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1. TITLE 
1.1. This procedure covers the receiving of cash from customers and issuing of receipts.

2. PURPOSE
2.1. To ensure cash control  
3. SCOPE
3.1. From receiving Bank slip/cheque from a client to issuing of a receipt

4. KEY PERFOMANCE INDICATOR
4.1. Revenue collected

5. REFERENCES
5.1. Quality Manual
5.2. Procedure Manual

6. TERMS (DEFINITIONS)
6.1. None

7. RESPONSIBILITIES
7.1. The Senior Accountant is responsible for ensuring safety of revenue collected.

8. METHOD
8.1. Cashier receives Bank slip/cheque
8.2. Prints a receipt 
8.3. Issues the receipt to customer
8.4. Maintains a copy in the ERP system.

9. APPENDICES
9.1. Receipt 






















RECEIPTING PROCEDURE PROCESS MAPPING

PLAYERS					ACTIVITIES

Cashier			Cashier receives cheque/bank slip




		
Cashier																												Prints a receipt 




Cashier
			
		Issues the receipt to customer







Cashier			Maintains copy in the ERP system
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1. TITLE 
1.1. This procedure covers banking of cash/Cheques collected.

2. PURPOSE
2.1. To ensure prompt banking  
3. SCOPE
3.1. From receiving cash/cheque from a client to banking

4. KEY PERFOMANCE INDICATOR
4.1. Prompt banking of cash/Cheque depositing

5. REFERENCES
5.1. Quality Manual
5.2. Procedure Manual

6. TERMS (DEFINITIONS)
6.1. None

7. RESPONSIBILITIES
7.1. The Senior Accountant is responsible for ensuring prompt banking of            Cheque/Cash collected.
8. METHOD
8.1. The cashier prepares analysis of cash and cheques collected.
8.2. Cashier deposits cash/cheques.
8.3. Cashier files deposit slip.
8.4. Cashier posts data in ERP.
9. APPENDICES
9.1. deposit slip










BANKING PROCEDURE PROCESS MAPPING

PLAYERS					ACTIVITIES

Cashier			Cashier prepares analysis of  cheque/cash collected








		
Cashier																												Money is then banked




Cashier
			
		Deposit slip filed






Data posted in ERP

Cashier			
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1. TITLE 
1.1. This procedure covers processing of supplier payments.

2. PURPOSE
2.1. To ensure prompt supplier payment
3. SCOPE
3.1. From receiving supplier invoice to payment of supplier.

4. KEY PERFOMANCE INDICATOR
4.1. Prompt payment of suppliers

5. REFERENCES
5.1. Quality Manual
5.2. Procedure Manual

6. TERMS (DEFINITIONS)
6.1. L.P.O-Local Purchase Order
6.2. L.S.O-local Service Order
6.3. Goods Received Note(GRN)
6.4. ERP -

7. RESPONSIBILITIES
7.1. The Senior Accountant is responsible for ensuring prompt payment of supplier.

8. METHOD
8.1. Supplier invoice received in the accounts office.

8.2. The invoice is matched with triplicate copy of the L.P.O,L.S.O,S13 and requisition authority.
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8.3. Payment voucher is prepared. 
8.4. Payment voucher is voted 
8.5. Payment voucher is posted in the voucher payment register. 
8.6. Payment voucher is then examined.
8.7. Payment voucher is then approved by AIE holder. 
8.8. Payment voucher is then authorised by the DD F/A
8.9. Payment voucher is then audited. 
8.10. Cashier writes a cheque.
8.11. Cheque is signed by 1st signatory.
8.12. Cheque is signed by 2nd signatory.
8.13. The Cheque is then dispatched to the supplier.
8.14. The payment voucher is posted in the cash book.
8.15. Payment voucher is stamped paid and filed.

9. APPENDICES
9.1. Payment Voucher
9.2. LPO- Local Purchase Order
9.3. LSO-  Local Service Order
9.4. GRN-Goods Received Note
9.5. ERP






SUPPLIER PAYMENT PROCESS MAPPING

PLAYERS					ACTIVITIES

Accounts assistant 		Supplier invoice received in the accounts office






Invoice is matched with LPO/LSO


		
Accounts assistant 																												
The invoice is matched with an S13/GRN


Accounts assistant 
			
		

Return documents for correction

Are documents in order?



