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IN EXERCISE of the powers contained in section thirtyjour of 
the Local Administration Act, 1980, the following Regulations 
are hereby mad<, : 

PART I 

PnELI?tlIN A.RY 

1 .  These Regulations may be cited a.s the District Councils 
(Financial) Regulations, 1984. 

2. Those Regulations shall apply to n Council which has not 
ma.de financi�l regulations under subsection (1)  of section 
thirty-four of the Act, or which has not adopted those Reguh�tions 
as specified in subsection (2) of section thirty-four of tho Act,. 

3. In these Regulations, unless the context otherwise 
requires-

" accounting unit " mtians the Financial Secretary's 
Department of the Council ; 

" a<lvnnce " moans any recovorablo sum of money 1ssued 
to any person whore such advance is in tho Council's 
interest and is repayablo at some future date; 

" colloctor of revenue " moans an officer of the Council 
who is charged with the duty of colfocting any type of 
Council revenue; 

" controlling officer " means the District Executive 
Secretary ; 

" Council " means a. district council established or deemed 
to have been established under section three of the Act; 

" head of department " means a member of the District 
Secretariat responsible for the administration of a. 
separate department of the Council ; 

" internal auditor " means any person designated as such 
by the Public Service Commission or assigned the duties 
of internal auditor, for the time being, by the Council ; 

" purchasing officer " means any officer whose responsi
bility is to ign an order for the purchase of any goods 
or the rendering of any service. 

PART II 

ESTI111ATES 

4. ( 1 )  The estimate.'! of ca.pita! and recurrent expenditure 
submitted to the Minister for approval in accordance with 
section twenty-eight of the Act shall be set out as follows-

(a) the total estimated expenditure shall be shown in 
respect of each capita.I project ; 

(b) tho total estimated expenditure on all capita.I projects 
shall be shown ; 

(o) the total estimated expenrlitnre shall be shown under 
ea.ch head of recurrent expenditure; 
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{d) under each head of recurrent expenditure there shall 
be shown sub-heads ; 

{e) the first sub-bead under each bead of recurrent ex
penditure shall be estimated expenditure on em
ployees in respect of such head of recurrent expendi
ture; 

(f) there shall be shown items of expenditure in respect 
of each sub-head ofrecurrent expenditure. 

(2) The detailed form of capital and recurrent estimates 
shall be such as advised by the Minister for all Councils. 

5. The annual estimates of revenue and expenditure shall 
be prepared by the heads of department in consultation with 
the Financial Secretary, in accordance with the guidelines, 
if any, issued by the Minister. The Financial Secretary shall 
collate the estimates approved by the Committees and report 
to the Finance Committee thereon. The Finance Committee 
shall consider the consolidated estimates and submit these 
to the Council along with such recommendations as the Com
mittee considers necessary. 

6. The final capita.I estimates should include only those 
pro,iects for which finance has been agreed with the Govern
ment or lending institutions, as the case may be, or which are 
decided to be financed from the Council's own resources. 

7. The annual estimates, a.s adopted by the Council shall, 
at least sixty days before the commencement of a :financial year, 
be submitted for the approval of the Minister. 

8. The controlling officer may not ca.use or permit any 
expenditure to be incurred, unless the estimates have been 
approved by the Minister: 

Provided that where the annual estimates have not been 
approved by the Minister before the commencement of the 
relevant financial year, the Council may continue to incur 
expenditure on charges which become due in respect of in
escapable commitments. 

9. Where there is likely t-0 be an expenditure for which 
there is no provision in the approved estimates or an excess 
expenditure on an item which appears in the estimates, it 
shall be the duty of the head of department concerned after 
consultation with the Financial Secretary, or of the Financial 
Secretary as the case may be, to inform the Committee con
cerned explaining the reasons for the excess expenditure. 

10. When the expenditure is of a nature which was not 
envisaged when the estimates were prepared, or when the 
excess expenditure on an item cannot be met from savings 
on another item under the same sub-head, the controlling 
officer shall submit to the Minister an application for supple
mentary provision as adopted by the Council, in accordance 
with subsection (2) of section twenly-eiylu. This application 
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shall show corresponding savings from any other head of 
expenditure or evidence that the additional expenditure will be 
met from an overall additional income or fund balances. 

I I .  Where it appears that the amount of any head of 
approved income may not be reached, it shall be the duty of 
the head of department concerned, after consultation with the 
Financial Secretary. or of the Financial Secretary as the case 
may be, to inform the Council through the Committee con
cerned explaining the reasons for the short.fall. ff there is 
likely to be an overall shortfall in income the Council shall 
review and restrict the expenditure so that it matches the 
income unless there are adequate surplus balances to meet the 
excess of expenditure over income . 

PABT ID 

GENERAL AccouNTINO RESPONSIBILITIES 

1 2. The responsibilities of the Financial Secretary, who 
shall ho the principal adviser to the Council in matters relating 
to the general finances of the Council, shall be to-

(a) keep accounts in accordance with the orders or direc• 
tives issued or approved by the Council and to ensw·e 
accuracy of these accounts ; 

(b) ensure that officers accounting for revenue and ex
penditure for whlch they are responsible comply 
with the provisions of these Regulations and sup• 
plementary instructions issued by the Council from 
time to time ; 

(c) report to the controlling officer if it appears that any 
head, sub-head or item is likely to be overspent ; 

(d) draw the attention of any officer to delays and short
ages in the collection of revenue, any advance or 
imprest which they are unable to clear at the time 
that it should be cleared, any deposit account which 
has become dormant and to any weakness in the 
accounting system employed, or in the internal checks 
applied to accounting transactions ; 

(e) account for receipts and disbursements of Council 
moneys in accordance with these Regulations ; 

(/} see that proper arrangements u.ra made for the safe
keeping of Council moneys, securities, stamps, 
stamp dutie�, revenue counterfoil receipts, licences, 
warrants a.nd all forms of requisition; 

(g} collect punctually all revenue and other C',ounril 
moneys which become due and pa.ya.hie to th::- Council ; 

(h) bring to account prumptl.v under the corrert head a.nd 
sub-head all Council moneys he collects or whic:h is 
paid tu him ; 
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(i) check reg11la.rly all ca.sh anrl stnmp� in his charge and 
verify the babnce shown in the caish book or str.mp 
register; 

