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This Financial Procedures Manual provides guidance for TBC staff involved in financial transactions on Qﬁw%@%qmﬂc§=q9:®<5§0oeméooé TBC 0§00§34{P3390308 989@339303390%\?8(3%3%]33?&
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the correct and proper procedures to be followed when conducting transactions of a financial nature or 0032003q0pqp0:3q $§0§gos¢ §pSi008:0007 ca0oCgodas codipsgdcloopdn ofjof cpSegqp:

apdeaool epagé ege(3er0e§i006002000908¢ 3¢ 03¢: 926 E:a88:036:0 cvSc§qp:
0305§06§0700§§00p51 W53 TBC 8d2§3038 00 32005(g)8s Sl§0502000530¢ oo

008632005(gj00025laopSi

that have a direct bearing on internal accounting control. The Manual is approved by TBC

Management and endorsed by the Board of Directors.

Internal accounting control is a series of procedures designed to promote and protect sound 3§ 03¢:00q8:08§:036:0 B20pSen BmeogecgaBeapist ege(0:08gqpizaagnd cagPm§oond

management practices, both general and financial. Following internal accounting control procedures 8&)9%@9 399023900‘{]93390805 Gq:e§ooo: wé' O?ZI‘E:)?:@‘EOO&G@O?ES“SQ)é 0?6°‘§3®é‘ﬂ°3
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= 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 policies are followed

= donor and government regulations and reporting requirements are satisfied

Central to internal accounting control is the segregation of duties whereby no financial transaction is
handled by only one person from beginning to end. The Segregation of Duties Table appended to this

Manual provides a quick reference for specific duties assigned in both the Bangkok and Field Offices.

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

b. the main internal control principles that determine the procedures

Each section shows:
= the steps that need to be taken to complete the transaction
= the name of the documents (if applicable) that need to be completed
= the individuals within TBC that are involved at various stages in the transaction and their
respective levels of authority
= 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.
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1.3 APPROVAL AUTHORITIES -« g¢[gjg03c0:8Eca00 a0amodEqps

CONTROL To ensure that commitments and payments are controlled within the approved

OBJECTIVE: budget and that assets are protected within a framework that allows the staff to

carry out the TBC programme.

PRINCIPLES: a. Expenditure is controlled within budget and according to policies

b. Limited funding is distributed according to priorities.

AUTHORITY FOR
= Cheque signatories:
© Head Office: 2 (two) from the current list approved by the
Management Team: ED, TPD, FD and SFM.
@ Field Offices: 1 (one) from: FC, TPD, TPD or ED plus 1 (one) from:
FO Ofr or FId Adm
@® YGN: MP Mgr and Adm Mgr . (All accounts in TBC name)

= Endorsement of bank drafts and cheques received
= Monthly bank transfers

n Bank reconciliations

= Payroll & Provident Fund

m  Fixed Assets and Equipment — purchase approval within approved budget:

@ under THB 10,000 or MMK 350,000

@ under THB 60,000 or MMK 2M
@ over THB 60,000 or MMK 2M

m  Fixed Assets and Equipment Disposals (original cost):
(10} original cost under THB 10,000 or MMK 350,000
(10] original cost under THB 60,000 or MMK 2M
(10} original cost over THB 60,000 or MMK 2M

APPOINTED BY

TBC DIRECTOR

PURCHASE APPROVAL

ED

FC/Prog Spl/Prog
Mg/MP Mgr/MF Mgr
Management
ED or during absence

Management

Management

FD
ED

10

903(g§g e Jo

08§2q)8¢ p5gud]05 - mBmoodepiaé cuiegqeqp:ops 30opS(g|coniean ;odqdogés
caogpgdeoq§ s¢ 8EBEaqp:ad g¢(gloonionpdaee(gd @eomnlarayd: mnmgudedeoq§il cdaasl
0§00z P03 TBC & 383053038: caoagad8qs
@G@égqps
(o) asoézoé’logquo% moSQJ(YSQQogéz§§ elfd]:aqpssaq 08$:qllf>q$
() Bronze0:0pScéigpianodE: mm§a005000:0pd §§0eg03 Fe0ge0as
APPROVAL
s RO50005¢05 eqodigéfonap:
Board D 583154 J ($8) c003§8628,9 c003§m0pS(gloozopensdsg -
ED, TPD, FD && SFM.
(10] §05€J:qp:— 5 (008) FC, TPD, TPD ® 3%90?05 ED plus o (0o8) FO
Ofr 3%90?05 Fld Adm ¢
O q§opdi GN: MP o§esqpss 303 0e8esqp (TBC 36pS(gé

Beogqp: 30:032)

Chq Sig Q§jcon20p3 bank drafts gpis qiodgpeased] sorpd(gleose
ED 00d madage(gotieqps: (transfers)
SFM, FM nadopls egooqspd&Siaqps SFM, FM
CLEARED FOR PAYMENT
FD Svlyslele §\(f: G@Oécq cﬁ Qag (Provident Fund)

@ c.9 CO(‘ (0¥ < _
[ GG_&G plet §33g(3 SXE L§ 00)@ ({P

< < < <
FC/PI’Og Spl, Mgl’ wmg@tooozcogooooqmssogc ? ooooagc 8(:@

I3 < N
FC/Prog Spl, Mgr O cB&:9005 10,000 632005/2360705 [§§62036 350,000

»d 60,000 93930'3/3%90303 @%eooqlf) 2M
»d 60,000 390005/:)3@0303 @%eooqu) 2M

[ L

O B¢
FC/Prog Spl, Mgr O 18
L

o¢c o¢ N Q0 N Qo _C
«  eegega:dleon cgcachﬁcoo §ooogpigs(ae: (9comsmjeod)-
O goonp§oqefod 0dE:0005 10,000 632005/036005 [§§e007i0
350,000

(10] e@coore%(qo?lorg ogléscnorg 60,000 9333(73/3%90303 @ﬁ%eaoqﬁ 2M

elfcoo?‘%(qlmglor% 60,000 3900(73/3%@(}305 @%eocq& 2M
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= Programme and Operating supplies and expenses: . 33039@8‘?‘3 C\Pact% GOODO'SOGQP I @o@:oqmqp
N C N C o N < N
@ Purchase Contract (Supplies and Services) ED FC/Prog Spl/Mgr 0udupg 09 8(5E: (600003¢eqp:s¢ 0§esoneqp:)
C < _O C < C N
@ Non-Contract Purchase Approval: © mqlLoq]Loa%eo?oooog ouSupgaacdl oopd(ge

o5 60,000 9399(75/0%@@03 @geooqlf) 2M
N

- THB MMK 2M
Under THB 60,000 or 03 60,000 - B&:005 600,000 36005 G209

FC/Prog Spl, Mgr
SMT “

FC/Prog Spl/Mgr

- THB 60,000 — THB 600,000 or MMK 2M — 20M M - 20M
- Over THB 600,000 or over MMK 20M ED ’ aBE:a005 600,000 coyd/a3eunos ([g§e207 S 20M
In ED Absence ED egpoémocoogé

N N C Q co C N
00 o8008 o, 9610031 P.O. 00 00020 COMMNOIGEE
Provided Approval has been obtained on the Purchase Request, a P.O. oS«*%éﬁ?éu 088 Bligaceaees M 79
32

can be signed by FC/SCS Spl, Mgr

Sub-grants
Reimbursement to partner agencies

Emergency Relief Programme & Rehabilitation Programme
@ within annual budget up to THB 10M per month
@ within annual budget over THB 10M per month

ED

Management

Travel, food, accommodation, other expense claims and time sheets

@ within limits in Staff Policy Manual
® ED expenses
(10} exceeding policy limits

® ED exceeding policy limits

Staff Advances (long-term advance)
@ up to THB 30,000
Temporary advance for travel (clear back within 30 days):
@® up to MMK 500,000
@ up to THB 60,000
@ under THB 200,000
@ over THB 200,000

Deposit Payments
@ up to THB 60,000
@ over THB 60,000

11

Management

Prog Spl, Mgr

MPD
ED

Supervisor
TBC DIRECTOR
ED
Board

FD

MP Mgr
FC/Prog Spl/Mgr

TBC DIRECTOR
FD

FC/Prog Spl/Mgr
FD or
TBC DIRECTOR

ao&oeﬁcﬂo (Sub-grants)

o < N N < CQ Q <
GO’J(S(T)Q?gDSQ‘DgS/GSQ(HCO)({P:O% @§(\)

USGO Ggé{lﬁ

1'80

N < Q < < < N Q <
GBGGTGOT(‘D(.DWODG 390)390)8 §§ @ (\)@(1[%@@90@61’ 390)390)8

%)

(10] §ooe ooooqlmsaogé B

ooy € 10M 303

80 8,)

Q

< oc < <
(10] §®®80000Q|m:39030 celcieslesiepl lev]ov e THB 10M P

o1 3200136000051 6§03E0q05 §¢ (goraodiodod
6000&:Beqisé Fgl§eugp:

{10] 0§006: 05YAl M§05]IA3qP:R03CEs

® ep :393?:0)3[03%3:

@ < < N N c o

90la 1§20039105 eoyBego0pdep:

® ep e@cﬂs m%oo(ﬁql(ﬁcdﬂge‘?ooé(ﬂoz

< Q Q < N (N e} < N
0§006: (3|0Ea005egqp: (cqgpS(03orEanodeg)

(o3 Y N (o]
celeiiesles) 30,000 3200

Q Q-0 < <
a8zag020000 Coud[3|0nE00deg (905 90 F20pc:
@%méﬂé:mé:q&;é)

O [G§eo0q6 500,000 3308

O BE:0005 60,000 3203

€20005 200,000 633005

© BE:0005 200,000 5

O BE:0005 200,000 33005
eggCimbiqs coeq)e

O BE:0005 60,000 303

e e
(10] aB&:205 60,000 copp

: (Deposit Payments)
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= Bank Payments . ooco%co:csqggqp: (Bank Payments)
Co
@ Head Office Signatory © §%UC%E
C o
@ Field Office Signatory © §O0%

12
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ar

m  Petty Cash Payments = 32EIR6G GOB]RQIR:
ocC N N
@ under THB 2,000 Cash Custodian DO Be:0005 2,000 632005
oc C oc N
@ THB 2,000 — THB 10,000 Supervisor, MP Mgr D o§&:0003 2,000 - o§E:0005 10,000
ocC N N Q N N N < Q
© over THB 10,000 or MMK 100,000 (YGN) use bank payment Signatory © oo’ 10,000 sf/ofhengch [genoyS 100,000 (aford)
fsplaial-leH=t]len) of?‘;(ﬂ
m  Petty cash amounts are set based on the estimated requirements of each FD ] 9393(73088905@003333é: 8&@[%]0’339‘1 9&?"#3(\3@5%%]3333@6[‘

° o N N C
office within the limits outlined below: 326205036 E O TPV
O Ho Bangkok: THB 50,000
@ Field Office Thailand: THB 20,000
@ YGN office: MMK 500,000
@ Field Office Myanmar: MMK 350,000
DEPUTIES C\)(YSGQX)GSQP: (DEPUTIES)
«  30a03Eg¢ 603000:0) CVN3905ABiaEpSNM 5eSR5CcE03E
o N N o Q N Q C
0§ eg0lon coadeodeeiadione (3:03SeeEg|s 2360p05
2 (S caronel [BRdoaSeasor: NAE-F IR
(03s[03Seqzepzen [B3:(035eqee): 0o 3200p5(g|&Ea0pSN

O 059642 §600005 -03&:3005 50,000
(10] 085 %éc §w§] ooc 2005 20,000

DO q§opd- (5205 500,000

O (g0 505§ [§§eo0yS 350,000

= In the day-to-day absence of an authorised signatory, the signatory’s

supervisor or the supervisor’'s supervisor may approve.

= During extended leave of an authorised signatory, a deputy can be . aaomoféégé Gosconi0n m(rgefogoco::qegfo%m
. < c_c < < < < < ce. 9
appointed as follows: qmﬂ@gcoaoo’) 20200000 03¢ easomd]mmcooommoa Hep
cQocg
@ FC may nominate FO Ofr and/or Prog Spl 9<?390&C03gll

C,Q < Q N N c.o¢ N
® Ep may nominate other director(s) © Fcoo Fo Ofr §G/2Qe0p05 Prog Spl oy §POR202CRCERCORN

O Do 39@9"3150’3009 (qp“) o% §oeéoo§ogé %8Q)éll
(10] 8698309328 00 3(gnzesesqpad mepSonags&Eanndi

{10] Management may nominate another manager

13
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CONTROL To ensure that cash and cheques received are adequately safeguarded, 08$:qu8§ ‘]P_SS.OSQIOS’ L035§eo00 G504 JIo3qPi0} o380 08‘%’33&‘1%' 20¢ecqge 3G
OBJECTIVE: properly authorised and recorded and that cash balances are maintained co:cj 905m§:m8q$u sgoao:mqﬁ:o% mo%qcﬁsaa?:oéiogqusao%& cx%sa&ﬂm aa§é:an?:aaao§3308
B§:a88:000:8Eq &1
at minimum levels necessary to meet budgeted expenditures.
PRINCIPLES: a. Receipts must be promptly banked on the next scheduled banking day. 39°[§5ﬁ‘i|°=
b. Cheques and cash not banked on the day that it is received will be kept in a. (§o33E:qpial cooepdonadgduepdaadopd gjodqiC: atiqepSi
a safe or locked cash box. b. ?lm"ll" ?C GSQ”"‘?P "8 ool ‘lﬁP’@G‘?%’C °°°1°°°G°8° :§Edlon wé 0%’0% 83593"%’9 9%‘9"308

. ) ) . ) G20D905002:2009 6EAILEAIY0S 236250052005
c. Segregation of duties must be applied between banking and the recording c . . ec § . c‘;’c ;c ¢£21 & oc.

c. onapatianndcodesiad [§058E:586:5005:003 ca0aEgadepané oo GOQF0DCE GO
of receipts. 2g&:0p30p8 ez (4053 P00 60OCHOIEPOY §8 pCt 603

es00Egodaepdi
Q < N ° ° Q < N Q co oc Q < <
d. q§oopS godae0tads/drafts 30203203 cLaSeodeqEadigEsop 3oam3E | B 30opS(giaepSH
e. egax(god8E: (Cash receipts) 03 w3203z adaazEqepdi 3a(gnieand meadiegqP:(gs

GGIDG?’.) 0)’.)6100(\?0@88 e@_qn

d. All cheques/drafts received must be endorsed by two authorised
signatories.

e. Cash receipts must be banked intact and not offset against other petty

cash expenses. f. TBC 0§008:0083:m m§oqofodqps(gé or&(goooggp:ad gEscodsg) TBC 3266505¢ sl§adomm
f.  Presentations by TBC staff for which a fee will be obtained require aop5(gleosaepdi
. . o O ¢ C o N c Qo ¢ C NC QO o < N
clearance and approval of the Executive Director. g. 2Q0R0005®28 GOODODYE OLOVICOATORND BODVNDIIS(32Q|2C0E [§.§m@
N < < N Q N . cOoC o N N Qc
g. Reimbursements from partner NGOs for supplies purchased on their behalf c0:680000p366(g§ae8194p:03 TBC 0 woat Invoice (§05E:qp:303C: 0§80 §e038:
by TBC must be properly allocated against a prior invoice. coRsoRt
21 FOREIGN CURRENCY BANK DRAFTS/CHEQUES * §8&[30:eg(dS BANK DRAFTS/ qioSqp: ®o5(g§g-e§ jo
33:1'3:056]00
Wi TBC i international bank drafts/ch in th il at HO fi N . . . N
HEN rec.:elves international ban ra. s/cheques in the mail a rom TBC 3§00 gD§Q_|[<36D3035 39c9|m€qpsoo9 %&mmoegqg bank drafts/ QI(YSQP?
APPLICABLE: donors in a currency other than Thai Baht. éégmogeg?c\égj Sggggegqu@é ®3(}%(y3? mogéqﬁ%gwé"
PROCEDURES RESPONSIBILITY 0?50§=°é€il°=
1. ED will open and hand the cheque to SFM on the same day it is received who, in ED oIl ED o0 gj0303gEe) SFM 0d wozegazol qge(gnseutepdil vo:ad3condsq§oaon oov§ Fin
turn, hands the cheque to the Fin Ofr. SFM Ofr o w&?fcﬁ %f@o&i(f?eé" 0 o o R
I Fin Ofr 00 90a0960803C:0 @oocL)c: (bank deposit slip) 0 @@chqegu
2. Fin Ofr completes a bank deposit slip. Fin Ofr oc ¢ PR o ° < Iy ¢ ¢ ¢ ¢
QI 332mOOC0PY TBC C00090566):00:) | a Hep) qlmeﬁe§omeqoq|m§oogc &C (bank
3. Two authorised TBC signatories endorse on the reverse of the cheque and on the Chq Sig deposit slip) mcf)egogf: o58&s 1098 33038@ eo.qeéu
L
bank deposit slip. Gil Fin Ofr oo su(f)o% & éeoog)nogé Goooaooooe.ooe qeeu ooe@om 33$ oéac:)" :Jocn%gé
4.  Fin Ofr locks the cheque in the safe and then deposits the cheque on the nearest Fin Ofr ‘1(’3080 QI"QW% GS°°P§°8£°‘1®E°" (aa(:’ﬂcﬁ &G Gm@”%

scheduled banking day (Tuesday and Friday).
Fin Ofr
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5. Fin Ofr obtains a bank advice for the exchange value in THB for amounts under THB
30,000 and in foreign currency for amounts over THB 30,000 when clearance may
take time and files the advice of exchange value in a temporary receipt file.

6. On cheque clearance, Fin Ofr obtains the final advice on the exchange value from
the bank.

7. SFM posts the final exchange amount to General Ledger in QB and generates a
Receipt from QB.

8.  Fin Ofr mails the receipt to the donor.

9.  Fin Ofr checks the receipt against the bank statement.

2.2 DIRECT BANK TRANSFERS * o305§a5onad egage(goeagp:

WHEN TBC receives funds from donors in a currency other than THB directly into
APPLICABLE: the TBC bank account, which is then converted into THB, and the receipt of

funds is processed in HO.
PROCEDURES

1. ED or FD receives the advice from the donor of a direct bank transfer OR the bank
advises SFM by phone of the receipt of funds.

2. SFM obtains the exchange rate in THB from the bank.

3. Once the bank notifies that the funds are cleared and in the account, SFM informs FD
and Fin Ofr.

4.  Fin Ofr is responsible for:
a. posting the exchange amount to General Ledger in QB within 24 hours of the

conversion and generating a receipt from QB

b. mailing the receipt to the donor or confirming electronically

c. checking the receipt against the bank statement

8l Fin Ofr oo o<CL3Q 5 chﬁc\PoSJ °:§.§ oo%wo%sj ooco%oég;s’a@qo&ﬁ o§° 30005 30,000
Q
o}

i)

32905 § B&n05 30,000 §Ql %Eé@ozego@l Ggﬂé:mé:g saqci:%o;eqeé VY|C
<

< Q C o cOocC C oC ~ Q
@@ QI(YD(Y% OD’)(.DGgC\)(T)O@U)(eC%GB@Q) Qcogooo:ﬂqagn

Q c:
Gg(\) (ch?o

Fin Of N o -
e G q]ooeg Nisiew s Log<°: Fin Ofr oo ch\)c\])oggsl‘?é oom%@ﬁc§ocﬁaqzaa@cozq]m(§ QR
e@u
SFM Qu SFM oo G§’_)(T°.) 08 C\Sc\PoSooo:oo@f oe:)orm% QB saeogeogmoSongé ooé:ogézﬁ QB
oocj; @co(‘f)é U‘SQNQQN
N co¢C (]
Fin Ofr ol Fin Ofr oo 0ocC: @oo(gc Hop) agcmecoo o:)oeo qe@n
N co¢C Q N N ¢ _C Q0 ¢ OoCc ¢
Fin Of @! Fin Ofr oo 0oCy @oo(gc:o? oomoqc:ewo@qlm§g [spleateeldl ooeeo,qe@u
in Ofr

R05gég-e§ Jo

%33:080lm
TBC 328,00 300§ Eqpiade o3E:0005903) 3(gniege(03:(gs TBC @ ooamoq s 0033
S, Q 9S8, ¢ < Q. < oo
o3 BE:anodegm(gde(gotss) copd qepdi q§deg

Q CQ ¢ N 9 e .8 .
o?oosl]mcgcoog?q_po emmoooa@u QOC:?
80eg[G0588103 58953 Georqupdi
afigeg(go3Ciob 54158 Georqeps
op8cdiopqp:

RESPONSIBILITY

o1 ED 9360705 FD o gacp|gEade 0305§adonabeg age(gosgaacgad sa(03(gg0d0?

