives payroll changes (Excel update files for GO and
Myanmar staff, copy of related documents) from Officer and review changes
updated. All personnel files are maintained by the HR&ADM Ofr.

3.  GO’s Payroll spreadsheet file updated, review and given to Fin Mgr for final
review.

4. FD and ED for final approval and signature

5. Send confirmation to GO to process. Send a scanned approved payroll file to

HR&Adm Ofr

HR&Adm Spl

Fin Mgr

FD, ED
HR&Adm Ofr

1. ﬂé"uﬂgasmmimSmuu,ﬂaaL‘Emﬁﬂu‘lﬁu?ﬁwﬁ'ﬂﬁﬂﬁmﬁau GO uazamfatayanis
\wWasuulaiy TNAUTUABUNEAN Th 18 uaziiunandauds g AdnaTIAL
ﬁuﬁoﬁuauwunamuéﬁadLgna%wm1u5ﬂiwﬁﬁwaﬂaﬁu (EuBnazan gaqala lifin
15% VoIInAaUUNLTENNLOATUTINAK Lwigatgm"lmﬁu 6%)

2. HR&ADM Spl amafanemsainadszindanlu Excel IWdamsuussn Go wiay
fuwnenasifouudssuuy Alasuanan HR&ADM Ofr lag HR&ADM Ofr \ugiiy
ShuuWnysziawineu

3. amImeunIliudindudeunes GO vauam Tl FD uaz ED a1y
agu‘"ﬁtﬂuﬂ%q@ﬁm wazad lusunsdszanana

4. FD uaz ED Lﬂutjaamuaﬂéﬁﬁlﬁutﬁauﬂlufuqﬂﬁm

1o A o wn v a o A I a A v d o a
ﬁﬂﬂqﬂuﬂuawuﬂﬂqﬁlﬁuiﬁﬂ GO LWE]ﬁ\?‘lW@IhﬁN'JNNE‘IN%LWE]%N']SLV\LWE]@']Luuﬂ'ﬁ




TBC FINANCIAL PROCEDURES MANUAL

10.

11.

12.

13.
14.

15.
16.

Adm Mgr (YGN) for payment

GO sends payroll net pay and Tax withholding text files and monthly Social
Security Fund contribution reports for upload and payment as well as circulate
e-pay slips to each individual employee.

Transfer total payroll fund from operating bank account to the Payroll bank
account.

Up load net pay text file and prepare PF payment in SCBT payroll webbank,
batch all into two separate batches, print batch reports for further payment
process.

Complete monthly Provident fund contributions and it's relate reports and
submit to Provident Fund Management Company.

Upload PND 1 text file to Revenue Department website and print submission
and relate reports for further payment process and filing.

Print Social Security Funds contribution reports for submission and further
payment process.

All bank payments raised in accordance with Procedure 7.1, except that Acc
Ofr raises the payroll payment.

All payroll details posted to QB general ledger account codes

Adm Mgr pay staff payroll according to the approved table, issue payslip
receipt, staff sign off receipt and file with accounting documents.

Acc Ofr maintain and update the Myanmar Provident Fund records

All above documents compiled and filed in payroll files

GO

Fin Mgr or Fin Ofr

Acc Ofr

HR&Adm Ofr

HR&Adm Ofr

HR&Adm Ofr

Acc Ofr, Fin Ofr

Acc Ofr
Adm Mgr

Acc Ofr
HR&Adm Ofr

10.

11.

13.
14.

15.
16.

T w%”awﬁ'odaﬁ'lLmagﬁﬁhmﬁmﬁaumathslﬁam than

A o . . a A . a Py A A o L =
UTHN GO &9 text file vadwaaIuiiaudugnd uszmBvin m Aoie anlnanduiv
wioununuwihsiiulnusiauierndy nidnutsd a-aadidwifan liwinau
wAacan laoruNIBLuas

o A

msleninsaadudensin wasiuszany WhuudSwden lwiud lodues suans

7

s 3 s
RUEAUANIIATIIALADT

o

awlnan IWaTudausns waemomedoiulinasmuy lwivdydSudewmsbuiaad

o

a6 A o A an '
batch LLazW;JWi’IENﬂuLWa(ﬂ’lmumimf&m’al’m@lavlﬂ

o I o A o & A o A =
Lﬂsﬂ“waiui’]Uﬂquu’]ﬁdNua:a&lLla$ﬁuﬂunadnuafﬁa\iLaUG'ﬂWﬂizﬁ]’]L@auLLﬂ:'ﬂ
a4 @ Y < 9w ae o
N8IV Wm&l“/ldﬁdl%u‘i‘i:m’«mﬂ’]‘i
o . 9 { . o & X
QWIV\E‘]@ text file ﬂ’]fW.ﬂ W ﬁﬂ’]ﬂ (N34 1) °1]ENWunﬂ']u"fl\‘]'ﬁNﬂ’ﬂ%r‘jnﬂi&]aﬁiw’]ﬂi

¥ A € A 4 v A o I3 D)

WIDUNWUN Laﬂa’]?ﬂl,nU'JTENLWE]V]']’W]']HLLﬂzLﬂUL"U']LL'WN

AUATN BN WS RETFULRTENNUUTAUEIAY IWathdsuasdiunsineiuda

TuaaumINeiunnnemslited fuGeatad fUada 7.1 tiuud vhaoGuden I

Acc Ofr iugfvi

o & . a4 v o a A G

Juinmemineffisrdasnuidmdoulasuanauysziandnldaiioadls QB

Adm Mgr ulintinanuluntt wleunedouaitiinidauldwinanuiousy uaz
o a

faannununutanaINITINaSn

Acc Ofr iuauQuATANITayATIBNUITUNBINUY B8N

FIUTIN UAZLALLANRNITIRNAT G WT NN I e TuLf ot




TBC FINANCIAL PROCEDURES MANUAL

Issue: Leave Entitlements

Jul 2016

No. 4.2

ANBNITA1U

nIngad 2016

CONTROL OBJECTIVE: To ensure all leave is taken according to

staff entitlement policy, is recorded and is monitored.

5]

o L4 A gy Y o S & 5 Sdnve o =
mgUszasAraInisAILAN: dWelinsldduaniudullauansiléslugiiewinem d

n9tfudin uazAILIANGUA

PRINCIPLES: Leave is requested on relevant form, approved by

appropriated authorized person, records are maintained and updated.

T ST

wann1s : Mmsasuwitasriduasansoionss Aidmwnveuid Tuiin Juiy uaztlfuly

Iiduilagidu

Procedures

Responsibility

ax a o
U LAY

1. Employees wishing to take leave complete a Leave Request Form (LRF)
indicating leave type and duration and submit to supervisor (See Staff Policy
Manual)

2. Leave consulted with supervisor who approves and submits to Fld Adm, Adm
Mgr or HR&Adm Asst to check and records.

3. LRF approved by FC, MPD, HR&Adm Spl filed on employee personal file

4. Leave taken over and above entitlements will be classified as unpaid leave and

salary adjusted accordingly

Supervisor

Fld Admin/Adm
Mgr/HR&Adm Asst
FC, MPD, HR&Adm

Spl
HR&Adm Spl

1. wilnnwfidasmazesnudasnsanluzeatemw syszanvesiua Swawii uaz
fudaianinem (g Staff Policy Manual)

2. waInnaMIReURUURinMIAIIU Wanthauewald uaziiuee Fid Admin/ Adm Mgr
IHR&Adm Asst INaATIIFBLANNYNdaILAzTUANTIBAN TN
it ¥ i a
3. FC, MPD, HR&Adm Spl \ilurfaydalunuas tivluvaaawdunadsziawingm

4. wnsnnudnilteidumsanulaslisuiinden uazsanilsuiudaauli

FOAARBING




TBC FINANCIAL PROCEDURES MANUAL

Issue:
May 05

Fixed Assets and Equipment

No. 5.1

s o a o
NTINLAUNNT LL‘ZW’QJ“U naty

CONTROL OBJECTIVE: To ensure that all fixed assets are
adequately safeguarded, authorised, recorded and properly identified.

ar

ARIE)

v
o

'3 d S e o
szaaAraIN1sAIUAN : e liianunsnpuauguadunindniasiomalifiieome

Wisin9010R aaidin waznisszysindunindlietngnsies

PRINCIPLES:

a.  All purchases of fixed assets are properly authorised and within authorised limits

b.  Payment for fixed asset purchases should be in keeping with the procedures for all
other cash disbursements

c.  Warranties and guarantees are kept in a secure place and taken advantage of as
required

d.  Major assets such as motor vehicles are regularly serviced and maintained

e. Fixed assets are purchased according to procurement guidelines concerning tender,
value for money, suitability

f. Details of all fixed assets are recorded in a Fixed Asset register

g. All fixed assets can be located and identified and physical inventories take place
periodically to verify existence and assess condition

h.  Procedures exist for custodianship, proper use and security of all fixed assets

i. Fixed assets are insured for loss, theft and damage
j. The most advantageous alternative is taken on asset disposal and proceeds and gain
or loss on sale is correctly recorded

k. Depreciation of fixed assets is based on realistic life-spans

WANMT :

n.
.

@

'lﬁmﬁ@fﬁaﬁuw%"wsz’nﬁ'm&Jﬂvl,ﬁ%"umiakl,ﬁaazmgnﬁao LLa:"LaJLﬁwuauméwmaagu”@
mMInedwNasadafunindnsdaineiauitmadsnunumaidniieSuaadu o
NINUA

Winvlusudsznuluamuinlasany uazshanlduszlomiidefansnsuds

Funiwdmomalng wusnoud dedldtumuing uasgenzadulszd
IWsadaaunsndansmusdoumssam Lﬁ'mr‘ﬁ_lmiﬂi:y‘a ﬂmmfndn‘&uﬁm’mvlﬂ UaZAMN
ANNZRY

Iwiuinmuszidoavasdunsndonslu nadousunindons

TWananynszyd wazan L AUEUWNINEDs uaslisarhmensiunsndiluszezialiuile
iwﬁuﬂ%"wsfﬁ?uﬁagﬁa uazdsziduamwsasFuning

lﬁﬁﬁﬁmimuqm“ua IImslfreuatnaninzay uazsnmanulasanufmnsuRuNIWGIT
Hanua

Tdarhdseiunsiunindonsquasasngyws mianalue wazanufons
lﬁLﬁanﬁﬁnﬁﬁ"LﬁLﬂ?UUﬁz‘gﬂz«%’m%“umsmU?mﬂ%'wﬁ waelsiusinmesudle saursnarnls wie
mwmlumnmsmmlﬁg‘ﬂﬁaa

wéwrmazaunan aaﬁu‘ﬂ{wzi‘mascmums.qll%muﬁmaﬁ"umﬂmﬂm’%a




TBC FINANCIAL PROCEDURES MANUAL

Issue: Fixed Assets — General No. 5.1.1 nEwdiRunnag - mall
May 05
Procedures Responsibility | 38ujii5eu

1.

Limits and approvals for purchase of fixed assets are as stipulated in
Procedure 1.3 and the Staff Policy Manual
Requests for new assets are made on a Purchase Request Form in
accordance with purchase limits (above), verified by Supervisor and approved
by authorising officer depending on value
Assets are to be purchased and recorded in accordance with procedures for
purchases.
If asset value > 60,000 baht, asset is classified in QB as a Fixed Asset and
details entered onto Fixed Asset Register (separate QB module). If asset value
< 60,000 baht the asset is classified as equipment expenses and expensed
Invoice details as to supplier, date of purchase, serial number, PO number, cost
price are to be used to update Fixed Assets Ledger. Other details to be
entered are location and identification mark

Warranties and Guarantees (if applicable) are to be filed in asset file folders and
kept within Administration, except that documents required to obtain motor
vehicle recovery and repair are to be kept in the vehicle.

All fixed assets to be insured under all risks policy as from date of delivery.
Insurance company to be informed of purchase cost and location

Approved payments are raised in accordance with Procedure 7.1

Physical Inventory of Fixed Assets to be conducted at least annually

Procedure 1.3

SC&L Mgr, Log Ofr

Fin Mgr

Fin Mgr

Adm Ofr, Adm Mgr

HR&Adm Spl

Fin Ofr, Adm Mgr
Fin Mgr

1.

o an v & a v ¢ a ad 1 a ea o

VoULa wazdruaeulanIiadefunindnnialiszy il UfoGnu 7e 1.3 uas
Staff Policy Manual
A X a o g e P
wadasnsdedunswelud 1%3a7in Purchase Request (luvada — PR) anavauiaa
. o & o o e o . . 5
swnlumidada (szydeedu) wanthnwduganasesanugnedasmasluvede uaz

an % o ddao an i g "o ' a v e
aysidlandmihindsnsayd@lasduagiuyadivasfunindun

o & o = a v a en & o &
ﬂ’]iﬂﬂ‘ﬁaLLazU%'ﬂﬂi’]F;Iﬂ’ﬁﬁ%‘ﬂi‘wEﬂ%ﬂgﬂ@l@l’]&l‘ﬂ%ﬂa%ﬂ’ﬁﬁ]ﬂ‘ﬁa

dyadnvasfuniwgganit 60,000 U zUU QB azdaUsznmduFUNIWGN1T uaz
dasnsanTuazidualu Fixed Asset Register (l3unsy QB) Auniwdndyadnsnnd
60,000 LN a:gmﬁ"@‘lﬁagluﬂixmwﬁﬂfﬁimqﬂmzﬁ waztuiniduenlgane

%
o<

TufinsoazBaaay invoice 1in Hae Tunde wasnanIwgaun nunoeelusige

(PO) Meneiunu ialdUTuTayalunFusniszinnfunindonat nuazidoaduidas
nIandieanuiiiu uaziaIaananefiliazya

a a ¥ a a 4
TiAnlusudseu @) luusfuning uszafivliluwwaungins ondwde

A

FududaslfianaslumsSonan uazdonusasud WiAuenasaIna1d bilusnoudig

IIaUsenuwiman o nILAUNTNT DI INIRN HuNIuN lasuNaURUNIWE wae
'Y & A« a o ¥ a o o o
KIITIANTD wazFIUNALRUNITNSIRUSENYsenun e
e agea aem a
msm;wmsmmaﬂmaﬂgum@nmla 7.1

Twamasausomsaunindanisedaiaadazasi




TBC FINANCIAL PROCEDURES MANUAL

Issue: Motor Vehicles No. 5.1.2 SREURA
Jul 16 NINYIAN 2016
Procedures Responsibility | 3gifj1iRu

1.

For custodianship, proper use, repairs and maintenance, accidents etc. refer

Motor Vehicle Policy

1.

afeBnuNeINUMIMUANgUA 3‘ﬁ'mﬂ°ﬁaamamdgﬂﬁaa mMItan uazneInm

9Uq 9a4 lda1n Motor Vehicle Policy

2. Procurement of vehicles should be conducted on the basis of value for money SC&L Mgr 2. lumssamsasud mﬂﬁﬁumﬁ’mwmﬁéw uazmInzaNAUMTIENuveinid lasve
and suitability for TBC operations having obtained quotations from three ‘LULauai’lmmﬂﬂ’mU 3318
different suppliers

3. Executive Director approves on a Purchase Request Form, provided the ED 3. Executive Director Lﬂuﬁagﬂmu‘uaé’a ﬁﬁtﬂm’]mhUﬁi’maglmuﬂizmmﬂixﬁﬂﬁﬁ
expenditure is included in the approved annual Budget. agﬂﬁuﬁ’s

4. Registration of all vehicles must be in the name of TBC and registration fees Log Ofr 4. npudnnaudesaanzidouluwinnasfiid LLamTaaﬁhﬂmﬁvﬁa@iaﬂuﬁﬂuéuwﬁmnﬁ
paid annually in advance

5. Registration books are to be kept in the Bangkok office and copies to be kept Log Ofr 5. agwuﬁwmwﬁﬁaaLﬁu"lﬁﬁﬁwﬁfmmﬂgamwea waziiuds i Wlusosududazan
inside each vehicle

6.  Vehicles should be comprehensively insured as from date of delivery Log Ofr 6. inUu@i‘ﬁadﬁﬂizﬁ’uﬁ’ufu%ﬁaﬁ’umﬂi’uﬁ‘vl.ﬁ'{uuau

Issue: Depreciation No. 5.1.3 AARNSIAN

Jul 16

Procedures Responsibility | 35ufj1iReu

1. Vehicles to be depreciated over five years Fin Mgr 1. iﬂﬂuﬁﬁadﬁhmLﬁiam’lﬂ’nﬂunm 51

2. IT assets to be depreciated over three years Fin Mgr 2. FwWnIwe IT @Taﬂﬁ'ﬂﬁ’néam’m’uﬂurm’l 3

3. Office equipment to be depreciated over five years Fin Mgr 3. wndasldssidninaudasindndonsinndunm s 9

4. Depreciation to be Straight line, full month at end of month, starting with month Acc Ofr 4 ‘Lﬁﬁ'ﬂ@hLé’i‘amwml,mmﬁuma (straight-line) I@]mé&lﬁuffﬂLaauﬁvlﬁfu‘llauﬂu%ﬁuaau

of purchase
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Issue: Asset and Equipment Disposals No. 5.1.4 nsauineAuning wazainsol
Jul 16
Procedures Responsibility | 38ufj1iReu

1.

Requests for disposal of assets and equipment should be made on an Asset
Disposal Form.

Applications to donate the asset to another organization are to be shown on
the Asset Disposal Form.

Asset Disposal Forms may be authorized in accordance with approval limits.
Three second-hand dealers are to be approached to provide quotations for sale
price

Staff members are given the opportunity of bidding to buy the asset at a
minimum of the middle of the three prices, with any transfer cost payable by
the staff member. For Motor Vehicles TBC will prepare transfer documents but
it will be the responsibility of the staff member to lodge them, and the TBC
insurance cover will expire on transfer.

If no staff member is interested, asset should be sold to the dealer offering the
highest price.

Cash, cheque or direct deposit from purchaser recorded in the normal manner
for cash receipts and QB posted with receipt

Fixed Assets Register (original cost over Bht 60,000) updated with asset sale
price. Profit and loss on disposal to be calculated based on depreciated value.

Equipment log (original cost less than Bht 60,000) updated with disposal.