No
Accounts assistant 			
	

Yes 
Payment voucher then prepared

Accounts assistant 




    Accountant 
Payment voucher examined





	
A




A



	
AccountantPayment voucher authorised by AIE Holder and DD FA






Payment Voucher audited



	

Auditor


Write cheque

Cashier



 DirectorCheque signed by    A I E Holder





DeputyCheque signed by second signatory


Director(s) 


	
						
Cheque is dispatched to the supplier

	
Cashier 
	


Accounts Assistant Payment voucher is filed





Payment details posted in ERP

Accounts Assistant 
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1. TITLE 
1.1. This procedure covers processing of utilities payments.

2. PURPOSE
2.1. To ensure prompt paymentof utility bills
3. SCOPE
3.1. From receiving utility bill to utility bill payment.

4. KEY PERFOMANCE INDICATOR
4.1. Timely payment of utility bills

5. REFERENCES
5.1. Quality Manual
5.2. Procedure Manual

6. TERMS (DEFINITIONS)
6.1.  A.I.E – Authority to Incurr Expenditure
6.2. DDF&A – Deputy Director Finance & Administration
6.3. ERP – Enterprise Resource Planning.

7. RESPONSIBILITIES
7.1. The Senior Accountant is responsible for ensuring prompt payment of utility bills.

8. METHOD
8.1. The utility bill / requests received in account office.
8.2. Account office ascertain the validity of the utility bill / requests
8.3. payment voucher prepared
8.4. Payment voucher is examined.
8.5. payment voucher is authorised by A I E Holder & DD F/A 
8.6. The cashier prepares a cheque.
8.7. The cheque is signed by 1st and 2nd  signatory
8.8. Cheque is dispatched to the provider.
8.9. The  payment voucher is filed 
8.10. Payment details posted in ERP.

9. APPENDICES
9.1. Payment Voucher






UTILITIES BILLS PAYMENT PROCESS MAPPING

PLAYERS					ACTIVITIES
Accounts assistant Utility bill received in the accounts office




	Return utility bill for correction

Accounts assistant Is the utility bill in order?

								No 															


Yes 
				Payment voucher is prepared

Accounts assistant 


Payment voucher examined

Accountant 



AccountantPayment voucher authorised by A I E holder and DD FA




CashierWrite a cheque




AccountantCheque signed by 1st and 2nd signatory.


Director 


	Cheque is dispatched to service provider


	
Cashier 

Accounts AssistantPayment voucher is filed



Payment details posted in ERP



Accounts Assistant 
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1. TITLE 
1.1. This procedure covers the processing of contractor payments.

2. PURPOSE
2.1. To ensure prompt contractor payment
3. SCOPE
3.1. From receiving certificate of works to payment of contractor.

4. KEY PERFOMANCE INDICATOR
4.1. Timely payment of contractors

5. REFERENCES
5.1. Quality Manual
5.2. Procedure Manual

6. TERMS (DEFINITIONS)
6.1. BQ – Bill of Quantity.
6.2. LPO - Local Purchase Order
6.3. LSO – Local Service Order

7. RESPONSIBILITIES
7.1. The Senior Accountant is responsible for ensuring prompt payment of contractors.

8. METHOD
8.1. Invoice received in accounts office.
8.2. Invoice matched with triplicate LPO/LSO
8.3. Invoice matched with certificate of works
8.4. Accounts office ascertain authenticity of invoice BQs, tender committee procurement minutes.
8.5. Payment voucher is prepared.
8.6. Payment voucher is examined 
8.7. Payment voucher is approved by AIE Holder.
8.8. Payment voucher is authorised by DD F/A.
8.9. Payment voucher is then audited. 
8.10. Cashier writes a cheque.
8.11. The cheque is then signed by AIE holder.
8.12. The cheque is then signed by 2nd signatory. 
8.13. Cheque is dispatched to contractor.
8.14. Payment voucher is posted in the cash book.
8.15. Payment voucher is filled.
8.16. Payment details posted in ERP.
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9. APPENDICES
9.1. Payment Voucher




CONTRACTORS PAYMENT PROCESS MAPPING

PLAYERS					ACTIVITIES
Certificate of works received in the accounts office

Accounts assistant II			




		Return the certificate for correction
Is the works certificate in order?