ED/FD/SFM
e 9§ 0003 W SFM 4§ 0032203¢) (AGgI0303 9§43
- 9$¢egoo03dqiie(r3ocs qupqepn
JI SFM o0 onad0de aBE:0056¢ egadapuds§ial quagepSi
SFM QN DWM §§0eg8E0050005¢) egqE:(Bee(ognls 026 Ea3E:(Gegde(ooEs
me@oéz@o:(ﬂml SFM oo FD §cf: Fin Ofr ad mageosqeéu
Fin Ofr Gil Fin Ofr :)o@c G:;:;O(Yc)(ﬂs;ogdc) oooo%’poén

a. 6gadapude 0EMNO? FPEagEEgALSQP QB 93 egadapud(3s 5 §o8aa0pcs
c0p923&:6) QB [§053E:00050a(gEs
b. ([§058E:03 mop|gEcd @o8c0:(ge: 336105 BrondcogdedepSiyé

39(7)@@[@08@88
cocC

c. [g058&:03 oradogEiend(gqind (bank statement) 8¢ oBodadCodesos(ges

2
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2.3 CHEQUES LOCAL CURRENCY - (gpSozé:odzeg gi05¢p:

WHEN TBC receives cheques in THB either at HO or FO from:
APPLICABLE: ® donations
® reimbursements from partner agencies
" reimbursements from other people where TBC may have paid for
expenses on their behalf
PROCEDURES

1. SFM receives the cheque by mail or from a staff member.

2. FId Adm (FO) or Fin Ofr (HO) posts the receipt to QB and prints a QB receipt.

3. In the case of reimbursements from partner agencies and others for expenses initially

paid by TBC on their behalf, FId Adm (FO) or Fin Ofr (HO) credits the reimbursement to

the relevant suspense or expense code.

4.  Fin Of (HO) or FId Adm (FO) is responsible for:

a.

locking the cheque in the safe until completing the bank deposit slip and depositing
the cheque into the TBC bank account on the nearest scheduled banking day
(Tuesday or Friday)

mailing the QB receipt to the payer

filing the copy of the QB receipt with the bank deposit slip

2.4 CASH FOREIGN CURRENCY * &&&[gn:ege(ng: egooo:

WHEN

APPLICABLE: *®

TBC receives cash in a currency other than THB either at HO or FO:
donations
" reimbursed expenses

All foreign currency cash is handled and processed for conversion by HO.

PROCEDURES

1.  ED or FD receives cash and hands to SFM.

2. SFM gives the foreign currency (cash) to the Fin Ofr.

3. Fin Ofr is responsible for:

d.

e.

locking the cash in the safe in a separate labelled envelope

depositing the foreign currency (cash) at the bank and obtaining the exchange advice

RESPONSIBILITY

SFM
FId Adm/Fin Ofr

Fin Ofr/FId Adm.

Fin Ofr/FId Adm

RESPONSIBILITY

ED/FD
SFM
Fin Ofr
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R5Gig-e§ Jo
223:080lm
TBC 328,00 5Exn03(gE o305 52935 Bewpod §05qeqpiaE qfjoopS
" BoyegeP:
= gogo(rgsagosaoézoﬂt):? @%@é:egqp:

~ Q 0o ¢ <
= TBC sragum OR%(QCD‘D’)oGOqulCDDo?({PoG’BGOT 33@3038({]3003 @c?GOoGg({I’.)u

apSc§odqp:

Ji Fld Adm (FO) 2361705 Fin Ofr (HO) oo QB o3¢ [go53¢
ooor°> oaqeéu
ol eoo(sma’ag 330@ Qs c}c 3:;@9 oo? TBC o QoM cqso%(ﬁos Gg@ca'aé“ea%d]m Fld
o Q
0
L

T
<
C3 C suspense CD(:)U?CD

o)

Adm (FO) :):Lgeo?oo Fin Ofr (HO) on [§§3:>eocg<rg o)(f)a?cep

° Q_< N Q < < < <
3220306|00 expense code 0O @§oogogc:qeeu
Gil Fin of (HO) :)%eu;o% Fld Adm (FO) :):>gc G@D(ﬁcﬂsaog(ﬁmooéﬁwén
C O ofs < < cocC . . N Qo 9 N
I YOO c\?[éLgo NWEEIRCIYOIQC: (bank deposit slip) §20p332001 $:006

e < < Q < c. 0 C.[2,.0¢ Q
YOO RC TBC 0aH36029¢ Ggogc:[gsq§3900

6209905036250p5:0005(g s (38 2360705 covo(030)
a1l QB [go58&:03 GO"oaooaoéa% oo(‘é@&
oin QB [go53E:8gp) 03 onabegaglse(goddes (bank deposit slip) s¢azop
009813
Ro3(g§g-e$ Jo
3ad:080lm

Q <

TBC o3&:0005¢036) 3(gzege(03igS HO 9Beupod FO op¢ egaonzuaddqfclon
" Oy|qQPs
" 3030805 [§§mEegqp:

508|100 (G§320:6GQ:
&&¢&(ao: $392:0930° E:23E: A00LOS HO me302EQadqedi
8&¢&[gniege(0g:aen:ad:03 00q&iog: cdapudes 90595

opSc§odqp:
on ED o%eu?org FD o egoao:o’é C\)o%éoizsj SFM oo? C}}G@D&eoz@é:
JISFM oo ‘%86@33‘38 (ego023) or% qoizsj Fin Ofr oéo%eo:@é:
QI Fin Ofr 2005 6320050132030 0250880051
il 6g200:03 Bs(gni00mBS(E S:de20gm0p¢ 620p005338:(5E:
a1 §E&(gnzeg (egoonz) 03 omadozéaglsg) egadarudsess 32(03(g|gied qup(ges
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f. posting the exchange value in THB to QB and printing a QB receipt
g. mailing the QB receipt to the donor

h. filing the copy of the QB receipt with the bank advice

2.5 CASH LOCAL CURRENCY - esaoécgc@: [Cletobets

WHEN TBC receives cash in THB either at HO or FO:
APPLICABLE: =  donations

" reimbursed expenses
PROCEDURES

1. ED or staff member receives cash and hands the cash to SFM (HO) or FId Adm/Adm
Mgr (FO).

2. Fin Ofr (HO) or Fld Adm/Adm Mgr (FO) posts the receipt of cash to QB against the
relevant code and prints a QB receipt. For reimbursements received from staff for
personal expenses initially paid by TBC, the cash could be allocated to either a
receivable or expense account code.

3.  SFM gives the cash to Fin Ofr (HO) or FC gives the cash to FId Admin (FO) and the
cash is locked in the safe in a separate labelled envelope with the receipt.

4.  Fin Ofr (HO) or FId Adm (FO) is responsible for:

a. completing a deposit slip and depositing the cash at the bank
b. mailing the QB receipt to the payer
c. copying and filing the QB receipt and bank deposit slip

2.6 DIRECT BANK DEPOSITS * o303§no5onabeoqésad copdaglscon(gés

WHEN TBC receives funds directly into a TBC bank account in THB either in
APPLICABLE: Bangkok or another field bank account and the funds are processed at the
respective office (HO or FO):
" donations
" reimbursed expenses
PROCEDURES

RESPONSIBILITY

ED

Fin Ofr/FId Adm/

Adm Mgr

SFM/FC

Fin Ofr/Fld Adm

RESPONSIBILITY
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i Fin Ofr (HO) 2361705 Fld Adm/Adm Mgr (FO) oo egade @05(350% QB a3
2005838epand(gé oragése) QB [§053E:03 0gEapdal TBC 3;g »
860300050005 0§008:ENEa005¢ [g§3aSseg 3Clon wolsegad receivable
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. . . 80560530 Qoo S Q Q 3 Q Q. 2. Q
1. The partner agency advises SFM, FM or FC that money has been deposited into TBC Partner Agency 2l ©000053(,32000:9]2220p0 SFM 1 FMap00705 FC 0p TBC 00ane@0qC:002)
N Q. _q.re, Qo ~nS Q Q Qe Q Qo[ Rme Q
bank account either in Bangkok or another field bank account. GSCEOOP—??C"[S’S@DC" :D'?Gmoog SpOUR02 YR @G@oco@:.mocoo@u
JUFin Ofr (Ho) 23ew0> Fld Adm/Adm Mgr (FO) oo 63’.;3(736]390805 02204412001
2. Fin Ofr (Ho) or FId Adm/Adm Mgr (FO) is responsible for: FinOfr/FIdAdm/ N N ¢ coc e ¢ <
ol 09[20¢eg Invoice sgcoTezm@ﬂ QB og¢ @oocgc:o% COPYIQCLOOIPICEOEID
a. issuing a receipt against the invoice in QB for the amount deposited Adm Mgr 390353 o<30r‘3c;o:o:>p_5u
b. sending the invoice to the partner agency a1 opogeg (invoice) 08 8odwndaag 23 (g§3e0sge:
< N < N < . . cOoC . N ocC
c. filing the documentation (invoice, receipt, PO) ol 9000"933803@03 (oqpeogeg invoice, @ch: receipt, 600339326 PO)
CONTROL To ensure that all programme expenses are properly documented, °8$352115§i qéatﬁq@- 33833°é‘i]°3§§ ochoooScj 393'?3"’%‘73‘{]9‘330“\'?3‘7% G03P 90503‘5‘0003?@' 8§[§l
OBJECTIVE: authorised, received, recorded, reported and controlled within approved q]&qq?ej :»05905000::»& moﬁcﬂ(ﬁsaog& ‘1§3' 905005:ooozsj 9986159005@ [§Equ:o%
B§:q15c3B: 382055
budgets.
PRINCIPLES: a. The Board of Directors approves the annual budget and may subsequently 339@5?2*{]93
i 3l§05020 2705300 800530050058 6500588008 @anée 203 30005 @oo Si
approve revisions. L t 8.7 $O0R; TIRES S T-° RQP? 2 92

< < C < < Q o o _C
31l IODPO(Y|00D0DY IDOIQMDQPIREIPO TP 0OQP:
b. Expenditure is in accordance with approved budgets. N O@L o¢ AP o ! (ﬂc N
Oll 0MIQCEP FDWIQCHEM GEEOIEY|RQPOY saoog@po@u
L L J L

TN N N (o} ° o < < < N
20l 0300§3(32:000590306p:03 3203:(q|) ege0iegqIeqP:0?d 3E(gevgE: & egooodeuzongp:as(odos
d. Segregation of duties is applied between those authorising payments and 3[grz0p5n

c. Payments are approved by the appropriate authority.

those making payments. Cil 3203:0§ 053221050095 200583Eep §& 030ye000 9oBESsgp (20eayal M eo(gEegEon000:0003
N C o N
e. All expenditure will be supported by relevant and accurate documentation, mogoooooqp, 33013908@%) €OO2MO9E0:0RI
including written agreements where appropriate.

22080 Q¢ Q (NP . Qe Q Q Q. e .89
@3?.0 Oloo- 390)390)8 39@0’)’.')039&)&@(93@ 393?»0) U)({ID«O? ssooooqsmgfl GSGLcQB(Y)D ?(03 ®3»§O 0
Iy

WHEN Programme Development Expenses are defined as any costs that have a QS[%LG O)wé 398390)5_) m50§°oéq]9°§é U%%?]mooﬁagéooé 09%“{] oglorgqpf'az;o"c\’)'a:;@o% 398&(?5
APPLICABLE: direct impact on nutrition, shelter and food security programme activities. géagj;)é" ] ) o ) o ) )
T
3.1 ORGANISATION COSTS * 33 320p5: cp§oqo§odqp: R03(gé¢-¢ o6
CONTROL To ensure that all operating expenses such as rent, insurance, utilities and °8§=5Hl5§f qég‘os:ﬂos- B8gozal %399*.?339@3‘79&0?§"’?J°€l°%9193 8¢ 0'%80839@6’[%9 Owés‘”c‘ﬂﬁ'
OBJECTIVE: consultancy payments are properly documented, authorised, received, Q?(chg éooﬁ»ﬁ oslfsqo;ssaomgén% 0%8809(’38?02035;%35 Gj gg [%Q]&w@é@gposg& 8 [§ s
OO 0022G20D D D Hl 020302 2l JPOGCI|JCqPs Hal[sleentitateHd
recorded, reported and controlled within approved budgets. @éoaéul 1 B AR ? ¥ ® A
PRINCIPLES: a. Expenditure is in accordance with budgets. 399@5?@{]93

o1l 205qied§¢32p3 3205:0805q:
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[N < c < < N
b. Segregation of duties is applied between those authorising, those recording, SNl 03°0% 8@933300?0)?%330? 393093@? 8?@[31?@]33' §O2000300CNQPE 6GQ01 90338%9339@'93

and those making payments.

c. All expenses are properly authorised.

PROCEDURES

1.

Acc Ofr (HO) or FId Adm/Adm Mgr (FO) obtains an invoice where possible or
the signed agreement held on file by BKK Finance or Field Administration that
covers the payment. Otherwise, an Expenses Approval Request Form (EAR)
should be raised by programme staff.

The appropriate authority authorises and returns the invoices and EAR to BKK
Finance (HO) or FId Adm/Adm Mgr (FO).

Fin Ofr (HO) or FId Adm/Adm Mgr (FO) processes the payments in accordance
with Procedure 7.1 (HO) or 7.3 (FO)

Due to the increase of online banking, billing, and other transactions, largely
related to utlities, Petty cash holders and Admins, are permitted to pay directly
from their personal bank account, on behalf of TBC, and request
reimbursement or include the receipts in the petty cash register. Additionally,
TBC accepts printouts of receipt since paper receipts are becoming less
common. In cases where the monthly bills are too large for the staff to cover

with personal funds, a long-term advance can be obtained to cover these.

3.2 SUB GRANTS - aoéoqéqu

PROCEDURES

Sub-grants are normally negotiated annually. SGA and MF Mgr assist partners
to present proposal budgets.

SGA and MP Mgr prepare the Letter of Agreement (LOA) together with
proposals and budgets which are submitted to Management for review and
approval.

MPD, FD and ED approve proposals.

g)@o:ooazwéu

e, 0 Q. O _ . Q Q [N IR
ol 393?0@6103({]35393&\95(7? OD(;GC\{I’)QO C‘TBDCB’.)’)@(; gg@poooo@u

RESPONSIBILITY 0\250$30éez|0:
Acc Ofr/Fld Adm/ ol Acc Ofr (HO) 33@0?05 Fld Adm/Adm Mgr (FO) o @5%56100 oqpoéeg invoice qp: Qaﬂ
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QI Fin Ofr (HO) 9360705 Fld Adm/Adm Mgr (FO) o cpScgsop 7.1 (HO) o8eupob 7.3 (FO)

Q Q Q C Q < Q C < C
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203¢: egeoieg§ 6e00Egodaepdi
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RESPONSIBILITY C\250$=0§qp:

SGA and MF Mgr all eof)och% (Sub-grants) qp:o% (}9%3932@(3: §t§®é é%f:z:)oéu SGA §(f: MF Mgr on
cho(ﬁmgoaamé:eﬂazo% sssx%@lcga mc%(ﬂ(ﬁqlazméogésq‘? [op) 9(}5’3:@0:339_5u

N

JI SGA §<f: MP Mgr o%m :)Je:noogéqj(rgmcgo Letter of Agreement (LOA) 0‘3 399(%@1 el

2o5q0dgpis¢a0) (gEs0Ceus(Gi E:a3a3 8de§30e8 0533 ([g§copdads 006§ §¢

0p5(g|e$ onE[genanpdi L
Q' MPD, FD ¢ ED o300 3aa3(gjago0? 3200p5(gjoopSi

SGA and MP Mgr
TBC DIRECTOR

MPD/FD/ED
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Fin Ofr (HO) or Adm Mgr (YGN) is subsequently responsible for: Fin Ofr/Adm Mgr
a. preparing monthly transfers in accordance with the schedule approved by
Finance
b. recording the transfers
c. transferring funds to the sub-grantees
d. processing payments in accordance with Procedure 7.1. 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
e. advising sub-grantees by email of the transfer of funds
Sub-grantees issue and send receipts. Sub-grantees
Sub-grantees maintain accounting records, including monthly bank
reconciliations, and a photocopy of the bank passbook and send monthly and
quarterly to SGA and Adm Mgr.
Sub-grantees are subject to annual financial assessment by TBC and may be SGA/FId Adm/

required to have annual financial statements audited. Adm Mgr /SFM
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3.3 EMERGENCY RELIEF ASSISTANCE * seqzedl oruSsocSeqs 22093208 (ERA) R93Gig-ed Jo
PROCEDURES RESPONSIBILITY C\?8°~§=°é@tl°=
1. The partner agency sends a funding proposal request to the Partnership Coordinator. Partner Agency ol 80500539@,390)@:00 6‘[5‘?@8 399‘3@ 9009835(3'30% 803005
c < C Q o [} <

2. Part Coor makes recommendations to the Myanmar Programme Director. Part Coor clg.,eocﬂccoezioocanzeqo 39:135100 Go.,%q;s@u . o om0 c o

JIeod000 o:cd]c:eaoocameq: ezl yely[op) @.§eo 30320 sqqmooo (MPD) oé:)q
3. MPD considers recommendations for approval within authority limits (Procedure 1.3). MPD 5 < 0 ¢ ' ‘

3(03(g| godgp: c0:depSi
4. MPD passes the approved recommendations to BKK Finance. 1 MPD o 32(03(g|gjodqpaeedl ofsoozg) 8¢(g|8Ee00 seoamm
5. SFM approves and passes to Fin Ofr to process the payment. SFM 3 §300053038: 3200p5(g|e0iepd1 (pScdod 1.3).