Procedure 1.3

Adm Mgr/Log Ofr/Fld
Admin/HR & Adm Spl

Adm Mgr/Log Ofr/FId

Adm/ HR&Adm Spl
Adm Mgr/HR&And Spl

Adm Mgr/HR&And Spl

Fin Ofr/FId Adm/Adm
Mgr

Fin Mgr

1.
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TBC FINANCIAL PROCEDURES MANUAL

Issue: Procurement

Jul 16

No. 5.2

n1sanda

nIngIaa 2016

CONTROL OBJECTIVE: To ensure that all purchases of supplies are
properly documented, authorised, received, recorded, and reported; and
that the best value for money is obtained.

v

nnLseRIAIRINITALAN | emuaulinisdneiragyinaivmn fienansiuses

Widnseysid nsfududn n1saaiuiin uazniseaunaetnagniies uaslilfuedanian

FmFuRunlsansly

PRINCIPLES:

a. Expenditure is in accordance with approved budgets

BaANN3

n.

o

Tineioduldawsudszanaleiunsaui@

A o A Aaa

snc & o laend A am
TWismsuszaunewduldaatedfidlugieismdadeves GG

b. The methods and procedures of the TBC Procurement Manual are followed . f

c. Segregation of duties between those ordering, those receiving, those recording Q. s[,ﬁ’l,mwﬁfqﬁszwmé’é’l\asﬁaﬁuﬁ’q ;ﬂ’%’uﬁuﬁq é’mﬂ'uﬁn Lm;;ﬂ’ﬁhmﬁwﬁﬁzﬁu
and those making payment for purchase transactions

d.  All purchases are properly authorised , and supplied against official PO’s 3. sl,ﬁmsﬁ'méaw%ww"l@ﬁ'umqm”ﬁazmgn@”aa wazionansunuilsznauruludide

e. Delivered supplies are in accordance with specifications for quality, quantity and Q. a?'waaﬁﬁ'mdaﬁaaﬁqmmw ATUMNYTIN I LRz IuFINaUMNTIITUA kazlesunITaLTy
delivery date and credit is obtained for discrepancies mnﬁm’]&lﬂmﬂmﬁau

f.  Proper documentation for delivery and receipt of goods signed by both drivers A SATNLENEIEIATUEIRIRTUMIFINGL UASMTIURUA TADAUTLIN UAZFIUNUT
and approved representatives of those receiving supplies. vl,@ﬁ”%’umsagﬁﬁ’lﬁﬂmjaamu ATATLVDY

Procedures Responsibility | 3guftisenu

Procurement Methods and Approval Authorities: (see Procurement Manual)
1. Tendering
Whenever possible camp supplies and other purchases of over 600,000 baht
should be covered by Contracts awarded following open tenders conducted by
Bangkok Procurement
Requirements:
- tender publication on TBC website
- sealed bids
- quality control checks
- supplier evaluation
- Procurement Committee recommendations, and rationale
- Contract signed by Executive Director (or in absence FD)
- Purchase Orders signed by Field Coordinators or SC&L Mgr for call off

against Contract
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TBC FINANCIAL PROCEDURES MANUAL

Competitive Purchase

Used in exceptional circumstances where fully open tendering for contracts or
purchases of over 600,000 baht is not feasible

Requirements:

- minimum 3 supplier written quotes (sealed bids if donor requirement)

- supplier evaluation (factory visit, information file)
- quality control checks
- Procurement Committee recommendation
- Contract or Purchase Request signed by Executive Director
- Purchase Orders signed by Field Co-ordinators or SC&L Mgr
Direct Purchase
Purchase value 60,000 to 600,000 baht
Requirements:
- minimum 3 bids (may be summary of verbal quotes or catalogue
comparisons)
- Purchase Request signed by Management
- Purchase Order signed by Field Co-ordinator or SC&L Mgr
Purchase value under 60,000 baht
No formal requirement, sound purchasing practices should be followed
Single Quote
May only be used on an exceptional basis where for instance:
- need to respond urgently to a primary emergency situation
- unusual logistical requirements for delivery to remote location
- no bids received in response to a TBC tender
- purchase item in development stage
The Purchase request should note the reason for the Single Quote, and should
be approved by the appropriate authority, according to the purchase value as

above
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TBC FINANCIAL PROCEDURES MANUAL

Issue: Procurement No.5.2.1 msdnda
Jul 16 Camp Supplies ordered from Field Office w3asnilna 13lnad wiuguds Sndalaadninaumaauns
Procedures Responsibility | 38uf1isnu

1.  Contract or Purchase Request approved as per Procedure 5.2. Purchase
Requests can be made using a standard form or by sending an E Mail containing
the same information with approval granted by E-Mail reply.

2. Purchase Order (PO) to suppliers prepared in FO to call off regular supplies and

annual supplies against Contract or Purchase Request based on camp population

figures and agreed rations per person and extra needs, by entering data to QB to
analyse by Item and Cost centre. Purchase Order printed. See QB User Manual

POs verified and approved

POs sent or faxed to supplier and copy PO filed to temporary file

Thai Authority approval obtained for delivery

Inspection companies advised of impending deliveries

Camp officials notified of expected deliveries

Goods delivered to camp go-down.

© ©® N o g &~

Triplicate Delivery Receipt signed by Godown Manger in accordance with

Programme Guidelines.

- Yellow copy retained in the Godown

- Pink copy retained for TBC staff (Supply Officer)

- White and Blue copies taken back by Driver to Supplier

- White copy sent by Supplier to FO

10. On completion of deliveries for the PO, FId Adm prepare Reconciliation of
Delivery Receipts and posts Item Receipt to QB (dated day of receipt of last
Delivery Receipt received)

11. Supplier invoices FO and copy faxed to HO.

12.  Once it is confirmed that any discrepancies have been made up FC approves

Delivery Summary.

13. FId Adm prepares a print out. of Item Receipts, and attaches PO and receipt

documentation for FC to approve payment to supplier. A payment approval may

Procedure 1.3

Fid Adm

FC
Fld Adm
Fld Adm
SC&L Mgr
SO

Godown Mgr

Fid Adm

Fid Adm

FC

Fild Adm/FC
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TBC FINANCIAL PROCEDURES MANUAL

consist of more than one PO.

14. FC sends a Payment Approval e-mail to BKK Finance completion, attaching list
of ltem Receipts approved for payment

15. After confirmed Fld Adm send all original documents to Acc Ofr

16. BKK Finance process payment in accordance with Procedure 7.1

17. Any donor allocation is made within the accounting software by Finance Director

Acc Ofr

Acc Ofr

FD
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TBC FINANCIAL PROCEDURES MANUAL

Issue: Procurement: No. 5.2.2 dupaunnsania
Jul 16 Other Supplies ordered from Field Office wiailnmilnadu q Tnadrinaumaguis
Procedures Responsibility | 3gijiia

1. Purchase Request (PR) approved. PR can be made using a standard form or by
sending an E mail containing the same information with approval granted by an E
mail reply.

2. Field Co-orinators are delegated annual budget limits to approve certain
categories of expenses

3. Purchase Order (PO) prepared in FO to call off supplies against approved PR,

by entering data to QB analysed by Item and cost centre. PO printed. See QB

User.

PO verified and signed by Field Coordinator

PO sent or faxed to supplier and copy filed into temporary file.

Supplies delivered to beneficiary, Delivery Receipt signed, and returned to FO.

Item Receipt entered to QB (dated day Delivery Receipt received from supplier).

Supplier invoices FO and copy faxed to HO

© ® N o o &

Field Admin prepares a print out of Item Receipts, attaching PO’s and receipt

documentation for FC to approve supplier payments. A payment approval may

consist of more than one PO.

10. FC sends Payment Approval e-mail to BKK Finance, attaching list of Item
Receipts approved for payment

11. BKK Finance process payment in accordance with Procedure 7.1

12. After FC confirm to BKK FId Adm send all original documents to Acc Ofr

Proc. 1.3

Proc 1.3
Fld Adm

FC

Fid Adm

Fid Adm

Fild Adm

FC

Fid Adm
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Issue: Procurement No. 5.2.3 dumauNsanda
Jul 16 Supplies ordered from Bangkok Office and iwizeagInn 13 Tna Taedninalngngunna nazdadlaodue
delivered by Supplier o i
Procedures Responsibility | 3g8uf1iRnu
1. Contract or Purchase Request approved Procedure 1.3 1. 1115@@’1%6“11’1{1 ‘v\%alumaagﬁamiﬁl“ﬂ%aﬁvlﬁ%'uagﬁﬁuﬁ’s
2. Purchase Order (PO) to suppliers prepared in HO to call off regular supplies and 2. 1ﬁ§1ﬁ7ﬂd’lulmgi‘fﬂﬁ’llué;d“§a (PO) I@lUﬁﬂf@ﬂﬂ@]’m&q}l@’]%ﬂ"ﬂ’]U%%aluﬁ’]ﬂ.laakbﬁa
annual supplies against Contract or Purchase Request, based on camp 5ﬂ5§aﬁvl,ﬁ§Uﬂﬁiakkllb§LL§’J liasiuneilszid viesnmudazis masscelnls
population figures and agreed rations per person and extra needs, by entering Fnudszrnsuazsanmikaningdeaunaiidwin (1) laodufinaslu QB wen
data to QB to analyse by Item, Cost centre. Purchase Order printed. See QB sz item guddunu (qudy) Auludade adile QB
User Manual
3. PO containing standard payment terms verified and signed Log Ofr 3. ludde ﬁLéaﬂ“ﬂﬂ’lTﬁ’li;ﬁuaijLé”a Iﬁmwaaum’mgﬂﬁaaLLazmu’m
4. PO with non standard payment terms, e.g. requiring a Deposit payment, approved SC&L Mgr 4. lusidelutnonsdl eadimsanssianlumsinaGudamn uszervardasdiGusiadn
5. PO sent or faxed to supplier and copy PO filed to temporary file vusn mihwdulahdindndesldiunsewiden
6. Field Offices notified of impending deliveries Log Ofr 5. ludidads wia LLWﬂfﬁ‘lﬁpjﬂnmmnﬂ“uémmﬁmﬂm Fra3
7. Thai Authority approval obtained for delivery Log Ofr 6. udidinnumaaua miwmif‘i‘wm o
8. Inspection companies advised of impending deliveries Fld Adm 7. duliunsvenisiesyyne dnsifsasnivadeihgudy
9. Camp officials notified of expected deliveries SC&L Mgr 8. LLiﬁmmﬂﬂsﬁ'@ddlﬁﬁmiaaaau§aszmﬂuaﬂLﬁaﬁ’uﬁumi@mﬁ]aauﬁavlﬂ
10. Goods delivered to either Camp or Field Office or local godown Fid Adm 9. udslitdmindlugudy noy fadufl finasananluls
11. For goods delivered to camp go-down, triplicate Delivery Receipt (DR) signed by 10. Euﬁ’ldwﬁwf?vlﬂlugu?j% wia funnumMAswAIKIg Iﬂ@”ﬂuﬁuﬁﬁszq
Godown Manger in accordance with Programme Guidelines. Godown Mgr 11. nidlvasisasadnluiilnes sl,ﬁ;‘;JTaTﬂmﬂﬂﬁ'aaamwfwaalufl,uda‘uaﬁaﬁﬁnmmmmu
- Yellow copy retained in the Godown @I’]M@;ﬁaﬂﬁﬂ'ﬁmﬂﬂsams
- Pink copy retained for TBC staff (Supply Officer) - findias Wifiulinlnes . )
- White and Blue copies taken back by Driver to Supplier - "’%’]Lmﬁﬁﬁluwﬁﬂﬂﬁﬁq“ﬁiﬁﬁﬁ% (ﬁqﬂﬁqﬁeﬁ'wwmﬂ)
= White copy sent by Supplier to HO - duadbdmuasdmunluihduldieuduinauldldgane
12. For goods delivered to Fid Office, FId Office sign DR and arrange onward delivery - @Tuaﬂ’yﬁmq;ﬁmdaﬁﬂﬁﬁqﬁ’nmu‘lm}j
to Camp or other beneficiary. On receipt of DR, Item Receipt entered to QB Fid Adm 12. nyddumnas ldaddnaunaawu 19 Fid Office iulusuwas wazdifinnsdada
13. Supplier invoices HO il gaguds ﬁapﬁuﬂﬁﬂmﬁ@iaTﬂﬁia%ﬁ'ﬂu%’waauﬁa l¥ufinsuvasadly QB
14. Once it is determined that all, discrepancies have been made up SC&L Mgr 13. EJT’IJHUﬁ%ﬂumaﬁamﬁé’lﬁ’m’mslmyj
signifies payment approval on supplier invoice and passes to BKK Finance Log Of/SC&L Mgr | 14, \flanszuaumsldsumsamasey Sudunssasiuazsuvasasudiunuauds 1% SCaL
15. BKK Finance process payment in accordance with Procedure 7.1 Mgr ﬁuﬂ‘uagaﬁmiﬁimL'Eu'lu‘lumoﬁml,a”aﬁwialﬁﬂhUﬂlﬁlﬁu
16. Donor allocation is made within the accounting software by Finance Director Aoe Of 15. tjﬂzjmiﬁuﬁ’nﬁumsai’mLGu‘Lﬁ’é’m’m@l’m ﬁ'u@lauﬂgjﬁ'ﬁﬁﬁa 7.1
FD 16. FD ilugiassrenlgdsliuinaiu
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Issue: Procurement No.5.2.4 dumauNsInTe

Jul 16 Supphes Ordeljed from Bangkok Qfﬁce and iw3eegUTna 13 Tna Tasdninnungannd uazsadeTasuSinuds
delivered to Field by TBC appointed Transport
Company

Procedures Responsibility | 3% ftisenu

&

© ® N o o

10.

12.
13.

14.
15.

Contract or Purchase Request approved

Purchase Order (PO) to suppliers prepared in HO to call off regular supplies
and annual supplies against Contract or Purchase Request, based on camp
population figures and agreed rations per person and extra needs, by entering
data to QB to analyse by Item, Cost centre and, if appropriate, Donor
Allocation. Purchase Order printed. See QB User Manual

PO containing standard payment terms verified and signed

PO with non standard payment terms, e.g. requiring a Deposit payment,
approved

PO sent or faxed to supplier and copy PO filed to temporary file

Field Offices notified of impending deliveries

Thai Authority approval obtained for delivery

Inspection companies advised of impending deliveries

Camp officials notified of expected deliveries

Goods delivered to HO or collected from supplier by nominated Transport
Company

Transport Company sign Suppliers despatch note, which supplier delivers to
BKK office. Item Receipt entered to QB.

Supplier invoices HO.

Once satisfied as to quality and quantity of goods received, SC&L Mgr
approves supplier invoice for payment.

BKK Finance process supplier payment in accordance with Procedure 7.1
Transport Company deliver either direct to Camp or to Field Office who arrange
for forwarding to Camp or other beneficiary

For goods delivered to camp go-down, triplicate Delivery Receipt signed by

Godown Manger in accordance with Programme Guidelines.

Procedure 1.3

Log Ofr
SC&L Mgr
FD

Log Ofr
Log Ofr
Fid Adm

SC&L Mgr
Fid Adm

Log Ofr

SC&L Mgr

Acc Ofr

Godown Mgr
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14.
15.
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lussgeluunansdl enfinsanaadenlumssneiudamn wazanaazdasfiutadn
PEIN miﬁhrJL’Suu‘"ﬂa"w’i’andnﬁaavlﬁﬁ"umiakmvﬁﬁau
< & A v & o ) ¥ ol

ludagads wia unndlifanoussiivdiwidiuny T30
UIIRUNNUAIAFUIN ANTINTFIVEI
difiuniveniifeauna IasIFIINIaTaITgULY
LL'E&mﬁamﬁﬁ'@dalﬁﬁmmaauSaﬁzmzluaﬂLﬁ'aeﬁnﬁumimmaamﬁavlﬂ

v 9 v o o Al & R o A4 @ 2
wisliidminilugudy i 9iud Avasandhldis

Jadsannfidsminnulngnianng wie uienaustldivannngane

viEnudduiiienansivvesnngue nadidsvasndaninnulng nsanwe liiudin
adsuvaile QB
Ho1edaannd@innun iy
aldsunsasiasen Ui guanw wazldsuasudauua SCL Mgr audi@lusda
WasL AN
thamsdunganwy diiumiisSuanuduaeuwityfiada 7.1
u?ﬁmuafﬁﬂdﬂ;\iiw:mmdLﬁwvlﬂil’ag‘mﬁa pIadnNNBMAFINLEABsE L AR
dadaidn ) lugudy wiagiuszlosd

Ao, o P [ X% v & @ Ao N
vasidasudlilngs idanslndadwanasluivaes lasfiduwauunin a1w
A jaem
dfadfuGanulasins




TBC FINANCIAL PROCEDURES MANUAL

18.
19.

20.

21

- Yellow copy retained in the Godown
- Pink copy retained for TBC staff (Supply Officer)
- White and Blue copies taken back by Deriver to Supplier
- White copy sent by Supplier to HO
For goods delivered to FO, FO sign Delivery Receipt and arrange onward
delivery to Camp or other beneficiary.
Transport Company invoices HO
Log Ofr collects Delivery Receipts for SC&L Mgr to approve payment of
transport company invoice, which is passed to BKK Finance.
BKK Finance process payment in accordance with Procedure 7.1

. Any donor allocation is made within the accounting software by Finance Director

FO
Fid Adm

Log Ofr
SC&L Mgr

FD

a A = 9t o
- fmdeadulinlnes
o a 3 [ v daaa 1Y o Ao
- dunfryAu Hlddwhaiod dwmihfdawa)
v o A o a¥ A Y o o o (%%
- duadbimuasduwnluihduldauduinauldldgane
e ea o a8, .
- duadufumdunosiiulidminnulng
Aa oo, @ 5w o < @ o a o @ o
17. nidausAsslugidinanunmaswy 18 Fo idulusuves uasdnfiumsadsaadnlyes
6 =) e 6
gudy niagiulazlomd
18. USHussedadmussnnndinowlng
19. Log Ofr Taumamanasluiuvas s SC&L Mgr amsiinmadnuiulinisnauds udanm
Faalddrhomeiu
20. thomsidunyanwy duliunsieisziudawdinuiunawl jiade 7.1

21. FD ugaaassdlgioldfuinaduluszouind




TBC FINANCIAL PROCEDURES MANUAL

Issue: Procurement No. 5.2.5 dumauNsInTe
Jul 16 Operating supplies (for BKK office or Field mlFesnnizmssams @wiudninaulnguazdninaumaau)
office)

Procedures Responsibility | 38uUj1iRau

1. Purchase Request approved for purchases over baht 20,000 Procedure 1.3 1. da¥ily Purchase Request Lﬁa‘uaagﬁﬁmﬁ'ﬂ%ﬂﬁﬁga@h 20,000 uﬂﬂ?‘}(uvlﬂ

2. Purchase Order (PO) prepared by entering data to QB to analyse by Item and 2. savihluside dufinasluszuu 0B logszynuianyjazinnyas uazaudaunu udmanw
Cost centre. PO printed See QB User Manual Log Ofr/FIdAdm ludsde (g@;ﬁa QB)

3. PO verified and signed SC&L Mgr/FC 3. amesevlufifouas soww

4. PO faxed or sent to supplier, copy filed in temporary file LogOfr/FIdAdm 4. lwddesasmio LLWﬂ‘ﬂﬁP‘JYTWEI

5. Goods delivered, Item Receipt entered to QB LogOfr/FIdAdm 5.  dassAwA uaztuiniuuadaslu QB

6. Supplier invoice sent to BKK Finance, with payment approval signified by LogOfr/FIdAdm 6. ;jﬁnr_rmﬂaﬁrjwr_lmslfiuﬂ‘gmwv lagldfidwasswnunudad fa 1.3 sawmauild
appropriate authority per Procedure 1.3 TEMINIH

7. BKK Finance process payment in accordance with Procedure 7.1 Acc Ofr 7. Bimmsﬁiuﬂgamwea duitunsdnetrsziuanateljua 7.1




TBC FINANCIAL PROCEDURES MANUAL

Issue: Inspection

Jul 16

No. 5.2.6

N19RTIAdaL

CONTROL OBJECTIVE: To ensure that supplies are adequately
tested for quantity, (weight), specifications and quality.

