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Imperatives

Budget and Project Implementation

FREDA implements projects that are beneficial for the nation, the environment
and the local community, in line with the principles of FREDA Charter.

Efficient budget allocation

FREDA utilizes restricted and unrestricted funds effectively and efficiently
giving priorities to the success of the project objectives by minimizing overhead
charges and unnecessary expenditures.

Accountability and transparency

Narrative reports and financial statements issued by FREDA must be in in line
with requirements set by donor, regulatory bodies, stakeholders and local
communities.

Standard of financial statement

FREDA financial statements must be accountable, transparent, auditable and in
line with international accounting standards.

Monitoring

Project implementation and budget allocation processes must be performed by
the respective supervisors, which are monitored and checked by the members
of the central committee and members of the executive committee.



Amendments

This financial manual is updated every year. Major changes are shared via Email
with all staff members.

Amendments, deletions and additions can be made with the approval of all

members present at a Central Committee (CC) meeting.

This present manual is a binding description of the financial operational
guidelines of FREDA valid for all staff members starting from February 1%, 2016.

A glossary at the end of the manual explains standard financial terms in both
English and Myanmar Language.



1. Project Administration and Finance
The basis of each project is its planning, implementation and administration.

1.1. Project Planning

At the beginning of each project a need is officially identified. The need is either
recognized by FREDA staff members or reported from others. FREDA can be
informed about this need from the outside through partners, authorities, target
groups on the spot, but also through donors or other organizations.

Project Planning should always start early in advance to ensure sufficient
financial resources.

1.1.1.Preliminary Assessment

The reported need has to be checked by the Executive Committee (EC)
members and the team members in detail concerning its plausibility. Therefore,
the following questions need to be answered and explained later in the
proposal: Where? Why? What? Who? With whom?

It is important to have an overview of the financial resources needed. At this
stage of the project planning, one or more potential donor can already be
considered.

The respective project teams have to decide, whether the need reported is
considered for further action or dropped. The final approval is given by the EC
members, represented by the Chairman.

1.1.2.Detailed Planning

After approval by the Chairman, the detailed planning starts. Now, a project
proposal has to be formulated from the original project idea (=preliminary
assessment) and the underlying needs. The project proposal has to be
developed by the respective project manager as well as the finance manager.
Once finalized it is shared with the EC members for further discussions and
approval.

A complete project proposal has to include the following documents:

- Log frame
- Work plan

- Budget
o direct and indirect costs



O core costs
o 5% to 7% of project budget should be allocated for overhead
charges of FREDA depending on the nature of projects.

- Narrative project proposal
o including among others: analysis of needs and problems, analysis
of participation, description of target group, monitoring,
evaluation, field coordination, implementing partners, safety and
security issues, communication and visibility, staff

Generally, donor formats provide the structure for the written form of the
project proposal.

1.2. Project Initiation

The project initiation is the pre-phase of the project implementation. It refers
to the time and activities of the project administration from the moment of the
granting of the project funds up to the provision of the funds for further use
according to the project proposal.

Upon arrival of the letter of approval by the donor at FREDA, it has to be
checked whether it is legally binding. This is guaranteed by the original
signature on the contract. When the approval of funds arrives, the finance
manager compares it with the requested amount and the budget lines.
Thereupon and according to the amount of the funds, FREDA signs the project
contract and/or the corresponding forms (if applicable, given by the donor) for
acceptance of the funds.

The original approval is archived in the project folder and the respective project
manager is informed of the successful funding.

The project folder is the life cycle record of the project where all relevant
written documents are archived. This mainly concerns essential original
documents that need to be kept for e.g. audits. The documents are archived in
the project folder in paper form and also in the electronic folder in the central
archive system at FREDA. The structure of the project folder is identical for all
projects. For each project one folder is created. Each folder will be labeled with
the following information: Project Title, Donor, and Project Duration. Dividers
will help to separate the categories.