N N ° c O N N . Q 0 o <

6. Fin Ofr is subsequently responsible for: Fin Ofr Sl MPD 00 3200p3(g20p8 39(03[g|g0503 99§e02205 BKK Finance o§ eozwpSi

ai SFM oo :;acoé@@ Fin Ofr oog GG mcﬁmo%@ﬁeosq% cosféep_gu

a. processing payments in accordance with the payments policy outlined in N © 1o o o e
Gu Fin Ofr 2095 Gsaomcﬂorgsaogm 02208200l

Procedure 7.1

_ o il pSc§eod 7.1 36 6go00de0se @0lam03E: 6goo560e CyScss
b. making transfers to personal bank accounts of Thai nationals trusted by the cmoég(ﬁeén
partner agencies and known to TBC staff. a1 03(03p5q0loopSadeannl TBC o§oodsgpiancopS: B§es(03096p:gd 20p8
Note: Thai law prohibits persons without status from opening bank accounts; hence it is o(%é:%éé 3)9:0%,@13 U)Cﬂ%@q&:qosoé Gg(ﬁ@@oé:co:@é:l
N < oc < C Q C N o}
not possible for some partner agencies to have bank accounts. LN (SELI o?c:/@§eagoeeqp:asq POOIGEQOE2 Z2EOOI0DT2000:6§]9p
o c _c..0¢ < N [N < < Q < <
c. advising the partner agency by email of the transfer of funds QPLOO C\POS[%:&PCQGP ?)moqc,gg:ﬁ. (Zoo,Q@ozooo,o:o%n ogs’aogme@og
333,690 60060 G QPO DAOGCIYC$ e@o‘%c@dlu
7. Partner agency officials issue and send a receipt. Partner Agency Q ¢ o~ < Ry N o9 NN
Oll 60203, 3030 q§06g cg[g:c@oc: @:cezm@g
8.  The partner agency subsequently reports on the distribution of the support. MPD @G@ggg@gg@&”
Qi 805005328 30p5:qpin egafie(030E: [§053E:00050p3) (g§3e0s(ge:
o1l 805005328 300550 6§0053E:03E ca000300/ (3§(g|se03 (gS386E5([gE
3.4 STAFF DEVELOPMENT (TRAINING) COSTS * 0§008: & Bj:eq; (00800§:) opdaqo§odqp: Ro3(g8g-¢ 6
CONTROL To ensure that staff development expenses are properly 08$:q][598ﬁ qég_oﬁqlo% 250053@@[3‘3‘13 (’(‘?“ﬁ;"’ﬂoﬁ:’%ﬁl"“’% wécoﬂgm‘?&?]go?ogvmé:m& 8&@[‘
OBJECTIVE: documented, authorised, received, recorded and reported and are %icoﬁcgf,@[mso)& :Jooocno%saogé: 0QOveLEl ‘?000053005' 398615960 99 08§=sm500:>:[§§:
2000l
controlled within approved budgets.
PRINCIPLES: a. Expenses are in accordance with staff development budgets and 399@5‘1?@{]93
oIl 3225:0805gpo0pS 0§008:8 [Gjzea: 9205q/05 8¢ 32p3(gqepS(gd(G: 2eor0rpS con:00pd
consistent with agreed individual learning and development plans PE06|92qPORT 0§C0LEG,G[ECe: UPe PRGOoR ° 200

po63:qiCael BEqpPge ©05036:00E002:0005 3203E: E:0063:g/EseN ccr00Ee /8 G0
and are recorded in appropriate personnel files. " t - : : O

Q < C 9 ¢ @ Q
F0IOPQ2E & OO0 §oll

b. Segregation of duties is applied between those authorising, those & N

C c < C Q N C
all gg@lxsomoeosag lepieplstiepleioniSleficieloelepl=ltioblc=l o otic tale stk 0% eplop][) g@o:ooo:@c:
recording and those making payments.

< Qo _C Q < N < <
c. Expenses are properly authorised. Ol 028§03|0§)00Q|20) VCEAOPD gg@t@on [eH
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PROCEDURES

1.  The staff member and supervisor complete the Approval for Learning and
Development Course form and the supervisor submits the form to the relevant
Management team member for approval.

2. The manager forwards the form to Human Resources for tracking and/or
booking and filing.

3.  FId Adm/Adm Mgr (FO) or HR&Adm Asst (HO) gives a copy of the form to the
supervisor, together with any booking details.

4. Fin Ofr (HO) attaches a copy of the form to the request for payment and

processes the payment in accordance with Procedure 7.1 or 7.2.
3.5 DELEGATED AUTHORITY - g&@laaomo cgcozg

PROCEDURES

1. The Board approves the annual budget for the Myanmar programme.

2. Management delegates annual limits to Field Coordinators and Programme
Specialists to approve specific expenses such as miscellaneous supplies and
support, Thai support, livelihood projects and nutrition.

3. FC (FO) and Prog Spl (HO) may authorise single expenditures up to a
maximum of THB 60,000 per time.

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

5. Delegated approval authority approves the request.

6. Fin Ofr (HO) or FId Adm (FO) processes payments against approved

requests in accordance with the payments policy in Procedure 7.1 or 7.2.

RESPONSIBILITY

Supervisor

Manager

Fld Adm/Adm Mgr/
HR&Adm Asst
Fin Ofr

RESPONSIBILITY

Board

Management

FC & Prog Spl

Management

Authority
Fin Ofr/FIld Adm
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3.6 PAYROLL AND DEDUCTIONS - coonsé [goSeomnndegp:

CONTROL To ensure that payroll disbursements are made only upon proper
OBJECTIVE: authorisation to bona fide employees, that payroll disbursements are
properly recorded and that related legal requirements (such as payroll tax
deposits) are complied with.
PRINCIPLES: a. Policies and procedures are followed for accounting for vacations, holidays,
sick leave and other benefits.

b. The person authorising an employee's entitlements 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 signatory reviews the payroll register, posts payroll to the general
ledger, reviews payroll-related tax withholding and 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 is maintained of all payroll cheques written, including the appropriate
withheld taxes.

h. The volatility of the Kyat currency against the other major currencies can
significantly impact the Myanmar contractor payment from month to month.
To mitigate broad swings on the payment for Myanmar contractor, TBC will
convert each staff’'s contracted THB remuneration to the Kyat equivalent
monthly. The FX rate applied will use the actual rate of conversion,

PROCEDURES
3.6.1  PAYROLL PREPARATION * C0000005602¢30305 [gEs0&(gcs

1. HR&Admin Spl sends payroll changes and updated staff status documents to
HR&Adm Ofr (HO) and Adm Mgr (YGN).

HR&Adm Ofr and

RESPONSIBILITY

HR&Adm Spl
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2.  HR&Adm Ofr (HO) and Adm Mgr (YGN) update the payroll data in the
respective Payroll Programme (Panyamee TH and Excel payroll file MYM) to
include:
= salary changes
= tax deducted in accordance with applicable income tax rates
= allowances
= PF deductions made in accordance with applicable rates (maximum 15%

employee, matched by maximum 6% from the employer)
= SSF contribution 5% (max 750 THB)

3.  HR&Adm Ofr (HO) and Adm Mgr (YGN) print, review and sign the updated
monthly payroll summary including gross salary, other benefits, Provident Fund
contribution, Social Security Fund contribution (HO) and tax reports and pass
on to HR&Adm Spl to review and sign.

4. HR&Adm Spl reviews, verifies and signs all updated payroll reports and passes
them on to ED for final approval.

5. ED reviews and approves all monthly payroll reports, returns them to HR and
forwards to Finance to process the payments.

6. HR&Adm Ofr is responsible for:

a. passing the Provident Fund report to the Provident Fund Committee to sign

b. passing the Social Security Fund reports and tax reports to an TBC
DIRECTOR member or SFM to sign on behalf of TBC

c. scanning and emailing the YGN approved payroll report to Adm Mgr to

process payments

Adm Mgr

HR&Adm Ofr and

Adm Mgr

HR&Adm Spl

ED

HR&Adm Ofr
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3.6.2  PAYROLL PAYMENT PROCESSING: THAILAND-BASED STAFF * coon 0005603¢ 6500Egad(gE:- 03E:a36[g8nd o§oodsqp: «

1.  SFM reviews, signs and passes all approved payroll supporting documents to
Acc Ofr to upload to BANK’s web bank.

2.  HR&Adm Ofr is subsequently responsible for:
a. generating the net pay in Panyamee (payroll software)
b. sending the text file and email to Acc Ofr to upload the text file into

Standard Chartered Bank (Thai) web bank to process the payment

SFM

HR&Adm Ofr
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c. generating Social Security Fund pay and staff withholding tax (PND1) pay
text files to upload and file on the Social Security Office and Revenue
Department websites
d. printing the submission reports and bank deposit slips and passing them on
to Acc Ofr to process the payments
3. Acc Ofr is responsible for: Acc Ofr
a. uploading the payroll text file (net pay) to Standard Chartered Bank (Thai)
web bank in the TBC Payroll Bank account
b. preparing a web bank transfer entry to transfer the total payroll funds from
the operating account to the payroll account
c. batching transactions into different groups, printing the instructions and
batches and attaching them to each payment group
d. passing all supporting documents to SFM to verify and to obtain
authorisation from cheque signatories
4. Two cheque signatories log in to the GROUP ID Standard Chartered Bank Chq Sig
(Thai) web bank system and authorise the payments.
Note: allow two working days for the payment to be credited to staff bank accounts
5. Acc Ofr emails HR&Adm Ofr with the date the payment will be credited to staff Acc Ofr
bank accounts and returns HR supporting documents (confidential) to HR for
HR to file.
6. HR&Adm Ofr emails the confirmed pay date to Thailand-based staff and HR&Adm Ofr

generates e-pay slips from the payroll software and emails to staff.
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3.6.3  PAYROLL PAYMENT PROCESSING: MYANMAR-BASED STAFF * 0000 0005602 65008Q05(gEs - (§§6036(g805 0§codsqp:

1. Adm Mgr is responsible for: Adm Mgr
a. preparing cheques and processing the net payments to all Myanmar staff
bank accounts from the TBC Kanbawza Bank Call account in accordance
with the approved payroll report
b. preparing cheques to transfer the total monthly staff Provident Fund to the

TBC Staff Provident Fund pool bank account held with Kanbawza Bank
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c. keeping track of staff monthly withholding tax and, every 3 months,
preparing a cheque and filing the tax with payment to the Myanmar Internal
Revenue Department

d. filing all payment supporting documents in the YGN office

e. emailing the confirmed pay date to MYM staff

f. manually preparing e-pay slips and emailing to MYM staff

3.6.4  SuBMISSION OF CONTRIBUTIONS AND TAX * srag$ §<§ eo:eao:)égqp: ooé@g

1. HR&Adm Ofr submits the monthly Provident Fund contribution report to the
Provident Fund Management Company by email and confirms the payment.

2.  HR&Adm Ofr passes on the Social Security Funds and PND1 submitted reports
to Finance to process the payments.

3. Acc Ofr processes the payments through the Standard Chartered Bank (Thai)
website for withholding tax (PND1) in accordance with Procedure 7.1 and
prints and files the payment instructions and electronic receipts.

4. For Social Security Funds contributions, cheque signatories are responsible for:
a. logging in to the Social Security Office website under the TBC username
b. processing the payment and authorising in a batch through the Siam

Commercial Bank website

c. printing and attaching the electronic receipt to the payment

3.6.5  PAYROLL PAYMENT RECORDS * 005 0056039 905008:4ps

1. Acc Ofr or Fin Ofr (HO) and Adm Mgr (YGN) post all payroll details in a journal
entry in QB with general ledger account codes allocated to the appropriate
donors, print the QB General Journal Entry, attach the supporting documents
and file in Finance files.

2. Adm Mgr maintains, manages and updates the Myanmar Provident Fund
records.

3. Fin Ofr and HR&Adm Ofr (HO) and Adm Mgr (YGN) compile and file all the

above documents in the respective payroll and finance filing systems.

3.7 LEAVE ENTITLEMENTS - g§ éng@eﬂoz
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CONTROL To ensure all leave is taken according to staff entitiement policy and is

OBJECTIVE: recorded and monitored.

PRINCIPLES: Leave is requested on the relevant form and approved by the appropriate
authorised person. Records are maintained and updated.

PROCEDURES

1.

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

The staff member consults the relevant supervisor on the leave request.

The relevant supervisor approves and submits the LRF to Fld Adm/Adm Mgr
(FO) or HR&Adm Asst (HO) to check and record.

Fld Adm/Adm Mgr (FO) or HR&Adm Asst (HO) files the LRF approved by the
appropriate supervisor in the employee’s personnel file.

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

the salary adjusted accordingly.

RESPONSIBILITY

Staff member

Staff member

Supervisor

Fld Adm/Adm

Mgr/HR&Adm Asst
HR&Adm Spl
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CONTROL

OBJECTIVE:
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OPERATION
SYSTEM AND
CONTROL

MECHANISM

C _C N C N
TBC FINANCIAL PROCEDURES MANUAL TBC IDPIDGEROROCHOP COMQ

To ensure that the Food Card System is properly set up, implementing
vendors are monitored, supplies are available and sales are in a competitive
market with fair prices, payments are documented, authorised, recorded, paid

and reported and that the best value for money is obtained.

a. The Food Card System is implemented in accordance with the population
criteria and approved budgets.

b. The service provider and system selected used is reliable, simple to
implement, and provides a well-controlled mechanism that is stable in remote
environments.

c. Segregation of duties is in place for population updates and top-ups, such that
those recording and those making payments for purchase transactions are
different staff.

d. All sales and purchases are properly monitored, authorised and supplied in
accordance with the food items set up in the system.

e. Supplies received are in accordance with specifications for quality, quantity and
the stipulated delivery period.

f.  Proper documentation for sale records, invoices and receipts are prepared,
obtained, approved and paid in accordance with the records in the system and

filing.

= Service Provider: Red Rose CPS Ltd and the operating system “ONEplatform”
will jointly be referred to as the “TBC Food Card System” (FCS) in this manual.

®" The FCS Administrator oversees key technical aspects of the FCS including
granting permission for users to access and manage the system.

" Periodic FCS budget is allocated into the system for all camps to ensure funds
are available and in accordance with the approved budget. This is the top key
control mechanism so that the fund flow in the system never exceeds the

annual approved budget.
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41 FCS VENDOR SET UP * FCS cqiadEonpSeanné(gé:

PROCEDURES

1. | TBC and the FCS Working Group (with endorsement from the Camp Committee)
support the establishment of FCS vendor shops in camps, based on fixed vendor
selection criteria. Refer TBC Standard Vendors Guidelines.

2. Vendors agree to operate under the rules and regulations set by TBC and the FCS
Working Group and in compliance with donor expectations.

3. At the outset, TBC provides a smartphone device, finger-print reader and a Bluetooth

printer to each vendor so that they can process cardholder (beneficiary) transactions.
4.2 FCS BUDGET ALLOCATION * FCS 9505qi05 §608j002:@

PROCEDURES

1. Before the New Year, FC calculates the annual fund required for all camps based on
the latest Monthly Population Report (MPR) available after the Annual Population
Verification. FCs email the total to the TPD to review.

2. TPD verifies sums based on the annual FCS approved budget.

3. TPD then creates the fund allocation request in the FCS and emails a final approval
request to ED.

4. ED reviews the request and logs into the FCS to make the approval.

5. FC allocates a monthly budget into the FCS for each camp based on the updated
Ration Distribution Register.

6. FC creates a monthly fund request in the FCS and emails the budget projection amount
needed for the following month’s top-up to the TPD for approval.

7. TPD reviews and logs into the FCS to make approval.

RESPONSIBILITY

RESPONSIBILITY

FC

TPD

TPD

ED
FC

FC

TPD
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4.3 FCS TOP-UP SYSTEM - FCS cggpd¢ 0§

PROCEDURES

1. FDO updates the population and food assistance allocations in the FCS in line with the
monthly Ration Distribution Register.

2. FDO creates a top-up request in the system and emails FC to review.

3.  FC logs in to approve the top-up request based on the monthly budget approvals made
by the TPD.

4. FC tops up beneficiary food cards on the Red Rose System to enable the purchase of
food items at vendor shops up to the value available on the card (balance value plus
the new month’s top-up amount).

5.  Any balance on a household’s food card is carried over to the subsequent month, with

no expiry date, as long as the same service provider is in operation.
4.4 FCS PURCHASING SYSTEM ¢ FCS 0080pp056

PROCEDURES

1. For each purchase transaction, the card holder comes to the vendor shop to select food
items of his/her choosing and presents the card to the vendor.

2. The vendor uses the smartphone device to read and process the transaction as
authorised by the card holder’s fingerprint (or PIN in exceptional cases) and prints two
receipts (one for the card holder and one for the vendor). The card holder then takes
the purchased items away.

3. At the end of each day, the vendors print out the Day Summary Report from their
devices. Once a week, each vendor prepares an invoice and attaches this to the
matching Day Summary Reports.

4. TBC FOO regularly synchronises data from vendor devices to TBC devices and, where
Wi-Fi is available, uploads to the cloud system.

5. FOO collects the invoice from each vendor and checks to ensure the invoice figures

match the Day Summary Reports.

RESPONSIBILITY

FDO

FDO
FC

FC

RESPONSIBILITY

Card holder

Vendor

Vendor

FOO

FOO

FDO
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6. FDO carries the collected documents back to the respective TBC field office, logs in to
the FCS application and completes the reconciliation by verifying the Day Summary

Reports with the transactions in the cloud system.
4.5 FCS VENDOR PAYMENTS  FCS cqadEqp:ad egeozeqps

PROCEDURES

1. After reconciliations have been completed in FO, FId Adm is responsible for:
a. creating a payment request summary in the FCS
b. printing a Purchase Summary Report from the system
c. attaching the Purchase Summary Report to the invoice with supporting documents
d. passing the collated documents to Fin Ofr (HO) or FId Adm (FO)

2. Fin Ofr (HO) or Fld Adm (FO) logs in to the FCS application, verifies the documents
within the system and, if the payment amounts match those in the system and
invoice(s), prints two copies of the receipts from the system and signs the receipt for
the Payment Request.

3.  Once complete, Fin Ofr (HO) or FId Adm (FO) is responsible for:

a. setting the payment for all vendors in each camp

b. preparing a summary to submit to FC (FO) or SFM (HO)
c. preparing an email of the payment summary list

d. obtaining approval from the appropriate authoriser

4. FC (FO) or SFM (HO) log in to approve completed transactions which are ready for
payment in the FCS. At this step, the amount to approve is determined by the top-up
figure (similar to approving POs for payments).

5.  Fin Ofr (HO) or FId Adm (FO) releases the actual payment to the FCS vendors
following Procedure 7.1 (HO) and 7.3 (FO).

Note: FCS vendors generally do not have legal documents that can be accepted by Thai
financial institutions, so they are unable to open their own bank accounts. Therefore, they must
seek a trusted third party (Thai national) to use their bank account and convey the payment for
them. Alternatively, vendors can use the wholesaler accounts.

6. After the payment has been made, Fin Ofr (HO) or Fld Adm (FO) passes on two copies

of the receipts and bank advice and notifies the FOO of the payment.

RESPONSIBILITY

Fid Adm

Fin Ofr/FId Adm

Fin Ofr/FId Adm

FC/SFM

Fin Ofr/FId Adm

Fin Ofr/FId Adm
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FOO takes the receipts to vendors to sign acknowledgement of the payment and QI FOO o0 [§033E:qp203 egpoopSqpiadal 0pogas(8s egeonddq§e(03o8: condeoad:dE:dli
Q < . Q C o _Q N < N

returns one copy to Fin Ofr (HO) or FId Adm (FO) to file with other payment documents. FOO "‘o’o’l’l?‘”?“% Fin Ofr (HO) 2300705 Fld Adm (FO) 0323 egevieq)p 9O0D0:qPis¢3RTR
cozdol

Fin Ofr (HO) and FId Adm (FO) enter the payment entry into QB Pay Bills option in Fin Ofr/FId Adm - o o

ol Fin Ofr (HO) §C Fld Adm (FO) (eplon Ggeozeq_]goq?é payment entry ogé:o% oéej QB Pay Bills
cf)ooaocf: 035&%:0)'93 7.1.3 (HO) o%eo?org 7.3.3 (FO) g?sap_% Gaoaég_(ﬁwp_%u

accordance with Procedure 7.1.3 (HO) or 7.3.3 (FO).
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CONTROL To ensure that all purchases of supplies are properly documented, authorised,
OBJECTIVE: received, recorded, and reported and that the best value for money is obtained.
PRINCIPLES: a. Expenditure is in accordance with approved budgets.

b. The methods, procedures and approval authorities of the TBC Procurement
Manual are followed.

c. Segregation of duties is applied between those ordering, those receiving, those
recording and those making payment for purchase transactions.

d. All purchases are properly authorised and supplied against official Purchase
Orders

e. Delivered supplies are in accordance with specifications for quality, quantity and
delivery date and credit is obtained for discrepancies.

f.  Proper documentation for delivery and receipt of goods is signed by both drivers

and approved representatives of those receiving supplies.