TngiseatAaaINsAILAN | Weliilaiduinlisumsnsaseutimin muazides

LL@tﬂMﬂWWﬂJ'N‘ﬂﬂ’NLMNWZ@N

PRINCIPLES:

a. Reliable, independent Inspection agencies used

AXNNT :

n.

o A o a A A A %
tu5snasasevdareinalauasidadala

b.  Defects found are where possible corrected by the supplier, or other action taken a. Lﬁawuiauﬂws'aa‘lﬁrgﬂmUﬁmmmﬁ”lfnlﬁgﬂﬁaa %?aﬁnﬁumsaﬂﬂnwjmmmwmmmmxau
against the supplier as appropriate

Procedures Responsibility

B 1mAY

1. FOD and SC&L Manager decide the degree of third party inspection required FOD/SC&L Mgr 1. FOD uaz SC&L Manager é’ﬂﬁulaiwmﬂﬁyﬂﬂamﬂuﬂﬂmmﬁﬂmﬂ%‘mqﬂnﬂLwiaz
for each supply afialuszavla

2. Logistic Officer places Inspection Orders on Inspection Companies SC&L Mgr 2. SC&L Manager @71 Inspection Orders (sluﬁ:&mmaau) ddlﬁu‘%fmmmaauqmmw

3. Procurement enters statistics from Inspection reports to Inspection Summary 3. c\imﬁ'@%a TUANFHANNTNINUNANNIATIIRAVNNTANA 11 Inspection Summary File
file (Excel), alerting relevant staff to any problems discovered by Inspections SC&L Mgr/Log Ofr. (Excel) LﬁaLﬁﬂﬁwﬁmm‘ﬁ'lﬁmiaammﬂyn_;mﬁmqmmw wiolSneaLasas
with regard to quality or quantity of supplies. qﬂImﬂ ﬁﬁuwumnmim’maau

4. Supplier asked where possible to correct defects. Consideration is also given to 4. ﬂimﬂumulﬁgifmUﬁuﬁ%mﬂ“ﬂ’f@unwiaa S’Jm‘ﬁi'ﬁmsmiﬁaumw%avlsjﬁazﬁ'mﬁau
warning supplier as to future conduct, negotiating penalties, withholding SC&L Mgr/FC/ ;j‘mméaawqﬁﬂssuluamﬂm Lﬁ]imﬁaﬂﬂﬂﬂ%’u fanihansanadu LLa:UﬂLﬁﬂﬁ'ﬁymﬁ
payments, and terminating contracts FOD/FD

5. SC&L Manager approves payment of Inspection Company invoices. 5. Supply Chain and Logistic Manager alj,u“ﬁlﬁ’ﬁi’mﬁmrm invoice 289U ENATIINOY

6. Procurement Officer copies Inspection invoices and certificates and distributes 6. Procurement Officer Y& invoice WAZAIIFBTUTIMNIUNTATIVFAL ULAZUANIA :
to: SC&L Mgr 1. shamsdu-duaiiy invoice+dnatt lugsasrasau+dmnnisdaiuses
i. Finance — Original invoice + Original Inspection Order + Copy of Certificate Log Ofr 2. sheuiada — §1uw invoice + iwlusinTesey + duadunidesuses + Tufin
ii. Procurement — Copy of invoice + copy of Inspection Order + Original nIAIIINDY

Certificate + Inspection records cj’mnﬁuﬁ”l — FUURIIFTUTEINNTATIIRAL
iii. Suppliers - Copy of Inspection Certificates 4. FINNUMARINYN — MNWIHFaTUTaINMIATIAEeY (LastiuiinnIaaseay M
iv. Field Offices — Copy of Inspection Certificates (and Inspection Records if Fin Ofr Fuiln) ﬁLﬁﬂaﬁaoﬁULﬂéadgﬂinﬂmaaﬁﬂﬁfm’mfu
necessary) related to their supplies.
7. Finance Officer prepares payment in accordance with Procedure 7.1 7. Finance Officer ﬁ‘ﬁm’ﬁ’ahilL‘E%m&lTﬁ‘ﬂ?]ﬁ?m’mﬁ'a 71




TBC FINANCIAL PROCEDURES MANUAL

Issue:
Jul 16

Transport

No. 5.2.7

NI5AURAS

nIngiaa 2016

CONTROL OBJECTIVE: To ensure that all supplies are
delivered to Camps and other destinations economically, promptly without
loss or damage.

TnguszaIArRINTAILAN | Wentuanliirrawuinmivungndndaludagudenan

d: ' o 3 al A =
LL@z’ﬁﬁﬂN’]ﬂﬂu‘ﬂﬂNﬂ?Z‘Mﬂﬂ 790439 ﬂﬁ"]ﬁ@’]ﬂﬂ’]?@lﬁymﬂ NIAANNLIAEIUNE

PRINCIPLES: wanNM3 :

a.  Procurement Dept. maintains schedules of rates supplied by transport N ununsamdasianesanausnsivssnausssaseanldii ise
companies

b.  Where goods are purchased undelivered, a reliable transport company is v, lunsdifisideaudnlanlidasiass Idanussnausnsns liuws
selected at a competitive rate

c. Payments are approved only on satisfactory delivery of supplies a1 ”akl,ﬁ“msﬁhf_lL?ul,ﬁamsﬁ'ﬂdaﬁuﬁﬂLﬂu"Lﬂ@T’mm’mL‘%ﬂu%”aU

Procedures Responsibility

EG TR

Delivery Cost Exceeding Baht 20,000: dwsUARAINLAK 20,000 LN

1. Where necessary, SC&L Manager selects Transport Company from a schedule SC&L Mgr 1.  SC&L Manager 27133AALRANUSHNUUFINNANTEATIAILTANT ﬁ"téﬁ’umﬂu’%ﬂ'ﬂmudd
of rates supplied by the Transport Companies. @ 9

2. SC&L Manger approves payment of Transport Company invoices. SC&L Mgr 2. SC&L Manager mgmbamﬁﬁi’mﬁum&l invoice PBIUIHNTLE

3. Logistic Officer copies Transport invoices for Procurement file and passes Log Ofr 3.  Logistic Officer ¥IN&1L41 invoice AundsiaLiuE LW LNwD Procurement Wazgs
Original to Finance for payment duaruldununmsGuiiarnssnsiiu

4. Finance Officer prepares payment in accordance with Procedure 7.1 Fin Ofr 4.  Finance Officer ﬁ'@mﬁhzlL‘Eumﬁ‘ﬁ‘iJﬁﬁ?m'lwfl‘a 7.1.

Delivery Cost under Baht 20,000:

Transport Company selected and Invoices cleared

SC&L Mgr/FC

ANURFINGINIT 20,000 LN

MIRENLSHNVURILAZANIT1T2TU




TBC FINANCIAL PROCEDURES MANUAL

Issue: Programme Development Expenses No. 5.3 AlaneTATINIIWRIUN

Jul 16

CONTROL OBJECTIVE: To ensure that all programme expenses ngUszasArRINITAILAN e lisladnAin [danedmsulnsinsiivuniienansLlszney
are properly documented, authorised, received, recorded and reported; Snsousid 1850 Uiiin uazereen Tag Wi lumseutssanndi ld3unisens

and are controlled within approved budgets. ’ ’
PRINCIPLES: WANNI9 :

a. Board of Directors approves annual Budget and may subsequently approve revisions n. ﬂm:ﬂﬁumiu?mnﬂuﬁgmwhmuﬂi:mmﬂ?mﬂﬂﬂLLa:/ﬁ%am?ﬂ%’uﬂEaLLﬂ"ﬂ

b. Expenditure is in accordance with approved budgets 9. Lﬁaiﬁﬁﬂ%ﬂ‘wULﬁu"lﬂmmuﬂs:mmﬁ"l,ﬁ%“umsagl,ﬁ“ﬁ

c. Payments are approved by appropriate authority A, MITBITUAI G Vléfﬁmsaym“@afhamm:aumnQ"lﬁ%’wauéwma

inmausmihfanuivdaraunuznhsdeyd@nudnaodu

<o

d. Segregation of duties between those authorising payments and those making payments
e. Adequate supporting documentation, written Agreements where appropriate

2. fenssdsznaunistisziuinweriies Tanfislonasdaanaswsaay e

Issue: Programme Expenses: No.5.3.1 A ldanalaganig

Jul 16 Ll TS D e L A 5 MsanaRuteuaaliuiasAnsnin

Procedures Responsibility | 3gufjiReu

1. Board approves the annual Budget and may subsequently approve revisions. 1. ﬂmzﬂﬁmmsu‘%msaguyﬁauﬂi:mmﬂs:fﬁwﬂ Lm:miﬂfuﬂgum”hﬁ (@%)

2. Agreements are prepared and reviewed Prog Spl / TPD 2 Lm%ﬂuﬁtyty’] LRENUNIN

3. Agreements signed with partner agencies ED 3. dmmaswnnluteanasnslinnudiomie

4. Partner agencies submit requests to BKK Finance for reimbursement together 4. sssnsnezvadineltiwaudaanas ‘Lﬁﬁ'uﬁwamz?'otimmiﬁungamwea NIBUAL
with report and supporting documents as detailed in Partner Agreement Fin Mgr / Fid Adm WUUTB9TH uazianaImMInedud 9 szneu laglwidwlymateanasilaaswaly

5. Documentation checked and reviewed for completeness 5. m’;ﬁ]aau‘hLaﬂmignﬁama:ﬂmﬁ’m

6. Reimbursement claim approved Acc Ofr / Fld Adm  |6. a%&sﬁi’mmﬂﬁnﬁ’mﬁu

7. Payment processed in accordance with Procedure 7.1 or 7.2. Pro Spl / FC 7. ﬁ’]Lﬁun’]iﬁi’]f_llﬁum&ﬁ‘ﬁ'ﬂ}:]u?m’mifa 7.1. 38 7.2




TBC FINANCIAL PROCEDURES MANUAL

Issue: Emergency Relief Assistance No. 5.3.2 TasanshiANudaeuaagnidu (ERA)
Jul 16 NSNHIAN 2016
Procedures Responsibility | 3g5ufjtiRu

1. Board approves the annual budget, and may subsequently approve revisions.

= an o an
ﬂmznswmimmia‘@umuﬂizmmﬂi:mﬁmei&mmi‘ﬂumu

2. Partner agency sends funding proposal request to Partnership Coordinator Part Coor e e 4 o u i e
2. DIANTABRIWBFILIDIVDLIUTILLARANIID-LUA D19 Partnership Coordinator
3. Recommendations made to Myanmar Programme Director : . Y . }
3. ATIIMIUUALFTULIDINIDNYBLEUALUEED Myanmar Programme Director
4. Recommendations considered for Approval within Authority limits (Proc 1.3) MPD R e u . men & e
4. NINTUDUNGLIDY I@&ll%ﬂgummmuﬂaunﬂgum (Proc 1.3)
5. Approved Recommendations passed to BKK Finance Fin Mgr a4, — e e -
5. Fasfrunseniaudasde it anidu
6. Payments processed in accordance with Procedure 7.1 Fin Ofr A e
6. mmﬂﬂnnammﬁﬂgum 28 7.1
7. Transfers are made to personal bank accounts of Thai nationals trusted by the oA ) v o A 4 oo ~ 4 o« .
7. miﬁmJLaﬂﬂaummmmy‘ﬁﬁmmﬂaalqmﬂamuamu‘mmvlmﬂ Farureuuazlilald
partner agencies and known to TBC staff. (Note: Thai law prohibits persons P Hdoo . ) a0 o A
lagasansawianaziiunianuas A4 manowa: ngrangIngldayandlduaaaili
without status from opening bank accounts; hence it is not possible for e - e a :' X ! e 4 ot o ‘ T -
umy’ﬂﬁmfl@my“ﬁﬁmmi mUmquﬂmznﬁumigmnﬁiaganUi]ﬂ&lmmimf]ﬂumﬁ
some partner agencies to have bank accounts). "
. FUANT b
8. Partner agency advised by e-mail of funds transfer Fin Ofr 4 e 8e e de A - " .
8. udsdinsgnliasdnsfisuSuniulaonmaiuned-ws
9. Partner agency officials issue and send receipt Partner Agency ¢ ee oA o , ¢ o a
9. 29ANIILTUIAT wazadluiaTaIuin
10. Partner Agency subsequently reports on the distribution of the support MPD . 2 wo , 4 e . oA "
10. aoﬂﬂi‘ﬂvlmumimzlmaaﬁm‘mi’lmﬁua;ﬂmmimmmdwn’mmaa
] 2 1 ay Yoo o
Issue: Programme Expenses: No. 5.3.3 AlganelAsanns '5'1ﬂn'\sw”lmun']m'auumﬂﬂ'm'\qLaqu
Jul 16 Delegated Authority AsngIAN 2016
Procedures Responsibility | 3gfjiiau

1. Board approves annual Budget for IDP camps, Miscellaneous Supplies &
Support, Thai support, & Livelihood projects

2.  Field Co-ordinators and Programme Specialists are delegated annual limits to
approve specific expenses

3. FC or Prog Spl may authorise single expenditures up to a maximum of Baht
60,000 per time.

4. Expenditures in excess of delegated limits require approval of Management

5. Approval Authority considers requests

6. Payments against Approved requests are processed in accordance with

Procedure 7.1 or 7.2.

FD

Management

FC & Pro Spl

Management

Fin Ofr / FId Adm

1.

o o M w

ﬂm:nﬁuu‘%mmgﬁaauﬂﬁ:mmﬂﬁm"ﬂﬂ ﬁ%m%’uaﬁfuakl,uﬂa;u IDP W&z [ 3ugaeinie
Walada wazlassmswam

Field Co-ordinator L8z Programme Specialists vLGT%’U&IaU%mUlﬁa}}ﬁa@iﬂfﬁi’mmww
fawlaanaudszano

FC %3a Prog Spl mmsnaw“ﬁfiﬂfﬁhr_lmeiﬂf:vl,ﬂ”l,mu‘iu‘lsil,ﬁu 60,000 LN #9AI
m’lﬂi”a'ﬁzlghuﬁl,ﬁumﬂauﬂi:mm@‘fmﬂﬁ%’ummgﬁﬁmn fuguimg
Wsaneniadiue

: a o = e on ad 1A wa vy A
71]']UNu@nNﬂqmaﬂ‘l@iuﬂ'ﬁa%&l@]@]']N'Jﬁl]gl](ﬂ’ﬂa 7.1%30 7.2




TBC FINANCIAL PROCEDURES MANUAL

Issue: Programme Expenses: No. 5.3.4 mlFelasams ludmvesiuaivayuld Sub Grants
Jul 16 Sub Grants NINGIAN 2016
Procedures Responsibility | 351j1iseu

1. Board approves annual Budget and may approve revisions

2. Sub-grants are normally negotiated annually. Sub Grants Accountant and MF Mgr

assists partners to present proposal budgets.

3. Letter of Agreement (LOA) are prepared by Sub Grants Accountant and MP
Mgr together with proposals and budgets are submitted to Management for
review and approval.

4. MPD, Finance Director and Executive Director approves proposals.

5.  Monthly transfers are prepared and recorded in accordance with the approved
schedule by Finance and transferred to sub grantees

6. Payments processed in accordance with Procedure 7.1

7. Bank transfers are made to personal bank accounts of Thai /Myanmar
nationals who are trusted by the sub grantees and known to TBC staff, a joint
bank account is preferable (Note: Thai/Myanmar law prohibits persons without
status from operating bank accounts, hence it is not possible for Camp and
Refugee committees to have bank accounts)

8.  Sub grantees advised by e-mail of funds transfer

9. Sub grantees issue and send receipts

10. Sub grantees maintain accounting records, including monthly bank
reconciliations and photocopy of bank passbook and send monthly, quarterly or
half yearly financial reports (as per Agreement) to Sub Grants Accountant,
Adm Mgr.

11. Sub grantees are subject to annual financial assessment by TBC and may be

required to have annual Finnacial statements audited.

SGA, MF Mgr

SMT

MPD/FD/ED

Acc Ofr

Fin Ofr/ Adm Mgr
Fin Mgr/Adm Mgr

Fin Ofr/Adm Mgr

SGA/ Fld Admin/Adm
Mgr / FD

1.
2.

AnznIMIVIwTeRlAlTzIn szl vnfimamuniu
RusuayungumMaazinisnunuuaziasanidunsd Sub Grant Accountant uaz
MF Mgr azilugftangueng 9 lumainanasuszanms

Sub Grant accountant L8z MP Mgr Lﬂu;jm?ﬂwﬁfaﬁaé’tyqn LOA a4 Sub Grants

e

wiansudszanm dauali ﬁwju‘%mnﬁam’maauLLazawﬂ

MPD FD uag ED Lﬂu;jagﬁﬁ“[mams

v o '

a ' o & e 1 a ad a kA
LdmuﬂizmmﬂzﬁnﬂLmz‘uuﬂnmgﬂmpJ'] gNILIH I(ﬂ?.J’Jﬁﬂ’ﬁIE]%LO%L‘IJ']UEU”H“DENﬂR

o q
' o Y e on o
A3 9 @nmla@nmn‘lmumsag&mum

Tuaeumsieiiuljiaony ddeds 7.1

o al

a o o o Aa ] 9l ' ad a
mﬂaummﬂaﬂﬂmmymaayﬂﬂawuammmvlmm mmﬁuawﬂﬁumsngummﬂnana

1

A daa o

wazlinsle nunuduiifinveadming A4 dudwldlwlsugdine Mefifesnn
' ' v Ao a v a v o & &
amangnang inouszwain isygaliyaasd Liddynad dedydsnansld amuds

U

Wulylaldnngudanvandavyfiduesauies)

o

o v v = a @ o Aa ) a
nduena 9 ldsumaudafiamslewduldiaziuniuendnniyd
L < o o . < 9o ana
ngudna 9 sanluaiaiuidu wazasluadald A3
ngudne 9 inadufinmonislutyd nuiiminsznuoeaiuaanieluudazidon
Y & o v Aaa ' v Aaaa a a
wiawramadiwnaedyBiiudhn dild 104 dunoden lasng uaznonunaiu
= @ W o % ' @ .
o591 anudaanasn laigwly Taossls Sub Grants Accountant waz Admin Mgr.
o A v a A o Aaa v v a
nueng 9 Nlasuiutismiemiuayuanniidd szdasldsunemassudsaiinnu
s = 1 £3 a a o v
ynfidfiduned wia ervvcdsfaraseuinyfiveunne whldameseunenu

q

o e
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TBC FINANCIAL PROCEDURES MANUAL

Issue: Organisation costs
Jul 16

No. 5.4

1 L) a L4
AN lANEUTUNTRIANG

NINYIAY 16

CONTROL OBJECTIVE: To ensure that all operating expenses such
as rent, insurance, utilities and consultancy payments are properly
documented, authorised, received, recorded and reported; and are
controlled within approved budgets.

o

JnguszasArasnisaauna e BinuladiA1949e lunisiing W Aut Andelseiu A
arsseyrllng uazAreiitine Jienanstsznaunisdnedu In1seysid 145U Uliin uas

#1691 Tne/ 9T smauan g lumautlssunndilasunisaysi

PRINCIPLES:

a.  Expenditure is in accordance with budgets

b.  Segregation of duties between those authorising, those recording, and those making
payments

c.  All expenses are properly authorised.