(j) bring to account promptly any revenue in cash or 
stamps found in hfa charge in eixce�s uf tho balances 
showll in the cash book or sta.m p register; 

(k) make good any shortage in c-ash or stamps for which 
ht> is responsible: 

(/) ensure that all disbnrscment,s mad,� or incurred bv the 
i!.'lsue of payment vouchers, orders, w,wrants: re
quhiitions or n.ny other documents aJ'e proporly 
auth1,riRed ; 

(m} clmrge in the A.C<'01tntR, unrler the proper hends of 
accuuntini;, all expenditure when it occurs : 

(n} ensure Rfitisfactory cont,rol t.>f the expenditure by 
maint.nining a rocord of  commitments incwTed by 
the heads of depa,rtmcnts ; 

(o} pn,pare promptly all financ•ia.l Rto.tements. budget 
estimo.t,cs. annual nccounts and returns in the form 
and manner vre�cribed ; 

(p) see that tho book.'! of account are correctly poRted and 
kept t1p t,o date ; 

(q) bring to the not.ire of <·fficerR in writing any appn.rent 
defoct in the procerlurc of revenue collection, wo.stage 
a.nd nny extravagant cxp<>ndit,ure which comes to his 
notice in the co1Lr�e of his nccounting duties ; 

(r) produce when reqnired by the Counril or by the 
external auriitor all books ancl rec:orcls or accounting 
documents in bis charge; 

(s) reply promptly and fully to l\ll,Y observations or 
<J116ries re�ei ved from the externo,l auditor or the 
Council ;  

(t) exercise strict supervision on:r o.11 offirers under his 
a.11tl tority, to mo.int,11,in officicnt d,ccks and to tn.kti 
precnution8 aga.inat fraud and nugatory exponditure ; 

('u} hring to tho notice of beads of <lepartmcnts o.ny 
wa,;t,ago. incompet-enr.o, c11orelessness or insuborili• 
natiou on the pa.rt of tht'ir Rtu.ff; 

(v) ensure that all Counril's insurable risks are fuily 
covered by adequate wnrance policies. 

13 .  No ern.sures 1110.v be made in accounts. Corrections 
must he mad1-1 by Rtriking out the inc-or1•ect figtu't-lS and wi-iting 
th., correct figures a.hove tht>m. 'fhe <·orrC'ctions must be maclo 
in �ucb a way that the original figures are still legihlo. 
Corrections must be initialled hy th"' offic·er who makes them. 
On n<, account may alterations be made un figures which ho.ve 
already been aucUtt>d. 
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14. Officers responsible for dealing with incoming mail 
whirh contains money shall keep a rPgister of chnques and 
co.sh for the purposes of recording details of remittances 
received. 

15. Any form or document or system of a financial or 
costing nature or dealing with inventorieR, stocks or Rtores 
sha.11 be subject to the pt·ior approval uf the: Financial Secretary. 

rn. A register of all official accountable documents shall 
be kept by the Financial Ficcrotary. 

17 .  I-leads of departments arc pcrsona1J�, responsible for 
the observance of all financial ancl accounting instructions 
issued by the Financial Secretary . 

18. When it is necessary for any officer to delegate to 
another officn any finnnr.ial duty for which he is responsible, 
he will ensure that. the delegation, i1-s scope and duration, is in 
clear and specific terms and shall be in writing. 

19. All cheques and cnsh rect'ived shall be banked as soon 
as possible, but not later than 1,wo days. following t.he day of 
receipt. In no circumstauces will funds be allo\\ed to accumulate 
in cash cullecti� units. 

20. The Financial Secret:i.ry shall prepare for each month 
a reconciliation bet.ween the bolanre shown in any bank 
account which his (',v111wil operates and tho hula.nee shown in 
the summarised ca.sh account or ca.sh book. 

2 1. .  The Financial Secretary shall cht'ck once a mont,h c!lsh 
helcl in tLe C:ow1cil. 

22. The procedn:-os to he followed by the arcount.inir unit 
at the close of the fina.ndal niar n.re set out hcroundor. It will 
be tho responsibility of the ·hcn.<lR 0f departments to see that 
action called fol' is taken at the appropriate ti11 :cs and that 
returns are submitted within the speci fied poriods-

(a) at the close of business on tho last day or tho financial 
year, all cash books shall be ruled oif, signed and 
dated by the responsible 0fficers ; 

(b) the accounts sliall be closed in tho normal manner, as 
for an ordinary month Pnd, but supp!emontu.ry 
accounts will be openotl by the ac<:ountinµ unit only 
fot· the pmpose of adjusting misallocutions, for the 
transfer of revenue and/or expenditure to other 
revenue ann/or expenditure codes and for final 
entries on tho closing of account.ci ; 

(c) the accounts shall be fin .. dly closed, balanred a.nd 
prosentcd to the Council in the form approved by the 
Covncil not later than six months a.fl.er the iast do.y 
of the financial year to which they rtllate. 
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23. If the size and nn.ture of financial operations of the 
Council justify, the Financial Secretary shall carry out a system 
of internal audit in all departments and establishments of the 
Council. 

24. Tho Financial Secretary or his authorised representative 
shall have authority to enter all offices and establishments of 
the Council and have access to all records and documents and 
shall be entitled to require such explanations as he considers 
necessary to satisfy himself of the correctness of any matter 
under examination and to require for verification purposes the 
production of cash and other assets. 

25. The programme of checks to be carried out by internal 
auditors will be laid down by the Financial Secretary and shall 
cover all accounting procedures and documentation. Generally, 
internal auditors shall ensure-· 

(a) that the work entailed in the receipt and payment of 
Council money has been properly carried out under 
proper supervision ; 

(b) that the safeguards for the prevention or prompt 
detection of fraud or loss of stores, cash or other 
Council assets, are adequate; 

(c) that accounting forms are properly protected, recorded 
and regularly checked; 

(d) that the system for the control of the receipt, issue and 
use of stores is adequate; 

(e) that the recording of the assets is up to date and 
correct; 

(j) that the returns of revenue or expenditure required by 
the Financial Secretary or the Council are correctly 
prepared and promptly submitted. 

26. The existence of an internal audit system shall not 
relieve heads of departments or any other accounting officers 
of their individual responsibilities, nor shall it remove the need 
for normal checks within departments. 