5.1 THRESHOLDS AND METHODS * 2005¢03q|S:qps THRESHOLDS &¢ §pS:804p:

51.1  TENDERING * oo&sleslopfgés

Whenever possible, camp supplies and other purchases of over THB 600,000 should be covered by
Contracts which are awarded following open tenders conducted by Bangkok Procurement.
m  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 SCS Spl for call off against Contract

33
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5.2 COMPETITIVE PURCHASE * (§Es8Ee§ea0 oudune

Competitive purchases are used in exceptional circumstances where fully open tendering for
contracts or purchases of over THB 600,000 is not feasible.
= Requirements:

®  minimum 3 supplier written quotes (sealed bids if it is a 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 Coordinators or SCS Spl

5.1.3  DIRECT PURCHASE * 030505 oudune

Purchase value THB 60,000 to 600,000
m  Requirements:
®  minimum 3 bids (may be a summary of verbal quotes or catalogue comparisons)
®  Purchase Request signed by Management
®  Purchase Order signed by FC or SCS Spl
Purchase value under THB 60,000
= There are no formal requirements for direct purchases under THB 60,000. Sound purchasing
practices should be followed

5.1.4 SINGLE QUOTE ® ooé?ooézeaoo G@:@léeos@ﬁ

= Purchases based on a single quote may only be made on an exceptional basis in instances
such as:
®  the need to respond urgently to a primary emergency situation
®  unusual logistical requirements for delivery to a remote location
®  no bids received in response to a TBC tender
®  the purchase item is 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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PROCEDURES

&

© ® N o O

10.

1.
12.

Contract or Purchase Request is approved. Purchase Requests can be made
using a standard form or by sending an email containing the same information
with approval granted by email reply.

FId Adm (FO) prepares the Purchase Order (PO) to suppliers to call off regular
supplies and annual supplies against the 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 and prints the Purchase
Order. See QB User Manual.

FC verifies and approves the PO.

Fld Adm sends or faxes the POs to the supplier and files a copy of the PO to a
temporary file

FId Adm obtains a Thai Authority approval for delivery.

SCS Spl advises inspection companies of impending deliveries.

FOO notifies Camp officials of the expected deliveries.

Goods are delivered to camp go-down.

Godown Manager signs a Triplicate Delivery Receipt in accordance with
Programme Guidelines:

= Yellow copy is retained in the Godown

= Pink copy is retained for TBC staff (Supply Officer)

= White and Blue copies are taken back by the driver to the supplier

= White copy is sent by the supplier to FO

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

The supplier invoices FO and Fld Adm faxes a copy to HO.

Once it is confirmed that any discrepancies have been made up, FC approves the

Delivery Summary.

RESPONSIBILITY

Procedure 1.3

Fid Adm

FC
Fid Adm

Fld Adm
SCS Spl

FOO

Godown Mgr

Fid Adm

Fld Adm

FC

Fid Adm/FC
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13.

14.

15.

16.
17.
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FId Adm prepares a printout of ltem Receipts and attaches the PO and receipt

documentation for FC to approve the payment to the supplier. A payment

approval may consist of more than one PO. FC
FC sends a Payment Approval email to BKK Finance for completion, attaching

the list of ltem Receipts approved for payment. Fld Adm
After FC confirms the payment approval to HO, Fld Adm sends all the original

documents to Acc Ofr. Acc Ofr

Acc Ofr (HO) processes the payment in accordance with Procedure 7.1. SFM/FM/Acc Ofr/Fin

Any donor allocation is made within the accounting software by Finance Staff Ofr/ FId Admin/ Adm
Mgr

5.3 OTHER SUPPLIES ORDERED FROM FIELD OFFICE * ag&:s0&:4eqpze aa[gn:anogpSigp: ¢o03¢

PROCEDURES RESPONSIBILITY

Purchase Request (PR) approved. The PR can be made using a standard form or Proc. 1.3
by sending an email containing the same information with approval granted by an

email reply.

Field Coordinators are delegated annual budget limits to approve certain Proc 1.3
categories of expenses.

FId Adm prepares the Purchase Order (PO) in the FO to call off supplies against Fid Adm
the approved PR by entering data to QB analysed by item and cost centre and

prints the PO. See QB User Manual.

FC verifies and signs the PO. FC
FId Adm sends/faxes the PO to the supplier and files a copy in a temporary file. Fid Adm
Supplies are delivered to the beneficiary. Delivery Receipt is signed and returned

to FO by the supplier.

FId Adm enters the Item Receipt to QB (dated the day the Delivery Receipt is Fld Adm
received from the supplier).

The supplier invoices the FO and Fld Adm faxes a copy to HO. Fid Adm
FId Adm prepares a printout of ltem Receipts, attaching the POs and receipt

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

consist of more than one PO.
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FC sends the Payment Approval email to BKK Finance, attaching the list of ltem
Receipts approved for payment.

After FC confirms the payment approval to HO, FId Adm sends all the original
documents to Acc Ofr.

Acc Ofr (HO) processes the payment in accordance with Procedure 7.1.

FC

Fid Adm

Acc Ofr
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PROCEDURES
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1.

12.

13.
14.

15.

Contract or Purchase Request is approved.

Log Ofr (HO) prepares the Purchase Order (PO) to suppliers to call off regular
supplies and annual supplies against a 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 and prints the Purchase
Order. See QB User Manual

If the PO contains standard payment terms, Log Ofr verifies and signs the PO.

If the PO contains non-standard payment terms (e.g. requiring a deposit payment)
SCS Spl approves the PO.

Log Ofr sends/faxes the PO to the supplier and files a copy in a temporary file.
Log Ofr notifies Field Offices of impending deliveries.

FId Adm obtains Thai Authority approval for delivery.

SCS Spl advises Inspection companies of impending deliveries.

Fld Adm notifies Camp officials of the expected deliveries.

Goods delivered to either Camp or Field Office or local godown.

For goods delivered to camp go-down, the Godown Manager signs triplicate
Delivery Receipt (DR) in accordance with Programme Guidelines.

= Yellow copy is retained in the Godown

= Pink copy is retained for TBC staff (Supply Officer)

= White and Blue copies are taken back by the driver to the supplier

= White copy is sent by the supplier to HO

For goods delivered to FO, Fld Adm signs the DR and arranges onward delivery
to Camp or other beneficiary. On receipt of the DR, Fld Adm enters the ltem
Receipt to QB.

The supplier invoices HO.

Once it is determined that all discrepancies have been made up, SCS Spl
signifies payment approval on the supplier invoice and passes the invoice to BKK
Finance

Acc Ofr (HO) processes the payment in accordance with Procedure 7.1.

RESPONSIBILITY

Procedure 1.3

Log Ofr

Log Ofr
SCS Spl

Log Ofr
Log Ofr
Fid Adm
SCS Spl
Fid Adm

Godown Mgr

Fid Adm

SCS spl

Acc Ofr
SFM,Acc Ofr,Fin
Ofr,FIld Adm/Adm Mgr
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16. Donor allocation is made within the accounting software by Finance staff.
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5.5 SUPPLIES ORDERED FROM BANGKOK OFFICE AND DELIVERED TO FIELD BY TBC-APPOINTED TRANSPORT COMPANY - m§cmo03€l]:m Goooo&}ogé: €200 0905@§9-@§ Jo
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PROCEDURES

1. Contract or Purchase Request is approved.

2. Log Ofr (HO) prepares the Purchase Order (PO) to suppliers to call off regular
supplies and annual supplies against a 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 and prints the Purchase Order. See QB User Manual

3. If the PO contains standard payment terms, Log Ofr verifies and signs the PO.

4. If the PO contains non-standard payment terms, e.g. requiring a deposit
payment, SCS Spl approves the PO.

5. Log Ofr sends or faxes the PO to the supplier and files a copy of the PO to a

temporary file.

Log Ofr notifies Field Offices of impending deliveries.

FId Adm obtains Thai Authority approval for delivery.

SCS Spl advises Inspection companies of impending deliveries.

© ® N ©

Fld Adm notifies Camp officials of the expected deliveries.

10. Goods are delivered to HO or collected from the supplier by the nominated
transport company.

11. The transport company signs the supplier despatch note which the supplier
delivers to HO.

12. Log Ofr enters Item Receipt to QB.

13. The supplier invoices HO.

14. Once satisfied with the quality and quantity of the goods received, SCS Spl
approves the supplier invoice for payment.

15. Acc Ofr (HO) processes the payment in accordance with Procedure 7.1.

16. If a second company is required to complete the chain, the transport company

delivers either directly to Camp or to FO where FId Adm arranges for onward

delivery to Camp or other beneficiary.

RESPONSIBILI

Procedure 1

Log Ofr

Log Ofr
SCS Spl

Log Ofr

Log Ofr

Fld Adm

SCS spl
Fid Adm

Log Ofr

SCS spl

Acc Ofr
Fld Admin

TY
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Godown Mgr
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For goods delivered to camp go-down, the Godown Manager signs triplicate
Delivery Receipt in accordance with Programme Guidelines.

= Yellow copy is retained in the Godown

= Pink copy is retained for TBC staff (Supply Officer)

= White and Blue copies are taken back by the driver to the supplier

= White copy is sent by the supplier to HO

For goods delivered to FO, Fld Adm signs the Delivery Receipt and arranges
onward delivery to Camp or other beneficiary.

The Transport Company invoices HO.

Log Ofr collects Delivery Receipts from the supplier who gives to the SCS Spl
to approve.
The SCS Spl approves the payment of the invoice, which is passed to BKK

Finance for payment.
Acc Ofr (HO) processes the payment in accordance with Procedure 7.1

Any donor allocation is made within the accounting software by Finance staff

PROCEDURES

Purchase Request is approved for purchases over THB 20,000.

Log Ofr (HO) or FId Adm (FO) prepares the Purchase Order (PO) by entering
data to QB to analyse by item and cost centre and prints PO. See QB User
Manual

SCS Spl (HO) or FC (FO) verifies and signs the PO.

Log Ofr (HO) or FId Adm (FO) faxes or sends the PO to the supplier and files a
copy in a temporary file.

Goods are delivered. Log Ofr (HO) or Fild Adm (FO) enters ltem Receipt to QB.
Log Ofr (HO) or FId Adm (FO) sends the supplier invoice to BKK Finance, with
payment approval signed by the appropriate authority as per Procedure 1.3.

Acc Ofr (HO) processes the payment in accordance with Procedure 7.1.

Fid Adm

Log Ofr

SCS spl

Acc Ofr

SFM/Acc Ofr/

Fin Ofr/FId Adm/
Adm Mgr

RESPONSIBILITY

Procedure 1.3

Log Ofr/FIdAdm

SCS SplIFC

LogOfr/FIdAdm

LogOfr/FIdAdm
LogOfr/FIdAdm

Acc Ofr
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5.7 INSPECTION * odcs0:9
CONTROL To ensure that supplies are adequately tested for quantity,
OBJECTIVE: (weight), specifications and quality.
PRINCIPLES: a. Reliable, independent Inspection agencies are used.
b. Defects found are corrected by the supplier where possible or
other action is taken against the supplier as appropriate.
PROCEDURES

1.  TPD and SCS Spl decide the degree of third party inspection required for each
supply.

2. SCS Spl places Inspection Orders on Inspection Companies.

3. SCS Spl or Log Ofr enters statistics from Inspection reports to Inspection
Summary file (Excel), alerting the relevant staff to any problems discovered by
Inspections with regard to the quality or quantity of supplies.

4. SCS Spl/FD (HO) or FC/TPD (FO) asks the supplier to correct defects where
possible. Consideration is also given to warning the supplier as to future
conduct, negotiating penalties, withholding payments and terminating contracts.

5. SCS Spl approves the payment of the Inspection Company invoices.

6. Log Ofr copies Inspection invoices and certificates and distributes to:

a. Finance: original invoice + original Inspection Order + copy of Certificate

b. Procurement: copy of invoice + copy of Inspection Order + original
Certificate + Inspection records

c. Suppliers: copy of Inspection Certificates

d. Field Offices: copy of Inspection Certificates (and Inspection Records if
necessary) related to their supplies

7. Fin Ofr (HO) prepares the payment in accordance with Procedure 7.1.
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RESPONSIBILITY

TPD and SCS Spl

SCS spl

SCS Spl/Log Ofr

SCS Spl/FC/

TPD/FD

SCS Spl
Log Ofr

Fin Ofr
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5.8 TRANSPORT * 200Sup8esoola: Qo3(g4g-e§ Jo
CONTROL To ensure that all supplies are delivered to Camps and other B§:9) 09 6808303 c0o053d0gpSiqp2a3 @a§:gpiss Fa(goteaneseaqial caogp cglo0y §8o8¢
OBJECTIVE: destinations economically and promptly without loss or damage. QIGSQI&I q(ﬁ&a?:ﬂ:qﬁ eﬁeom %caooéq§
PRINCIPLES: a. The Procurement Department maintains schedules of the rates 339@5?262]33
Q Q (NP} . Q 9¢. Q% Q. C
supplied by transport companies. ol Ofg ocoaorggogofoagooc:)%giaoococeq mecnoqp =) aq oeqp §c eo?J :?oqp orgoozc? 30005000%)9)$
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b. Where goods are purchased undelivered, a reliable transport company @15£89§Gw9 G°?J°§‘$°@8 og: ;ﬂoggo 619 eﬁ,
O;S pIs J °

? 6033505 §e0o8(figor egeoreqipd 2200pS(d af

is selected at a competitive rate.

C
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c. Payments are approved only on satisfactory delivery of supplies.

PROCEDURES RESPONSIBILITY 0?5°§=°é‘tl°=

Delivery cost exceeding THB 20,000: 382005 THB 20,000 320005 ooy Gesoni(gés
Q N ’] N Q < o Q_9O N Q N o Q o
o1l 33230l SCS Spl oo w0S0adesoodeq: mgaBa3 wuSuadesooeq: mgadqp: o
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1. Where necessary, SCS Spl selects the Transport Company from a schedule of SCS Spl

rates supplied by the Transport Companies.

2. SCS Spl approves the payment of Transport Company invoices. SCS Spl QI Log Ofr o0 0gpS:0050pc0nze 8E8g 03 20050pdesonless mgaBod cosg) ¢ tal
3. Log Ofr copies the Transport invoices for the Procurement file and passes the Log Ofr :nc‘g_)oengoe?a% egeo:eqqu%saog(ﬁ c‘ésozq%u
. c _C N Q0 9 _¢ N ¢ _C
original to Finance for payment. Gil Fin Ofr (HO) o0 cpScéeod 7.1. egeoiegqieo’? 8odesooégada i
4. Fin Ofr (HO) prepares payment in accordance with Procedure 7.1. Fin Ofr 0382005 THB 20,000 632005 R§ayeoS(gé Gesond(gé:

SCS Spl (HO) 9360p05 FC (FO) o0 20030p8es0nleqnmgaBa? egsg|ods) egeornisdago invoice

Delivery cost under THB 20,000: SCS Spl or FC o3 Badodeosesnntas (0gpSiondung crdciodgp:al qpdagsiag 33 20pSi)

SCS Spl (HO) or FC (FO) selects the Transport Company and pays the invoice

directly (refer to procurement procedures).
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CONTROL To ensure that all fixed assets are adequately safeguarded, authorised, 8§:318 pSgoSied- eeg e(gad:8Snpd §Eadagpind caogp checoondgo aroagadeangeqodqfi
OBJECTIVE: recorded and properly identified. mmoso:sﬁ ‘?é ?oﬁmésmécﬁl ePP g@ozmoﬁ@oﬁooo:ﬁsﬁu
PRINCIPLES: a. All purchases of fixed assets are properly authorised and within authorised 39‘3@5%{]93
limits. mll ee&c@oé 3882005 ?38;«%89 ¢ gaosc\“?:o(fmmo% o.ﬁ)éoocql gaomogcf@ [ecloH=lobh)
< < N N <
FPODEIPI0DTORCE BOJPRC|QY|F|0° GVl
b. Payment for fixed asset purchases should be in keeping with the gf" I choc oﬁl 8:@@] 1 ? X .9 . c
_ all ee&egoc,.%coa D QCIOCHQII 0VIVPTIORMD GEGOIG|QQPIO)Y 33[§:>,c;:>3:> Cleleeloplclet )
procedures for all other cash disbursements. c\?f)ct%:oéq_p,eso%& eaooéacr%qep_gn
c. Warranties and guarantees are kept in a secure place and taken oIl 32008qp:s¢ 06508403 cd(§popdesapagt coogpPadsisopdig) Baadalm agéeomtiny
o <
advantage of as required. 3F22p:q|qe0l
. . . 20l Gegc;mgoaoé(f)ogcm 39809qu30 S 88@88@q|9:0% 69$ o%@aooéeeo:@cm oS%:a%é:@E:
d. Major assets such as motor vehicles are regularly serviced and @ . e =TT ti o
0l
maintained. 2 l2(~ﬂoc < 90¢._9¢ e e QumnS o QCQ Q S3leaTooRs
. . o clil ee&c@oc 3&CI0PY OCIOCHGEMD VPPIIOVILRE COBPI$Q|EIPOPCE OVOVRE) ORIl NC3IED QR@CDI
e. Fixed assets are purchased according to procurement guidelines ch@g co‘%fé:@ @ & §\§ ooéccq%ﬁqp:(ﬁ @ SG‘[@@CII
concerning tender, value for money and suitability.
. . . ) . o¢c o¢ ﬁ N o Q < §° < < (‘B N
f.  Details of all fixed assets are recorded in a Fixed Asset Register. All fixed ol 99&3@9‘: ?‘33393 QespCgqPEea 3963300)0)39@_](7)39(\)034{]3»(7? ‘j’°°°° e ‘j ?00009"000?
Q c oc¢ Q coc¢C
assets can be located and identified and physical inventories take place ooo.ﬂqe%ocn GE&G@°C°§SO:’8 QCQ?C?(’NDGQDE;\? 7 ?O R . GP:MI Q‘PGC\PDCOOEQEEG?
ODDCOIOCE3B|JI0ICI0RC GIICHND 30 |G 00p0§|6 c c 0 P6|y306
periodically to verify existence and assess condition. e (Bco Oc? “ Ay R B oo i
. o . . 0des05(5E: [gqepdH
g. Procedures exist for custodianship, proper use and security of all fixed 2ol ee&e@o&"%&oopé g?gegeg?qu 39330'?,0%3%& (DD(‘QQ%GO)’J(:‘,GSP(YS?LI 208 000593 3933?:@[9 §§
assets. RV ETTERE o%sgogog 0950§,oéq_p, ooo.?lqep_%n
c oc¢ o < co
h. Fixed assets are insured for loss, theft and damage. e oeg,c(gol:§€aps §EREeqpial @90"‘1“@“1“?' RN QO0:Q @‘”‘1‘;3”0 32009 °°°°§1€1@@"
COC o Q¢ _oc¢ < < (‘
i. The most advantageous alternative is taken on asset disposal and R0 330?];39@0? o G?D: cga D"%&"m&’?o oca?ccgfoc 3 g.iooc)cgjc offdCops wefgoocs o
) . eeplaqigC (§o5-4e8Ce(godo? ?%m‘??P Gg02]|ESOICHD ‘1@@"
proceeds and gain or loss on sale is correctly recorded. 9c___c9oc o¢ o < < c ¢
foSll ee&c@oc §C20PY QCaOC gcﬂo:eﬁ m’?‘?*“&l?ﬁ%"? comcogcsfa?.?mmoo :Dmoos?:araeoT
j.  Depreciation of fixed assets is based on realistic life-spans. clslmgcaoocg_(ﬁqeéu
WHEN An item is classified as a fixed asset If the asset value exceeds THB 60,000.
APPLICABLE: oprodlo
ee&e@oés%&x@f @Eegléﬁquo? 30(73905003:30 ° 0, é @cfllzsaegqu’) %(%: o‘c}é:ooors 60,000
eoqlgcg_lé :Dcf)g;o%oaéu
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6.1 FIXED ASSETS: GENERAL - ec&c@pésgécm §5a§3§- 32609609

PROCEDURES

1. Limits and approvals for the purchase of fixed assets are as stipulated in
Procedure 1.3 and the Staff Policy Manual
2. Requests for new assets are made on a Purchase Request Form in
accordance with purchase limits, verified by the supervisor and approved by
the authorising officer depending on the value.
3. SCS Spl or Log Ofr purchases and records the assets in accordance with
procedures for purchases (Procurement Manual 3.1).
4. SFM classifies the asset and enters the details in QB:
= |f the asset value exceeds THB 60,000, the asset is classified as a fixed
asset.