Accounts assistant I							No 																						

		Yes 
Payment voucher is prepared

Accounts assistant I


		
Accountant IPayment voucher examined





DirectorPayment voucher approved & authorised by AIE holder and DD FA


DD F/A


AuditorVoucher audited




CashierCashier writes a cheque





Director	Cheque signed by 1st and 2nd signatories


	
2nd Signatory 

Cashier Dispatch the cheque to contractor




CashierCheque dispatched to contractor
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1. TITLE 
1.1. This procedure covers issuing of Imprest to staff.

2. PURPOSE
2.1. To ensure adherence to laid down procedures in imprest  payment
3. SCOPE
3.1. From receiving an Imprest requisition/warrant to disbursement of Imprest.

4. KEY PERFOMANCE INDICATOR
4.1. Timely issuing of imprest to staff

5. REFERENCES
5.1. Quality Manual
5.2. Procedure Manual


6. TERMS (DEFINITIONS)
6.1.  DDF&A – Deputy Director Finance & Administration.

7. RESPONSIBILITIES
7.1. The Senior Accountant is responsible for ensuring prompt imprest payment.

8. METHOD
8.1. Approved Imprest requisition received in the accounts office.
8.2. Accounts office confirms availability of funds for approved activity.
8.3. Imprest warrant prepared by accounts office and approved by Director.
8.4. Imprest warrant examined and authorised by DDFA.
8.5. Payment made to imprest applicant. 
8.6. A copy of imprest issued to the applicant. 
8.7. Imprest posted to the cash book.
8.8. Duplicate of imprest warrant filed.

9. APPENDICES
9.1. Payment Voucher
9.2. cash requisition












IMPREST PAYMENT PROCESS MAPPING

PLAYERS					ACTIVITIES
Imprest requisition received in the accounts office

Accounts assistant 			





Are there funds for the intended expenditure?

Stop expenditure

		
Senior Accountant							No																				


			Yes
		
Director 													Imprest prepared and approved by Director and Accountant

 Accountant


			
Cashier Cash advanced to requisitioning officer






Cashier Copy of Imprest filed and used to input data in ERP.
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1. TITLE 
1.1. This procedure covers the Imprest surrender by staff

2. PURPOSE
2.1. To ensure adherence to laid down procedures in imprest  surrender
3. SCOPE
3.1. From surrender of imprest to input of data in ERP.

4. KEY PERFOMANCE INDICATOR
4.1. Timely surrender of imprest by staff

5. REFERENCES
5.1. Quality Manual
5.2. Procedure Manual

6. TERMS (DEFINITIONS)
6.1.  DD F/A- Deputy director finance and administration.

7. RESPONSIBILITIES
7.1. The Senior Accountant is responsible for ensuring prompt surrender of imprest payment.

8. METHOD
8.1. The imprest holder receipts are received in accounts office
8.2. A  payment voucher is then prepared
8.3. payment voucher is then examined
8.4. Payment voucher is approved and authorised by the Director and DDFA
8.5. Payment voucher is audited.
8.6. payment voucher is filed 
8.7. Payment voucher data entered in ERP.

9. APPENDICES
9.1. Payment Voucher
9.2. Cash requisition 










IMPREST SURRENDER PROCESS MAPPING

PLAYERS					ACTIVITIES
Imprest holder’s receipts received in the accounts office

Accounts assistant 			





Return documents to imprest holder
Are the documents in order?


		No
Accounts assistant 																										
Yes

			
		Payment voucher prepared

Accounts assistant 													

Accountant Payment voucher examined



Payment voucher approved and authorised 

Director
Yes
DDF/A
	

AuditorPayment voucher is audited.




	
Accounts assistant Data entered in ERP
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1. TITLE 
1.1. This procedure covers the salary advance payment.

2. PURPOSE
2.1. To ensure adherence to laid down procedures in salary advance payments
3. SCOPE
3.1. From receipt of salary advance request to input of data in payroll.