27. Whenever anv matter arises which involves, or is 
thought to involve, it-regularity in financial stores or accounting 
transaction in any department of the Council, the head of the 
department concornod shall forthwith notify the Financial Sec
retary who shall, after consultation with the controlling officer 
where necossary, take such steps a::i are considered necessary 
by way of investigation an<l report. 

28. ( 1 )  The following accounting records shall be preserved 
for the periods shown-

(a) main cash books and ledgers-ten years. 
(b) receipts of all types-ten years. 
(c) payment and Journal Vouchers-six years. 
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(cl) establishment and salary records required for 
superannuation purposes-twelve years from the date 
on which a. permanent officer leaves service. 

(e) contract documents-twelve yea.rs from the date of 
final payment. 

(2) Notwithstanding thE- periods specified in subsection (1) ,  
the records shall be kept until they are audited or until a court 
case relating thereto, if any, is settled. 

PART IV 

SAFES, STRONGBOXES, CASH BOXES AND SrECIE BOXES 

29. The following instructions refer to safes, strongboxes, 
ca.sh boxes, specie boxes issued for the safe custody of cash, 
and similar forms of secure containers issued by Council, all of 
which shall be referred t-0 as " safes " for the purposes of these 
Regulations. 

30. Heads of departments are responsible for obtaining 
safes for use in their offices and branches. 

31. The following conditions cover the car� and maintenance 
of safes and keys-

(a) officers a.re personally responsible for keys of safes in 
their charge; 

(b) when a safe or vault door is fitted with two or more 
locks. no single officer shall in any circumstances hold 
all keys, more than one key to a safe shall be issued 
only when there are two or more officers at the office 
in which the safe is installed. In tho event of the 
departure of a key-holder before his relief arrives, the 
officer leaving flltation shall hand over the contents of 
the safe or vault to a person appointed by the head of 
department concerned temporarily to take over from 
the departing key-holder. Tho handing over and 
taking over shall follow the provisions of regulation 
12 1 ; 

(c) a key will not be handed to a. person who is not the 
official key-holder and a Rafe will not be opened except 
by tho officer responsible for it. He must be present 
for the whole of the time it remains open ; 

(d) only ori¢nal keys issued by the Financial Secretary 
will be held. In no circumstances may any officer have 
a duplicate made ; 

(e) except as may be otherwise authorised, all duplicate 
keys of safes shall be held by the C'ouncil's bank. 

32. When the key to a safe is lost-
(a) the loss will be reported immediately to the head of 

department concerned, tho Financial Secretary and 
the local polico;  
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(b) the safo will be sealed and the room in which it is kept 
must be lucked. If an exceptionally large sum is in the 
safe. arrangomonts must be made for the posting of a 
guard ; 

(c) the officer responsible for the safe custody of the key 
may be ca.lieu upon to make good the cost of repairs 
and replacement of the key. 

33. No private money or articles may be kept in a safe 
provided for the safe-keeping of Council moneys. 

34. A register must be kept of articles other than cash, 
account books and receipt forms deposited in a safe. The 
register must be signed by the depositing officer (other than 
the key-holder) when depositing or withdrawing any such 
articles. 

35. Officers responsihle for safes must verify tho contents 
at lea.c;t once each week. Tho regi:itcr shall be initialled on each 
occasion of check. 

36. Whenever cash is takon to or collected from a bank or 
other office, tho responsibility for safe custody ot tho cash in 
transit shall ro.st with the officer charged with conveying the 
cash to or from the bank or other office. 

PART Y 

BANK ACCOUNTS AND CHEQUES 

37. The opening of, or a change in any signatory of, a. 
Council bank account for any purpose rcqwres the authority of 
the Council. The purpose for which tho bank account is required 
must be stuted in a resolution of tho Council. 

38. In no circumstances mA.y Council money bo credited to 
a private brmk ur SM-ings account. 

39. Cheque books and choquo forms must be kept secure 
under lock and key when not in uso. An officer shall bo made 
responsible for the custody and control of the stock of unused 
choque forms and he will maintain a record of receipts and 
issues in a register and will onsure that all unused cheques 
are retained in his custody. 

40. ( I )  In the event of a cheque being lost, whether the 
cheque is unused or has already been issued, the Financh�l 
Socrotary must notify the Council's bankers. In the case of the 
loss of a cheque whicL has been issued, a "  stop ordor " must be 
sent to tho bank on which it was drawn. 

(2) Before a. replacement cheque is hsuerl for a cheque which 
has boon lost or stolen from the payeo, ho is required to sign an 
indemnity in the following form : 

• 
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CERTIFICATE OF lNDE1>1NITY 

In consideration of tho issue to me of a. replacement 

chequo No . . . . . . . . .  for the sum of K . . . . . . . . . .  in pay-

ment of. . . . . . . . . . which I have lost (or which has been 
stolen), I ht'reby indemnify the Council against any loss 
whatsoever in connection therewith and I agree to refund 

the Rum of . . . . . . . . .  . in the evont of the original cheque 

No . . . . . . . . . . .  being negotiated. 

Signed . . . . . . . . . . . . . . . . . . . . . . .  . 
(Narue in block capitals) 

Date . . . . . . . . . . . . . . . . . .  ,19 . . .  . 

Official address . . . . . . . . . . . . . . .  . 
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41.  Council bank accounts must not bo overdrawn, and � Overdmn 
tempomry advnnce must not, be obtained frorn a bank without 
the prior approvn.l of the Council. 

42. Cheques drawn against Council l,a.nk n.ccounts must ho Signing of 
signed by two of the authorised !lignn.torioil. 'l'he Financial ohequOH 
Secretary shall a<lviso the hank, in this re�poct. The rosponsi-
bilitios or signatories o.ro la.id down in rogu.lation 92. 

43. Choques may, at tho cli1:1u·etio11 of tho li'inancial Secre- Acoeptanoo 
tary, be accepted in payment of liccne:cs, foes, ront1:1, Jevios, ofohoquM 
chargo.:1 and other pa.yrnents clu3 to tho Council. .Boforo accept-
ance of a chequo, an officer will satisfy himself as to the 
identity of tho person pre,mntin� tho choque and tha.t-

(a) the choque is not post-dated or out of date; 
(b) the amount in words and figw·es a.groe; 
(c) alterations of any kind are signed by overy signatory 

to the cheque ; 
(d) the choquo is correctly slgnod and dated by the drawer. 