= |f the asset value per item is between THB 15,000 and 60,000, the asset is
classified as equipment expenses and expensed.

= Any item below THB 15,000 is classified as a consumable.

5. TBC manages assets in two separate control lists: IT items are managed by
the IT Department and all other assets are managed by Finance.

6. Fin Ofr updates the Fixed Assets Ledger with the invoice details (supplier, date
of purchase, serial number, PO number and cost price) as well as the location
and identification mark.

7. HR & Adm Spl files warranties and guarantees (if applicable) in asset file
folders kept within Administration. Documents required to obtain motor vehicle
recovery and repair are to be kept in the vehicle.

8. HR & Adm Spl ensures that all fixed assets are insured under all risks policy
from the date of delivery and informing the insurance company of the purchase
cost and location.

9. Approved payments are in accordance with Procedure 7.1.

10. The Finance department conducts a physical Inventory of Fixed Assets at least
once a year with Logistics, IT and the Field Administration team using the

Fixed Asset Register (FAR).

RESPONSIBILITY

Procedure 1.3

SCS Spl/Log Ofr

SFM

Fin Ofr

HR&Adm Spl

HR&Adm Spl
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6.2 MOTOR VEHICLES * ce3corSundqp:

PROCEDURES

1. For custodianship, proper use, repairs and maintenance, accidents etc. refer to
the Motor Vehicle Policy.

2. Procurement of vehicles should be conducted on the basis of value for money
and suitability for TBC operations having obtained quotations from three
different suppliers.

3. ED approves a Purchase Request Form, provided the expenditure is included in
the approved annual budget. Any requests not included in the annual budget will
be approved by TBC DIRECTOR.

4. Log Ofr ensures that:
= registration of all vehicles is in the name of TBC and registration fees are

paid annually in advance
= registration books are kept in the Bangkok office and copies are kept inside
each vehicle

= vehicles are comprehensively insured from the date of delivery

6.3 DEPRECIATION * 0>§8:caqp(gés

POLICIES

1. Vehicles are to be depreciated over five years.
IT assets are to be depreciated over three years.

Office equipment is to be depreciated over five years.

P w0 DN

Depreciation is straight line, full month at the end of the month, starting with the

month of purchase.

RESPONSIBILITY

ED

Log Ofr

RESPONSIBILITY

SFM

Acc Ofr
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6.4 ASSET AND EQUIPMENT DISPOSAL * 3E880s¢ 0gndiqp: qe(god:gqgod(gé:

PROCEDURES RESPONSIBILITY

1. Requests for the disposal of assets and equipment are made on an Asset Procedure 1.3

Disposal Form and are authorised in accordance with approval limits.

2. Adm Mgr/Fld Adm (FO) or Log Ofr/HR & Admin Spl (HO) indicates on the Adm Mgr/FIld Adm/
Asset Disposal Form if the application is to donate the asset to another Log Ofr /HR&Adm Spl
organisation. SCS Spl

3. SCS Spl (or delegated authority) approaches three second-hand dealers to
provide quotations for sale price.
4. 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.
5. If no staff member is interested, the asset should be sold to the dealer offering
the highest price. Fin Ofr/
6. Fin Ofr (HO) or FId Adm/Adm Mgr (FO) records the cash, cheque or direct Fld Adm/Adm Mgr
deposit from the purchaser in accordance with the procedure for cash receipts
(Procedure 2) and posts the receipt in QB. SFM
7. SFM updates the Fixed Assets Register with the asset sale price (if the original
cost was over THB 60,000). Profit and loss on disposal is calculated based on
the depreciated value. If the original cost was less than THB 60,000, SFM

updates the equipment log with the disposal.
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CONTROL To ensure that payments are properly authorised and that expenditure is 3§:9000p5quS3|03- ege0teqIRqPird 2¢e0r5g FoagEeu:(§: 2apofadyp:al 0geondeo
c3a820p3 3600005300020050082qps(yE Sde(gode0:8Eqs cooqpesoadgadoogdi

OBJECTIVE: properly acquitted with the necessary supporting documentation.

PRINCIPLES: a. Segregation of duties is applied between those approving, those recording and 39‘3@5%‘{35
< N

mIl OO c@ 291 605008:00820 & egeoze 330%33@3“ 0200842203 \[§D°oo:)°° 20051
those making payments. 201 ¢ ° R R CGEOERY ° Q0P 30034 o

b. All payments are properly authorised by authorised officers. . o o o e oc <o ° o <
3l 6GEOEY PTIONMY WCCOQPPD 89@[‘3‘:89513.? 3264)0 FDCPOZEEOORVII
C o N o Q Q N coc¢C (o} N
Oll GG aaoaeo:cj egcme@oc: @oo(gc:cr? 0ROV

c. Payees are notified of payments and receipts are obtained.

d. Payments are properly recorded in the accounting system. Il 6GE06g|eE:0%:03 2EeayPgD 06 Ciacingdoge ¢od5oi000§oondi
e. All necessary supporting documentation is filed so that it is easily retrievable. C\%W‘S:’D&’S 3990090%390033‘?030353%9339930'?“798 3908‘-5000’.% @%ﬁq%%écmé ‘3&%’ 0003“5)133@"
7.1 HEAD OFFICE BANK PAYMENTS: PAY QB BILLS * §:q5 s>aSegeorqjgqps - QB BoSep: cosesondGe: R03gég-ed Jo
sezf?:o&ﬂm
WHEN To process payments from Bills generated in QB when:

ege0iegIeqpiod QB 0g¢ copdogliesonigody) Bills gps 00032005

APPLICABLE: " purchase orders are approved for payment - 005039@8%%3:0% Ggeo:eqlgsaog(f) Saoaé@po@fsaﬂ
® programme, FCS and operating expenses are accrued " ggo%ago)éqpm FCS §<§ Q?(Sc%gméoogﬁ @gqo)gpgqu ?Go]gg 33&5399]
PROCEDURES RESPONSIBILITY Q?5¢§:o§qp:

711 GENERATING BILLS IN QB FOR PAYMENT * QB 035 chosc%iaaogors BILLS o?orSc\?f)@E:

A. From Purchase Orders that are approved for payment A ‘38303932]5?3308‘73 moél§|I§= 00501232 398%‘{]'33‘?
1. Acc Ofr: Acc Ofr ol Acc Ofr: o .,
. . . o1l 0gp5:600005323056 egeoidag Invoice §§oopSI
a. receives the Invoice from the supplier Il GEGUGIE 3O 0503 @o[EconSiemmads Bieead[eEconSiemmaé: FC (FO)
§eOeqI ] s G
b. receives Payment Approvals in hard copy or by email for one or a list of 3%90?03 SCS Spl/HR & Adm Spl (HO) 05? oqgg(;] ogégmg? géeo?og
Item Receipts from either FC (FO) or SCS Spl/HR & Adm Spl (HO). og;?jqp::{agg(ﬁ [%cﬁ(?é:qp: ) ) ) . )
c. converts Item Receipts to Bills in QB for all approved transactions, printing ol @mgc:q]:m:o? QB 3338‘:@ mm@@poosoo@ GSCSGEPC:?QP“’? Bills qps 3'9@0

G@:)é:cf)ooéu Bill 3.;030’3 chge@)é:ecuor%cﬁe{p: Transaction Journal qp:og
out the Transaction Journal for the Bill. it 0

0qE0po520aSI
d. attaches the PO to the Transaction Journal together with any supporting N Q o . IR o¢ 9
o1 egage(goeqpsuSqp: Transaction Journal o3¢ 00S0pee8§ PO 03 3207 o3

documentation specific to the Bill. 9203¢) Bill §¢00520050005 33(g02c32520p9 3E0005ER000:gPI0303 20pSH
e. Where the Payment Approval covers more than one Bill, groups the cil ege0ieg)e 320p5(g190pS Bill 6900058e4Clonr egade(goiaqpsdqp:

Transaction Journal (with supporting documents) and Supplier Invoices(s) Transaction Journal 3p8qp: (60000332003 3p600005a000:qPI§¢30R) §¢

by Payment Approval 0gp5:600005$2905¢ egeomEdap (gp2) §¢ egeiey)e 2oPS(ge

SFM
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2. SFM verifies the Transaction Journal (or Payment Approvals for a group of
Transaction Journals) for appropriate authorisation and the correct coding.

3.  Fin Ofr places all documents in a temporary file of Bills Awaiting Payment.

B. From programme, FCS and operating expenses that are accrued
1. Finance receives supplier invoices, Expenses Approval Request Forms, Staff
Claim Forms, approved proposal or Sub-Grant LoA.
2. Acc Ofr is subsequently responsible for:
a. checking for and obtaining the appropriate approval if necessary
b. entering the Bill into QB with the appropriate accounts codes, printing out
the Transaction Journal for the Bill
c. attaching the supporting documentation to the Transaction Journal and
placing in a temporary file of Bills Awaiting Payment
d. when Bills are due for payment and adequate funds are available, selecting

individual and groups of Bills to be prepared for payments
71.2 PAYMENT METHODS AND AUTHORISATION ©

Payments can be either by electronic transfer (Web Banking) or by cheque/direct
transfer. The preferred method of payment is by electronic transfer with cheque or

direct transfer an option only where electronic transfer is not available.

A. Web banking (WB) (Electronic transfer)

1. Fin Ofr logs on to Siam Commercial Bank or BANK website to prepare
payments for each Bill or group of Bills and prints out and attaches the
payment advice to the front of each Bill or group of Bills.

2. SFM reviews the prepared payments against the supporting documentation
and:

a. initials the payment advices
b. logs on to the website and places prepared payments in batches

c. prints out the batch summary and initials

Fin Ofr

Acc Ofr

Fin Ofr

SFM

SFM
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3.  SFM reviews all the required supporting documents, QB budget codes in the
Transaction Journal with the batch report and approves payments by initialling
in the batch report.

4. All documents are passed to bank signatories to authorise the batch payments
online using their Standard Chartered Bank (Thai) Vasco Token Device and
PIN and to sign the batch summary to signify that the authorisation is complete
before returning all documents to Fin Ofr.

5. Two authorised signatories log on to the Standard Chartered Bank (Thai)
website to activate the authorised batches and complete the payment.

B. Cheque/direct bank transfer

1. Fin Ofr marks the cheques “A/C Payee only” or as instructed by the supplier.

2. SFM reviews the cheques against completeness of the process and supporting
documents and approves payments by initialling cheque stubs.

3. Fin Ofr passes cheques and all supporting documents to cheque signatories to
sign. Chq Sig return all documents to Finance.

4.  Fin Ofr makes a photocopy of the signed cheque to place in front of the
supporting documents.

5. Fin Ofr either deposits the cheque into the supplier's bank account and obtains
a bank payment advice or notifies the payee to collect the cheque and bring a
receipt.

6. If the cheque has been deposited into the bank, Fin Ofr notifies the payee that

the payment has been made and asks the payee to send a receipt.

7.1.3  PAYMENT RECORDS * 6ge0:eq]g 905008:qp:

1. Fin Ofr is subsequently responsible for:
a. recording the payments 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.
b. printing the Bill Payment History Voucher (by clicking the QB Cheque
History icon) and attaching to the front of the supporting documents

ensuring that the receipt is received from the payee

Chq Sig

Chq Sig

Fin Ofr
SFM

Fin Ofr/Chq Sig

Fin Ofr

Fin Ofr
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2. Fin Ofr is responsible for filing all original documents, both from HO and those
received monthly from Field Offices, with the payment documents by Payment
Voucher number with:
= Bill Payment History Voucher
= Receipt from payee
= Standard Chartered Bank (Thai) payment advice or photocopy of cheque
= Supplier invoice/Misc Expense Request/Staff Claim (including receipts)
= Payment Approval
= Transaction Journals

3. Each Transaction Journal should have attached:
= Purchase Order or Purchase Request (PR)
= Reconciliation of Delivery Receipts, Delivery Receipts or other proof of

receipt

7.2 HEAD OFFICE BANK PAYMENTS: DIRECT PAYMENTS (CURRENCY PAYMENT) * 5043 0§: onadeotegqiagp:- 0305§0dc0tgqp: (egaoniane cutes0oEq)

WHEN Direct payments are made when a payment is not first entered
APPLICABLE: into QB when the THB equivalent of the cost is unknown:
® partner advances

= Board member and others reimbursements

PROCEDURES

7.21  PAYMENT APPROVAL * GgG0:6g)e 3200p5(g|[g¢s

1. Fin Ofr receives supplier invoices, Expenses Approval Request Forms (EAR),
Staff Claim Forms, approved Proposal or sub-grant LoA to be paid promptly.

2. The EAR and claims are approved by authorised personnel.

3. SFM checks for and obtains the appropriate approval if necessary and verifies

the payment to be prepared.

Fin Ofr

RESPONSIBILITY

Fin Ofr

Authority
SFM
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7.22  PAYMENT METHODS AND AUTHORISATION * 6CGO36]Q §é:m5:qp:o§ gé@lmmoeo:@&

Payments can be by electronic transfer (Web Banking) or by cheque/direct
transfer. The preferred method of payment is by electronic transfer with cheque
or direct transfer an option only where electronic transfer is not available.

See Procedure 7.1.2 for the preparation and authorisation for Web Banking and
payments by cheque/direct transfer.

Fin Ofr notifies the payee that a payment has been made and asks the payee

to send a receipt.

7.2.3  PAYMENT RECORDS * GGGOGR]Q ©050>8:q2

1.

Fin Ofr is subsequently responsible for:
a. recording payments in QB by using the Enter Cheque option. The expense
is analysed by expense code, cost centre and donor (if appropriate).
b. assigning the cheque a sequential number
Note: if the payment is in a currency other than THB, the conversion rate of the
paid amount is used to record the expense in QB.
c. coding the payment correctly and selecting the appropriate supplier
= deposit payments are coded to Deposit Payments
= payments on delivery are coded to Accounts Payable
= advances are coded by selecting the appropriate balance sheet account
d. printing a Transaction Journal by clicking on the QB Cheque Journal icon
and attaching the Transaction Journal to the front of supporting documents.
SFM verifies the Transaction Journal for coding and supporting documents.
Fin Ofr ensures that a receipt is received from the payee.
Fin Ofr files all documents by Transaction Journal sequence number (sequence
as Bill Payment History Vouchers used to Pay Bills in Procedure 7.1.1):
= Transaction Journal
= Receipt from payee
= Standard Chartered Bank (Thai) 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/SFM/Chq Sig

Fin Ofr

Fin Ofr

SFM
Fin Ofr
Fin Ofr
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7.3 FIELD OFFICE BANK PAYMENTS: PAY QB BILLS * 05§ ooabegeosqieqp: - QB 53cSgp: cozesoné(gé:

WHEN To process payments from Bills generated in QB when:
APPLICABLE: = purchase orders are approved for payment

®  programme, FCS and operating expenses are accrued

TBC actively does its best to be environmentally responsible and
“green”, while maintaining an documentation audit trail with high
transparency and responsibility. Therefore, in cases where original
contracts are kept in a separate department, such as for consultant
and vendor contracts, it is not necessary to attach a copy of the
contract to every payment. Instead, A reference will be added to

the payment, indicating where the original can be found.

PROCEDURES

RESPONSIBILITY

7.3.1  GENERATING BILLS IN QB FOR PAYMENT * 6gG0:6g|9320305 QB 0§803€ 600cS BiLLs 0§03:(gcs

From programme and operating expenses that are accrued.

1. FId Adm/Adm Mgr receives supplier invoices, vendor invoices, Expenses
Approval Request Forms (EAR) or Staff Claim Forms.

2. Fld Adm/Adm Mgr is subsequently responsible for:
a. checking the PR/PO and FCS invoice with RedRose system and obtaining

the appropriate approval if necessary

b. entering Bill to QB and printing out the Transaction Journal (TJ) for the Bill.
c. attaching the supporting documentation to the TJ
d. verifying the TJ for appropriate authorisation and correct coding
e. placing all documents with the TJ in a temporary file of Bills Awaiting

Payment

Fld Adm/Adm Mgr

Fld Adm/Adm Mgr
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7.3.2  PAYMENT METHODS * 6geo:eq|g §pS:c0diqp:

Payments are either by electronic transfer (Web Banking), by cheque (Thailand) or
cash (Myanmar). The preferred method of payment is by electronic transfer with

cheque or direct transfer an option only where electronic transfer is not available.

A: Web banking (WB) (Electronic transfer)

1. FId Adm logs on to the BANK website to prepare payments for each Bill or
group of Bills, prints out the payment advice and attaches to the front of each
Bill or group of Bills

2. FM, FC or Chq Sig reviews the prepared payments against the supporting
documentation for completeness and correctness and:
a. logs on to the website to authorise the transactions
b. signs the bank advice to signify the authorisation is complete

c. returns all the documents to Fld Adm

B: By cheque (Thailand) or Cash (Myanmar)

1. FId Adm/Adm Mgr raises the cheque marked “A/C Payee only” (No crossed
cheques in Myanmar) and passes the cheques and all supporting documents to
the cheque signatories to sign.

2.  FM, FC, MFM, Chq Sig check payments and supporting documents and sign
the cheques.

3. Fld Adm/Adm Mgr either deposits the cheque into the supplier’s bank account
and obtains a bank payment advice or notifies the payee to collect the cheque
and bring a receipt. For Myanmar, the cheque is cashed and cash paid to the

payee.

Fid Adm

FM/FC/Chq Sig

Chq Sig

Fld Adm/Adm Mgr

FM, FC, MFM
Fld Adm/Adm Mgr

Fld Adm/Adm Mgr
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7.3.3
1.

TBC FINANCIAL PROCEDURES MANUAL TBC DGR

If the cheque has been deposited into the bank, Fld Adm or Adm Mgr notifies
the payee that the payment has been made and asks the payee to send a

receipt.

PAYMENT RECORDS * 6Ge0:6g|e 9050085qp:

FId Adm or Adm Mgr is subsequently responsible for:

a. recording payments 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.

b. printing the Bill Payment History Voucher (by clicking the QB Cheque
“History” icon and attaching to the front of the supporting documents

c. ensuring a receipt is received from the paye

Fld Adm or Adm Mgr files all the 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

FM, FC, MFM review its support documents and sign approve

FId Adm or Adm Mgr sends original files to BKK Finance.

Acc Ofr or Fin Ofr reviews the account coding and monthly documents in HO.

Fld Adm/Adm Mgr

Fld Adm/Adm Mgr

FM,FC,MFM
Fld Adm/Adm Mgr
Acc Ofr/Fin Ofr
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7.4 FIELD OFFICE BANK PAYMENTS: DIRECT PAYMENTS * 505§ onabegeoiegqiaqp: - 0305§05 coseqiaqp:

WHEN Direct Payments are made for an unaccrued expense such as
APPLICABLE: monthly rental.
PROCEDURES

RESPONSIBILITY
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7.41 PREPARING PAYMENTS * egcozquqp:sraogcﬁ @8903@3:

1. Fld Adm/Adm Mgr:

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

b. checks for and obtains the appropriate approval if necessary and verifies
the payment to be prepared

c. raises the cheque marked “A/C Payee only” (No crossed cheques in
Myanmar) and passes the cheques and all supporting documents to
cheque signatories to sign

2. Chq Sig checks supporting documents and signs the cheques.
7.42  PROCESSING PAYMENTS * Ggc0zeg|eqps 6a0o8gad(gés

Fld Adm/Adm Mgr:
a. either deposits the cheque into the supplier's bank account and obtains a
bank payment advice or notifies the payee to collect the cheque and bring
a receipt. For Myanmar, the cheque is cashed and paid

b. notifies the payee of the payment made and asks payee to send a receipt
7.43  PAYMENT RECORDS * 6GG0:G]|@ 905008:qp:

1. Fld Adm/Adm Mgr is subsequently responsible for:
a. recording payments in QB by using the “Write Cheque” option: the
expense is analysed by expense code, cost centre and donor (if

appropriate)

c

assigning the cheque a sequential number

coding the payment correctly and selecting the appropriate supplier:

a o

deposit payments are coded to Deposit Payments

e. payments on delivery are coded to Accounts Payable

f. advances are coded by selecting the appropriate balance sheet account
g. printing a Transaction Journal (TJ) by clicking on the QB Cheque “Journal”
icon and attaching the TJ to the front of the supporting documents.

h. ensuring a receipt is received from the payee
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Fld Adm or Adm Mgr files all documents by the TJ sequence number (same
sequence as Bill Payment History Vouchers used for Pay Bills in Procedure
7.1.3):

= Transaction Journal

= Receipt from payee

= Photocopy of cheque

= Supplier invoice or Misc Expense Request or Staff Claim Form

FC, FM, MFM verifies and approves the TJ coding and supporting documents.