AANMT :

a.  arlgeldiduldausudszanm

€

b.  utwihfinnwiuAaveuszwitofeud® dunfindnd wazfimsiiedu

c. dﬁlﬂfﬁhﬂvl,ﬁ%"un'ﬁagﬁ‘élazmmm:zm

Procedures

Responsibility

F8U RO

1. Where possible an invoice is obtained, or the payment is covered by a signed
Agreement held on file by BKK Finance or Field Administration. Otherwise an
Expenses Approval Request Form (EAR) should be raised.

2. Invoices and EAR’s are to be authorised by the appropriate authority and
returned to BKK Finance/ Field Administrator/Adm Mgr

3. Payments are processed in accordance with Procedure 7.1 (BKK) or 7.2 (FO)

Acc Ofr / FIid
Adm/Adm Mgr

Authority
Fin Ofr / FId
Adm/Adm Mgr

1. nadudulyldlvualy invoice nianmssnaidudldaanuldidvwlumusyymsadannas
AN ve o = o ! a A Py A & ' @
Aladarhusznfivlinchomaiunyunwewiomasuwa nydid lidnsaesadnldld

Wa3su Expenses Approval Request (EAR) Wavardnidu

2. luinvoice uaz EAR diaildiunsawiadslasgfldivuausmaud duliehonadu

ANTINWY W30 Field Admin AN1AFUIN

awn o

3. duiiunsinaliueuIT A 9a 7.1 (nanw) wia 7.2 (FO)




TBC FINANCIAL PROCEDURES MANUAL

Issue: Staff Development (Training) costs
Jul 16

No. 5.5

] P [ ;% v D 1 a9
AN lEA N UILRTURIN (1FU AENaLTN)

NINIAN 2016

CONTROL OBJECTIVE: To ensure that staff development
expenses are properly documented, authorised, received,
recorded and reported; and are controlled within approved
budgets.

s o ! n’/ B B . ! o i ;::
mnUszasAraInIsAILAN we bivuladiA laeieneu s iiudienans
sznay Anseyss §u i uazsrenu e lidnisaouau idlulasautlseani 75y

N1781NR

PRINCIPLES:

a. Expenses are in accordance with staff development budgets and consistent with
agreed individual learning and development plans, and are recorded in appropriate
personnel files

b.  Segregation of duties between those authorising, those recording, and those making
payments

c. Expenses are properly authorised

AANMT :
n. aldieuuliiduldawusamnyaanivesudazauildnunsuazanasniiuld uazlaiio
tuitn yavawliluududoyaminnu

2. wiwifinnusuAaTeuszninagoudd duniindd uasdinnisiodu

@

a. aldan ﬂﬁi"umiagﬂ'ﬁau’wmm:aummﬁuu auEWR

Procedures

Responsibility

58U RO

1. Approval for Learning and Development Course form completed by staff
member and supervisor, submitted to relevant Management team member for
approval.

2. Manager to forward form to Human Resources for tracking and/or booking and
filing.

3. Copy of form to supervisor, together with any booking details

4. Copy of form to be attached to request for payment

5. Payments processed in accordance with Procedure 7.1 or 7.2.

Supervisor

HR&ADM Spl

Fld Adm/Adm

Mgr/HR&Adm Asst
Fin Ofr

1. Wi Asszrmanihauduaunsanuuuwasy Approval for Learning and Development

Course udriwiIaslifuITwIANLITNava UG

U

2. Qﬁi’ﬂmm’dSaaﬁvlai”%‘unﬁagﬂal,ﬁﬂﬁmmyﬂﬂaLﬁamamf’?w%m}aul@:ﬁmLﬁ‘umﬁuwu

3. Audnmlimanihau wi”auﬁ'aﬁﬂa:Lﬁﬂwﬁ'ﬂgmﬁﬂﬁaaﬂﬁuﬁa
° A o ' a
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TBC FINANCIAL PROCEDURES MANUAL

Issue: Staff Expenses Reimbursement Claims

Jul 16

No. 5.6

A EANEURINTNIY LASNISAILTN

NINYINY 2016

CONTROL OBJECTIVE: To ensure that all travel and other
expenses claimed for reimbursement by staff are within authorised limits,
are properly acquitted with valid documents and are properly recorded
and reported, within a reasonable time of being incurred without creating
an excessive administrative burden.

= 4 § 19 ¥ . a 1 f 7 a
ImgUseasAraInIsAILAN : ieruaulilindnaudnAuatlaelunisiduns uaz
AldAeau o) wreueaflisuew® Wilienaisiuses aafuiin uazseeustngniinnin

STELINANUANALT NAIAINNs M ane TaeluinaniseinunnstiunsWinnninulal

PRINCIPLES:

a. Expenses are for clear and legitimate business reasons and costs are not excessive
and within approved expenditure limits

b.  Complete documentation (invoices, receipts etc.) is obtained and submitted for travel
fares, accommodation, subsistence, incidentals, entertainment, fixed meal allowances
and staff benefits within agreed time periods

c. Claims are submitted and reimbursed monthly, advances are available so that staff are
not significantly out of pocket until claims are reimbursed

d.  Un-acquitted expenditure within a reasonable period is recouped from personal

emoluments of delinquent officers

AANMT :

n. ldedessumgaunangiuazsaan wmanzay Ligafinl %%al,ﬁwuamwﬁ"lﬁ%‘uagm“ﬁ

u. flenesusznauasudin (1T invoice wie lutase) uwuwaumsaadn dwiumeaiums
AW A13U3s AnemnTiianuaaLin seiaams anldiedaeda uasdnmely
SEuznaAfNAuA

A, myvadndualdinlivindaudaiien Taslwandndeniiudsesinseznue iialwiduldly
afiedgmivldaneluszninfisadn

.. swmiele 9 Aldmusawienmitesitldmeluszaznaiimaue WinaananiSussng

o o

o NgrhAudarfady

Procedures

Responsibility

58U RO

1. Entitlements to benefits, travel, meal, accommodation allowances etc. are
stipulated in the latest Staff Policy Manual.

2. Expense claims should be submitted on a calendar month basis using an
Expenses Claim Form (Form 009), attaching original receipts. If original
receipts are not available a Substitute Receipt Form must be completed and
signed by the claimant.

Expenses of the same type (e.g. petrol, tolls, per diem) can be added together with

the totals for the month entered to the Expenses Claim Form

3. Expenses Claims require the approval of the claimant’'s immediate supervisor

4. Reimbursement is processed by the Finance staff at the supervisors office
location to the claimant’s bank account or cash (Myanmar) in accordance with
Procedure 7.1 or 7.2.

5. A long term advance can be advanced to staff regularly incurring expenses —

Proc 6.1.

Claimant

Supervisor

FD

1. Anflusiadnmaeldano@uns ams Ann uazdu 9 Gzylu Staff Policy Manual
2. miaddindasnszrindusnoden lasldwWasu Expenses Claim Form (Form 009) Wiy
wiauana e luiasasuiiuaiass dnsdiluaiaaaselud 1wlswasy Substitute

Receipt N30NTNUALLBNA UALLDUIU L‘E’uImﬂﬁmaLﬁﬂ

éw%’umlﬂﬁﬁhUﬁagjlu'mmmLﬁmﬁ'ﬂﬁmmwﬁmﬂwq@ VB A198% #1N9AI% AN

au93n Ludw uarnsaalunsenasluwuuwesuandnudnztes

3. mieﬁ'al,ﬁﬂﬁuﬁﬂ%ahUﬁaaﬁmzll,ﬁﬁuakm”ﬁmnﬁ'mﬁwmui@ﬂmwaa;‘jﬂﬁn

4. chUmiﬁuﬁﬁwﬁfnmu"uaaﬁwﬁﬁmm:@hLﬁunﬁﬁiwﬁumlﬁmﬁvlﬁ%"uag&sﬁuﬁa o
winouudazau lagehnidniigdsuais niaduae (i) lasfiaanudsuginen
£ -
28 7.1 WIa 7.2
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a . . v v o dda . 99, a & o ad |1a
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TBC FINANCIAL PROCEDURES MANUAL

A temporary advance can be requested for specific purchases to be made or
expenses to be incurred on behalf of TBC and which are not covered by a long
term advance. It must be cleared as soon as practicable after the expense is
incurred. The Approval Authority for temporary advances is the same as
for long term advances.

Deposits/bonds paid by TBC are to be recorded as payments in advance
Expenses financed or advances made by TBC for which staff do not provide
adequate documentation in a reasonable period may be recovered from the

staff payroll.

FD, MPD, MP Mgr

FinMgr/FId Adm

FD

6.
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TBC FINANCIAL PROCEDURES MANUAL

Issue:
Jan 12

Staff Long Term Advances

No. 6.1

HUNATRIANLTZEZEND

uNINAY 2012

CONTROL OBJECTIVE: To facilitate a monthly claim and
reimbursement of staff expenses without the staff member being
significantly out of pocket advances are available

%’mqﬂszm AURINITAIL AN : s ueANazaInlunisreidnAuAl laneaes

wineudlusenen Runasesany azdqaniinanlulianaRudmiulgans

PRINCIPLES:
a.  Staff Advances are based on the Imprest System i.e. the amount of the Advance is

permanent, such that expense claims are settled in full.

AANMT :

n.

SunasasialininaualdszuuioindrniiNenasesdlding (Imprest System) fa

Fodudrninduiwiuasan wssidniufmduauswinnldinoass

b.  The level of Advance should be reasonable with regard to the staff members normal 9. Bunesesiedwsualtinenoideuautnfvesntinam msagi'lmm”uﬁaumaauwa
monthly expenses

c.  The level of Advance can be adjusted as employee circumstances change o,  TWsusduresdunasesinglddeanumsnivasminamaewly

Procedures Responsibility | 3gufjiReau

1. Requests to give staff an expense advance of a fixed amount should be Procedure 1.3 1. Iwlswasu Expenses Approval Request (EAR)vﬁa fadwaNIe BLuas Lﬁa@%l,ﬁﬂ
submitted on an Expense Approval Request Form EAR or by email. Hunasasang Iml’le?m:Lﬂuﬁ‘i’m’mmﬁ

2. Advances are to be approved in accordance with limits 2. Gunasashodaslatueyd@nuaniua

3. Transfers are made direct to the staff members bank account by Bangkok Fin Ofr 3. ﬂ’]i?d’]iJL'3m:IauL°zT’1ﬁnuJ°TiLﬁT’mﬁ’1ﬁ;§°uaI(ﬂmm I@ﬂﬂﬂﬂmiﬁuﬂymw I¥fi@auda
Finance in accordance with Procedure 7.1, coded to a Staff Advance account 7.1 lunssreda lasldswa Staff Advance luszuy QB
in QB Fin Ofr

4. The payment voucher for the Advance deposit in the employees bank account 4. Lanmilﬁu'ﬂmaaéﬁﬂﬁmmaﬁﬁrﬁﬁmmwadwﬁnmuuﬁa ludagdnedu v
is filed by Bangkok Finance. FinMgr LLﬁuluLLNunmsLGuﬁ'ngomw

5. Monthly expense claims are submitted and subject to approval reimbursed in 5. wiwadndudnldodunodon LLaerﬂvL@Tﬁ?uaw“ﬁﬁmhUﬁulﬁLﬁumuéﬁmuﬁ’uﬂ
full in accordance with Procedure 5.8 Fin Mgr ineu3sUpiinemdae 5.8

6. On completion of employment or transfer to a position not requiring a advance 6. Lﬁaéﬂqﬂﬂﬁiiﬁvﬂddﬂu wiaflowinemdelusudumislnaideliganusndudasls

the employee should return the advance to TBC or have it deducted from final

payment of salary

a ' v W o A a ' valaa A a a A
Lownmaamﬂuaﬂwwuﬂmuﬂmmwmmm olWAdd nIavineenaniiuifenaia

%
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TBC FINANCIAL PROCEDURES MANUAL

Issue: Deposit Payments No. 6.2 N19ANELRUN AN

Jul 16 NINYIAN 2016

CONTROL OBJECTIVE: To secure and optimize the procurement 'S’mqﬂ'a‘zmﬁmmmsmuqu : L‘ﬁlﬂ"ﬁ"m%yﬂm%mﬂ‘llmﬁfiﬁLﬂulﬁlﬁmﬂizimﬁ@lngm Ay

of necessary supplies and control the application of funds required. G N T g . . .

DepOSitS may also be required on rent and utility agreements ﬂ'Ji.lﬂNﬂ’]ﬂ’]]'ﬂ’]ElNl& wanNaINU m@mmmm\mmmmm@mwm LL@tﬂW@’]ﬁ’]?%ﬂIﬂﬂﬂ’m

PRINCIPLES: WANNI9 :

a.  Deposit payments are only made where there is no sensible economical alternative n. lﬁﬁjwﬂLfiusi"mﬁww‘v‘mLfia"l,z\iﬁmal,ﬁanﬁluﬁmmmu uazdaenea

b.  In order to forecast and control cash agreements to make deposit payments require U, MINNAASLH LLa:ﬂ’JUQ&Jﬁtyryﬁﬁﬁadii’lULﬁuﬂ‘ﬂﬁﬁ ﬁad‘lﬁ%ﬂagﬂaﬁnn Finance Director na
the prior approval of Finance Director q. lﬁmuqunﬁﬁimﬁuu‘”mﬁwazhagnﬁaa Wah ldvnauwiidafmsinadudszwilnnannie

c.  Deposit payments are properly controlled to ensure that they are offset when mum‘ia”ﬂ%al,wiam%
subsequent payments are made against the same order

Procedures Responsibility aguﬁu“ﬁqqu

1. In certain circumstances it may be necessary to make a deposit or progress SC&L Mgr 1. ﬂ’lﬁl”ﬂ“gaLﬂ%aﬁqﬂiﬂﬂuﬁﬂﬂmmirﬁ onainudesinsiudainialdunaiinmn
payment, up to 100% advance, to secure supplies. This should only be done 100% ﬂiﬂiﬁﬂ’ﬁﬂﬁ:ﬁ’]LQW”I:‘L%L%@lﬂ’]ﬁiﬁﬁvl,&iﬁ’]&ﬂ‘mﬂﬁNﬁﬂﬁm‘ﬁﬂ%mt%a‘dwﬁmﬂﬂsu
where an equivalent product cannot be alternatively sourced. wmmuﬁ'u"léfwhifu

2. The Purchase Order is raised in the normal way in accordance with Procedure FD 2. lﬁi’ﬂﬁwluﬁa%amw?ﬁmsﬂnﬁmu"‘a%ﬂﬁﬁamuﬁa 5.2 LTuld MIneiud1siadn FD
5.2, except that the deposit payment must be approved by FD. daaiiufouia

3. SC&L Mgr raised an EAR form, attached with relate support documents to FD SC&L Mgr & FD 3. SC&L Mgr nsanWa’y EAR 14 FD ausid WwiaulanasuuLIRediuiad wie
to request the Deposit or Progress payment. I UA19IN ANTANSI

4. Fin Ofr raises the cheque in accordance with Procedure 7.1, coding the Fin Ofr 4. Fin Ofr savhuifamaddlguaze 7.1 leatdufinsvaludndredu luind Deposit
disbursement voucher to “Deposit Payments” Account. Payments

5. The cheque is given to SC&L Mgr, who is responsible for obtaining a receipt SC&L Mgr 5. #dfalw SCaL Mgr %dﬁﬂﬁﬁﬁ‘na‘S"‘i.llma%aﬁ]’]ﬂgﬁT‘nwﬁuﬁ’]
from the supplier.

6. On completion of the Order, the Item Receipt and suppliers Bill are recorded to SC&L Mgr 6. evaslduasuthumuludifouss Liiudin item Receipt waz Bill ﬁ]’mﬁsﬂl’mﬁuﬁ’llu
QB in accordance with Procedure 5.2 VU QB mﬁ‘ﬁ'ﬂﬁﬁ?\m%“ﬁ‘a 5.2

7. When the suppliers bill is to be paid, a QB Journal entry is made to transfer the Fin Ofr 7. Lfiaﬁaﬁmumhm’iumuﬁa‘lﬁ;}nw Iﬁﬁuﬁﬂﬁﬂﬂﬂiﬂ%’uﬂgaﬂ'@ﬂuagmwﬂi’uw”'a"lﬂ
Deposit payment from “Deposit Payments” Account to Accounts Payable, so (QB Journal) LﬁaiaunwﬁhULG‘uﬁm‘haaﬂmnﬂiﬁ Deposit Payment vL‘lJL’ﬂV’lﬂlty’Ti
that it will be deducted from the invoice payment. 100% Advance payments are Accounts Payable Lﬁaﬁ”ﬂﬂau‘lﬁg%ﬁuaaﬂﬁ]’mmiﬁhﬂL'Su&ﬂ’m invoice 100%
to be cleared in the same way.

8.  Fin Ofr is to reconcile the “Deposit Payments” account monthly and report to Fin Mgr 8. Fin Ofr ﬁaaﬁgaﬁﬂamﬂ'ﬁg%‘ Deposit Payments Laa%a:ﬂ% L8ZIL9UAD Fin Mgr
Fin Mgr.

9. Deposit payments for such as rent and utility agreements should also be coded Fin Mgr 9.  mInulSuwiaindnIuaT LLN:a?’mwty,Wﬂ’lﬂfaﬂﬁ’lir&ﬂIﬂﬂ asUuinInalwind

to the the appropriate “Deposit payment” account.