44. Cheques received should bo made payable to the 
Council i n  1111,mo and crossed " Accou tt Pa.yoe Only ". 

45. Colloctors of rovonuo or other officers who receive 
council monoy shall not en.sh choquos from council money held 
by thorn, or givo chang1� in reapeot of cheques drawn for an 
amount in ox:cos.'! of the sum owing to the Council. 

46. The l!'ina.ncial Secretary shall arrn.ngo for sta.temonts to 
be provided regularly by the bank. Bn.nk statements ma.de up 
to the close of business on the la.st <lay of overy month shall be 
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obtained. All ontrics on the bank statements sh'lill be checked 
with all entnos in the cash books and, at the end of oa.ch month, 
a return shall be prepnred in the form prescribed giving a 
reconciliation of tho balance of the bank account with the 
balance shown in the ca.sh book. 

4 7. Tho Financial Secretary shall maintain a cash flow 
statement of tho Council. 

48. Pa.id and cancelled cheques shall be held for audit. 

49. .All cheques drawn in payment for goods supplied or 
services rendered on Local Purohn.se Orders should be crossed 
" Account Payee Only ". The only exe:eption to this rule is in 
tho oaso of a payee known to have nu banking account. 

PART VI 
RECEil'>T BOOK..'! 

50. Tho torm " receipt form " includes all receipts, licences, 
permits, certificates, discs or tokens used in the collection of 
revenue or other monoys. 

51 .  ( 1 )  All lfoonces, permits, certificates, discs, tokens and 
othor documents for which payments are recei vod shall be 
i'!Sued on or with prescribed forml!. 

(2) A " General Receipt " shall be used in cases whore a 
special receipt form is not proscribed. 

52. Alhecoipt forms must be checked immeclia.toly they a.re 
roc:eivod in order to onsure ti.mt they are completo iind correctly 
numbf.lred. Any forms which are defoctivo mu!!t be returned to 
the source of supply. 

53. Every officer required to hold recoipt forms shu.ll koep 
a registtir in wluch the receipt and issue of all roceipt forms 
must bo prompbly enterod. 

54. Receipt forms shall be used in consecutive order, 
within the soquenco of numbers of receipts hold by one officer. 

55. Complete unused books of obsolete recoipts shall be 
destroyed at the office in which they a.re hold. The destruction 
of receipt books will be ca.mod out in tho presonco of tho 
Financial Secretary and an Auditor, except rocoipts of Govern
ment revenue which shall bo sent to the Ministry of Finance, 
who shall check that the unmiod receipt books a.re complete, 
and that all roceipta are in fact um,sod. Certificates of de�truc
tion, listing tho serial nurnbors of all rocei pt forms destroyed, 
must be signed by both officer�. Tho ori1:,1inal of the oortifica.to 
of destruction shall be filod by tho officer responsible for tho 
custody of the forms. 

oG. Whenever surplus stocks of receipt books a.re returned 
to tho ministry responsible for finance or obsolote forms a.re 
destroyed, the fact should be rocorded in the register. 

• 
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57. A check of unused receipt forms shall be carried out 
at least once a month by the holder, who must record in the 
register the date of check and sign the entry. 

58. When one officer hands over to another, handing1 
taking over certificates must ho signed by both officers for 
receipt forms. Tho officer taking over should sign immediately 
below the last entry in the register. 

59. A printed notice shall be displayed in all offices whero 
revenue of any type is received, to bring to the attention of 
the public the need for them to obtain an official receipt for 
every payment made by thorn. 

60. Receipt forms must be completed either in ink or 
in indelible pencil. Counterfoils will contain exactly the same 
details as appear on the original receipt form. They should 
ho date-stamped at the time of issue a.nd shall not be aJtered 
in any way. 

61 .  If a wrong entry is made on receipt, the form must 
be cancelled and dealt with in tho manner prescribed in 
regulation 62. 

62. When a receipt is cancelled, the original and all the 
copies must be cancelled, and signed by the holder of the book. 
The original receipt shall be kept in the receipt book. The 
duplicate shall be included wilih other duplicate receipts which 
accompany the Re,,cnue Cash Book. 

63. Every receipt form and counterfoil shall be printed 
or stamped with the official stn,mp of the office of issue an<l 
shall ho signed by tho issuing officer. 
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64. Officers receiving payments from collectors of revenue Consecutive 
must ensure that numborl'l of receipt forms run consecutively. rocoipt.e 
If no satisfactory explanation is forthcoming for any missing 
forms, the matter shall be reported without delay to the 
Financial Secretary. 

65. In no circumstances may a duplicate of a l icence be 
issued unless approval for such issue is specifically providoo 
in any law or regulation. 

66. If a certified copy of a receipt form is required, this 
shall ho made on plain paper and headocl " certified copy ". 
In no circumstance:,i shall a,nother receipt form be used as 
a copy for an original receipt previously issued. 

67. No counterfoils or copies of used rercipt forms shall 
be destroyed until they have been examined by the Auditor 
appointed by the Minister. 
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PART VII 

RECEIPT OF REVENUE 

12th March, 1 084 

68. Officers are not permitted to use council revenue, 
temporarily or otherwise, for any private purpose whatsoever. 

69. A receipt must always be issued by the receiving officer 
whonever a sum of council money is received. 

70. All revenue shall be brought to account under tho 
appropriate sub-head of the revenue estimates. 

7 1 .  Collectors of revenue shall keep a cash book which 
must be written up daily. 

72. Collectors of revenue are required to bring to account 
daily the whole amount of their collections. The Financial 
Secretary shall institute checks to ensure that this is done. 

73. If it is found that a collector of revenue has a surplus 
of caah. this must be brought to account and credited to 
" Miscellaneous Revenue ". 

74. An officer who is responsible for issuing receipts must 
not be coucomed with opening mail or keeping a register of 
incoming remittances. 

7fi. Tho heads of departments shall furnish such particulars 
of charges for work done, goods supplied, oe sei-vice.-1 rnndured 
on behalf of the Council and all amounts accruing, as the 
Financial Secretary may require in order to ensure thn,t there 
is prompt recording of all sums recoivablo by the Council. 