FC, FM, MFM
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7.5 PETTY CASH ° 360009565

CONTROL

OBJECTIVE:

PRINCIPLES:

WHEN

APPLICABLE:

To ensure that petty cash and other working funds are disbursed only for the
proper purposes, are adequately safeguarded and properly recorded. Cash

balances are kept to a minimum.

f. Petty cash advances must be kept to a minimum given practical considerations
(e.g. acceptability of cheques in the local community) and within authorised
levels.

Imprest system is to be used (reimbursement as and when required).
The petty cash box must be kept in a secure location and locked away when
not in use.

i. A maximum amount is applied for each expense item that can be settled using
petty cash. Iltems in excess of the maximum should be settled by cheque.

j-  The petty cash custodian may authorise small value expenses up to the
delegated limit, above which, expenses must be approved by another
authorised person.

k. All petty cash expenses must be validated with proper receipts/invoices or a
Substitute Receipt Form (008).

I. Monthly cash counts and reconciliations must be conducted by the custodian’s
supervisor in the presence of the custodian and any discrepancies

investigated.

" The petty cash custodian can release cash for small value amounts up to THB
2,000 per transaction without authorisation.

= Amounts over THB 2,000 require a properly authorised claim form in
accordance with authority levels.

=  Amounts over THB 10,000 (YGN 100,000 MMK) should be paid by cheque.
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PROCEDURES

10.

11.
12.

13.

Staff member requests petty cash for claims under THB 2,000.

The custodian disburses the cash to the claimant who purchases/d the item.
The claimant submits invoices/receipts and any cash balance to the custodian.
If no receipts were obtainable, the claimant completes a Substitute Receipt
Form.

The custodian keeps invoices, receipts and Substitute Receipt Forms in a
temporary petty cash file.

The custodian reconciles the petty cash on a monthly basis.

When the cash balance is almost depleted, the custodian prepares a Petty
Cash Replenishment Form and attaches all receipts/Substitute Receipt Forms
and submits the documentation to SFM (HO) or FC/MPM/MFM (FO) for
approval.

SFM (HO) or FC/ FM /MFM (FO) approves the Petty Cash Replenishment
Form.

Fin Ofr (HO) or FId Adm/Adm Mgr (FO) prepares the cash cheque and submits
to the authorised signatories with the Petty Cash Replenishment Form and
attachments.

The custodian cashes the cheque at the bank and places the cash in the cash
box and secures in a safe location.

Fin Ofr (HO) or Fld Adm/Adm Mgr (FO) posts the transaction to QB and prints
a disbursement voucher.

Fin Ofr (HO) or FId Adm/Adm Mgr (FO) compiles and files all documentation.
Fld Adm/Adm Mgr sends all petty cash documentation to HO at the beginning
of the following month.

The custodian’s supervisor checks the cash balance on a monthly basis in the

presence of the cash custodian. Any discrepancies are investigated.

RESPONSIBILITY

Claimant

Custodian

Claimant

Custodian

Custodian

Custodian

SFM/FC/FM/IMFM

FinOfr/FIdAdm/
Adm Mgr

Custodian

FinOfr/FIdAdm/
Adm Mgr

SFM/FC/FM/IMFM
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7.6 MONTHLY CASH FLOW REQUEST * coog eg8:solsg conoésadago
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CONTROL To ensure all cash transfers to Field Offices are approved, are in accordance
OBJECTIVE: with budgets submitted, are transferred directly into bank accounts and are
acquitted with complete documentation within specified periods.
PRINCIPLES: a. Requests for transfers are submitted to Finance Manager/Finance Director.
b. Approved amounts are advised to Field Offices.
c. All transfers are to be made in the form of direct deposit to Field Office bank
accounts.
d. Expenditure from Field Office bank accounts must be in accordance with
prescribed limits.
e. Balances at Field Office Bank accounts should be kept to the minimum
required for one month’s anticipated expenditure.
PROCEDURES

1.

Before the last day of each month, Programme Managers send the monthly

cash need (lump sum), via email to the Fid Adm or Adm Mgr (FO).

RESPONSIBILITY

Any Mgr

2. FId Adm and Adm Mgr (FO) consolidate the cash needs into the Monthly Cash
Projection form (Excel) and give to FC and MPD for approval. Fin Ofr/FId Adm/Adm
3.  FC and MPD send the approved Monthly Cash Projection form via email to the MPD/FC
Fin Ofr (HO).
4.  Fin Ofr (HO) receives and consolidates the cash flow need requests for all Mgr
offices and sends Monthly Cash Projection form on to the SFM for approval.
5. SFM (HO) reviews the Monthly Cash Projection form for each office and sends SFM
to ED for approval (or FD if ED is not present).
6. ED or FD (if designated) approves Monthly Cash Projection form. Fin Ofr
7. Fin Ofr prepares transfers in accordance with Procedure 7.1.1.
8. If FO requires additional funds after the Monthly Cash Projection form is ED or FD
already approved, FC or MPD must send an email to the SFM with the
justification. SFM reviews and submits to the ED for approval and sends to the Fin Ofr

Fin Ofr to prepare the transfer according to Procedure 7.1.1.
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WHEN Advances are non-standard payments which are granted in specific 393?3086]0'3
@ooéooo%swe 22005 B8 S200[eL052025 6e0 °@o°)[§°| 3900°39c;[§39@ n:0né 38m0Sep:
APPLICABLE: circumstances to faciltate the smooth implementation of programme operations L Lt Q 8QJO°Q lg—'z ReIOYSR 22 % ;JLQP" A ° g" R i‘ﬂ %3 2]
CQOC§3IPEONICIIOPICWIQ GYPGY,COCE:II0RM gg@to?oo €000l cs:;omcoo@d]
< < [o] ﬁ < C Q < <
saaog@gsaqoglqp::@ aaoo@@lqmc\?saooo@u RUed-

o9/

and require higher-level approval such as:

= for staff members incurring regular monthly expenses . of}:ooézqossraogcﬁ C\wé{)?% OQPDEJSDQS 39323:0%05@_]9:
= for the procurement of goods where supplier conditions require payment in = Otﬁ%?@mgggqeé (,?gog,&ggqug;oaqgl 0%’&5390338&3&’06 @lmgcogcg C\?’ 3963385393“'
advance and there is no reasonable economic alternative 82832661:3261 @@Dseg:q]u%mp e?po@faasﬂ
< < <
= for sub-grants " 30006§Q[P:3203
8.1 STAFF LONG-TERM ADVANCES * 0§co8:qp: cqgp5320305 (03|0naoobeotegqp: 03(g§g-e$ jo
CONTROL To ensure that advances to staff are properly documented, authorised and °8$=Qll85i °‘§°°§‘QP=°§ @[W‘SO‘EOSGOSGSQP“"} :)o&,coo%go ?0300&008'
OBJECTIVE: managed within approved budgets. qp_ggcﬁqog gé@wo%cc::%& 6]%' saooé@looo:oaé OOOSQIGSQP:GBO%&
046000 868Eq &1
. ° N S Qe Q (29, & Q e oS | S T °
PRINCIPLES: a. Staff advances are based on the Imprest System i.e. the amount of the @G@QQQP- Ml 0§00B2Q[PZORMD [_QLWCO?OOGO«»GQ‘{P«‘Y? mprest System 3260 39@@9
< Q < N < ~ < < <
advance is permanent, such that expense claims are settled in full. oogan 8:‘9:' [_gl?c:?mcooocgawp% 39[%0[%9;@:‘])&(”' wo@ma”"@?
32002 )01 GODICIFOOQIND CO30§)COCEGeD0IMI
b. The level of advance should be reasonable with regard to the staff 2 % t o - l

member’s normal monthly expenses.
c. The level of advance can be adjusted as employee circumstances change
d. On completion of employment or transfer to a position not requiring an
advance, the employee will return the advance to TBC or have it deducted

from final salary payment.
PROCEDURES RESPONSIBILITY

1. Requests for staff expense advances for a fixed amount is submitted to the Procedure 1.3
relevant authorisation level on an Expense Approval Request Form (EAR) or by
email. The staff supervisor sends a request via email on behalf of the person

requesting the advance to TPD or MPD for approval.

2. TPD or MPD authorises and sends the request to SFM by email. TPD/MPD
3. SFM reviews and emails the request to Fin Ofr to process the request. SFM
4.  Fin Ofr is subsequently responsible for: Fin Ofr

a. transferring the advance directly to the staff member’s bank account in

accordance with Procedure 7.1
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. . Q < [N < . Sanad < $cod:al e <. .Q

b. coding the advance to a Staff Advance account in QB oll [_9[0300?0090@8 CEOOPREVG GIIIMIPOY @@ej 0§00LRNNWDE)CI2Y
< <

c. filing the advance deposit payment voucher in the employee’s bank account OO@;GO"OQ@O" R . . R e R

o ) ) 20N COODIIIPSOG0D GU)DC:éﬁQP:O% @:@oeq:@u:oé @m@@po:q§ mc@&)&ll

d. submitting monthly expense claims to supervisor for approval

SII @3@68612?"}({) 390:?30%(73 GUJOE:éCB’)({P:O% Q?E)C%:@é 9.1. 3961 saooé@poéu

5.  Supervisor approves expense claims in full accordance with Procedure 9.1. HR/SFM
8.2 DEPOSIT PAYMENTS - aoqrs:ﬁcgooéco:wé GGGV RQP: °?°6@$ﬁ'@$ JP
CONTROL To secure and optimise the procurement of necessary supplies and control °8$=QIL‘SSB qégf.ﬁqo%- cﬁa@&wé Gm‘ﬁ‘éo?é“{r’“ﬁ’ @@[@9‘?& Gq]:wcf,go O&WGﬁ%&ﬁ ?‘5

OBJECTIVE: the application of funds required. Deposits may also be required on rent and c§99<3 wé eﬁ(}cg @#:@lﬁ‘ﬂoz(ﬁ oS%:qn(S%éq@u 385?9:9?6’ eq&aoo%:o)éio%qo:sscg(ﬁ ooofn%
68388360:@8: cx%s@ﬁ%&ooéu

PRINCIPLES: a. Deposit payments are made only where there is no sensible economic 399@9‘;?‘7&93

utility agreements

Il OAIEEO0NIE0ADS GVLEHOD °°e@o§°age 52005 Ssoseazzn 33[§3° eqa|0Soad
alternative. o L¢° SO ; @ Cﬂ AR I3 ° N P2 ©3QIRCEE3R) ° CQ §
) ) ) ) ) ) e(ﬂ:)api)aaeﬂ G302C§ DRI
b. Deposit payments require the prior approval of the Finance Director in order ) < < o o ¢ . o ¢ ¢ ¢ ¢ o

Sl OOADAEEOPIEVIROPY GO R mc{pfooeq::ﬂsﬂmmaoog; @loocgc_;@ﬁlmqolal §0pSN 2069200

to forecast and control cash agreements. 65;303308$3QJ[5§? oaemoogp_gq](f)qp:(r‘% 9%@%:80@%Eeén

c. Deposit payments are properly controlled to ensure that they are offset when oIl 2a33650p3E0:0pY G0z RM3 050N 03§:3)08) 6§2053E:03¢E ojod iR
C o o N Q Q < < N N
subsequent payments are made against the same order. GO22CE9QQ||:320300 COOVEUEEDEG GIOJPEVICHVGERI
WHEN In certain circumstances it may be necessary to make a deposit or progress 5208
322030C0In-
APPLICABLE: payment, up to 100% advance, to secure supplies. This should only be done :;P I c Q Q Q cQ ¢ Q< o
323,600 @e@@e@qp:oac spleisievicieleciebl=I0H  RovlCIEalen) [(__x][or)cﬂeozsqlg Q320 GOICs
where an equivalent product cannot be alternatively sourced. Deposit payments @agggwé,, ogégeoooqg{)qﬁﬁ c{f,ga&jm 200% @ngoqogeogﬁeﬁlg c\)ég @gggwé"
can only be actioned on Purchase Orders accompanied by an Expenses 39@32q5:[§59j3:989 sgqéaasog:oa%:cra o?og)o?(%é_’”: eq§$59wo Qﬁ&% Geo:)éaoca:n(f::néu

< < < C < oc N ° Qo _C

PABIFeg00pSe0:00p9 60263003 0051Ia§328§4: PO 3207 323:0§05
N N C o ° o Qo _C ° c N < Q c N <
30p5(g|g|056028:803006 B¢ FD 0d0nE(g §¢(g|giade0(Gie 200 eaoaégadaopdi

Approval Request Form approved by FD.

PROCEDURES RESPONSIBILITY opSc§odqp:

1. The Purchase Order is raised. SCS Spl o1 0050364 6020E:a8¢03 on&{googSi

Ji SCS Spl oo 3235:0§05 3200p5(g|3|03600E:503006031 005036 §328& POI 200583¢ &
360020532000:905008:qP:s¢ 92036) FD 9 0oE(g 3200p5(g|gj03q0eepSi 23 9200
maddegaopd cuieg|ges 93e0pos (§|oncs) egeoieg(gés (gi&EaopSi

progress payment. QI Fin Ofr o0 cpSc§sod 7.2. §Saaq] 9105000560303 0>E(goopd QB 0z€ onadad eg

3. Fin Ofr raises the cheque in accordance with Procedure 7.2, codes the Fin Ofr ooéeoz.%&ﬁ egoceorgcozgf GCD’DO’SQPO% ooéog&oaéu :ﬂ(ﬁo% SCS Spl oo? eo:wéu

2. SCS Spl raises an Expenses Approval Request form, attaches the PO and SCS Spl & FD

related supporting documents and submits to FD to approve the deposit or

disbursement voucher to Deposit Payments in QB and gives the cheque to
SCS Sel il SCS Spl Oaé ooé"eo*’ogé"oaoé? egm(ﬁé@0§8€° qoocﬁ oooo%’poén
4. SCS Spl is responsible for obtaining a receipt from the supplier. SCS Spl Y " y E

Fin Ofr

91 095260096 (GeB:00p3323] Fin Ofr 0 0gpS:0038q§e (§058E:a¢ 0gpSicoingls arel
600503 QB 0p¢ cpScéiod with QB Procedure.aq ©05006:05E20051
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-On completion of the order, Fin Ofr records the ltem Receipt and supplier’s Bill
to QB in accordance with Procedure with QB Procedure.

6. When the supplier’s bill is to be paid, Fin Ofr makes a QB Journal entry to
transfer the deposit payment from Deposit Payments to Accounts Payable so
that it will be deducted from the invoice payment. 100% advance payments are
to be cleared in the same way.

7. Fin Ofr reconciles the Deposit Payments account monthly and reports to SFM.

8. Fin Ofr or SFM also codes deposit payments for items such as rent and utility

agreements to the appropriate Deposit Payments account.

8.3 PAYMENT ON DELIVERY * 0gpS:8csonéqj§ogé egeoieg|gé:

CONTROL To secure and optimise the procurement of necessary supplies and

OBJECTIVE: control the application of funds required.

PRINCIPLES: a. Payments on delivery are only made where there is no sensible
economic alternative.

b. Payments on delivery are not standard terms and require appropriate
approval so that the impact on cash flow is understood.

c. Controls ensure that payments on delivery are offset when the order is
delivered and the item receipt and bill payment is processed in the
accounting software.

WHEN In certain circumstances it may be necessary to prepare a payment in
APPLICABLE: advance when procuring supplies:

" to release the delivery of goods or services

" to be collected by the supplier on delivery
PROCEDURES

1. When the supplier advises that delivery is ready and a payment on delivery
needs to be prepared, the Log Ofr raises an Expense Approval Request (EAR),
attaches the form to a copy of the PO and submits to the appropriate approval

authority.

RESPONSIBILITY

Gu oqgé:eo::}gé: oieﬁ GO’)(\%O?L) Ggeoch_]eﬁ %poé:saé] Fin Ofr ooé QB Journal entry
@Lc\?f@ oool%o%egoo@foo:wé GO:GQIS?(Y?) Accounts Payable ooéej cgq\;e@oé:

< Qo C o . . < Q_¢< <
o o 3 0,
GOoOQgII Q?SQé] GgGU)’)CoS(.B’_) GO«GQI?L invoice payment ? .ﬁmo}?c\?mwgu 200%
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Fin Ofr processes the payment in accordance with Procedure 7.1, coding the
payment to Accounts Payable in QB and printing and filing a Transaction
Journal.

When the Item Receipt has been entered and converted to a Bill in QB, Acc
Ofr prints and files the Transaction Journal with the payment voucher.

Fin Ofr carries out the procedure to pay QB Bill and matches the QB Bill to the
debit for the Payment on Delivery in QB.

If 100% of the 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.

Acc Ofr

Fin Ofr

63

< < < <
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8.4 ADVANCE TO SUB-GRANTS * aoéoq&cnogcrs @looécg oqoSGozgqp:

PROCEDURES

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

2. Sub-grants are normally negotiated annually. SGA, Fld AC and MFM assist
partners to present proposal budgets.

3. SGA, FId AC and MP Mgr prepare Letters of Agreement (LOA) annually
together with proposals and budgets which are submitted to Management for
review and approval.

4. MPD, FD and ED approve proposals and any budget revisions.

5.  SFM/FM, reviews and confirms amount to pay in THB or MMK where it's
relevant based on Appenddix C if approved amount was in currencies.

6. Acc Ofr prepares monthly or periodic transfers in accordance with the approved
schedule by Finance (including revisions).

Note : For payment to sub-grantees, TBC will use the previous month’s BOT’s exchange
rate to convert the budget and transfer to the partner. For MYM sub-grantees managing
in Kyat, TBC uses the last posted FX Market Online Trading Platform Data rate from the

previous month the Central Bank of Myanmar website https://www.cbm.gov.mm/ ,

7. Fin Ofr (HO) or Adm Mgr (FO) processes payments in accordance with
Procedure 7.1 or 7.3.
Note: 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. 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.  Fin Ofr (HO) or Adm Mgr (FO) advises sub-grantees by email of the transfer of

funds.

RESPONSIBILITY

Board
SGA, Fld AC, MFM

TBC DIRECTOR

MPD/FD/ED
SFM/FM

Acc Ofr

Fin Ofr/ Adm Mgr
SFM

Fin Ofr/Adm Mgr

SGA/FId AC/FId Adm
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9. Sub-grantees issue and send receipts. Partners report back to TBC in the
currency of the funds received.

10. Sub-grantees maintain accounting records, including monthly bank
reconciliations and a photocopy of the bank passbook and send all records
monthly or quarterly (as per the Agreement) to SGA and FId AC (Thailand) or
Fld Adm/Adm Mgr (Myanmar).

11. Once the Financial Reports have been received from sub-grantees, SGA and
FId AC (Thailand) or FId Adm/Adm Mgr (Myanmar) are responsible for:

a. checking and verifying all supporting documents

b. journalising the QB entry to accrue expenses incurred for the period by
date to the end of the period date (e.g. Q1 is 31 Mar, Q2 is 30 Jun etc.)

c. debiting the appropriate project expenses codes

d. crediting the appropriate CSO or CBO advance code to clear their advance
in the balance sheet. This step uses the total expenses summary of each
account code in the financial report to accrue.

e. printing the QB Journal Entry and attaching with all the above reports and
documents, filing by QB sequence number.

f. archiving the documents in YGN for all Myanmar projects and in BKK for
all Thailand projects

12. SGA/FD regularly reconcile the advance account codes in QB on each report
period or the year end. At the end of the project, the advance accounts must
be reconciled. If there is a fund balance left with the sub-grantee, they must
return the balance to TBC. If there is an overspend with prior approval by TBC,
TBC will reimburse the approved amount to the partner. If there are any
discrepancies caused by the exchange rate used over the project period, it will
be written off to the gain and loss from the exchange rate.