Deposit Payment Llaw1z3ng




TBC FINANCIAL PROCEDURES MANUAL

Issue: Payment on Delivery

Jul 16

No. 6.3

NISBITLIN Db ISEINAUAWBAT

nIngIaa 2016

CONTROL OBJECTIVE: To secure and optimize the procurement
of necessary supplies and control the application of funds required.

'quﬂszam‘waamsmnqu : alWisensy LLavaﬁﬂizT,wﬁgdq@lumﬁ@%ﬂﬁuﬁ’l

waznsmuaulimialfiudszanauduliananiase

PRINCIPLES:

a. In certain circumstances it may be necessary to prepare a payment to release, or to
be collected by the supplier on, delivery of goods or services

b.  Such payments are only made where there is no sensible economic alternative

c.  Such payments are not standard terms and require appropriate approval so that the
impact on cash flow is understood

d.  Controls ensure that payments on delivery are offset when the order is delivered and

item receipt and bill payment is processed in the accounting software

AANNNT:

n. ﬁmmmmitﬁﬁmﬁmﬁimL‘Suﬁauﬁw:ﬁ'}guﬁﬁaanuﬂﬁ 738 709918 b AOUFINDLFUM
#IaU5Me

9. mynedusinsnenevhdade iimadenduimunzaumiodnin

a. mehodudindnliladenlinmsiisziuinasym dnindesimseuifosamunzaulasli
Uuldaunszualnaa

4. muqu’lﬁﬂ‘ﬂaimﬁ“ﬁﬁs:ﬁu o naNEINauYad laimIdsNauved duinsuved uazaaansly

o o
UL

Procedures

Responsibility

Ad A ea
15U UK

1. When the supplier advises that delivery is ready and a payment on delivery
needs to be prepared an Expense Approval Request (EAR) is attached to a
copy of the PO and submitted to FD for authorisation

2. BKK Finance process the payment in accordance with Procedure 7.1, coding
the payment to Accounts Payable, printing and filing a Transaction Journal.

3. When the Item Receipt has been entered and converted to a Bill in QB, the
Transaction Journal should be printed and filed with the payment voucher.

4.  The QB procedure to Pay Bill is carried out, matching the Bill to the debit for
the Payment on Delivery. If 100% payment was made on Delivery there will be
no further payment, A Bill Payment History will show against the Bill the

number of the Payment on Delivery Transaction Journal

Log Ofr
FD
Fin Ofr

Acc Ofr

Fin Ofr

1. Lﬁ@"lﬁ%’umiﬁuﬁumidwaumaamn;‘?ﬂmwi’auyam&?uﬁ'ﬁaaém T IAEINDUVAILE?
IWnyanuuuWasu Expense Approval Request (EAR) uwuniu PO gai3asl FD oud

2. shomaSudifiunssoSuanuisufos 7.1 lastufinnssedududrdydismil
us RN Journal uazdaLAy

3. faldsuves Wifufinsuves usssuds 1u QB udduws97w Transaction Journal
(3um3 Weuwuifunuludyaneiu

4. ¥hmums Pay bill lu QB lasl#dugda fugaafitadnlSasuddn mnd1szasy 100% t
nmasnavariifmITetsRudusn wesnntuRLREm Bl Payment History

= Ao o ao
TIWHFAILDANAAVTY TN




TBC FINANCIAL PROCEDURES MANUAL

Issue: Bank Payments — Bangkok Head Office No. 7.1 NIYRRHIBEHIATT - SIRNIIBNTILNNY
Sep 06
CONTROL OBJECTIVE: To ensure that payments are properly TUsaIAYaINITAILAN | iamuaulimITouldsuewiRetanndes uas
authorized and that expenditure is properly acquitted with documentation e o L ) ’ !
NuIBURTLONTTIVIDIALINAD
PRINCIPLES: WanNNI9 :
a.  Segregation of duties between those approving, those recording and those making n.  1l#da LLﬂwﬁﬂﬁsm'jwﬁaqu"“ F‘Tmﬂ'uﬁﬂ LLa:FjﬁhULsu
payments
b.  All payments are properly authorised by authorised officers . mﬁhULﬁunﬂﬂ%ﬁaﬂﬁ%‘uauﬁﬁaihm“ﬂﬁaamnLﬁwﬁﬁﬁw‘f’lﬁ%‘uuauéwma
c.  Payees notified of payments and Receipts obtained a. Lm”arﬁuﬁu‘lﬁmﬂuﬁaamﬁhm’ﬁu uazvatuluiasa
d.  Payments properly recorded in the Accounting system 3. ﬁ‘uﬁnmsdmlﬁuaﬂwagnﬁaalmzuuﬂ"ﬁy%
e.  All necessary supporting documentation filed, so that it is easily retrievable 2. uenansdsznaumsieiuiisndursmuadiuny tielwinadanisdum
Issue: Bank Payments — Bangkok Head Office: No.7.1.1 N13918EWHIREWIA1T - dknonlraingainm
Jul 16 Pay Bills msanaia
Procedures Responsibility | 35uj1Gsm

1.

Bills are created when:
A. Purchase Orders are approved for payment

i) Invoice received from supplier

i) BKK Finance receive Payment Approvals for one or a list of Item
Receipts from either FC or SC&L Mgr or HR & Adm Spl.

iii) In QB ltem Receipts are converted to Bills for all approved
transactions, printing out the Transaction Journal (TJ) for the Bill.

iv) The PO and any supporting documentation specific to the Bill are
attached to the TJ.

v) Where the Payment Approval covers more than one Bill the TJ’s (with
supporting documents) and Supplier Invoices(s) are grouped by
Payment Approval

vi) Verify TJ’s or Payment Approvals for a group of TJ’s, as to appropriate
authorisation and correct coding

vii) Place in temporary file of Bills awaiting payment

B. Programme and Operating expenses are accrued.

Acc Ofr

Acc Ofr

Acc Ofr

Acc Ofr

Fin Mgr

Fin Ofr

a o 2 A
1. §ia azgniiuiiniile
< & [ enf) ¥ o A
n.  ludeBalasuniseunsin B13zEn
L lesulunsdianngans
Il FhamIiungamnmey "l@i”%’maﬂmiakm”ﬁmsaiwﬁu anvanduluidaanse \uga
2710 FC %38 SCA&L Mgr.
v R o A a o 2 o s v o v A €
. lu @B tuiinsuda lasSuniawznomivvesislaayduaitnadu Ram
Transaction Journal (TJ) vadusazda

IV. PO wiauianasdsznavvasdans 9 newualwuuulsznouny TJ

{ ' ' A a o A o o
V. natiinsed@insunnnimikia TJ (wiauenasdsznau)wazdsangans 1w
Wununwidugaaunrayiaing

VI.

AT2FBUANNYNABIMTAILYT uasrfoyi@vasudas TJ WioTJ 2a9T8msn
.y

awiaeiduga

Vil fuudutiasaiNasenMITote

. n'ﬁ%’ufﬁﬂ‘lﬁ”iﬁzlﬁm%’ufmammazmsﬁ'ﬂmi




TBC FINANCIAL PROCEDURES MANUAL

i) BKK Finance receives supplier invoices or Expenses Approval Request
Forms or Staff Claim Forms.

i) Check for and if necessary obtain the appropriate approval

ii) Enter Bill to QB, printing out the Transaction Journal (TJ) for the Bill.

iv) Attach the supporting documentation to the TJ

v) Verify TJ’s as to appropriate authorisation and correct coding

vi) Place in temporary file of Bills awaiting payment

When Bills are due for payment and adequate funds are available, select
individual and groups of Bills for payment, authorising payments to be prepared
Payments are prepared either by:

A. Web banking (WB) (Electronic transfer)

i) Log on to Standard Chartered Bank (SCBT) website to prepare
payments for each Bill or group of Bills. Print out the SCB payment
advice and attach to the front of each Bill or group of Bills

ii) Review the prepared payments against the supporting documentation
and initial the SCBT payment advices. Log on to SCBT website and
place prepared payments in batches. Print out the batch summary and
initial.

=

Review all documents with the batch report and approve payments by
initial in the batch report.

iv) All documents are passed to bank signatories to authorise the batch
payments on line, using their SCBT Vasco Token Device and Pin
number; and sign the batch summary to signify authorisation complete,
and return all documents to BKK Finance.

v) Log on to SCBT website to activate the authorised batches

B. Cheque/ direct bank transfer
i) Cheque, marked “A/C Payee only” or as written instructed by supplier.
i) Review cheques against completeness of process and supporting
documents.
iii) Approved payment by initial cheque stub
iv) Cheques, and all supporting documents, passed to cheque signatories

for signing. All documents returned to BKK Finance.

Fin Mgr

Fin Ofr

Fin Mgr

Fin Ofr

Fin Mgr

FD

Chq Sig

Fin Mgr

Fin Ofr

Fin Mgr

FD
Chg Sig

. BJ’]{JmSL?unngW vl@ﬁ'ﬂm’mﬁmnné’mm %38 Expenses Approval Request
738 uAaNadLImIg
1. m’maaum’lmgﬂﬁaawi”amﬁ'a‘lﬁgﬁéﬂmﬁlaw“ﬁi’mms
. uinsudass QB lasldsia Transaction Journal (TJ) vasiaudazly
IV. usulanasdsenaunInuany TJ
V. avnamunstufindyd wezmiawiGvesldiunaunang
VI, U uANTIT 1IN e Ta N TIN8L3%
2. atamnuatnsniin wazudssanaisanadgwiumstiszdn Wiianemsfias
nsang Lm"mw?‘lﬁﬁwmﬁiw
o a o ad aa A4 o &
3. n19E13elin nizvinlalasitle S5uiaaait
1 a =3
N. Web Banking (WB)lawH1%5#1A1IN19d WA 3L
. o A = s < & P
i.  Log on WNIUMIUUBITHIANT FUARAIIA T15lea3 (SCBT)arinons
Puduiazly vﬁa’g@ Auemsiasnedu wuulithminenmse nga
TemMINATIe
i avaseuluddsiedu nutenalney digndasasanuud aswululy
o & a D) & @ < o 1 &
M &I918L3% log on 1 lwdwad SCBT URUUNTNENNTYNINENIRNG
SQNﬁ%W%&JNﬁNVﬂUﬁEﬂﬁJ"]ULLE\IZGGWIQJ

iil. aTIFeuanaIMIPBIwIrNenUluasliewszayiaislasaswaluly
Epaingh

iv. Lanmivﬁmmdﬂﬁ;{ﬁémmmmmﬁaamgu‘“ﬁé’amU on line WwM9BuLASLRA
Tagld5ai lasuansuins SCBT Iﬂﬂmum‘%‘aaagﬁﬁﬁﬂmsmﬁ batch U&3
lﬁ;ﬁuﬁu wasnTwauddeuszauanaslithomsdu

v. Logon 1 3u'ladwuas SCBT Lﬁ‘aa'ﬁ']Ummgﬁ“ﬂ“l,l,ﬁﬂﬁﬁmmiﬁ%ﬁumﬂau

da'ld

2. grszdulastas lankusuwians
I. iindasdnnian “AIC Payee only” wia audiasiilunmosnusaisnes VoI
I mmaaummgﬂﬁawmﬁfumu swrsnemsang 9 lwdanuenasusznaums
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TBC FINANCIAL PROCEDURES MANUAL

v) Photocopy made of signed cheque to place in front of the supporting
documents
vi) Either cheque deposited into suppliers bank account and bank
payment advice obtained, or payee notified to collect cheque and bring
a receipt.
Payee notified that payment has been made, and is asked to send a receipt
Payments are recorded in QB by using the “Pay Bills” option to select the Bills
included in each cheque. Each payment (QB cheque) is assigned a sequential
Payment Voucher number. The Bill Payment History Voucher is printed (by
clicking the QB Cheque “History” icon), and attached to the front of the
supporting documents
Ensure Receipt is received from payee
File original documents received monthly from Field Offices with the payment
documents by Payment Voucher number with:
- Bill Payment History Voucher
- Receipt from payee
-  SCBT payment advice or photocopy of cheque
- Supplier invoice or Misc Expense Request or Staff Claim (including
receipts)
- Payment Approval
- Transaction Journals
Each Transaction Journal should have attached:
- Purchase Order or Purchase Request (PR)
- Reconciliation of Delivery Receipts, Delivery Receipts or other proof of

receipt

Fin Ofr

Fin Ofr

Fin Ofr

Fin Ofr

Fin Ofr
FinOfr/AccOfr

V. fholenminiidaiNausunuiengasmnede

Vi uwdsliinowiediudusniudanadieglunginw) wie lawdigdmnds

A19999I@

4. wdldTuGunnuiimsdedu leslidaslusiiutuiudumsindu

5. tuitnsdoduls a8 Tanidh Uiy “Pay Bils iendasmamensidnnglu
wnasmIneiu laowefidalu QB aﬂ’ﬁﬂum’uﬁmuquluéwﬁ%ﬁwf_l (Payment
Voucher) Gsazidusrizaninlifind Bill Payment History Taglu QB Twaiawas Cheque
Tiadnidaniay “History” 289MuM IR 9 udRuRsenuKURUIeNa s NaUMS

T

6. Aamwluwiaiudunngiu snuuuliasud
7. lenEseessissannginnumasmuliianusuiensnsiedulasld
Sa3Bamuit
- Bill Payment History Voucher
- lueSasudwangang
- lusemlawduiRuianivlod wie suwniuge
- lursfiavasrfuns wia Misc Expenses Request %38 lutaauenlddny
yaadwind (Mwlussesuduidmihiang)
- wangududunmsaud@iniu
- Transaction Journal
Tuudaz Transaction Journal TWilanansusznaudsit
- luﬁ:&%a 738 Purchase Request (PR)
- MpnwnsEMueanIRITeuazives Wiuvas wienanguduisaiunsi

Va3




TBC FINANCIAL PROCEDURES MANUAL

Issue: Bank Payments — Bangkok Head Office: No. 7.1.2 M398RuNIeEWIANS — lanzdinawinginganmn
Jul 16 Direct Payments (currency payment) M398a3e (Duananieiszne)
Procedures Responsibility | 35yjsi6sm

1.

10.
11.

BKK Finance receives supplier invoices or Expenses Approval Request
Forms (EAR) or Staff Claim Forms which are to be paid promptly.

Check for and if necessary obtain the appropriate approval, Verify payment to
be prepared

Payments are prepared, authorised, and made either by SCBT Web banking or
chueque/direct bank transfer (as Procedure 7.1.1, No. 3)

Payee notified that a payment has been made, and is asked to send a receipt
Payments are recorded in QB by using the “Enter Cheque” option. The
expense is analysed by Expense code, cost centre and if appropriate donor.
The cheque is assigned a sequential number, if paid or transfer in currency
convertion rate of the paid amount is used to record expense in QB.

Deposit payments should be coded to “deposit payments, and payments on
delivery to Accounts payable, the appropriate supplier name selected

For Advances the appropriate balance sheet account is selected for the
“expense” code.

A Transaction Journal (TJ) is printed by clicking on the QB Cheque “Journal”
icon, and attached to the front of the supporting documents.

The TJ coding and supporting documents are verified

Ensure Receipt is received from payee

File by the TJ sequence number (same sequence as Bill Payment History
Vouchers used for Pay Bills in Procedure 7.1.1):

- Transaction Journal

- Receipt from payee

- SCBT payment advice or photocopy of cheque

- Supplier invoice or Misc Expense Request or Staff Claim Form

-  Transaction Journal, PO and proof of delivery for payments prepared for

collection on delivery of goods or services

Fin Ofr

Fin Mgr

Fin Ofr

Fin Ofr
Fin Ofr

Fin Ofr

Fin Ofr

Fin Ofr

Fin Mgr

Fin Ofr
Fin Ofr

1.

9.

thnwsﬁuﬁ"ulmwﬁaanmtJ 738 EAR wialutaandnlgisvaadninn nwsew
ADINUITH

ATIMUANVYNGBITWILNIIBITH nuﬁam‘saguy@‘imng’lﬁ%uaua"ﬂmﬁ]

a ' a wm o, ' a = ' A '
1a3puMITedu ewiiaseine uazdelandou iGa/leuinusuwnas wia Hw Web
Banking (I3U{1@ 7.1.1 78 3)

29 v A = ' a o < o q o, & o a
Wil unnuiimaodunioanaudsliaslueiaitu

o o

Jufinmsiedulu B lasdh1Un “Enter Cheque” Thtiufinanlsinsanunuiaiaan

v o

Tdnmanza guﬁﬁunu 38 ai’ﬂaisml%ﬁimlﬁgﬁma tane ﬁ?ﬂiauLﬂuLﬁuaqa

]

Sudnsdszing sanuasdfswismasaasyfidusanilsiuindilsaale QB

Aa o o v = ¥ v o Aa e o @ a do = '
NIALIUNAN lﬂﬂuﬂﬂIﬂﬂqﬁiﬁﬁUmﬁLd%&lﬂﬁn fuduwiunaosdng 1y o asdiuay

A

be 4 b e 4y XY a4 A o 4
vaslitiuiindnigFidmi laoidenfevasunsldinanzan
| v a ' v o a ' =
Tugas “Expense” nsditiduiunasasing WldmaigTiSunasassnadsazdnnglusy
an
q
WUW Transaction Journal (TJ) Taslu QB t4% Cheque Lﬁam&lkl, Journal LAUHLNL
tanansdsznay

avamu mstufindydlu T sadaanaslszneunissgitnsudom

10. TdulanlasulueSasuSuasuiasuuunuienasineds

11.

safuduAulasiSosauan TJ ((wlauny Bill Payment History Voucher fil5aiudin
oA an mom o

MIPIuNITUUR T8 7.1.1)

- Transaction Journal

- luwSasudu

- WNWMILaRIRIN SCBT %3a Auda

- sl,mnﬁamaaqjmﬂ $#38 MER %38 lutnanvaaiinini

- Transaction Journal lUR4%a tanaTHUEUNNTAIVEY LWNBLASHNNTINELIU Db 1380

FINOURUA




TBC FINANCIAL PROCEDURES MANUAL

- . . 1 a 1 LI
Issue: Bank Payments - Field Office No. 7.2 115918 RIPIBHIBEWIATT - AIENITBANATUIN
Sep 06