76. The Financial Socretary and alJ other heads of depnrt
ments who unde1take the collection of revenue shall rofor all 
debts which they are unable to recover to the controlling 
officer without undue delay for appropriate action. 

77. An irrocovera.blo debt may be written-off only with 
the approval of the Council. The controlling officer shall 
submit such a caso to the Council giving the sum of tho debt, 
the date on which it was duo, the action taken to collect it 
and the reasons why it was not possible to collect it. Should 
the Council authorise the write-off of the debt, nece,·sary 
accounting adjustments shall be made. 

PART VIII 

CON'l'ROLLlNO OF EXJ>ENDITURE AND PAYMENTS 

78. All payments must be vouched for on a form prescribed 
by the Council. No money shall be paid out until a payment 
voucher has been made out. 

79. All voucheNJ must be complete and all details must 
be filled in, including coding allocations, dates, numbers, 
quantities, rates, distances and authorities. 

• 
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80. Vouchers shall be typewritten or mado out in ink or 
indelible pencil. All copies must be legible. 

81.  (I)  Each payment must be a.pproved by tho Council. 
Tho Council may delegate the responsibility for approving 
payments to the Finance Committee which must formally 
report to the Council all pa.J ments which it has approved by 
placing a summary of tho payments ma<le before the next 
ensuing meeting of the Council. 

(2) The Financial Secretary shall bo authorised to make 
the payments set out below but shaU report any such payments 
to the Council or Finance Committee of the Council at its 
next ensuing meeting according to the procedure laid down 
by the Cotmcil-

(a) payments of water ot· electricity bills (where supply 
is normally disconnected if accounts are not settled 
promptly) ;  

(b) payments to tho Postmnster-Gcnoral for postal 
service and telephone accounts ; 

(c) payments to a carrier for goods doli\Tererl c.o.<l. ; 
(d) payments to traders whero a discount i!I allowed for 

prompt payment ; 
(e) payments of salarios, wages, subi;ii;tenco and ,,ravelling 

allowances ; 
(j) petty payments involving sums of K20 or less; 
(g) any emergency payments which can subsequently 

be justified as such by the Financial Secretary. 

82. The original payment voucher shall be signed by the 
controlling oflicor or Financial Secretary or any officer autho
rised by them to sign on their behalf. The name of the officer 
signing and his designation shall bo printed below his signature. 
Copies shall bo initialled by l,ho signing officer or stamped with 
his namo stamp. 

83. A list of officers aulhodsecl in writing to sign vouchers 
shall bo kept by tho Finan<'ial 'ocretary and which ,nay bo 
a.mended from time to time. 

84. Tho officer signing 1l. vouchct· or <locumont certifies 
the a.ccumcy and Yalidity of tho payment. He must therefore 
ensure that--

(a) all documents due to be made from salaries or wages 
have in fact been mado; 

(b) the goods have been supplied or the services provided 
as certified by tho receiving oflicer; 

(c) the prices charged are either according to contract 
or approved rates, or arc fair ancl reasonable according 
to current local rates; 

(d) tho payment is covoretl by proper authority nnd is 
a proper charge to Conncil fund:1; 
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{e) the calculations are correct ; 

(f) the persons named as payees are thoso entitled to 
roooivo payments ; 

(g) payment of tho a.mount stated on the voucher shall 
not causo an oxcoss over tho amou.nt allocat.od. 

85. Officers signing vouchers which relate to payments 
which a.I'(> recoverable shall be responsible for ensuring that 
proper Mra.ngemonts exist for the recoveries to ho made. 

86. VoucheN relating to purchases must be supported by 
tho suppliers' invoices. Payment shall not be made on 
statements of account only. On no account shall requisitions 
for local supplies be issuod in arrears if goods have already been 
supplied. To such cases, the head of department or any othol' 
officer a.uthoriaod by him shall certify tho voucher giving 
reasons for the failure to issuo a roquisition. 

87. Should an original invoice ho mislaicl, 11, duplicate shall 
obtained from tho supplier together with a certificate of 

non-payment on tho original invoice. The duplicate shall be 
clearly marked " Copy Invoice" . A certificate that payment hn.'1 
not previously been made shall be recorded on the voucher by 
the officer making tho payment after ho hag satisfied himself 
that payment of the account has not io fact been made. 

88. Under no circumstances shall a. duplicate requisition 
form be isaued if an original has been mislaid. Payment shall be 
ma.de aga.im1t the supplier's copy in�oico which shall be ondorsod 
with tho serial number of the requisition form against which 
Lhe supply of goods or services was made, and the cortifica.to 
required by regulation 87 shall ho recorcled on the payment 
voucher. 

80 Pa.ymonta shall be made by cheque. The cheque shall 
bo made payablo to those to whom payment is duo. Each 
ohoquo must ho crossed, oxcopt in the following circumstances : 

(a) Open cheques may bo issued in tho cnso of standing 
imprests and for tho not total of vouchers in respect 
of wa.gos to ho paid in cush to employees. Those 
cheques shall be made payable to tho order of the 
title of the post hold by the officer responsible for 
drawing the cash and paying the wages. For the 
guidance of the bank at which the cheques shall be 
cashed, the name of the responsible officer shall be 
added in brackets. 

(b) Open cheques payable to the order of tho payee may 
be issued for personal imprests and, on request, 
sa.larioR, wa.gos and other personal payments duo to 
Council employees. 

• 
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90. When an open cheque is issued, a receipt of 
acknowledgment of the cheque shall be obtained from the 
payee before the cheque is handed over, if the cheque is sent 
by mail, it shall be sent by registered mail and the number of 
the registered slip recorded on the payment voucher. 

91.  Whore there is no loss of discount for prompt payment, 
accounts for the samo supplier may be grouped and prod at 
Joast once every month. Should any discount be lost o,ving to 
delay in the passing of accounts for payment the officer 
responsible may be called upon to refund the amount to the 
Council. 

92. All signatories of cheques al'O responsible, when signing, 
for eosuring-

(a) that original documents (invoices, salary sheets, claim 
forms, etc.) aro attached; 

(b) that the original documents are all stamped " Paid " by 
means of a special stamp and that the cheque number 
is correctly sh°'vn within the " Paid " stamp ; 

(c) that the relevant voucher is fully and properly 
completed ; 

(d) that the cheques are correctly made out in every 
respect. 