13. Sub-grantees are subject to an annual financial assessment by TBC and may

be required to have annual financial statements audited.
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9.1 STAFF EXPENSES REIMBURSEMENT CLAIMS * 0§00z 323%:0§05 (g§copSeomné:de oné(gegp: Qo3(g§g-g o6

o9/

CONTROL To ensure that all travel and other expenses claimed for reimbursement by °8$‘9.Il‘35? ‘]éﬂus‘ll‘ﬁ' GS@@‘J‘BO'SGO“ﬁ °$°°§3@ZP=°° ooé@moooé 9%”8’-"?5 $[§33°8[°SQI°‘°3
8§@l ooo:::o&é oeomaam&sraooogsraog& o§5oooq| ogd%co:sﬁ §§ §§eowé 3600000 seooo:qo:g\é
ﬂé:m&eozsﬁl ooéccqﬁgo 9050)5:0)5009:q§ §§ ooéccqﬁooé @q"I@m&?@ag& ch]é:@: @§sj
sssqéésﬁl a@c\3$390q||l: sr.gﬁqlﬁcq:aeq o.§o?5 o$§: e@écoTcoq$u

OBJECTIVE: 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.

PRINCIPLES: a. Expenses are for clear and legitimate business reasons and costs are not 993@9?{&{[33
o1l 303208§05gpiad orepoanpd cpdc§iane(ogpé(gyird(ys qEicutieuiqdi op§ medodep:
excessive and fall within approved expenditure limits. 3?=C51 PR 61; . @0,20 3* o "’H e et o °qi o?§:q] qc QP*
PRSI FOQPICONS §& saooe@looo::)o@ FOPIOOD IO TP (CORS!
C o < < < C o co¢C N (o] Q < Qo _C
ll @@ol)o:p_g Elepleplt et (olclopblettavalilet] @oo(gc:qu.. ©20p0) O3 ngej S 9200 $0708|00!
U)é:SLOI 0)’.)8@0390’3G§CX3&J%I sacwzaagqpsl G({I’SG@GGFI 3203 mqwo&@o%ooo:ooé

b. Complete documentation (invoices, receipts etc.) is obtained and submitted

for travel fares, accommodation, subsistence, incidentals, entertainment,

. . agr s . . < < o _C c < N o cC 0 o (o] Q N
fixed meal allowances and staff benefits within agreed time periods. 3200332620000 MHMOE0D §C owoe@ﬁomoggogo? 32053207| 20GIID0PPOC0ODY
< < <
c. Claims are submitted and reimbursed monthly. Advances are available so O2Q0QPE3GRM @‘?G‘)“‘ﬁ"
ol ooé@e e [§°39§°908 0o56s00EgaSqeadi @ e ooo&»géﬁ 080082 gpzan
that staff are not significantly out of pocket until claims are reimbursed. L '?; & ﬁo R OQ% .. Slc qoec \ §RORT 3003 qps
eg@@s@ezwp_o@cmgej F50006§ ©I00N

d. Unacquitted expenditure within a reasonable period is recouped from Q cQ e .. 0 ¢ Q S (RS . < 9
0l gg@[qlmﬂeooozoog F20030G00Q2N eaoce@co?:oo@ saspﬂqp:eﬁ OOQ
<

ogse(ogpEsaBeagdaopomocoaaayt: [g§6)§030pepS (gda0pSi

personal emoluments of delinquent officers.

WHEN Use this procedure to reimburse for:
APPLICABLE: " transport, accommodation and per diem for TBC business s'a:x}:oéd]m
< < N N
= |ong-term advances to staff regularly incurring expenses eg(g§=06:0003 cpSc§iofnl caoolgadepogt-
. : * 20050p8esondeqs 0p5:86 8¢ TBC apdcdsgpizaaynd 6§opgc(g|es
= temporary advances for specific purchases made or expenses incurred on < s g . T 5 o B
" 0500039 C 3202060090232 = [epleleetep) 3
behalf of TBC and which are not covered by a long-term advance N o‘?.cl 9?§W§W§ ?? % 4 ogc q?%@lc Of RRP ¢ oo
" TBC 0205098 030R00Q oooo%gqp:[glspogc ooow[_glmco?megqozl (0oCs 003
< < C (=
eagpS(jorEorodegapt apéffg eficlon)
PROCEDURES RESPONSIBILITY CY5C§=°|§QP=
1. Entitlements to benefits, travel, meal, accommodation allowances etc. are ol 50’—’33‘3@{]33' 98133833&’33%' 39@’-’533“’9' méggﬁﬁf' 3‘3@[98‘{133 030é[§§°’3 G'?’DO’S@C:’: 0?08
stipulated in the latest Staff Policy Manual. ggoo&%é]smcﬁéogzggoq?:ooo?é% @ j 81 R E@ s
Il 09C[QE072C:520Mm [QOR3§326) VOO F26(94) 3223:06100 0AC[QeoIICHe OO (OO 009)
2. Claimant submits expense claims on a calendar month basis using an Claimant J o x 2 ° L o =% g (f: ,?o
o3 [§o53Esqpin03 on€(gaepdi 9qEgo33Eqpiad eqf&olm meniad: [§053E:003
Expenses Claim Form (Form 009), attaching original receipts. If original @P_Sﬁ ooé@oﬁoo mo%@o%o%sooé@qeén
receipts are not available, a Substitute Receipt Form must be completed and QI 0ppS o FgjsEen: saoézmglco%cﬂo: (R0~ 8205881 cw&:Bode(0g e40p d02:3¢) o3
signed by the claimant. 30RO (:036) 3230805 02E(geonidagrddal coomdrraaRad pedlés

on&[g&&a0adi
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3. 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.

4. The claimant’'s immediate supervisor approves the Expenses Claims Form.

5. Reimbursement is processed by the Finance staff at the supervisor’s office
location to the claimant’s bank account or cash (Myanmar) in accordance with
Procedure 7.1 (HO) or 7.3 (FO).

6. 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.

7. Deposits required by staff to be paid in advance are expensed and the staff

member provides a receipt after the deposit has been paid.

Supervisor

FD/MPD/MP Mgr

Fin Ofr/Fld Adm

C Q C o N ° o _< C C. e ° o
9II UJC@QR@]S 39:?&)08(?0 @,@oeqocfu.,m 893?»061(7) UJC@GUJ’)C«,O(BDQO(‘I%
saooé@eo:qeéu
SII Gg@%&@é:g(ﬁ o’)gp’)cq:o%ooé:m @2@56q€?|t§6§36§q’)088 QDO'D(\)O'SG&D’)(EQO'S ﬂ
7

N
ooé@o}?c;ﬁ ooco%oqé:a% o%eo?ore) [lelebb}] (@g%eoogé) o% C\?f)&%:o)
(FO) 39 o?ogoo:qeén
< o < < < c N Q < C
G TBC o%o)mo 05090 DLILIBGPEIIOROD! OQYACOGPEIPORM oooo)@tooce solepl

(02&:03 eqgpES(3jonEanodegaaé agéi§e e§dlm) eaooégndEanndi oyl aageggp:al
c005e0R,0op33g§30E: [§88Ea0g) csooayEgo 0qEigéqepdi
0008(B|orEanodeggpiancgnd mopd(glevteps 30mn8Ea0pS cqqpS(adoré
opoSegsé 30p0p0¢ (§Sa0pSH

Qi [(B|or€anoSe0iqepd 0§codiapozo’d cabogéiegoopieos (deposits) gp:ad a0 cozg)
0§006:0 ego0pda3Ese (ge0s(Giclon (§o53E:qp: onE[gaepd

oIl TBC 320305 6529:920p3 236105 (5|0rE 6g000360:000:20p9 0§008:0005 20&

e < Q. e o . ¢ Q Q¢ 34 $od:al
GC\II’.)OO@O’)’.)COG?C%C‘, C\)G(\)O(‘DOD@B?GCDD(T)GBCD’.)JT? [§§Gj GU)C@() o O§CDGoG]

c0e0g [G§ajaapaepdt

8. Expenses financed or advances made by TBC for which staff do not provide FD

adequate documentation in a reasonable period may be recovered from the

staff payroll.
9.2 REIMBURSEMENT TO PARTNER AGENCIES * 803005a§,30p5:gpio% 805000Seg [G§opSapoSeozaqp: R5Gig-ed Jo
PROCEDURES RESPONSIBILITY 0350$=0éqp:

1. Prog Spl (HO) or TPD (FO) prepares and reviews partner agency Agreements.

2. ED signs Agreements with partner agencies. In some cases, agreements can
be approved if it is within the authorisation level of the staff.

3. Partner agencies submit a monthly programme and financial report and a
request to BKK Finance for reimbursement together with supporting documents
as detailed in the Partner Agreement.

4.  Acc Ofr (HO) or FId Adm (FO) checks and reviews the documentation for
completeness.

5. Pro Spl (HO) or FC (FO) approves the reimbursement claim.

6. SFM (HO) or FC (FO)) processes the documentation in accordance with the

payments policy outlined in Procedure 7.1 or 7.3.

FC/Prog Spl/TPD
ED/TPD

Partner Agency

Acc Ofr/Fid Adm

Pro Spl/FC
SFM/FC
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10.1 ACCOUNTING POLICIES * 056&:03¢ golagps

CONTROL To ensure that financial reporting complies with international standards and
OBJECTIVE: donor requirements.
PRINCIPLES: a. Accounting policies conform to laws and regulations for UK companies and
charities.
b. Accrual basis accounting is applied.
c. Clear and consistent reporting is provided.
PoLICIES
10.1.1  Basis OF PREPARATION * [gEso&gel 363

The financial statements are prepared under the historic cost convention and in accordance with the
Accounting and Reporting by Charities: Statement of Recommended Practice (SORP FRS 102
issued in 2014), applicable UK Accounting Standards, the Companies Act 2006 and Charities

Legislation.
TBC operates in Thailand and its accounting records are maintained in Thai baht.
10.1.2  INCOMING RESOURCES * 080002003 36 &:aa(gdgp:

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.

68

03(g§g-e4 jo

8§29 Sg 6p5gudqI0s- ooamoee: 28 ES0gpionpS 8EEommdadiqpas mcy|qEgpiel
3a8g)0Bgp: 3203E: coogpadadsn caonlgad&Eqdi

sae[géﬁqp:
< oC N =3 ocC N N ocC
il 926 8:03E60lagpionpd UK opecBgps sacp)egadEap 3¢ mopSiap:adiep gues qp:
N N N Q N N

0p5sq5sqp2eé pSpgoSeoqi

N ° o _C ° N c ocC N . . C O o N
a1 o€ eg-3203:0805 e(gdoopd ©96&:0380g6 (Accrual basis accounting) 056030320005
o g&zcoé(§: p8pgodo0ps 38688903 coqendi
golagp:

208&:08 m§oy0§odadEep 20600983105 (historic cost convention) &¢ @cp|c0:3g 32opSigpeN
00E:03E4¢ 328qE86 Accounting and Reporting by Charities: Statement of Recommended Practice
(SORP FRS 102 issued in 2014) §<f::3ra§| UK o):)qé:o%éo")ﬁ@:qp:.?ésaél (Yggcn%aocs Joo@ .§<§ 390])"518
g qp: oeaséaepd MareeE8qEs0ogp:03 [gEsocontgaopSi
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Income is recognised using the THB exchange rate against the original currency recorded on the OEGg‘:{p:(Y% m%w%cﬁmsm&om&ooé (gooege[d: oéespoggsl o%ooé:méooo:ooé: oSt
last working day of the month when the contract begins using the Bank of Thailand (BOT) website 6§20995:§:95605§) ABE:00056g B0 8§:(g¢ 32333905(g|s) BE:w03oncr Bank of Thailand

. ¢ ¢ o¢ < < Q° o <
as its source. (BOT) 00505835 c65(ggiodad qpSpgsiaaad:(giaopSi
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The policy will be applied according to the following historical scenarios:

1.

Donations received without a signed agreement will use the actual forex rate on the date that

funds are converted into TBC's bank accounts.

Donations received with a signed agreement with multiple payments and conditions will fall into

one of the following scenarios.

a. Agreement signed with no payment or partial payment received before the agreement will
accrue the total amount of the grant based on the forex rate cited on the last working day
of the month that the project begins.

b. Agreement signed and payment received before the end of the same month will use the
actual exchange rate to accrue the total grant value.

c. Agreement signed, partially paid, with budget amendments/increments throughout the
duration of the project will accrue the budget increment as income using the original
accrued rate.

For multi-years agreements:

a. Agreements that are 1-2 years long, consequently overlapping TBC’s financial year (Jan-
Dec) and do not have a unique budget for each year, will use the exchange rate outlined in
2.a.

b. Agreements that are multi-year and have specific budgets by year will recognise income for
the first period according to 2.a and subsequent yearly budgets will accrue income at the
rate published on the first working day of TBC’s financial year starting January

c. Donor rules will apply as stipulated in the contract.

d. For agreements that are granted additional funds more than 10% to the original budget and

extended beyond the original duration of the grant for longer than 3 months, i.e. Cost-
extensions, the additional income/budget will accrue similar to 2.b, using the ending FX rate

of the month that the extension begins.

TBCs source for exchange rates for Income Recognition uses the Transfer Average Buying Rate

from the Bank of Thailand (BoT).
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10.1.3 RESOURCES EXPENDED * ;ﬁ_ogéooo:wé @qé:sa@@qp:

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.

10.1.4  TANGIBLE FIXED ASSETS * c0€o00(g&o 6ag,6[go&:8Ea0p3 8EBEaqp:

Individual fixed assets costing THB 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%

10.1.5 FUND STRUCTURE * g§0eg §,0p52000:0

There are a number of restricted income funds to account for situations where a donor contracts
to meet specific expenses or directs the funds 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.

Additional restricted funds to close TBC operations in Thailand are reserved and reviewed on an

annual basis by the Board.
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10.1.6 FOREIGN CURRENCIES * %56@9: Gge@:qp:

Transactions in foreign currencies are recorded at the exchange rate ruling at the date the
transaction occurred or accrued. 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. 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 been converted to foreign currencies for reporting to donors
will be converted back into the donor currency by using the Monthly Average Rate (MAR) of
the month relevant to the transaction accrued date. The reference for the MAR will be obtained
from the www.bot.or.th . See annex C for detail.

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 or the Central Bank of Myanmar.

10.1.7  EMPLOYEE BENEFITS * 0§008:qp: $00:38qp:

TBC operates a Staff Provident Fund. Contributions deducted from the basic salary of the staff
participating in the plan are invested in a government-registered provident fund managed by a
recognised financial institution. Effective from 15! January 2016, staff can contribute between 2%
and 15% and TBC will match up to a maximum of 6% of staff contributions. TBC'’s contributions to
the plan are charged to the Statement of Financial Activities in the year to which they relate. Staff

are entitled to the benefits on resignation from TBC.
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10.2 ANNUAL FINANCIAL STATEMENTS * 8805 ooamoeqo003(géeqp:

CONTROL To ensure that all recognisable income and expenses are included in the

OBJECTIVE: accounts for the financial year and that assets and liabilities are correctly

stated at the balance sheet date.

PRINCIPLES: a.

Cut-off procedures are fully documented so that accounting staff make the
required adjustments in respect of transaction posting.

Post-balance sheet date transactions are correctly recorded in the
following year.

Expenses incurred but not paid are included as accrued expenses and that
expenses paid in advance for the following financial year are deferred.
Income is recorded in accordance with UK Accounting Standards.

Interest income not yet recorded is accrued as income for the year.
Depreciation is calculated on all fixed assets at the appropriate rates.
Calculations are made as to profit or loss on disposal of fixed assets and
included in the financial statements.

Provisions are made for specific reserves and funds designation.

Bank balances are correctly reconciled and recorded in the financial
statements.

The fund balance is correctly calculated within the statement of financial
activities and included in the Balance Sheet.

The financial statements are independently audited.
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PROCEDURES

10.

1.

12.

13.
14.

In the month before the end of the financial year, the Senior Finance Manager
prepares and sends a circular to all accounting staff concerning year-end cut-
off procedures including closure of accounts, clearance of advances and travel
expenses and goods received not yet recorded.

One month is allowed after the balance sheet date to complete current year
transactions and adjustments on QB which is then closed.

SFM converts foreign currency denominated assets and liabilities to the period

end rate, taking any difference to Gain/Loss on Exchange.

SFM//FM prepares bank reconciliations for all bank accounts and interest

accrued and bank fees and charges accrued listed for adjustment.

Fin Ofr reconciles Accounts Receivable.

Acc Ofr reconciles Accounts Payable.

Fin Ofr or Acc Ofr reconciles other receivable and payable deferral accounts in
the Balance Sheet.

Acc Ofr compiles 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.

Acc Ofr calculates depreciation on all classes of fixed assets and profit/loss on

asset disposal and prepares the fixed asset reconciliation.

SFM/ FM approves all reconciliations and any specific reserves to be included

in the financial statements.

SFM posts all adjustments to QB for the financial year being closed as well as
selected transactions and adjustments from the previous year to be reversed in
the new financial year.

FD gives Financial Statements to ED for review and present to the Board of
Directors.

SFM gives Trial Balance to the TBC auditor.

FD prepares Financial Statements for the auditor.