(% 6 4 @ ' a o wa v
CONTROL OBJECTIVE: 7o ensure that payments are properly authorized and that quﬂizmﬂ‘ﬂmﬂ'ﬁﬂ’mqu : Lﬁammﬂu’l%ﬂﬁmmmvlmuagmamagﬂmaa ey
expenditure is properly acquitted with documentation Pl gffuﬁ LANRIITUIRIRE DN B
U
Qs
PRINCIPLES: Hnann3 :
a.  Segregation of duties between those approving, those recording and those making n. lﬁﬁ'ﬂLLﬂoﬂﬁ’lﬁ%WjWo%ﬂ}}ﬂq ijﬂ'uﬁﬂ LLa:FEﬁ]'WEJLiiu
payments

b.  All payments are properly authorised by authorised officers . miﬁhuﬁunﬂﬂ%’aﬁaﬂﬁ{uagﬁﬁaﬂwag‘ﬂﬁmmnLﬁi"mﬁnﬁl;dwlﬁﬁ"uuauémw
c. Payees notified of payments and Receipts obtained a. uﬁi"apﬁmﬁu‘lﬁmﬁuﬁamﬁhm’iu wazAaanuluiaSasusu
d.  Payments properly recorded in the Accounting system 1. ﬁuﬁnmﬁhm’iuarjwagnﬁm‘lmzuuﬁ'zmﬁ
e.  All necessary supporting documentation filed, so that it is easily retrievable Q. Lﬁi_lLaﬂaﬁﬂizﬂaumﬁhUL’SuﬁﬁWLﬂuﬁ‘Wﬂm’lﬁLLﬁu Lﬁa&mlumiﬁum
Note: Bank Payments are made to either “Pay Bills” already accrued or for a “Direct WaNBa: mysedwihusnanslasassazlgluns @i laduiin “Pay Bills’ Tu aB Lﬁa%‘uf@h’l‘*ﬁﬂ‘wvﬁ
Payment” of an unaccrued expense usa%i38 “Direct Payment” ns:ﬁﬂiﬂajLﬂﬂ"[@i’ﬂ'uﬁn%’ufﬁﬂfﬂ'mvﬁﬁau

u : . 1 a [l o o
Issue: Bank Payments — Field Office: No. 7.2.1 N13YLWBHINEHIATT — ATWBNITHNATHIN
Jul 16 Pay Bills

y nsanasIszia
ey epe ag A aea
Procedures Responsibility ?ﬁilgilmmu
< . < 2. 95 e oo
1. Bills are created when Programme and Operating expenses are accrued 1. vusimiy Bills Lﬁa(ﬂENn’lﬁi/gﬂ”ll?imﬂ[ﬂwﬂ’mﬁa UIRITNINAYU
i. FO receives supplier invoices or Expenses Approval Request Forms Fild Adm/Adm Mgr . FO %’Ulmﬁmfrﬁnnﬁmﬂ %3 EAR Tnsweing
U
EAR or Staff Claim Forms.
ii. Check PR/PO and if necessary obtain the appropriate approval Fid Adm/Adm Mgr I @339ANNONG 83089 PR/IPO LA aniaauainulnunsay
U q

ii.  Enter Bill to QB, printing out the Transaction Journal (TJ) for the Bill. . tufinsuiaadlu QB WuW Transaction Journal (TJ) ansfialudiis 9

iv.  Attach the supporting documentation to the TJ V. wuutangsUsznauny TJ

v. Verify TJ's as to appropriate authorisation and correct coding V. @329M% MNIaUNaLaNTURNNSARU LT I undas TJ

2 U

vi.  Place in temporary file of Bills awaiting payment VI. Lf‘mLn]j”quﬂwﬁ"qﬂgnLﬁammﬂmﬁu

1. Payments are made by cheque or Cash (Myanmar) by: 2. nIein lnudanioRwan (anznan) auTunani

i.  Cheque raised, marked “A/C Payee only”, (Myanmar don’t use crossed
cheques”).

ii.  Cheques, and all supporting documents, passed to cheque signatories
for signing.

iii.  Either cheque deposited into suppliers bank account and bank

Fld Adm/Adm Mgr

FC, MP Mgr

L Wowdassdnouazli dansau “A/IC Payee Only"ilawnzluwain ialidasdansaw

. Eeuazianansysznay dalﬁfﬁwmmﬁaaamﬂm‘?ﬂ

)

. uisligeaniviudansoaluiaiaiuidunie shdadhndhdy e nadlu




TBC FINANCIAL PROCEDURES MANUAL

6.
7.

payment advice obtained, or payee notified to collect cheque and bring
a receipt, cheque is cashed and paid (Myanmar)
Payee notified that payment has been made, and is asked to send a receipt
Payments are recorded in QB by using the “Pay Bills” option to select the Bills
included in each cheque. Each payment (QB cheque) is assigned a sequential
Payment Voucher number. The Bill Payment History Voucher is printed (by
clicking the QB Cheque “History” icon), and attached to the front of the
supporting documents
Ensure Receipt is received from payee
File original documents with the payment documents by Payment Voucher
number with:
- Bill Payment History Voucher
- Receipt from payee
- Payment advice
- Supplier invoice or Misc Expense Request or Staff Claim (including
receipts)
- Payment Approval
-  Transaction Journals with supporting documents
Send original files to BKK Finance

Account coding and monthly documents are reviewed by HO

Fld Adm/Adm Mgr

Fid Admin/Adm Mgr

Fid Adm/Adm Mgr

Fld Adm/Adm Mgr

Fld Adm/Adm Mgr
Acc Ofr, Fin Ofr

7.
8.

v = ,
winlinge lddwsuaa uazdne

wisesunnuiimahoFuniouudsliasloaTaiudunld

fufinsinoduasdu B I@m“ﬁﬂﬂ‘ﬁlmﬁ “Pay Bills’ udadanmomifiaeluiden wie
Lﬂu@mﬁﬁ&ldm‘lm%ﬂlﬂfu y (nafiiialu aB) azlfidwailudmdminedu nas
Tufinde1¥Ras “Bill Payment History Voucher” 15aaufa ‘ﬁ'mwiﬂiu QB Afn

Tanaw “History” wazunulinienansszneu

‘lﬁﬁﬁhdﬂ@ﬁ"uluLﬁ%ﬂ%’uﬁmm@fmw guuuULsENay

diuenasdasilinuenmimssedulaglisasssmusailudmdyetudail

- Bill Payment History Voucher

- sl,mai"ﬁuﬁumnpfmﬂ

- aadludhehn

- sl,mwﬁamao;jmw?a Misc. Expenses Request %58 luiaauaasninew (Fouuy
wiautananslulasasuiu)

- wangwnIeiaang

- Transaction Journal W3autanasusznay

saanasdaTinanualithonaiufidinonulngnyanm
“ o 4 o o4l o oa <
vt uszienmstadlszindew asadalas HO




TBC FINANCIAL PROCEDURES MANUAL

Issue: Bank Payments — Field Office: No. 7.2.2 NSINYLWBHIBEHIATT — IBNITHAIATWIN
Jul 16 Direct Payments s Base
Procedures Responsibility | 351716191

1. FO receives supplier invoices or Expenses Approval Request Forms (EAR)
or Staff Claim Forms which are to be paid promptly.

2. Check for and if necessary obtain the appropriate approval, Verify payment to
be prepared

3. Payments are prepared, authorised, and made by raising a cheque (as
Procedure 7.2.1, No. 2)

4. Payee notified that a payment has been made, and is asked to send a receipt

5. Payments are recorded in QB by using the “Write Cheque” option. The
expense is analysed by Expense code, cost centre and if appropriate donor.
The cheque is assigned a sequential number.

6. Deposit payments should be coded to “deposit payments”, and payments on
delivery to Accounts payable the appropriate supplier name selected.

7. For Advances the appropriate balance sheet account is selected for the
“expense” code.

8. A Transaction Journal (TJ) is printed by clicking on the QB Cheque “Journal”
icon, and attached to the front of the supporting documents.

9. Ensure Receipt is received from payee

10. File by the TJ sequence number (same sequence as Bill Payment History
Vouchers used for Pay Bills in Procedure 7.2.1):
- Transaction Journal
- Receipt from payee
- Photocopy of cheque
- Supplier invoice, Expense Approval Request (EAR), Staff Claim Form

11. TJ coding and support documents are verified and approved

Fld Adm/Adm Mgr

Fld Adm/Adm Mgr

Fid Adm/Adm Mgr

Fld Adm/Adm Mgr

Fid Adm/Adm Mgr

Fild Adm/Adm Mgr

FC

P

1. ﬁ1ﬁnmumﬂﬁmuﬁ"ulnmaﬁamﬂgmU %38 EAR wialuinauenldinsvasdmin
FRdIENUA

2. amImuanundesdniumIfody nuiinseylaanngldiuueudiua
3. wssumsiedu awiddine uazdelendow e FUHUR 7.2.1 T8 2)

4. wildsuEunmuiimahoduniaamaudsldaslueiaiutu

5. tuAnnsinodulu aB lasdn Ui “Write Cheque” TatiuAinanlsinaanunuiasia

= ¢

TyEfimanzan quddunu wis daasreldialiiuine wefida devimanans

6. nsthiniadn WiuiinlasldsargTSudad uddudwdSundasine 1au o ads
vapvaslituiindnigidmi lanidensevesfunsldinuzan
. o 4

s @ a ' @ a ' =
7. lugas “Expense” n3didnuiuiiunasasing IildsiminTiSunasasinadsazlanglu

JU9R

8. #WuW Transaction Journal (TJ) lawlu QB % Cheque tianiay Journal Ui IUULITIL

na1TdTEnay

9. TwiuladnldsuluirSasuiinasumnasuuniuena I

10. anutuAnlasiSoaauanil TJ (Wlauny Bill Payment History Voucher 7ilgiufin
1 a ad a wa o
M3 IuaITUHUG T8 7.1.1)
- Transaction Journal

- lueSasusu

NeuwnTlaniuain SCBT wia dLuida

- 1m'1\1ﬁa°uao;§m'm 7138 EAR w30 luinauwasidninn

an

1. amade sadydlu T uszienasuuuaTLin MawINeyla




TBC FINANCIAL PROCEDURES MANUAL

Issue:
Jul 16

Petty Cash

No. 7.3

UnydNudntas

NINYINN 16

CONTROL OBJECTIVE: To ensure that petty cash and other
working funds are disbursed only for proper purposes, are adequately
safeguarded, and properly recorded. Cash balances are kept to a

nguszaIAERINTAILAN | WemtuaunsindeaniyFRuandes uazRun

o o o a = > o = P | o o
ANNTUNITANULNINUDY | sluﬂ?ﬁw’ﬂﬂLWﬂﬂﬁﬂigﬂ\iﬂW@uﬂlﬂ@\i ANTAUATNENBENANE LATAN

o & f P o - f o oo
LUNNBLNYNAEY LL@&IMQ@NN@WE%IN?%@UWWW

minimum
PRINCIPLES: WaNNT :
a.  Petty cash advances must be kept to a minimum given practical considerations (e.g. n. ‘lﬁﬁﬁuamﬂau%guﬁuuaghmwﬁﬁuﬁw Taadnitafiafan ﬁﬁa‘lﬁ (LTW msuau%"ut,%ﬂ‘lwgwnu

acceptability of cheques in the local community) and within authorised levels.

Yasiin) LLa:agﬂmoL‘EuﬁvLﬁ%“uaw“@
WWlszuuiiunasesing @rodwiadndnuazarnsuinnltluas)

b.  Imprest system is to be used (reimbursement as and when required) .

c.  Petty Cash box must be kept in a secure location and locked away when not in use a. na’aaLﬁmiﬁuaﬂﬂaaﬁaoagiluﬁﬂaa@ﬁu waziiugenliifolaflaldnu

d.  Maximum amount for each expense item that can be settled using Petty cash. Items in 3. ﬁwumﬁwmuﬁugpqaéﬁu%’u@hlﬁﬁhmwia:ﬁumsﬁmmmdwmmnﬁmﬁﬁuaﬂﬂau Temsled
excess of maximum should be settled by cheque wulwdrodod

e. Petty Cash custodian may authorise small value expenses up to a limit, above which Q. Q@Ltaﬁy’ilfiuam}aumaagﬁﬁﬁﬂ%ﬁhm”'ﬂﬂﬁﬁﬁhmmﬁﬂﬁauvlﬂ“lsjLﬁwuauLmﬂﬁ"ah Saly difin
expenses must be approved by another authorised person ﬁaa"lﬁ%“uagu“amnqﬂﬂaﬁuﬁ"[ﬁ%“uuauéﬁma

f. All petty cash expenses must be validated with proper receipts/invoices or Substitute D mﬁhﬂlﬁuaﬂﬂaﬂnﬂﬂ%m:ﬁaﬂﬁl,aﬂmﬁaﬁ‘m"ﬁu lutaSa/invoice #3a Substitute Receipt Form
Receipt Form (008) (008)

e. Monthly cash counts and reconciliations must be conducted by the custodian’s 7. vl wasausiyFluaadasazyhmiamaiy LLazﬁgaﬁﬂamﬁumLﬁauam%@ia%ﬁw
supervisor in the presence of the custodian and discrepancies investigated ;ﬂ'@LLaﬁy’Tﬂ'ﬁuam}aﬂ AR IRELFIUMINHLANNANALARDY

Procedures Responsibility | 3gifjiiaeu

1. Custodian of petty cash can release cash for small value amounts up to Bht Custodian 1. Q@Lmﬁ'ﬁg‘ﬁfﬁua@f_iaﬂmmimhm‘iua@ﬁm%’uﬁﬂ%ﬁhﬂﬁ'ﬂﬂﬁﬁgaﬁmaﬂunﬁ%mﬁu
2,000 per transaction without authorization. 2,000 11N Iﬂﬂ&iﬁamam&ﬁﬁ

2. Amounts over Bht 2,000 require a properly authorized claim form in accordance Procedure 1.3 2. ﬁhmmf‘iuﬁ'lﬁu 2,000 17N ﬁadl‘iﬂumaLﬁnﬁvléﬁuagﬂaaii’mgnﬁadmm:@bué’m’m
with authority levels ai;l,ﬂ‘ﬁ

3. Amounts over Bht 10,000 (YGN 100,000 MMK) should be paid by cheque Claimant 3. Fwandudiiu 10,000 L (W 100,000 $1a) Wdolasida (TUidnude 6.1 3o
(Procedure 6.1 or 6.2) 6.2)

4. Cash disbursed to relevant staff member and items purchased Custodian 4. ’ﬂ"lZJL3uaﬂlﬁLLﬁWffm’mﬁLﬁlm°ﬁ’ad Lm:?dmmﬁaﬁ”ﬂ%@

5. Invoices/receipts obtained from payee. If no receipts, claimant completes Custodian 5. 158n3U invoice/lma%ﬁﬁ]’m;ﬁ’m‘iu laifluiasa guaiiindasnsan Substitute Receipt
Substitute Receipt Form. Form

6.  Substitute Receipt forms and invoices/receipts kept in temporary petty cash file Custodian 6. AU Substitute Receipt Form uag invoice/luiasa nmﬁumy%fiuamjawﬁimn

7. Reconciliation of cash done on a monthly basis 7. lﬁﬁgﬁ]ﬁﬂaﬂL3uaﬂtﬁaua:ﬁﬁaﬂ%

8. When cash balance is almost depleted, custodian prepares Petty Cash Custodian 8. Lﬁa’mﬁua(ﬂﬂaﬂlﬂa”ﬂwwﬂ Iﬁ;ﬁuaﬁumﬂamniaﬂwaﬁl Petty Cash Replenishment

Replenishment Form and attaches all receipts etc.

Form wiaadidnuazunuluiasaninua
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10.

1.

12.
13.
14.
15.

Petty Cash Replenishment Form approved by Fin Mgr at HO and Fid Co, MP
Mgr, MF Mgr at FO.

Cash Cheque prepared by Fin Ofr at HO, FId Adm/Adm Mgr at FO and given
with Petty Cash Replenishent Form and attachments to authorised signatories
Cheque cashed at bank and cash placed in cash box and secured in safe
location

Transaction posted to QB and disbursement voucher printed

All documentation compiled and filed

FO documentation sent to HO at the beginning of each following month

Cash balance checked by custodian’s supervisor on a monthly basis in the

presence of the cash custodian. Discrepancies investigated.

FinMgr/FC, MP Mgr

FinOfr/FIdAdm/Adm
Mgr

Custodian
FinOfr/FIdAdm/Adm
Mgr
FinMgr/FC/MP Mgr

9.

12.
13.
14.
15.

Fin Mgr Lﬂutﬂ’al&ﬁ‘ﬁ Petty Cash Replenishment Form #%3U HO uag Fid Co, MP Mgr,
MF Mgr ayai@dnil FO

Fin Ofr 3avhifiadmil HO %3a Fid Adm/Adm Mgr 3avhidadmit FO uazuaulwyd
dunatdudia wiaunl Petty Cash Replenishment Form Wazlanansiiy

o & a_ a & a ' = A o
faluidnisuaaannsmnans iiuduaalungad wasiulluanuiivsaans

satufinpinssuluszuy QB uazAiuw Disbursement Voucher
& ¥

TIUTINENENTHIRNALALTWN Y

gaanansain FO Tl HO duwdauaa’l

o o A

wnhawsasaustyfiiusadeszanaiuiiudouszais denidguatinydiduas

]

88 LazyNMIATIIRUIlaNLANNAANALARD
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Issue: Monthly Cash Flow Request

Jul 16

No. 7.4

a o A
nszuaRuanalszduaou

NINYIAY 2016

CONTROL OBJECTIVE: To ensure all cash transfers to Field
Offices are approved, are in accordance with budgets submitted, are
transferred directly into bank accounts and are acquitted with complete

nguszatArRINTAILAN : emuaulinisleuduivunliiiunisew® sennkes

o 4:: v v o a = Aﬂl o 1 v
Ausutlszanniiaal’ gnifaum’mryﬂmmq uaziinnstivienanaiusasasinepsudounielu

documentation within specified periods srznAN AR MLA

PRINCIPLES: WaNNI9 :

a.  Requests for transfers are submitted to Finance Manger / Finance Director n. ﬁul,anmsms"uaiauﬁmuﬂizmmﬂi:rﬁnﬁau'lﬁ Financial Manager/ Finance Director

b.  Approved amounts are advised to Field Offices. . LLﬁTalﬁﬁwﬁfmwmﬂammmﬁauam’iuﬁiﬁ%’umsagﬂ‘ﬁiﬁm

c.  Alltransfers are to be made in the form of direct deposit to Field Office bank accounts fa. ﬂ’]ﬂauﬁunnﬂ{ilﬁﬂ’mL’Eul,“l]"ﬂ.l”iyffiﬁmmﬂadﬁ’nrﬂd’mﬂ’mamuiﬂ PR}

d.  Expenditure from Field Office bank accounts must be in accordance with prescribed 9. :ﬁmhm”mﬂ'ry"‘fjﬁmmwaaﬁwﬁnmumﬂamwﬁaal,ﬂuvlﬂmmaume'ﬁ'ﬁwuﬂ
limits

e. Balances at Field Office Bank accounts should be kept to the minimum required for 3. %’nm&gaﬂ‘nﬁﬁwﬁnﬁmmsmaaﬁwﬁnmumwmwlﬁaglmxm'ﬁamaﬁaﬂ AadLNeINaFInIY
one month’s anticipated expenditure flEaeniadousranii

Procedures Responsibility | 3gifjiisau

1 Before the last day of each month, Program Manager send their coming month Mgr 1. ﬁaufuéuﬁawuamwiauﬁau Programme Manager ABIFINNTHAAMTINTY
cash flow need to HO (Fin Ofr), FO (Fld Admin/Admin Mgr) sudszanmfieslglwdoudalulsr Fid Admin/ Adm Mgr

2 Fin Ofr, FId Admin/Admin Mgr compile the office cash-flow needed and pass on Fin Mgr, Fid 2. Fin Ofr, Fid Admin/Admin Mgr agﬂm@mszﬁﬁuaﬂﬁaﬂfﬁhyﬂsza‘mﬁauﬁ’mvlﬂmauwia:
to their supervisor for review Admin/Admin Mgr f#inaw solwmnihauiansan

3  Field Co, Fin Mgr review and indicating cash transfer requirements needed on FC, Fin Mgr 3. Field Co, Fin Mgr @S’JﬁlaauluaEﬂmﬂauﬁWﬂadLLﬁazﬁﬁﬁﬂd’m LLazﬁﬁnima‘y‘m“?\
each office and approved. 4.  Fin Ofr agﬂ@1’1‘5’1&mﬂminilﬁmuﬂ‘i:u’]mﬁﬁ]ﬂ‘fmaa@auﬁ'ﬂ"[ﬂmaaﬂ‘gamWH uagnn

4 Fin Ofr completes and forward monthly cashflow request of Bangkok and all Fin Ofr finauld Fin Mgr avada
Field offices to Fin Mgr for review. 5. Finance Director LLae Executive Director al&ﬁ‘ﬁmﬂauﬁu

5  Finance Director and Executive Director approve Transfers FD / ED 6.  auflunmslowSuaniTUua 4a 7.1.1 78 3

6  Transfers prepared in accordance with Procedure 7.1.1 No. 3 Fin Ofr 7. samludedusulszanouiniduinde Financial Director lunsdl FO dasmisiuiiy

7. FO requirements in excess of the approved monthly estimate require a request FC, MPD Lﬁun’i’]ﬁ‘hmwﬁ'vlﬁmal,l,azmql,ﬁﬁvlﬂLL@ﬁ

for supplementary funding to be submitted to Financial Director.