It is recommended to establish project folders using the following categories:
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Number | Heading | Description
1 Contract | Here the original contract has to be filed.
Here the complete proposal submitted to the donor has to
2 Proposal ]
be filed.
3 Budget | Here the project budget is filed.
.| Here a list with all staff members employed under this
4 Staff List . : - :
project with name and position has to be filed.
Here all reports submitted to donors, etc. have to be filed.
In case reports cannot be stored in a folder because they
> Reports | have too many pages, it is recommended to use box files,
clearly labeled with REPORTS as well as (1) Project Title,
(2) Donor, (3) Project Duration
Here any other documents related to the project are filed.
6 Others | It might include photos, training materials, visibility

produced, press releases, etc.




The electronic project folder uses more detailed categories/headings and has
separate subfolders. The overall structure of an electronic project folder could
look similar to the following:

¥ Ordner - & Verlal

ot fur die Welt 2015 » FREDA » Projectfolder

»

NgiTie Angerungsaatum yp orone

1 Donor

2 Project Personnel

3 Project Finances

4 Project Logistics

5 Project Communication

6 Partners and Cooperations

Each project folder can be divided into several sub-folders, based on the
requirements.

1.3. Project Implementation
The purpose of the project implementation phase is to:

- Deliver the results, achieve the purpose(s) and contribute to the overall
objective of the project;

- Manage the available resources effectively and efficiently;

- Ensure appropriate handling and documentation of incomes and
expenses;

- Monitor and report on progress to donors and funders.

1.4. Project Closure

A documented project closure includes mainly the areas of the evaluation of
the content and the administrative final audit. Both are part of the final project
report, which has to be documented either in the donor format or in a FREDA
standard format. The following points have to be taken into consideration:

- Lease contracts and other existing obligations
All obligations incurred and originated by the project such as leases of
storage places, vehicles, the assistance of an auditor have to be carefully
checked. Still existing obligations that will not be kept have to be
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dissolved as soon as possible. This is documented by entering each single
still existing obligation in a MS Excel checklist.

- Inventory
Depending on donor regulations inventoried items have to be returned
to the donor, or can be sold, handed over to partners, or used in other
projects. The reservation of proprietary rights by the donors has to be
considered and clarified. The documentation takes place with the
processes and documentation forms described in the logistic manual.

1.5. Financial Planning

The necessary financial resources of a project are already known at the time of
the preliminary assessment (1.1.1.) and are described in the project proposal.
Both finance and program staff members are involved in setting budgets. The
project number is given by donor.

1.5.1.0rganizational Budget

FREDA’s organizational income consists of membership fees, donations,
interest gained on saving accounts, fees charged for consultation services and
overhead charges received from implementation of projects.

An organizational budget to allocate organizational income is prepared at the
beginning of each year. Income and expenditures are regularly monitored and
the financial strategy adjusted based upon.

1.5.2.Donor Budget

The project budget represents the income and expenditure planning of the
project. The budget has to be elaborated in the course of the detailed planning
by the Yangon office. If donor funds have been requested a detailed
elaboration takes place in the donor format. Common costs should be allocated
by using a cost allocation sheet. After the project is approved the project
number will be established within the financial system and the budget is
entered.
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2. Grant and Fund Management

2.1. Fund Request and monitoring of received funds

Restricted funds are formally delivered through the procedures provided by the
donor. The amount of the funds to be requested depends on the payment
schedule agreed upon in the contract with the donor, which determines the
number of installments, the amount per installment and the moment of
request.

An existing bank- and cashbook is the basis for every request. Before each fund
request financial resources are thoroughly planned. The planning includes the
following expected costs:

- Costs of the planned project activities
- Running costs

- Reserve

As a matter of principle, the amount of money requested should not exceed
the amount actually needed. The respective Project Manager is responsible to
prepare fund requests based on the project contract, the actual work plan and
the approved budget. The analysis of needed funds is checked by the Finance
Manager, approved by Finance Secretary and entered in the format provided
by the donor. The authorization for the approval takes place according to the
amount to be requested. The final approval is determined by the signatory
authority for transfer payments, where the total amount of the requested
funds is decisive. For details regarding the signatory authority please refer to
Annex 1: Signature Authority.

All requested project advances have to be forwarded to the Finance Manager
until the 7" of each calendar month. Only in exceptional cases, e.g. in
emergency, the funds can be requested and processed outside the described
period of time.

After the request is approved by the finance secretary, it is forwarded to the
respective donor, along with a formal letter signed by the finance secretary.
Incoming payments have to be checked by the finance manager.