RESPONSIBILITY

SFM

FD

SFM

SFM//FM

Fin Ofr
Acc Ofr
Fin Ofr/Acc Ofr

Acc Ofr

Acc Ofr

SFM/FM

SFM

FD and ED

SFM
FD
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10.3 MONTHLY FINANCIAL CONTROLS * coo§ ege{03:03§:9544p: R3(G§g-e4 Jo
CONTROL To ensure that the accounting records are maintained on a timely basis, 03§:q16¢ ‘1@8"5"’11“3' 00q&:0BEe05 0082403 2§ sE0a(gepd coogp cB8:aB8:g) cdearnndeonn
OBJECTIVE: with adequate reconciliations performed to confirm their accuracy, in 061535133573 eaooég_cygsﬁu Ogo’{lﬁl ??G(’;I&?é ag%cqo)?lorg sac;@oeaoo srac\)mé geogo% srae@oc:no
_ 208(gipqp: (G§Sad

total and by cost centre and donor allocation.

a. Balance Sheet accounts are reconciled monthly. 399@5‘|f‘il°3
PRINCIPLES: c. S, Q l Sheet ts) o3 S o . ¢

b.  Donor allocations are checked monthly. o0l GGG C3q|C3006: (Balance Sheet accounts) 03 o@D gCs00OC:00II

3l ascpméq_pz geoooozﬁo% moé@éeao:aoéu

PROCEDURES RESPONSIBILITY 0?50$=°é@l|°=

Fin Ofr is responsible for:

adjusting income accruals to recognise income in line with the principles
laid out in SORP FRS 102

checking and filing copies of petty cash reconciliations at month end
checking and filing bank reconciliations at month end for all bank accounts
(Procedure 10.4)

reconciling sundry receivables, deposits and other sundry payables

Acc Ofr is responsible for:

printing out and reconciling the Accounts Payable balance to print outs of
Item Receipts and Unpaid Bills
investigating any Item Receipts, Unpaid Bills, and Open Purchase Orders

more than two months old

SFM is responsible for:

checking and filing the Accounts Receivable reconciliation to the Income
Recognition control

checking Item, Class and General Ledger coding

checking the allocation of expenses to restricted funds

checking no expenses are coded to Dummy Account 9999

SFM/ FM FD is responsible for:

signing off all reconciliations

Fin Ofr Fin Ofr 20p5 ea20050lo00§§ 20051
= SORP FRS 102 ogé Q_Icfcf)ooo:oagf @G@éeﬁqpssao%éz oécgqp:o% 393339905 @Lej
o€egediCanne0? gi§3q i
= meootdieg 006CE003 comn§aopdaes] odeson 3Eaze,
" adoqlglend comsayC mabegSiaaadiancgod (p8c§:od 10.4) 326 odesos
§epad
" ®eogecy qq$§qps onadadegogtiagps 3(g0t cgeoiegladepiod oqq s g8

<

Acc Ofr 20pS 6320050102008 § 20051
Acc Ofr <o Q C ¢ Q ¢ I3 e ¢ ¢
" GUISE| GEOIQCIgR: COODM$ Accounts Payable balance 0f 0qgoo0d1 @26)Cs qCiq)§I
. co¢C N < < . . o < c ¢
Item Receipts @ooqc:qpsﬁsg GgOEVEg|aIOPY 1S Unpaid Bills go:0p 0§goooda i
= |tem Receipts, Unpaid Bills, §\(f: ssg(f:oogo%f 398%(7”3: Open Purchase Orders or%
§o°)mooor°)eoqﬁ@ %’lc;ﬁsooécﬂo:o% o)o°)eeo:q§u
SFM 208 6@2005010200§ §00pSH
N Q < ocC < P N co
= oceg 3900393900@[ 00§:3]|0% (Income Recognition control) 320305 §§§) 6202
SFM egoqCsqpind 0des0n 3ERa S
N N C < N <
= 0Qpo: (Item)i Class &¢ 326096090000 General Ledger OIQICERC$
" 0§2005000:0003 q§06gEPEN3 0dEs0zg) F2od00d Yeoeqp: (G§
° N C N N <
" ®0d0qo5e§oopSep:od odesog) Dummy Account 9999 a3 cndeqgagliqd
SFM/ FM FD 2005 6320050107008 §00p51
» o0qCiqCioonse@niadind condeodeaads(gls
SFM/ FM FD
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10.4 BANK AND PETTY CASH RECONCILIATIONS ¢ :>abgé saca0:032eg (g§c0pSadndade q&:cods(gé:
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CONTROL To ensure that all income has been banked as recorded and expenses
OBJECTIVE: appearing on the bank statement agree with cheque stubs, that bank fees
and charges are recorded in the books of account and that unpresented
cheques and uncredited deposits are promptly followed up.
PRINCIPLES: a. All cash and bank accounts are reconciled monthly.
b. All documents are prepared and checked by someone other than the person
responsible for petty cash, banking and cheque payments.
c. All reconciliations are approved by the Finance Manager.
d. Discrepancies are immediately investigated and reversed by the bank if
applicable.
e. Bank fees and charges are checked for correctness and posted to the bank
book.
f.  Unpresented cheques and deposits that are as yet uncredited are followed
up with creditors and bank officials.
PROCEDURES

1. On the first day of each month, Fin Ofr (HO) and FIld Adm/Adm Mgr (FO)
collect or request bank statements to be sent to HO and FO.

2.  SFM (HO) and MPD/MFM/FC (FO) physically check and count the Raised
Petty Cash reconciliation form.

3. Fin Ofr (HO) and FId Adm/Adm Mgr (FO) perform a QB bank reconciliation on
all petty cash and savings accounts by the end of the first week of the month.
See QB User Manual.

4.  Fin Ofr gives the bank reconciliation to SFM (HO) and FC (FO) to approve.

5. Fld Adm sends all reconciliation statements to Fin Ofr for review.

6. Fin Ofr or Acc Ofr checks with relevant staff or the bank on any outstanding
issues.

7. SFM reviews and files all reconciliations at HO.

RESPONSIBILITY

Fin Ofr/FId Adm/
Adm Mgr
FC/SFM/ FM
MPD/MFM

Fin Ofr/FId Adm/
Adm Mgr

Fin Ofr

Fid Adm

Fin Ofr/Acc Ofr

SFM
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10.5 BUDGETING * o0SqoSeqpad3c: R93Gig-ed Jo

CONTROL To ensure that programme expenditure is anticipated and approved, that 03§:3) 8¢ QpSguS3|03- 383008 sohiododepin} (0300Ca§ed:e) caoqpasopd(giconq§i BRas]
OBJECTIVE: fundraising targets are known and to provide a reference to monitor GI%;(BGSSﬁ 08?080%33?@ 399@0)0305 a'ao.?:oﬁo&fé Gmé@éeo;mgf@l spogé qéag@:%&c@q@u
actual expenses.
PRINCIPLES: a. The annual planning process is based on calendar years. 399@5%‘72]93
¢ _C Q < N c_C < <
b. The Annual Budget is used: Ml §OOP FOIOPCEEE CPOCHOP [gog $§0 agcoT:me@@ oa@u
c _C < c O ° N
3 §OODIDOIN|MT) I[P ORC-
= to establish funding requirements o0 e OQJ o a @Cl"'l 030 00¢g ¢
B Q§QeCy QF0]|00QR0D CORQSCH !
= to set management authority levels for various categories of - sra‘%ago)é sfaoézoglogqusraogds 8@9% % eﬁ sraocr)ocﬂe sgaoc/ 39‘?.][ 2oogp: oo
programme expenditure oao&fo%ooo &qsdn
= as a reference to monitor actual expenses - 39?‘%000003 209t oqooqp 307 qégg% 0003?39@) [cavevel=hely @é $§e®q§n
PROCEDURES RESPONSIBILITY opSc§odqp:

1. In November, all budget holders are involved in the preparation of the following
year’s annual budget.

2. InJanuary, FD or ED submits an Operating Budget for the current year to the
Board for approval and for publication in the annual report.

3. In August, FD or ED publishes a Revised Projection for the year in the half-
year report.

4.  Acc Ofr enters the approved Operating Budget to QB to allow actual
expenditure by expense type and cost centre to be compared with the budget.

5.  Acc Ofr or SFM or FM issues actual budget variance reports every 2 months to
budget holders for review.

6. FD distributes a monthly Financial Summary of key financial data to the Board
and Management.

7. The Board delegates authority to the Executive Director to control expenses in
line with the Operating Budget and the Board Policies.

8. The Board may use the Revised Projection to amend management authority

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

Specialists/Managers/FC

FD/ED

FD /ED

Acc Ofr

Acc Ofr/ FM/SFM

FD

ED

Board
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CONTROL To ensure that all financial data contained in QB and on other software
OBJECTIVE: 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.
PRINCIPLES: a. QB system has an Administrator responsible for all data protection matters.
b. Different levels of access by system users are determined by the Administrator
in response to the user’s level of responsibility.
c. Transaction data on QB is backed up on a daily basis.
d. Back-up data is stored on Mass Storage Devices and secured in a safe
location, with a copy maintained off site.
e. Anti-virus software is regularly updated.
f.  Firewalls to prevent hackers and viruses are regularly checked and updated.
g. All hard financial documentation (invoices, receipts, vouchers etc.) are kept in
a safe place, are easy to retrieve and are retained in accordance with legal
and donor requirements.
PROCEDURES RESPONSIBILITY
1. The Senior Finance Manager is the Administrator responsible for data protection SFM
matters, maintaining the key password and allocating passwords to all other
users on a case-by-case basis. SFM changes the passwords from time to time SFM
and protects closed periods with a separate password.
2. SFM places the Administrator key password in a sealed envelope in the safe. SFM
Management should know of its existence.
3. Access to all levels is granted to the Administrator and the Finance Director only.
4. SFM is responsible for daily back ups. In SFM absence, responsibility is SFM
delegated to Fin Ofr or Acc Ofr.
5.  HR&Adm Spl manages the IT Consultancy Company responsible for virus and HR&Adm Spl

c_C < C N
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firewall protection updates and regular contact with the software supplier.
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Hard financial documentation is kept within the Finance division for a period of 2
(two) years on site (current year and the year before) and subsequently archived
in the off-site rented warehouse.

The period of retention of hard financial documentation is 7 (seven) years
(excluding the current year documents).

For the safety of TBC, its staff, and partners working in Myanmar and other
high-risk areas, TBC allows for the destruction of financial documents after
they’ve been scanned, referenced, and uploaded to a secure TBC cloud
account. Auditors, therefore, will have to accept this as valid supporting

documentation.
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OVERVIEW

All of the costs of the TBC operations are set out in an annual budget approved by the Board.
Wherever possible, reasonable and justifiable, these costs are recognised as being incurred in support

of the TBC operational costs to run its offices located in Bangkok, along the Thai/Myanmar border and
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within Myanmar as well as for project implementation funded by donors.
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The following policy is explained to:

= meet donor requirements for justification and verification of support costs

= assure that adequate recovery of support costs is applied

TBC ensures that the allocation of support costs is allowable and fair with the benefits that each project

receives and that each will provide sufficient information to meet donor audit requirements.

PoLicy
All reasonable and justifiable operating costs will be allocated to the individual contracted projects as
directly attributable. Operating costs not directly attributable to a specific project will be financed by TBC

unrestricted funds.

" Directly Attributable Expenses are those that can be verified as reasonable and justifiable
expenditure against an approved budget line and will often include salaries of project staff. Direct
expenses also include office expenses incurred in the implementation of the project such as rental

expenses, repairs and maintenance, vehicle fuel and other running costs such as utilities.

" Un-allocable Expenses are those that cannot be verified as being reasonably or justifiably charged
against an approved budget such as Fundraising, BOD meetings and similar, general working hours

of support staff and costs that are specifically excluded from agreed donor guidelines.

" Shared Program Costs (SPC) are expenses that can be verified as having been reasonably and
necessarily incurred by the TBC office from its approved annual budget to maintain its capacity to
implement individual projects. Costs can include rentals, vehicle operating costs, supplies, and
salaries and benefits for support-related positions such as HR, Finance, Procurement, and Senior
Management.

" SPC costs do not pertain to ICR, NICRA, or any percentage (%) of the Management costs or

Overhead often calculated as a subtotal of a budget.
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PROCEDURES FOR ALLOCATION OF SHARED PROGRAMME-RELATED COSTS

1. Budget lines related to Shared Programme costs are closely monitored to avoid overspending and
remain within donor compliance requirements including flexibility of budget line over/under spending.

2. Project/programme-related staff costs are charged directly to projects budgets and often shared
depending on the estimated amount of time each person works directly on the specific project
normally stipulated in the budget proposal and project plan.

3. Management and support-related staff costs that are not directly charged to a project are paid for with
TBC unrestricted funds.

4. Field office operations expenses are allocated directly to projects depending on which budgets are
supporting the specific location and activities.

5. Such costs are allocated directly at the source and any that are not will be appropriately allocated by
the Bangkok finance team in agreement with programme-related staff. Costs not deemed directly

allocable to a project will be borne with TBC unrestricted funds.

STAFF COSTS ALLOCATION

1.  Staff who work solely on one project should be fully funded by the donor budget supporting that
project and includes support staff when possible.

2.  Staff who work on multiple projects supported by multiple donors will have their costs shared
amongst the relevant budgets. Costs will be allocated to the budgets available but will not exceed
flexibility allowed by each of the donor rules.

3. Staff Costs for related support departments and upper management who are working for the general
operations of the TBC program will charge costs directly to the project when relevant and in
compliance with donor rules and budget availability. TBC will monitor charges to assure that charges
do not exceed budget availability and remain within donor rules of flexibility.

4.  Staff costs allocable to a project according to the TBC HR Policy, such as base salary and benefits,
will be charged as per the base salary percentage where and when possible and in compliance with

the donor rules and regulations.

OPERATING EXPENSES
Where multiple projects are implemented in the field offices, costs will be directly charged to projects

whenever possible and justifiable. Costs include rent, water, electricity, office supplies, internet,
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APPENDIX C: DONOR REPORTING AND FX RATES

With the following policy and procedures.

Control: To ensure that financial reporting fulfils donor requirements, reflect the accuracy of funds TBC receives, and converts into the local currencies, especially those that are received in installments.

Principles:

1. Expenditure reporting is transparent, accurate and consistent.

2. Manage and minimize exchange fluctuations.

3. Report back to the donor the equivalent amount received in local currency.

Because TBC’s accounting systems is based in Thai Baht, Thai baht expenses which have been converted to foreign currencies for reporting to donors will be converted back into the donor currency by using the Monthly Average Rate (MAR)
of the month relevant to the transaction date. In cases when the reporting of partners in both Thailand and Myanmar experience delays in officially accounting for the expenditure, TBC will use the posted date for reporting. This means that if a
transaction has an actual date of March but is only received, reviewed, and posted in August, TBC will use the August MAR for that transaction. We specially note that many partners are working in challenging contexts, so they are not always
able to report to TBC at regular times.

The reference for the MAR will be obtained from the www.bot.or.th (Bank of Thailand Effective February 2024, For MMK to THB or USD or vice versa, the previous months last posted Market Online Trading Platform RX
rates https://www.cbm.gov.mm/ ,(Central Bank of Myanmar) will be used, If this is not available, TBC will use the www.bot.or.th as a backup if the CBM is not operational. MMK to all other currencies will be based
on the FX rate MMK/THB for MMK related costs. This allows for consistency across reported transactions that are in like currencies and accommodates fluctuating exchange rates so that expenses are converted
at accurate cost. Example: FX rate of 31 Jan 2024 will be used to convert advance to partners or expenses transacted/posted in February etc.

Partner advances in THB will be calculated based on the previous months’ MAR. On reporting to the donor, the relevant monthly MAR will be applied to the transactions according to the month that they are
posted.

Unrealized FX gain/loss will be calculated and properly accounted for during the life of each grant.
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The following procedures will be applied:

1. The monthly average exchange rates will be downloaded from the www.bot.or.th
2. The relevant MAR will be applied to expenditure when a donor’s report is due.

3. The Senior Finance Manager and Director will both confirm that correct rates have been applied when a financial report is ready to submit to the donor
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APPENDIX D: SOPS FOR TBC TRANSFERRING FUNDS WITH INFORMAL BANKING SYSTEMS

coel Qsgegad
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Due to the lack of confidence with the banking systems in Myanmar, TBC will periodically need to transfer funds into Myanmar by using an informal banking system, such as Hundi. Thes will typically be small

amounts, and namely for payroll and other small expenditure.

The following SOPs for TBC transferring funds via hundi and other informal networks

® TBC program staff in Myanmar recommend agents in Myanmar that are trusted with a proven track record in facilitating bank to bank transfers via mobile transactions.

® TBC program staff provide relevant identification documents, such as the registered company’s name, address and contact details in Myanmar and bank account details in Thailand.
® TBC’s Myanmar Finance Manager check the agent is not sanctioned by the United Nations or United States government.

®  Face-to-face introductions with the agent are recommended in Yangon to build trust prior to transfer of funds.

® Exchange rates and access to liquidity in Myanmar vary on a daily basis. Confirmation is generally available by late morning and transfers need to be made on the same day otherwise different

conditions apply.
® |nternational remittances are recommended to remain below USD 10,000 per transaction to avoid Central Bank of Myanmar scrutiny
® TBC staff in Myanmar contact the agent to either withdraw funds in cash or arrange for onward transfer to bank accounts registered in the Myanmar Mobile Transactions Network.

® TBC staff reconcile transfer deposit slips with cash withdrawal slips

The following SOPs for partners transfering funds via hundi networks and/or border-based currency traders:

® TBC conducts due diligence assessments of partners’ organisational capacities at least every four years

® | ocal partners commit to manage funds with due diligence in accordance with accepted accounting procedures and to report any suspicions of fraud or corruption at the commencement of every grant

via a Letter of Agreement with TBC.
® TBC partners consult with local authorities and recommend agents that are trusted with a proven track record in facilitating currency exchange and/or fund transfers.
®  For emergency relief missions, the exchange rate is negotiated and incorporated into the partners proposal prior to submission to TBC.

®  For longer term recovery and development projects, the exchange rate is negotiated after each instalment is received.
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Partners submit receipts from currency exchange traders and/or hundi transfers together with other supporting documents to TBC.
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APPENDIX E: Support costs and Overhead Cost Budgeting & Allocation Policy and Procedures (ADDED JAN 2024)

Introduction
The purpose of this policy is to outline and explain the approach that TBC uses to allocate overhead costs to donor budgets. TBC aims to ensure a fair and transparent allocation of overhead costs to donor project
budgets, whilst operating within the pragmatic aspect of the organization.
Objectives
The objectives of this policy are as follows:
® To allocate overhead costs in a transparent and equitable manner.
® To ensure that costs are relative to the benefits received.
® To ensure that costs are charged by using a reasonable method.
® To support a transparent and sustainable level of decision-making within the overall financial management position.
® To charge support costs as direct costs when TBC management deems it appropriate and eligible.

®  To ensure that TBC maximizes the allowable amount from donors to cover its support costs and continue as a Going Concern

Definitions

Overhead Costs: are indirect costs incurred by the organization that are not directly attributed to specific programs or projects or are not allowable as a direct cost for reasons from the donor. This includes, but is
not limited to administrative expenses, support personnel and related costs, facility costs, utilities, maintenance, IT infrastructure and software, insurances, asset depreciation, and other shared expenses.
Procedures

4.1 Identification of Overhead Costs

The program and finance departments shall identify all overhead costs incurred by the organization during the budgeting period according to the definition above.

4.2 Determination of Budget Allocation

To allocate overhead costs, TBC aims to provide a reasonable and fair distribution of overhead expenses. The organization will consider the following factors as the potential allocation bases:

(] Funding Amount: The proportion of funding received from each donor in relation to the total funding received. This can serve as a broad indicator of the level of support provided by each donor.

(] Duration of Support: The length of time that each donor provides support to the organization. This can be used to approximate the level of ongoing commitment and engagement from each donor.

Generally, the amount of support will be spread out for the duration of project without exceeding the agreed limits.
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e  Specific Program/Project Alignment: The extent to which each donor's funding is allocated to specific programs or projects within the organization. This can help determine the direct impact of each

donor's support on specific initiatives.
e  Strategic Priorities: The alignment of each donor's funding with the organization's strategic priorities. Donors whose funding aligns more closely with priority areas may be assigned a higher allocation.

When budgeting, TBC will consider factors such as simplicity and fairness to capture the underlying rationale for allocating support costs. Critical factors that add to the complexity of management are that donor
agreements run on different timelines and for different lengths of times, and some donors do not permit overhead costs.

It's important to note that this approach allows for some degree of subjectivity in the allocation of overhead costs to donor budgets. The organization’s senior management and finance leads will exercise its
judgment in determining the appropriateness based on the available information and the desired allocation outcome.

4.3 Overhead Allocation

The finance department will determine the amount of allocation for each program or project in coordination with the respective program director. Together, they will ensure that it accurately represents the relative
utilization or benefit received by each program/project, while considering the allowable budget flexibility.

4.4 Review and Adjustments

The support costs and overhead cost allocation policy will be periodically reviewed by the finance department and management to assess its effectiveness and fairness. Adjustments may be made if significant
changes occur in the organization's operations, programs, or projects.

Presented below is a table that represents TBC’s typical annual donor portfolio. The table serves to illustrate the inherent complexity in applying a uniform allocation methodology when trying to provide an
equitable treatment across such a diverse spectrum of donors. Recognizing this complexity, TBC therefore engages with donors to define appropriate costs and budget, based on historical assumption and

previously accepted practices, beforehand so that its currently methodology is understood.

Funding
Donor Type Amount Duration Strategic Priorities Overhead Coverage
Small OH amount $60,000 1 year (Oct-Sept) IYCF 5% with some direct support
Direct support charge only $14,000,000 1 year (July-June) Humanitarian No OH
Flexible OH, with little
direct support $3,000,000 1,5 years (Oct-March) All objectives 4%
OH with some direct $1,500,000 1 year (Feb-Jan) All objectives 10%
Small OH amount no
direct $250,000 1 year (Jan-Dec ER 7%
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Funding
Donor Type Amount Duration Strategic Priorities Overhead Coverage
No OH or Direct $5,000 3 months (Jan-March) Shelter No OH

4.5 Flowchart of Allocation process
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