93. Only in the following circumstances may payments be 
made other than to the persons or firms to whom payment is 
due : 

(a) on the written authority of the person or firm to whom 
the payment is due or on the production of a power 
of attorney or Iott.er of administration ; 

(b) in cases where the timely payment of wages to an 
employee is impracticable and delay would cause 
hardship, A. paying officer may on his own 
responsibility make payment to an authorised third 
party who shall give a receipt for the payment ; 

(c) in cases where payment is ma.do to a. duly appointed 
receiver, an official receiver, a. trustee in bankruptcy 
or to a third person under a. court order. 

94. Paying officers and officers who are witnesses to a 
payment shall satisfy themselves that the person claiming the 
payment is in fact tho person authorised to receive the money. 
If necessary, they may require the production of a National 
Registration Card. 

95. All payments shall be entered into the books of account 
on the day the payments are made. 
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96. Officers signing warrants, requisitions and stores orders 
are approving the expenditure of Council and they shall be 
responsible, therefore, for seeing that the authority exists for 
the expenditure thus incurred. Any excess expenditure incurred 
as a result of the failure to observe these regulations may be 
surcharged a�ainst the officer who signed the warrant, 
requisition or stores orders. 

97. Payments which aro extraordinary in that they a.re not 
covered by normal regulations or procedures, for example 
compensation for loss of or damage to private property, require 
the prior approval of the Council. 

98. ( 1 )  Payment vouchers with supporting documents, and 
any other forms which support a, charge entered in the accounts, 
shall be carofully filed, secured against loss, and be readily 
available for audit. 

(2) Access to tho documents should bo restricted to thoso 
officers authorised by the Financial Secretary to mako roforenco 
to them. In no circumstances shall the documents ho removed 
from the files in which they are kept. 

PART IX 

PAYMENT OF SALARIES AND WAGES 

99. Salaries and monthly wages shall be paid on the last 
working day of each month or any earlier date which the Council 
ma.y from time to time determine. 

100. Salaries are payable monthly calculated at one twelfth 
of the a.nnuo.l rate. Salaries for a part of o.ny month shall be 
calculated in proportion to the number of days in that particular 
month. 

101. Any contingency which is likely to affect an officer's 
salary (for example his death, suspension or dismissal) shall be 
notified immediately by the head of department to the 
Financial Socrotary. Tho latter shall then be responsible for 
ensuring that timely and correct adjustments o.re mado to the 
officer's salary, pension or gratuity. 

102. Any balance of salary or other moneys due to an 
officer who has been convicted of misappropriation of Council 
funds or theft of Cow1cil property or who has boon dismissed, 
leaving sums owing t.o Council (including losses of cash or 
stores which are under investigation), may not be paid without 
the authority of the Council. 

103. A separate salary record card for each officer in sorvice 
shall l-e kept by the Financial Secretary. Ofn.oors shall make 
arrangements regarding the method of payment, and permissible 
voluntarv d<.'ductions th.rough their heads of department. 
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104. Payment of salary may be direct to the credit of an 
officer's account at any commercial bank or build.in� society in 
Zambia, or by cheque. Payment of the net a.mount due, after 
statutory and permissible deductions have bec>n ma.de, shall be 
made in one sum, there shall not be a pa.rt payment to the 
Cl'edit of a bank account with the balance pa.id hy cheque or 
otherwise. 

105. All authorised deductions shall be onteied on the 
payn,ent vouchers in tho appropriate column against tho nu.me 
of each employee concerned. 'l'he gross emolun,ents shall be 
cha.rgod aga·nst tho roloYant sub-hoad and deduction..'! bo 
crorlited to tho appropriate nccl'1unt. 

106. If any employee does not draw his wages at the normal 
timo of payment tho wages due to him aha.II bo held for a period 
of three days. Jf still unclaimed. the ca!1h Rha.11 be brought to 
account. A genera.I receipt shall be iss11ed, croditing the unpaid 
wagPs to the o:Kpenditure voto from which the wo.gea were 
drawn. 

107. 'T"he J.l--,ina.ncial Secretary shall en.sure that standing 
instructions arc issned in writing for security precautions to be 
taken in tho handling of money for tho payment of wages. 

108. The Finan<'ial Secretary shall ensure that proper 
instructions a.re issued covering the internal chock ovel' pre
paring of wagos sheets and the payment of wages. In particular-

(a) officers responsible for entries on the wages sheets, 
for checking and for paying shall sigo for their parti
cular responsibilities on the faces of the wage shoots; 

(b) each operation in connection with the preparation of 
wage sheets shall be checked by an officer other than 
the officer who carried out the original operation; 

(c) payment shall take place in the presence of an officer 
who knows the recipients. The paying officer shall 
be, where posqible, :m officer not concerned with the 
preparation a.nn checking of wage sheets . 

100. Heads of departments shall ensure that there is an 
adequate system of control over the emvloym.1•nt of labour. 
ln particular they shall ensure that clotailod inatructions are 
issned to record and checl;: tho attendance uf employees and 
that overtime is rerorderl separately showing tho hours autho
rised ancJ the hour.i actually worked. 

PART X 

JMT'RES1'S 

1 10. There are two typos of imprest : 

(a) St9Jlclin!! Imprests-which are normally issued to 
facilitate the payment of wa�ei ancl to enabl1:1 minor 
!oral purchase, to be ma.de when it i11 not posiiiblo 
for payment to be made through an accounting unit; 
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(b) Special 1mprests-which are of temporary nature, o.re 
issued for the purpose of providing offirers with funds 
to meet expenses when travelling on duty or for Romo 
other duly authorisod spocial purpose only. 

1 1  l .  Special imprests may not be issued in  resJ•ort oftonra 
outciide Zamhia. without the authority of the Secretary to tho 
Cabinet. 

1 1 2. Holders of Etanding impr�st.:i mA.y, on 1,hcir own 
o.ut.horitv issno o. pa.rt of their impreRL to a 1rnbordin!lote to bo 
used as a sub imprest for the purpose for whirb it " onld havo 
boon proper for tho holder of the Rtnncling impre. t tv hnvo used. 
Rub-impresti. mu t be recouped from n.nrl J"etum(lrl t-0 tho 
holrler 0f the standin!! impre.cit a.nd r ha.11 a.Jwa.ys be rotirod whon 
tho holder of tho standing imprest hn.nd.ci over to another 
offi<'er. 

