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Delivery of Debit Notes

Dispatch and content

Legal proceedings for settlement

Purpose

Register

Settlement
Definitions

Allowances

Gross Salary

Central principles

Emergency

(Also refer 'Introduction’ section of each chapter):
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Asset

Asset management

Borrowing
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Moveable asset

3
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Lending
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Authorisation
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Fin. liability of officer to be recognised with debit Note
Liability of Accountable Officers for loss of keys
Unauthorised bank acc. and bank account reconciliations
Monthly accounts
Procedures
Publication
Multi-year budget
Observation of Financial Instructions
Chapter 1
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Chapter 4
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Officers - liability and financial responsibilities
Other PR exemptions
Overseas payments
Payment against a copy or duplicate invoice or claim
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Payment VVouchers
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Completion
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Issue of cheque for overseas payment
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Overseas payments
Paid at an Approved Paying Office
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Pay-over of collections to Treasury or other office
Pay-over slip and schedule of receipts
Purchase requisition (PR)
Authorising
Certifying
Completing a form
Confirming funds availability
Final cost higher than estimated cost
Forwarding to the Treasury Division
Record all in the Departmental Register
Requesting Officer is responsibility
Supported by quotation
Supported by Tender
Transfer of unpaid into the current Financial Year
Unpaid PRs at Financial Year end
Preferred Supplier arrangements
Ministry
National
Preparation and presentation of the annual accounts
Procurement principles
Production - Budgets
Pro-Forma invoices
PRs are required to process a payment
PSF's responsibilities
Chapter 1
Chapter 2
Chapter 3
Public debt (refer '‘Borrowing’)
Public notice - public money office
Public Officers - Financial duties
Publication of approved Budget (as the National Budget)
Purchases
Process
Requisition - form
Purchasing limits
Quotations and tenders
Authority to call
When to call or not call
Receipt for collected revenue pay-over
Receipt of revenue and public money

Receipt of revenue by Public Officer who is not a revenue Officer

Receipt of revenue by Treasury cashier or sub-accountant
Receipts - replacement
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Rechargeable works and services
Cost allocation
Costing
Deposits and accounting
External
Internal
Request for external
Reductions and discounts
Register of revenue received by post
Release of reserved funds
Requesting officer - responsibilities and duties

Requisition documentation and other procurement instructions
Responsibilities of Accounting Officers for revenue

Responsibilities of AOs - spending control
Revenue collector - responsibilities and duties
Revenue Collectors - appointment
Safe custody/storage facilities

Annual return

Combination locks

Keeping keys safe

Keys

Manufacturer's instructions

Procurement

Provision

Register

Use for other purposes
Safeguarding of cash in transit
Safeguarding of cash whilst Officer is on tour
Salaries

Deductions

Entitlement

External Payroll

Payment
Security

Electronically stored data

Office accommodation and equipment

Security documents
Accountable Officer's record
Changes to the format of
Checking and recording of new
Disposal and destruction of
Issue from bulk stock
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Monthly return
Procurement of and changes to
Safe custody and usage
Safe custody of
Sub-accountant's stock
Transfer of
Self Accounting Units - responsibilities and duties
Specification
Stale cheques
Strong rooms and reserve cash safes
Checking contents
Register of contents
Sub-accountants - responsibilities and duties
Supplementary Budget Bill
Supplementary Budget laws
Supplementary budgets
Sustainability report
Tender - bidding documents
Tender
Competitive procedures
Evaluation Committee report
Notice of invitation
Technical Evaluation Committees
Tender Board
Establishing
Membership and function of Central Tender Board
Membership and function of Ministerial Boards
Transfer of funds between account codes
Transport and hotel accommodation - buying
Transport Hire Rates - SIG recommended
Treasury receipts and licences
Completion
Treasury receipts or licences
Cancellation
Types of purchasing/buying
Utility supplies (Telephone charges, electricity and water)
Variations (adjustments) in the approved budget
Variations in amounts that can be spent
Verbal quotations - obtaining
Written quotations
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DELAYED FINANCIAL INSTRUCTIONS

The Ministerial Financial Instructions allow for a progressive implementation of
financial management best practices in accordance with a long term strategy and
plan approved by SIG and to achieve compliance with statutory requirements. This
scheme includes a strategy of staggered or delayed implementation recognising that
best practice financial management can only be systematically achieved within
available resources and capacity. The scheme ensures that a comprehensive Financial
Framework and an efficient and effective Financial Reporting Management system is
developed, maintained and controlled; that recognises that the overriding purpose of
SIG accounts is to facilitate the efficient and effective achievement of the purposes
of SIG.

12| Page