TBC FINANCIAL PROCEDURES MANUAL

Issue: Annual Financial Statements

Jul 16

No. 8.1

aun1sulszantl

NINGHIAN 16

CONTROL OBJECTIVE: To ensure that all recognisable income
and expenses are included in the accounts for the financial year and that
assets and liabilities are correctly stated at the balance sheet date

v
o

nguUszatArRINTAILAN | Weliiiulaimelifiansaziu uasmadiarioun 1ign

51513 usunnsRumndl

gnsied ol SuFugasay

o

y

tyTeenegnaieg uazuansansduning uasuliduluunastig

o A
I

PRINCIPLES:
a.  Cut-off procedures are fully documented so that accounting staff make the required

adjustments in respect of transaction posting.

WANMT :

n.

& as % o A v @ & o e A 1%
PUWABWITNIAALAAVEYT (cut-off procedures) Wiidumesnwolonwiadstaian LWa W

o v A o v ado v %
Wuﬂd’]ullfg’ﬂﬂ"lll”liﬂﬂi‘]_lﬂ?\‘iLLﬁML"].Ii’lF.Iﬂ’]iUIy]‘lW]ﬁ]’]LﬂuvLﬂﬂﬂﬁﬁgﬂ@laﬂ

b.  Post-balance sheet date transactions are correctly recorded in the following year. . gﬁnﬁuﬁ'lﬁm%umﬁ'ﬁuﬁwuqmauﬁiy’ia:ﬁmg‘nﬁ'uﬁﬂau’wgnﬁaaluﬂﬁm"lﬂ

c.  Expenses incurred but not paid are included as accrued expenses and that expenses A aldiemfedundgelaildiiihnnuduildiedsns wesluimesdoriudlding
paid in advance for the following financial year are deferred. fmsudnmsduaalulwiuiniduenldinsaronh

d.  Income is recorded in accordance with UK Accounting Standards . iwinneldawinesguwnsigfueslssnaannoananing

e. Interest income not yet recorded is accrued as income for the year q. 5'1ﬂvlﬁmnmamﬁnﬁﬁ'avlaivlﬁﬁuﬁn lﬁﬁaLﬂmﬁﬂﬁﬁﬂﬁuﬁm%‘uﬁﬂ?}gﬁu

f. Depreciation is calculated on all fixed assets at the appropriate rates D. lﬁﬁﬂmmﬁﬁLﬁam’]mﬁm?ﬂﬁuﬂ%’W ﬁm';sv‘ifamvnlué“m’]ﬁmm:au

g.  Calculations are made as to profit or loss on disposal of fixed assets and included in g, lWdwunaiils ﬁ%a’u’mnua’mmﬁ’mﬂ’mw{wﬁﬁum’ﬁ waeTan M lusunmasu
the financial statements

h.  Provisions are made for specific reserves and funds designation . lﬁ’ﬂ%duﬁ’]iaﬂﬁﬁafﬂqﬂi:ﬁdﬁtﬂqu LRZMNNTIASTHUU TN T

i.  Bank balances are correctly reconciled and recorded in the financial statements w.  Wifigadvaatiyfiiuhnowensligndas waziufinadlusuniadu

j. The Fund balance is correctly calculated within the statement of financial activities and . ﬁﬂmm@aﬁuvgu lﬁgnﬁaamuhau Financial Activities Lm:smvli’lmm]a
included in the Balance Sheet 3. Iisumssuldsumsasiasavatnaanme

k. The financial statements are independently audited

Procedures Responsibility | 9gufj1iRu

1. In the month before the end of the financial year, the Finance Director prepares FD 1. mﬂlu‘mﬁdLﬁauﬁauﬁ%f&ﬁmiﬁu Finance Director 3:¥N%ikIFaL I suaafaniinans
a circular to all accounting staff concerning year-end cut-off procedures WHUNUYTNNAL Lf’]lmﬁ'uﬁiﬁmm”@ﬂa@ﬂ%ﬁﬂawﬂ TwiinmsDagys miaedadildane
including closure of accounts, clearance of advances and travel expenses, pa3iunasaing uazanldislumadunms nadimaiufinfufudaldsuudiudd
goods received not yet recorded laildtudin

2. One month is allowed after the balance sheet date to complete current year FD 2. agrg’mlﬁ%ﬁdLﬁauﬁumﬂfuéuqmauﬁzy:ﬁ LﬁaﬁuﬁﬂLLazﬂﬁJ%E\ﬁ’lUﬂﬂiﬁiy%ﬁﬁﬁ]?ﬂ’u
transactions and adjustments on QB which is then closed IhiaSalu QB %G%é’ﬂ’mmﬁfm:ﬁﬂ

3. Foreign currency denominated assets and liabilities converted to the period end Fin Mgr 3. mumisuandadsanalunuanindiuasniiuliulsadusaruandion o 3
rate, taking any difference to Gain/Loss on Exchange fuiaa Tufinuadns sl mmﬁw"ls/mmnué”mwLLaﬂLﬂﬁmu

4. Bank reconciliations prepared for all bank accounts and interest accrued and Fin Mgr 4. ﬂizﬂuaa@ﬁ’zﬁﬁuﬂ’mnﬂﬁ’mﬁ ﬂamﬁwu’lﬂ’liﬁ’m{u eh‘LvEshmeimé‘u 9 L‘ﬁla

bank fees and charges accrued listed for adjustment

Usudysmemstind
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® N o o

10.

1.

12.

13.
14.

Reconcile Funding receivable

Reconcile Accounts payable

Reconcile other receivable and payable deferral accounts in Balance Sheet
Compile lists of pre-paid expenses, accrued bank interest, accrued
reimbursements, and accrued expenses for adjustment, including estimated
provisions for reimbursement of partner agency expenses incurred prior to the
balance sheet date.

Depreciation calculated on all classes of fixed assets and profit/loss on asset
disposal calculated. Fixed asset reconciliation prepared

Finance Manager approves all reconciliations and any specific reserves to be
included in financial statements.

All adjustments posted to QB for the financial year being closed and selected
adjustments reversed in following financial year

Financial Statements given to Executive Director for review and presented to
Board of Directors.

Trial Balance given to TBC auditor

Financial Statements prepared for auditor

Fin Ofr

Acc Ofr
Fin Ofr/Acc Ofr

Acc Ofr

Acc Ofr

Fin Mgr

Fin Mgr

FD

FD
FD

5.
6
7.
8

13.
14.

~

NITNULaAINIUTY TNt

U

De

NITNULAAENIUYTIAH
A X e X oo

niznuseatyfannh dmil Suiusmiluiugs

PuNINemIaltneitiszarnin aandssuiansdesy Budneduiaeing was

' o, % ' A A o = ' o, A ' % '

dlgiadsdedu 9 eliudymems ufadsanmnsdldioinaihasdasing

& v & A o o ,9e, da & o & o o
ﬂul%a@ﬂﬂia% a’]ﬁiﬂﬂ'ﬂ’ﬁﬁnﬂﬂLﬂ@muﬂauj%ﬁuqﬂiaUUmﬁ

ﬁﬂmmmtﬁauﬁmﬁm%’uﬁuw%’wﬁmasnﬂﬂs:mw Lm:ﬁwmmwaﬁﬂwmnumnms
Smhadunsng swfsmInsznugeaiydueiningf§uas

Financial Director 84318 MINIZNULDATINAG TWiIEMIETeINzdeItuAn b
Iusunaiin

o = I & o [ a do o o A
twiinmemaliudmanuaasluszuy QB dmindnmaiuiirnasdadnyd uazidan
TEMINATABINGUTIEMT (reversed) ludnsiIuda’lyl

on

E‘i'\‘l\?Uﬂ’ISL:‘l\ulﬁ Executive Director LN8@379M% LLﬂzﬁidlﬁ/ﬂmzﬂii&lﬂﬁiﬂ%ﬂ’ﬁak&&l@]

dsunasas lhaaseulnyd

o a 4 X% v o
Lmﬁmumsmumﬂ%;dmmaaumyﬁmmnaau
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Issue: Monthly Financial Controls

Jul 16

No. 8.2

NFATLANNINNNTIRUSELARY

nTNgHIAN 2016

CONTROL OBJECTIVE: To ensure that the Accounting records
are maintained on a timely basis, with adequate reconciliations performed
to confirm their accuracy, in total and by cost centre and donor
allocation.

= a

ar o § o o o -«
W UseaIATBINITAILAN : iterauanliinisasiny@nssinliiunan dnnsfigaideen
eiuiunaugniies Meensu uaztenraeuRasAuTAuL uaznsaeTyTanassA lan

22913317 (donor allocation)

PRINCIPLES:
a.  Monthly reconciliation of Balance Sheet accounts

b.  Monthly checking of Donor allocations

AANMT :
a 3 v A A &
n.  Agaiseaadyfiugaifauszaio

2. arnsaumItuiindgdmdaasdldieliuinadudieuszass

Procedures

Responsibility

F8U RO

1. Adjust income accruals to recognise income in line with principles laid out in
SORP FRS 102 .

2. Check and File copies of Petty cash reconciliations at month end

3. Check and File Bank reconciliations at month end for all bank accounts See
Proc 8.3

4. Check and file Accounts Receivable reconciliation to Income Recognition
control

5. Print out and reconcile Accounts Payable balance to print outs of Item Receipts
and Unpaid Bills.

6. Investigate any Item Receipts, Unpaid Bills, and Open Purchase Orders more
than two months old.

7. Reconcile Sundry Receivables, Deposits and other sundry payables

8. Check Item, Class and general ledger coding

9. Check allocation of expenses to restricted funds

10. Check no expenses coded to Dummy Account 9999

11. All Reconciliations to be signed off

Fin Ofr

Fin Ofr
Fin Ofr

Fin Mgr

Acc Ofr

Acc Ofr

Fin Ofr

FD

Fin Mgr
Fin Mgr

1. dindpmsipineldawainaspudyflsaneadinne SORP FRS 102

2. anudauazituWIILNIENLLaa

a ¥

Fiusaray m Fuidan
HIWNTUIANT 2 FuLAan SMILNNUYT Ua

oy
3. anadaussdiunaulsznusaaiity
Ujjuid 8.3

=

4. enadauazitunasulienuseatyTannd

@ Tq

%

uinydaunaiuiiiule

5. NUW uazasrameulgTiniesmdanunensiuiniuvesuazdaseing

v v
< o

6. @TI9FBL Item Receipts, Unpaid Bills uaz lusidaneslaildiufinsuvasnuunii s
et

7. nznugeatyfgnwion 9 Twiad uas ldwian 9
8.  @ayaiAMILUAn Items, Class Waz Ledger naunasnldanaengg

v & o Av a oA OX P A '
9.  ammeunItuiniyduInahidlsionlieyyraniall

' ) Ao a 4 A o o a

10. avassualEeniudedlnngisiaastind o999

1. ATIRMHUNIENUIDATIINGG LA agﬁ'ﬁ
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Issue:
Jul 16

Bank and Petty Cash Reconciliations

No. 8.3

msﬁgaﬁﬂam‘&%dmﬁmms Lazlinansas

nang1ax 2016

CONTROL OBJECTIVE: To ensure that all income has been
banked as recorded and expenses appearing on the bank statement agree
with cheque stubs, that bank fees and charges are recorded in the books
of account and that un-presented cheques and deposits un-credited are
promptly followed up

% 6 A Y o, o & o v A
InnlszasarasnIIaIuan  ieliulaldihnelanamuagnindhniydrmansanw

o = [N Ox A o a v o & = ' o =
tufin Wenldiendnngluluwdssaaiuhnonansassuduiaayeada uazldasiufin

: a ' o A A a & AoV W e & a
ANDITNLRLNUDTUIANIAN € 1%my°n LLﬂ:LWQ‘H’JUI%ﬂ’]i@]ﬂ(ﬂ’]&lLﬁﬂﬂﬂdvl,&lvl,ﬂu’ml’]‘ﬂuln‘i% LR

a a A o A v o A e <
faauSurnidsldlawdiigdldainenas

PRINCIPLES: wANNS :

a.  Regular monthly reconciliations of all cash and bank accounts n. lﬁﬁgﬁlﬁﬂaﬂﬁuaﬂﬂaﬂ 114 lfiutl’lnluiﬁyf?iﬁmmiﬂ%ﬂuﬂLﬂuﬂitﬁi”]“qﬂLﬁau

b. Prepared and checked by someone other than person responsible for Petty Cash, ., lﬁﬁgﬁlﬁﬂam‘ﬁuaaﬂan L‘ich'mLLa:m'mL%ﬂiﬂmgﬂﬂa?iuﬁvlajvlﬁ%“uﬂmaun'ﬁﬁ'}ﬁumnﬁmms
banking and cheque payments; and approved by Finance Manager uazansliudmsige uaslw Qﬂ”ﬂmisjmmiﬁuaw’“ﬁ

c. Discrepancies immediately investigated and reversed by bank if applicable . lﬁ'aaumum’luﬂmmﬂéauﬂ”uﬁ Lmﬂﬁ'ﬁmﬂ’mnﬂmﬁﬂmifﬁﬁmmﬂﬂuﬂ’lF_lﬁﬂ

d.  Bank fees and charges checked for correctness and posted to bank book 3. lﬁmﬁaaaummgﬂﬁawamwﬁuLﬁuuﬁmmi Lm:u”uﬁﬂlummu”nﬁﬁmhn

e. Un-presented cheques and deposits as yet un-credited followed up with creditors and 2. Weeeususmitlunsdireadadlildvinunduse wsedamunudmihdsneslunsdiues
bank officials Gushnfisslalewshsys

Procedures Responsibility | 35ugiiaew

1. On the first day of each month, bank statements are collected or requested to | FinOfr/FidAdm/Adm | 1. wasulundssaaiurhnluind 1 vasudaziiou wievalwmwasssliainnulng uaz
be sent to HO and FO Mgr fnNNnAATIIN

2. Raised Petty Cash reconciliation form, physical checked and counted by FC, Fin MgriMPD | 2. avaativiiuae wiawrisnsanwasulusivSuaates avadfalagianihn
supervisor

3. QB bank reconciliation performed on all Petty Cash, Savings accounts by the | FinOfr/FidAdm/Adm  |3.  ¥hnsfigaipeaiusaton Burhnludyfeanniwdyninyddiuszuy QB Wetisae
end of the first week in the month. See QB User Manual Mgr fUaniusnvadifion 9 QB User Manual

4. Bank reconciliation given to Fin Mgr (HO) Fid Co (FO) to sign approval. Fin Mgr/Fid Co/MPD | 4. 1uﬂ§ﬁ]ﬁﬂam3mhnﬁmmﬂﬁ Fin Mgr (HO) taz Fid Co (FO) LﬁaLéﬁuag;ﬁ

5.  FO send all reconciliation statement to Fin Ofr or Acc Ofr for review, checks Fin Ofr, Acc Ofr 5. E&ﬂuﬁgﬁlﬁﬂamaa Fo ¥ HoO Lﬁammmﬂﬂﬂ Fin Ofr %38 Acc Ofr asyaLEany
with relate staff or Bank on any outstanding issues ﬁmﬁwﬁ;‘iﬁ,ﬁmfmﬁa s INdUszian

6. Review all reconciliations and filed at HO. Fin Mgr 6. @S’JﬁlL’Eﬂi’lUﬂ’liﬂiz“m.lf.laﬂ“f%%mlLLN:LﬁUlUﬁgﬁ]ﬁUaﬂLﬂ"lLLﬂuﬁ HO
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Issue: Budgeting

Jul 16

No. 8.4

nsANsulsEanas

nINgHIAN 2016

CONTROL OBJECTIVE: To ensure that Programme expenditure
is anticipated and approved, that fund raising targets are known, and to
provide a reference to monitor actual expenses.

i’mqﬂszaaﬁfwaamsmnqu s e ldiulalendmsasszanmanldiearemin uas

E]‘Iélluﬂaiﬁ Y318 ENIﬂﬁGﬂ’]S iLﬂ’mlJ’] 873N ANN W Lm:Lﬁ'a514501umsmmaaumuqu

Qv A a X o
ﬂ'lsL‘D'ﬂ'lUWilﬁLﬂﬂ’LlWili\‘l

PRINCIPLES:

a.  There is an annual planning process, based on calendar years

AANMT :

n.

fnvzvumanaukudszdd enudy i

b.  Itis used to establish funding requirements . lﬂum‘iﬁﬁ'ﬂuﬂmﬁuﬁadm‘iﬁu‘v;lu

C. It is used to set management authority levels for various categories of Programme a.  lumamnueszauswarimsdamsuneielassmsyszinnens 9
expenditure 9. lﬂﬁl,ﬂmﬂ%iaaﬁaﬁnﬁaL*Fiammmugum‘l’ﬁmﬂﬁanﬁm%a

d. Itis used as a reference to monitor actual expenses

Procedures Responsibility | 35ugii6ew

1. In November all budget holders are involved in the preparation of the following | Specialists/managers/ |1. i@aungadnan ﬁLﬁ'ﬁj‘%’Uﬁﬂ'ﬂauLéadauﬂi:mm"ﬂamﬂiﬂim’li Fdszanmmssufiasld
year annual budget. FC luildaly

2. In January an Operating Budget for the current year is submitted to the Board FD/ED 2. feuunman ‘Lﬁﬁmsﬂijﬂyouﬂizmmﬁ'ﬂﬂ%ﬁﬂuﬂ?@ﬁu WEUA ANITNMILSANT
for approval, and published in the Annual report. al&sﬁﬁiﬂUﬁ)zﬁﬁ&lﬁagluﬁ’lm’mﬂszﬁ’lﬁ

3. In August a Revised Projection for the year is published in the half year report. FD / ED 3. dewdeman numudndszinmdss Uszmelusnoaueied

4. The approved Operating Budget is entered to QuickBooks to allow Actual 4. ﬁuﬁmuﬂs:mmm‘sﬁnﬂumuﬁaEﬁuﬁmﬂui:uu QB wialFiSeufisusuyszanm
expenditure by expense type and cost centre to be compared with Budget. Acc Ofr AuTedpass leswsnidudseinneanlddne Lm:g‘luﬁﬁunu

5. Actual budget variance reports are issued every 2 months to budget holders for Fin Mgr 5. S’lm’lmﬂ?ﬂ‘uLﬁmﬁ’]Uﬁﬂﬂﬂ%@ﬁuauﬂizmmnﬂ 92 Lhan f&ﬂﬁg@umuﬂi:mmmm
review. Tsunsuiianmasey

6. A monthly Financial Summary of key financial data is distributed to Board and FD 6. ﬁ”mm’mm‘ilﬁuﬁﬂﬁuamﬁﬁﬁﬁ'@ Laua@ia%ﬁmma: N3NNI
Management

7. The Board delegates authority to the Executive Director to control expenses in ED 7. anzniniinme seudnaliginensinuguanslaieldidulyamunaas
line with the Operating Budget and the Board Policies. 1A39m5 wazulouneueInIINMILIIIS

7. The Board may use the Revised Projection to amend management authority Board 8. ﬂssumsﬁmsmaﬁmsmﬂ%’uﬂga WasuuasszausnansIIEnsUdin nie

levels for the year, or alter them at other times by recording a Board Minute.

a 4 o & a
wasuluianan Imuum"tﬂmw mmmsﬂs:ﬂ;m ANATHENITUNIILINT
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Issue: Accounting Policies

Jul 16

No. 8.5

wlau1gn151i e

a

3

nIngiaa 2016

CONTROL OBJECTIVE: To ensure that financial reporting
complies with international standards and donor requirements.