1 13. Tho a.mount of c,iwh Rta.ncling imprest shall be normally 
limited to the monthly req11iremcntij in cl\C'h case, hut if it is 
dosira.blo to recoup tho impretit, moro frequently, this i� por
missiblP. 

1 14. The amount of a spo,·ial imprest issuod to meet expenses 
while travelling on duty shall ho limited to tbe amount which 
�n officer aha.II be eligible to claim for tho period of !\bsonce 
from his station. 

J 15. No officer shall be issued with another special imprest 
when there is already A. special imprest standing in his name. 
Any officer a.uuhorising imprest before the first is retired shall 
be liable to be surcharged the whole a.mount of both imprests. 

1 16. Imprests shall be w:ied only for the pnq,ose for which 
they are issued and on no account shall they be used for per
sonal expenditure ur for making advances of salary or wages. 

1 17. A record sh'\ll be kept in a Register of Imprests 
of the issue and retirement of nil imprests. Instructions con
taining the provi11ions of rogula.tio 1e l l  0, 1 1 5, 1 16, l J  9 and 1 20 
shall be printed in the front of the Register for compliance by 
all offirors authorisc><l to issue imprests Tho Register shall 
contain columns showing the officor'ij full name, amount of 
impre�t, dato issued, date retired, how imprest recovered, pur
pose for which imprest issuccl and �ignature a.nd date chocked. 
Tho la.st column shall bo signed and dated by a senior officer 
other thnn the officer who maintains the Register, that he is 
satisfied that the imprests have been issued for duly nuthorised 
purposes only, and that thoy a.re being retired in nccorda.nce 
with the provisions of those Regulation� and that nono are 
overdue. Sepn.ra.te Registers may bo maintained for special 
and standing imprests. 
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1 1 8. Holders of standin� imprests shall record all paymimts 
and reimbursement in a cash book. On each occasion that a 
reimbursement of the imprest is requested, the total expendi
ture since the last reimbursement and balancu of cash on hand 
shall be recorded. These two amounts shall equal the total 
of the original imprest issued. Revenue receipts sho.11 not be 
recorded in the cash book. 

l l9. Special impr<'sts shall be retfred immediatol.v tho 
purpose for which they arc issued ho.s heen fulfilled. If tho 
imprest is not cleared within 48 hours of tho imprest holder's 
return, the ir,suing officer shall instruct, in writing, tho officer 
in charge of tho salaries section to dcdnct the whole amount 
outstanding from the sala.ry of the imprest holder for the next 
montli. 

1 �O. A sto.ncling imprest shall be retired at the end of the 
financial year, unless authoritv for its retention for the next 
financial yoo.r has boon obtaino(l. In these oases, the imprest 
holder shall produce proof of his imprest as at the close of 
bnsiness on the last working day of the financial year. 

PART XI 

HANDING AND TAKIN'O Ovma 

121 .  The following procedure shall be followed on every 
occasion on which an accounting officer hands over tv another 
accounting officer: 

(a) Any cash books and stamp registers for which the 
handing over officer is responsible shall be ruled off 
and bala.nccn wit'1 cash anrl stamps on hand, and the 
bahmce of t be cash book or stamp register shall be 
entered, datorl and Higned by both ufficPrs. If possible, 
all ca.sh should be honked by the handing over officer 
beforo the hand-over . 

(b) A check shall be made by both officers that the balance 
of unused receipt books recorded in tho Receipt 
Book Register fa on hand and both officers shall 
sign and date the register to this effect. A note shall 
be made of all unused reooipts on issue to collectors 
of revenue which a.re not available for examination 
at the time of handing and taking over. 

(c) Stores records shall be ruled off and both officers 
shall check that these agree with the physical stocks 
on hand, individual stock shoot shall then be dated 
and signed by both officers. 

(d) The officer handing over shall ensure that the ex
penditure �nd commitment records in his control 
a.re up to date and these records shall be dated and 
signed by both officers. 
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122. The key to each sa.fe shall be handed to the officer 
taking ovor as soon as the contents ha.vo been verified. 

123. Any discrepancies revealed in the coursa of handing 
over shall be acknowledged m writing by the officer handing 
over. Tho officer taking over shall make a report to his hoad of 
depu.rtment. 

124. On completion of the hand-ovor, a certificate shall be 
signed to the effect that the requirements of thi!i part have 
been fnlfillod. One copy of tho certificate shall be kept by the 
officer taking ovor, tho others shall bo retained by the officer 
who has handed over. 

PAH.'f XII 

LOSSES OF CouNOIL MONEY AND STORES 

Definit1on·or 125. For the purpose of this Pa.rt, losses of Council money 
" loeeee " · shall be deemed to have occurred whon an officer, through 

wilful default or gross nogloct of duty-

Report of 
lo-

Investiga
tion of 
loes 

(a) fails to collect any money, whether revenue or other 
pa.yment, due to the Council ; 

(b) makes, causes or permits unauthorised, u.nvouchod or 
incorrect payments of Council money for which ho is 
responsible by virtue of his office ; this includes fraud, 
forgery, misappropriation, theft and bu1·gla.ry ; 

(c) ca.uses, or permits damage to or destruction or loss of 
any Council building, equipment, vehicles, stores, 
fittings or furniture ; 

(d) causes, or permits personal injury or damage to 
property in circumstances which render a Council 
liable to third parties in respect of such injury or 
damage. 

126. Immediately a loss of any kind is discovered, the 
0fficer in charge in whose office the los::1 occurred shall-

(a) advise his immediate supervising officer, by tho 
quickest means, of the nature, extent and date of the 
loss. This shall then bo confhmed by him in writing; 

(b) institute investigation on tho spot ; 
(c) report the loss to the local police whon this is necessary, 

e.g. in the case of burglary. 