4. KEY PERFOMANCE INDICATOR
4.1. Timely payment of salary advance

5. REFERENCES
5.1. Quality Manual
5.2. Procedure Manual

6. TERMS (DEFINITIONS)
6.1.  DDF&A – Deputy Director Finance & Administration.

7. RESPONSIBILITIES
7.1. The Senior Accountant is responsible for ensuring valid salary advance payments.

8. METHOD
8.1. Approved salary advance request received in accounts office
8.2. A  payment voucher is then prepared
8.3. payment voucher is then examined
8.4. payment voucher is authorised by AIE Holder & DDF/A 
8.5. Payment voucher is audited
8.6. cheque is written and signed by 1st and 2nd signatory.
8.7. cheque issued to the officer who requested the salary advance
8.8. Payment voucher is filed 
8.9. Payment voucher details entered in ERP.

9. APPENDICES
9.1. Payment Voucher












SALARY ADVANCE PROCESS MAPPING

PLAYERS					ACTIVITIES
Salary advance request received in the accounts office

Accounts assistant 			




Accounts assistant Return to requesting officer
Is the request authorised?

NO
		
					     No 															
			Yes
		
Accounts assistant 											Payment voucher prepared



		

Accountant Payment voucher examined




Payment voucher authorised by Director and DD FA

Director
Yes
DDFA
	

CashierCheque is written and signed 





Cashier Cheque dispatched to requisitioning officer



	
Accounts assistant Data entered in ERP
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1. TITLE 
1.1. This procedure covers the Salaries and other payroll deductions

2. PURPOSE
2.1. To ensure adherence to laid down procedures in salary and other payroll 
Deductions payments
3. SCOPE
3.1. From receipt of payroll to request to input of data in ERP.

4. KEY PERFOMANCE INDICATOR
4.1. Timely processing of payroll deductions

5. REFERENCES
5.1. Quality Manual
5.2. Procedure Manual

6. TERMS (DEFINITIONS)
6.1.  DDF&A – Deputy director Finance and Administration.

7. RESPONSIBILITIES
7.1. The Senior Accountant is responsible for ensuring timely salaries and other payroll deductionspayments.

8. METHOD
8.1. A payroll by product is prepared in accounts office
8.2. A  payment voucher is then prepared
8.3. Payment voucher is then examined
8.4. Payment voucher is then authorised by the Director and DDF/A
8.5. Payment voucher is then audited. 
8.6. Cashier writes a cheque.
8.7. The cheque is then signed by 1st and 2nd signatory.
8.8. Cheques are then dispatched.
8.9. Once the payment voucher has been paid it is filed and used to enter data in ERP.

9. APPENDICES
9.1. Payment Voucher






SALARIES AND OTHER PAYROLLDEDUCTIONS 
PAYMENT PROCESS MAPPING

PLAYERS					ACTIVITIES

			Payroll by product is prepared in accounts office


  Accounts assistant 



Return payroll for authorization

Is the by-product authorized?

NO
		
Accounts assistant 																											YES


			Payment voucher is prepared

		

 Accounts assistant 

Accounts 			Payment voucher examined




Payment voucher authorised by Director and DD FA

Director
Yes
DDFA
	

CashierCheque is written and signed





Cashier Cheque dispatched to requisitioning officer



	
Accounts assistant Data entered in ERP
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1. TITLE 
1.1. This procedure covers the Invoicing.

2. PURPOSE
2.1. To ensure prompt Invoicing.
3. SCOPE
3.1. From receipt of nominal roll to issuing of invoice.

4. KEY PERFOMANCE INDICATOR
4.1. Timely invoicing and collection of debts

5. REFERENCES
5.1. Quality Manual
5.2. Procedure Manual

6. TERMS (DEFINITIONS)
6.1. none 

7. RESPONSIBILITIES
7.1. The Senior Accountant is responsible for Invoicing.

8. METHOD
8.1. A nominal roll is received in accounts office
8.2. An  invoice is raised 
8.3. Issues the Invoice to customer.
8.4. Maintains a copy in ERP system.

9. APPENDICES
9.1. Invoice
9.2. nominal roll


















INVOICING PROCESS MAPPING

PLAYERS				ACTIVITIES

Nominal roll received in accounts office



Cashier



Raise an invoice

Cashier



Issue the Invoice to customer



Cashier


Maintains a copy in the ERP.
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1. TITLE 
1.1. This procedure covers the budgeting process.

2. PURPOSE
2.1. To ensure proper budgeting.
3. SCOPE
3.1. From review of annual expenditure plan to submission of budget report.