(% (3 A @ a o A
JanlszasnvasnIInIuan  Weliiunmadudullawnasgwmindana uas

snﬁnumaaﬁu‘%mﬂﬁu

PRINCIPLES: WANNIY
a.  To conform to laws and regulations for UK companies and charities n.  evhaungwinsuszszidoudeiduveslminadingwidisasdniniinas
¥ a a%w a
b.  Accrual basis accounting . Sl,"nmmﬁvi(a“nﬁuuﬁnmy%
c.  To provide clear and consistent reporting A, alinsnunmadutanuussiinasgud jualuuwandean
Policies Responsibility | wlaune
. . o =2 o s v
1. Basis of Preparation 1. mmgﬂ%miu%wnmy%maamu
) . L . a9 o o o 9 o a &
The financial statements are prepared under the historic cost convention, and \“]‘Llﬂ’l‘il,\flusL"DViNﬂﬂ’]‘iuuﬁﬂu@'ﬁﬁ’mﬂLLU‘LIVﬂWQ%ﬂ’]iVLﬂN’M%aLﬂ@l‘ﬂu’ua\‘ii’mﬂ’li Way
in accordance with the Statement of Recommended Practice — Accounting and Gl’mN’m‘ij’luﬂ’]‘mwzy:ﬁ“uadﬂizLﬂﬂ5ﬁﬂqw ’j’lﬁ"aUi’lm’luﬂ’l‘sﬁu’uadadﬂ(ﬂimiqﬂa adu
Reporting by Charities (SORP FRS 102 issued in 2014), applicable UK (SORP FRS 102) inasgwinfauwsznsiygauisngsna daa 2006 waz
Accounting Standards, the Companies Act 2006 and Charities Legislation. Wizi’l’n‘ﬁtytyval,ﬁmﬁ/uamfﬂimiqﬁa
TBC operates in Thailand, and its accounting records are maintained in Thai TBC Uﬁﬂ'amulullszmﬂvlﬂm LLaz‘L"ﬁ’aqﬂL?ull’qumiﬂ’uﬁﬂi’lim’li “ry%
baht.
. o v
2. Incoming resources 2. n’liiuzi’]ﬂﬂ

All incoming resources are recognised once the charity has entitlement to the
resources, it is reasonably certain that the resources will be received and the
monetary value of incoming resources can be measured with sufficient
reliability. Such income is only deferred when the donor specifies that the grant
or donation must only be expended in future accounting periods.

Voluntary income consists of grants, donations and gifts that provide core
funding or are of a general nature. Gifts in kind are valued at an estimated fair
value.

Investment income consists of bank interest and is recognised on a receivable
basis.

Income from charitable activities consists of income received for or as a result
of research activities

Other income consists of gains on the disposal of fixed assets and gains on

exchange rates.

o ea A v o & o oA, A & A o & A A o] 3
nangaunsangldazinfindydedaiiio asdnslnangrudsdussdaialainasdnsas
IasuantlunindFumnainwinon wiunimanandiaduyadndauduld sold

A o & v v &4 A o oa % ' va Y
waiuazdufinidunolasusmi Adeidiaguinassyisnauimslaiuli
saawiuduvasiaiydialy Voluntary Income dsznavlids Sutiswiaann

& A o o & a & A o a A o ea Py a
aafnTlanTUWIaIFLIA niwduinaninidudiiunianiwgaaves inaiduidunu
wanlumsdiiiuvnueaianlszaiduadasdny niwdnivuineniduiesezd
TIANY TN HNTAILTINASA PV DU

o q A o o a af
Investment Income Usznavldes aaniiosuwians Geaziufaanmaiang
Income from charitable activities Usznaulddrsiuildsuanannanunisnuise
a ol Y o o ' o ea A o 15
Suladu 9 dsznavlddramlsannmssminanswndauwns wiedilsansen
wanidfen
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3.

Resources expended
All expenditure is accounted for on an accruals basis, and recognised when
there is a legal or constructive commitment to the expenditure.
Irrecoverable VAT in Thailand is charged against the category of resources
expended for which it was incurred.
Costs of generating funds are those costs incurred in attracting voluntary
income and raising funds.
Costs of Charitable activities comprise all costs incurred in the pursuit of the
charitable objects of TBC, including both the direct costs and support costs
related to these activities.
Governance costs comprise costs attributable to public accountability and
compliance with regulations.

Tangible fixed assets

Individual fixed assets costing baht 60,000 or more are capitalised at cost.
Tangible fixed assets are depreciated on a straight line basis over their

estimated useful lives as follows:

Asset Category Annual rate
Office equipment 20%
Computers 33%
Vehicles 20%

Fund structure
There are a number of restricted income funds to account for situations where
a donor contracts to meet specific expenses, or directs the fund be for specific
purposes.
All other funds are unrestricted income funds. Within unrestricted funds there is
a designated fund which is set aside for potential severance costs. The value
of the designated fund in relation to the potential liability and its likelihood is
reviewed annually by SMT/Trustees.

Foreign currencies
Transactions in foreign currencies are recorded at the exchange rate ruling at
the date the transaction occurred. The Thai baht value of foreign currency
assets and liabilities as at a period end are adjusted to the period end

exchange rates, with differences taken to the Statement of Financial Activities.

3.

o WY U

m3suianlaans

' X ' o & ea a5 o o, X A A ' v a Y
ldiannathaiuiinamnmeiing laseziuialsdwdadaiinnalwifianiszda
unsaluenlddsnuniafidonnwiuniangnany
miz VATlwdas Inof lisansnvefulduuaztufinmuagaunonsdldines

o & . .
Weduaasudaznanaiyduantszian

. e Aa & 4 4 -
Cost of generating fund Luenlfinafifedwial ldaungainlatszian voluntary
income
. . Cae EX Aa & . A 4
Cost of Charitable activities |uenlE318NIRUMAATHINNMTANARINY FITINE
dlddwasuszaldiomivayuiiisadaanufiansede o Weldidulwieuss
Tanuszasdvas TBC
A R o oA & A o ' v

Governance costs Aadn MaNuduiitasnIannIanasnsaasanaluisls 4
s rwuazlfianangsadoudny 9
NINSARDNT

v ea da ' o & , A X \ o =
niwdaundyadinisldinaiud 60,000 tnuiaannniriunldanasniazdufinidu
NINTFUDIT LAY @T@\Lf]uﬂ"]Lﬁamwmiﬂwﬁni‘%mmsmwmqmﬂ“ﬁmu
Tasdszano st

RUIANITNTTU aTFNLFEN
aunsoldwinem 20%

a 6
AauRILADs 33%
WU 20%
Tasoas1adunm

a 4 v A . 2 o oa v A T )
V\N'J@Nuﬁvl:@illlﬁ'ﬂ]']ﬂ&l?ﬁ')uﬁu@aﬂiﬁ]’]ﬂﬂzi:qLﬁ]’]ﬁ]\?lﬁl"mﬁaﬁﬂUﬂﬂflﬁ]’lULﬁW’lﬁ
a 99 d o I '
YNNI Vﬁal’ﬂk‘wa?@]qﬂi$ﬁﬂﬂuqﬂaﬂ'\\ﬂ@UL%W'W

< a vy o ¢ & & ' o
wannniwndudnldnlignizyianzasiaguizsed aslunmneiivudwzgniass
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The net value of exchange differences for an accounting period is recorded
either as an exchange gain under income or as an exchange loss under
expenses.
Thai baht expenses which have to be converted to foreign currencies for
reporting to donors are converted at the same exchange rate as the relevant
donor income has been recorded, unless donor regulations require otherwise.
Where foreign currency income is accrued and foreign currency assets and
liabilities are adjusted the exchange rates used are the average buying rates
(telex transfer) for the relevant day published by the Bank of Thailand.
Employee benefits
TBC operates a Staff Provident Fund by deducting 2% up to 15% from basic
salary of the staff participating in the Plan, and matching the staff contribution.
The contributions are invested in a government registered provident fund
managed by a recognised financial institution. Staff are entitled to the benefits
on resignation from TBC. TBC’s contributions to the Plan are charged to the
Statement of Financial Activities in the year to which they relate. With changed
in PF Act 2015, effective from 15‘ Jan 2016 staff can contribute 2%-15% and

TBC match the same but with max 6%.
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Issue: Data Protection, record and documents
Jul 16 keeping

No. 9

[ v v ®
il ﬂ';] adnvIzada u,azufﬂm gaatnutandny

nINgHIAN 2016

CONTROL OBJECTIVE: To ensure that all financial data
contained in QB and on other software programmes is protected from
viruses, hackers, unauthorised alteration or amendment; and is protected
from theft, loss, fire or destruction. To ensure that accounting records are
retained and safeguarded for periods prescribed by Thai regulations and
UK Companies regulations

v s 4 o ' a &
InqilszdiavaInIIaILaN  eliiulaldidayanenaiunimualuszuy QB
wazluzarriuaian 9 latumsduiulddasansan’ia andnanzdeya aanms

a W e @ a o A o
wasuuasurlalaslildsueungna maanalue magywis mamdslnd wIamagniany
Py v o v e & > o & o % o ' A o
wialsiulaldhdufinmadyfezgnifiusnnlddssadbszwiszsznaitmuana
ngsfisvasdsznelng uwazdatisauaasuSunluannaioning

PRINCIPLES:

a.

The QB system has an Administrator who is responsible for all data protection matters

AANMT :

N, 3xuy QB daadifuimisizuy AsudaTeuimiunIduiudayanivug

b.  There are different levels of access by system users determined by the Administrator . g&j’u‘%mﬁ:uuLﬁu%ﬁmum:ﬁun']mi”ﬁﬁa"ﬁ"agalﬁpﬁ“ﬁi:uu musxﬁumm%"uﬁmawaopﬁ%
in response to users’ levels of responsibility LUy

c. Transaction data on QB is backed up on a daily basis a.  Whdundrasdaysluszun QB nniu

d. Back up data is stored on Mass Storage Devices and secured in safe location, with a .. Wiifudwwndmaslilulugunsalifiudayasunalng Lm:Lﬁm"ﬂmfluamu‘ﬁ'ﬁﬂaaﬂﬁ'ﬂmnmq
copy maintained off site wida el dwniAudsseandninan

e.  Anti-virus software is regularly updated Q. lﬁﬁﬁ‘uﬂpmawﬁLLas‘msaa%ﬁ”La%“alﬁﬁuau”ﬂamaasjwmua

f. Firewalls to prevent hackers and viruses regularly checked and updated wasazey LLa:ﬂﬁJﬂJEdizUUﬁmﬁufﬂQa (firewall) aﬂﬂﬁfﬂm:ﬁaga uaghiw aﬂ%ﬁmj%mm

h. All hard financial documentation (invoices, receipts, vouchers etc) are kept in a safe . ﬂﬁiLﬁ‘U%ﬁHﬁLaﬂa’]imdmiL@uYﬁ%uﬂ (invoice luiase luéﬁﬂ”m“aiﬁaL‘a’u L{‘]uﬁu) Twiauilu
place, easy to retrieve and retained in accordance with legal and donor requirements. sowiidaaasy holumsGoenduanasiada Lﬂu"l,ﬂmungﬂmml,a:i:l,ﬁzlumaasgu‘%mmﬁu

Procedures Responsibility | 33U3169w%

1. Administrator is the Finance Manager who maintains key password and who Fin Mgr 1. Financial Manager Lﬂuﬁu’%mis:uu LLazLﬂu%tﬁu%’ﬂw’ﬁ%”mhu%ﬁ'ﬂ LRZTNARATARHY
allocates passwords to all other users on a case by case basis. lﬁLLﬁl{dﬁLfi:lmﬂﬂﬂuLﬂuiwﬁ] 14

2. Closed periods are protected with a separate password 2. d’mﬂ'mﬁﬁvlﬁ’gﬂflﬂvlﬂLLé”J%zﬂiﬁ’aﬂadﬁ’uﬁNmﬂ

3. The Administrator key password is placed in a sealed envelope in the Safe, Fin Mgr 3. wimhunanvasguimazuuaniylilusesdeniinludians ancduimaisiunny
Management should know of its existence. swaHunanil

4. Passwords should be changed from time to time Fin Mgr 4. lﬁLﬂsﬂuiﬁaﬁi’lu Lﬂuﬂ%&ﬂi’n

5.  Access to all levels is granted to the Administrator and the Finance Director 5. Q’U%Wﬁiwu wae Financial Director wi'nfuﬁrﬁﬂﬁoswuvlﬁnnizﬁ'u
only.

6. Finance Manager responsible for daily back-ups. In his absence Financial Fin Mgr 6. Finance Manager §"1_|ﬁ@“ﬁaum‘iﬁﬂﬁ’]Lmﬁ%’ﬁa&lﬂuﬂ‘s:ﬁi’mﬂfu Lf;avl&iafal; % Financial
Officer or Accounting Officer is responsible. Officer %38 Accounting Officer ﬁﬂ%ﬁﬁﬁLLﬂu

7. IT Consultancy Company is responsible for virus and firewall protection FOD 7. US¥W IT idsnm ﬁﬁﬁﬂﬁﬂ%’uﬂgﬂﬂmnwivlaaﬁ'u"h%”a Lm:ﬁmﬁuﬁagalﬁﬁuaﬁmaua

updates and regular contact with software supplier. FOD manages their

involvement.

uwaz@adanudunssenrinafidulszdr FOD iluauiquadszauuaziuiaranisash
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Hard financial documentation kept within the Finance division for a period of 2
years on site (current year and the year before) afterward sent to archive at the
rented warehouse outside. The length of the period to retained is 7 years

(excluded the current year documents).

Fin Mgr

8.

TWAenamemadulimeluwsunniadu iwam 2 3 @esdlaiuuszdrau)

& e o= ) v = a v = A '
nnuuiafuhaaaiuienans M liiheauen ssoznanlumafuenansie 7 9 (ld
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Segregation of Duties Table APPENDIX 1 A uARIMILlIRiniaNuRAzaL
Positions approved by management to be responsible for Issue: dunmibsitlasunmsensiaanguinsisuiinzauemlu
performing the tasks indicated Jul 16 winfidne 9 awiiszy
Position ED FOD TPD FD Fin Chqg Sig | Fin Ofr | Acc Ofr | SC&L Adm FC, Fid Fid
Tasks Mgr Mgr Mgr MPD, Adm Ofr
Log Ofr | /HR Spl MP
Mgr

Cash Receipts

a. Receives cash/cheques

v v

\/

\/

b. Endorses cheques

c. Prepares deposit slips

\/

d. Takes deposit to bank

\/

Purchasing
a. Approves choice of suppliers

Procurement Committee (FOD, SC&L Mgr, Log Ofr, Finance), representat

ive from donors(if required)

b. Places Purchase Orders

\/

\/

c. Receives goods

\/

\/

d. Receives and checks invoices

\/

d. Approves invoice for payment

e. Approves Payment

2|2

Bank Payments
a. Reviews/matches documents with Purchase Orders

b. Processes payments

c. Prepares cheques/electronic payments

d. Verifies cheque and documentation

e. Signs cheques (as assigned by Management)

Payroll
a. Prepares payroll

b. Reviews/authorizes payroll

c. Records payroll in General Ledger

d. Prepares payroll transfers

Banking
a. Signs bank transfers

b. Reconciles bank accounts
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d. Reviews/approves bank reconciliations \/
e. Petty Cash Custodian \/
Recording transactions \/ N

a. Prepares journal entries

b. Approves journal entries

d. Maintains accounting records (i.e. general ledgers, etc).

e. Prepares Financial Reports

2|22 12

f. Reviews/Approves Financial Reports \/

Fixed Assets (60,000 baht and above) and Assets
(1,000 baht up to below 60,000 baht) Assigned staff
a. Custody of fixed assets

b. Records fixed assets in QB \/

¢. Maintains fixed asset records in QB \/ \/

d. Maintains asset records -Excel (1,000 — 59,999 baht) \/ \/
IT items are maintained by IT team.

e. Maintains and services assets (included insurance) \/

Access to Records
a. Financial Documents/Files

b. Personnel Files

c. Payroll Files

d. General Ledger/Sub-Ledgers

< | e P .

e. Financial Statements