127. Except in the cu.se of cash loss or shortage which is 
immediately mado good by the officer responsible for the loss or 
sbortage, the supervising officer �hall carry ont investigations. 
At the ronclusion of tho investigations, he shall report tho loss 
to tho Financial Secretary, attaching a police report where 
necessary. Tho report shall not ho delayed because police 
investigations or proceedings are not romploto. Whore necessary 
the Financial Se<'reta.ry shall report the matter to the insurer. 
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128. The Financial Socreta.ry shall consider the ca.so in the 
light of the circumstances sot out in the suporvising officer's 
report. If tho loss amounts to fifty kwacha. or less, the Financial 
Secrotary, in consultation with the controlling officer, may 
authorise the lo�s to sta.ud as a charge against the Council 
funds if he considers that thore is no case for a cha.ego of wilful 
default or gross nogloot of duty ago.inst any offi<'or concornod 
with tho loss. Tho caso file 11hn.ll bo rotainod by the Financial 
Secretary for inspection by tho audit.or. 

1 29. If tho loss amounts to over fifty kwacha. or if the 
Financial Secrotary, after consultation with the controlling 
officer, considers that the loss WM dne to the wilful default or 
gross nogloet of duty of any officor, wha.tevor a.mount of tho 
loss, thon he shall submit his rocommendt\tions 1o the Council 
whether, in his opinion, tho amount of the loss should be 
rocovered from tho officor or officers concernod. 

130. The Council m1•y, if it is corrnidored that thero has 
been no ,vilful default or gro� nogloct of duty b.v any officel', 
authorise the loss or part thoroof, to bo charged to the Council 
funds. 

1 31 .  If the Council decidos that the lo:,i� wm, duo to wilful 
or gross negloct of duty, the amount of los;:1 which is attributed 
to dofault or negLigence of any officor shall be a.ssossed and 
recovered from tho officer concerned. 

1 32. The Council sha.11 take every poqirible action to onsuro 
that the loss is made good by the officer hold rospoMiblo for 1t. 
The fact that a person has been convicted on a. criminal ohn.r6e 
arising from the Jos;:1 does not necessarily mea.n that ho may 
not 1.1,lso be ma.de to face a civil action for the recovery of the 
loss. 

PAR'l.' XIII 

PuROHASES, TENDF.RS A.NU CONTRACTS 

133. Subject to the Zambin National Tendor Board Act, 
1982, or any Rogult\tions thn.t may bo ma.do the1·eun<lor, the 
procurement of all supplies, works or servico;:1 requirod by the 
Council shall be govornerl by the Standing Ordors. 

134. Payment to coutra.otora on account of contracts for 
the execution of works shall bo authol'isod only on a OOl'U6,iata 
signed by tho Hoa.cl of Dopartmont concornocl which shall 
show tho total amount of the <·on tract, value of tho work 
o.x:oouted to date, rotontiou money, amount paid to date a.ud 
the a.mount being 001·ti6.etl. 

135. The final certificate on a contract shall not be issuod 
by the Head of Department concerned until he hM produced 
a detailed statement of account togethel' with such vouchers 
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or doowncnts as the Financial Secretary may require, and 
the Financial Secretary has approved the amount to be 
certified. 

136. Claims rocoivotl from contractors in respect of matters 
o]ea.rly not within the terms of the appropriate contract shall 
be referred to the District, Executive Socretary for considera
tion of the Council's loge.I lia.bi lity e.nd to the Fina.ncia.l Socrotary 
for financial considoration, before any settlement is roached. 

PART XIV 

BomtOWINOS AND lNVESTMEN'.l'S 

137. All borrowings shall bo eliectod in the name of the 
Council. Tho borrowing or re-borrowing of moneys authorised 
by tho 'ouncil and nll other matters in connection with tho 
raising or ropaymont of loans shall be subject to tho super
vision and control of the Financial Secretary who shall poL'iod
icaUy report thereon to the Council. 

138. The Council's moneys not roquired for immediate 
uoo may bo invostoc.l in any of tho following ways-

(ll) in stocks, securities or dobontures issued by or on 
behalf of the Go,·ernment of tho Republic of Zambia 
or in stocks, securities or debentures guaranteed by 
the Government; 

(b) in de,.>osits with the Zambia. National Building Society ; 
(c) in tho Post Office Savings Bank ; 
(d) in savings accounts or fixed deposit accounts with the 

Zambia National Commcrcio.l Bank;  
(P) in  tho stocks, bonds or  debonturos of  any public 

body in Zambia. 

139. All investments shall be in the name of the Council 
and shall bo authorised by resolution of the Council. 

Rcgiat.Pr of 140. The Fina.ncia,l Secretary shall keep u register of invest-
it1vos�monts ment'l. Tho object of the re�ister is to maintain a propor 

control ovor 1 he Council s im·C'stments and tho intorost received 
in respect of those investments. 

Cuat.ocly of 
stock.s and 
stores 

Stock 
limit 

PART XV 

STOCKS AND STORES 

1 4 1 .  Ea.ch head of department shall be responsible for tho 
caro and custody of tho stocks and stores in hi� department. 

142. Stocks shall not be in excess of normal roquiremont.s 
excopt with tho appro\'al of the committee concerned. 
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143. The hoads of departments shall maintain appropriate 
records of stocks and stores. They shall arrango periodical 
test checks of stocks by per1oons other than stores staff and 
shall ensure that all stocks are physic11,lly checked at least 
once every year. 

141. The Financial Secretary shall be entitled to receive 
from each head of department such information as he requires 
in relation to stores fot· the accounting, costing and financial 
records. Surplus materials, stores or equipment shall be dis
posed of by competitive tender or public auction unless the 
committee concerned decides otherwise in a particular case. 

PART XVI 

ASSETS AND INVENTORIES 

145. Im entories shall bo maintained by all departments 
and shall be recorded therein adequate description of furniture, 
fittings and equipment, plant and machinery. 

146. I�:wh head of ,lepartrnent shall bo rcs[>onsiblo for 
arrangin6 an annual physical ohock of all it.ems on the inven
tory, for taking action in relation to surpluses or deficiencies. 

147. The Council't� property shall not be removed other
wise than in accordance with the ordinary course of tho 
Council s bu1oiness or used otherwise than for tho Council's 
purposes exoopt in accordance with specific directions issued 
by tho head of department concerned. 

148. The controlling officer shall have custody of aU 
contracts un !or se,tl, leases, deeds, agreements and similar 
legal documents. 

LUSAKA 
20th Fobrnary, 1084 

[l'LO rn. I 01./20/2,5) 

N. MUNDTA, 
Printe .Minister 
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