4. KEY PERFOMANCE INDICATOR
5. Timely preparation of the budget

6. REFERENCES
6.1. Quality Manual
6.2. Procedure Manual

7. TERMS (DEFINITIONS)
7.1. KEMI- Kenya Education Management Institute

8. RESPONSIBILITIES
8.1. KEMI Council 
8.1.1. Approves budget and forwards to parent Ministry for endorsement

8.2. Director
8.2.1. Director presents budget for discussion and for Council approval.

8.3. Senior Accountant
8.3.1. Reviews KEMI strategic plan and identifies both capital and recurrent expenditure plans
8.3.2. Reviews past performances including variances in relation to current economic situation to Facilitate forecasts
8.3.3. Advises departments based on forecasts and issue budget checklist for proposal
8.3.4. Receives revised departmental budget proposals and consolidates them
8.3.5. Discusses consolidated budget with management and Section heads


8.4.  Senior Accountant
8.4.1. Implements budget 
8.4.2. Prepares quarterly and annual report/variance analysis 
8.4.3. Evaluates budget performance and prepares for the next budgeting cycle
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8.5	Heads of sections
6.5.1	Prepare business plans and revised budget proposals
6.5.2	Review the Strategic plan

9. METHOD
9.1. Review KEMI strategic plan
9.2. Identify both capital and recurrent expenditure plans 
9.3. Review past performances including variances
9.4. Review current economic situation to Facilitate financial forecasts
9.5. Advise sections based on financial forecasts 
9.6. Receive section budget proposals
9.7. Consolidate section revised budget proposals
9.8. Discuss revised consolidated budget with management and section heads
9.9. Management recommends budget and forwards for Council approval
9.10. Council approves budget and forwards to parent Ministry for approval
9.11. Implement budget 
9.12. Prepare quarterly and annual reports/variance analysis 

10. APPENDICES

    None 

BUDGETING PROCESS MAPPING
Review KEMI strategic plan


Senior Accountant 



Senior AccountantIdentify capital and recurrent expenditure plans





Senior AccountantReview past performances 
including variances







Budget CommitteeReview current economic 
situation to facilitate
financial forecasts








Senior AccountantAdvise sections based on 
Financial forecasts 







Senior AccountantReceive section budget proposals






Senior AccountantConsolidate section
Budget proposals








DirectorDiscuss consolidated
 Budget with management
 And Section heads








C
B


B

C




Revise budget proposals

Senior Accountant



Is the budget in order?


Director	NO




                                                                       Yes 

DirectorManagement recommends 
Budget and forwards for
 Council approval








Council ChairmanIs the budget in order?


	No 



Yes
Council chairman	
Council approves budget 
and forwards to parent 
Ministry for approval








Senior accountantBudget forwarded to
Parent Ministry for
Approval





Implement budget




Senior Accountant
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1. TITLE 
1.1. This procedure covers the preparation of Financial reports 

2. PURPOSE
2.1. To ensure timely and accurate preparation of financial reports.
3. SCOPE
3.1. Preparation of financial report

4. KEY PERFOMANCE INDICATOR
4.1. Timely preparation of financial reports

5. REFERENCES
5.1. Quality Manual
5.2. Procedure Manual

6. TERMS (DEFINITIONS)
6.1. none 

7. RESPONSIBILITIES
7.1. The Senior Accountant is responsible for the preparation of financial reports.

8. METHOD
8.1. A print out is obtained from ERP 
8.2. Financial report is prepared discussed by the management and sent to the auditors 
8.3. The auditors send the financial report with proposed amendments.
8.4. The auditors proposed amendments are incorporated in the report and the final report is sent to parliament.

9. APPENDICES
9.1. None


















PREPARATION OF FINANCIAL REPORTS PROCEDURE
                              PROCESS MAPPING

PLAYERS                                             ACTIVITIES


A print out is obtained from ERP

Senior Accountant




Financial report discussed with management and then sent to Auditors

Director



Any amendments proposed by Auditors?

Senior AccountantMake the amendments

	Yes
	


	No

	

Audit report sent to auditors for signing

Senior Accountant



Senior Accountant
Signed audit report published and sent to parliament






Senior AccountantSigned audit report published and sent to parliament
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