All documents related to the fund request have to be filed by location to
document to which donor projects funds were transferred.
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2.2. Transfer for Funds

2.2.1.Transfer of Non-Cash Funds

The Finance Manager arranges the transfer and books the bank charges
incurred according to the statement in the credit/debit voucher. When the
transfer arrives, it is first of all compared to the account statement of the
sender and checked for correspondence. Furthermore, it is checked to see
whether the currency of the bank statement of the local bank displays the
same currency as the remittance. A possibly noted difference has to be booked
as bank fee. In this case, the account statements of the receiver and the sender
serve as a proof for the difference and have to be attached as part of the
voucher.

If the currencies of the incoming payment and the transfer differ from each
other, the incoming payment is booked according to the account statement of
the local bank and the counter value in EUR/USD is assigned according to the
transfer.

2.2.2. Transfer of funds in cash
Should cash transports between different locations be unavoidable, the
following points need to be considered:

- Safety precautions
The way of transport has to be planned carefully, risks and possible
scenarios have to be discussed and possible ways of reaction planned.
Always two persons should transport cash. Handover of cash should
always be recorded and signed off by both the recipient and payer.

- Routing
The most direct way has to be chosen, unless the security situations
require detours.

2.3. Bank Management

Each bank account is documented and managed by using a bank book as a
separate account in the accounting software. Entries in the bank book
correspond to actual transactions on the bank account.

All bank accounts of the organization are in the name of FREDA. The
organization has three bank signatories, Chairman, Finance Secretary, and
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General Secretary, out of which two are required to sign for withdrawing
money. If FREDA’s own funds are to be accessed, permission has to be granted
at an Executive Committee Meeting and the CC meeting and the fund
application must be attached with the meeting minutes of CC and EC members.

2.3.1.0pening a Bank Account

FREDA opens bank accounts at private banks for each project. Chairman,
General Secretary and Finance Secretary are jointly authorized to open a new
bank account.

Bank books and cheque books are stored in the safe and checked monthly by
the Finance Secretary together with the Finance Manager. Each bank
transaction in general has to be carried out according to the four-eyes-
principle, which means that the transaction needs to have two signatures. Safe
keys are kept with the Chairman and the Finance Secretary.

2.3.2.Withdrawal of cash from bank
Only the Chairman or Finance Secretary can approve withdrawal of cash from
the bank. The cashier is authorized to go to the bank to withdraw the money.

The maximum withdrawal possible is 5.000 USD or 1,000,000 MMK per
withdrawal.

A copy of the cheque is attached to the withdrawal voucher and the
transaction is entered into the bank book and accounting software.

2.3.3.Cheque Payments

Cheques are kept in the safe. Two out of three EC members (Chairman, Finance
Secretary, General Secretary) are authorized to jointly sign cheques. It is not
allowed to pre-sign or stamp any cheque in advance. Generally, cheque
payments are used for payment of project expenses. Expenditures above 1 Mio
MMK will be settled via cheque payment. In order to keep track a cheque
register and counterfoil provided in the cheque book should be used. The
finance manager is responsible to verify the cheque register.

Once bank statements are available the Finance Manager has to check the
transactions. If discrepancies are notified, the bank has to be informed
immediately or within the time period required by the bank. The Finance
Manager should contact the person who received the cheque in case the
cheque is not presented to the bank within two months after hand over.
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To prove check payments a copy of the cheque has to be attached to the
respective payment voucher.

The Chairman with approval of EC will authorize the following positions to
make cheque payments:

Controlling Officer
Drawing Officer
Disburser

HwnN e

Sub-disburser.

3. Cash Management

3.1. Cash Safety

All cash, besides the petty cash, is stored in a safe, which is located in the
Chairman and Finance Secretary office room. The amount of cash in the safe
should not exceed 1,000,000 MMK (1 million) and 5,000 USD unless there are
large cash payments anticipated. Petty cash should be limited to 200,000 MMK.

3.2. Money Exchange

The amount of money exchanged should not exceed the amount actually
needed (according to the daily exchange rate). After each official money
exchange, a proper exchange receipt is handed out. In exceptional situation
where there is no exchange receipt, an internal exchange receipt (Annex 2:
Exchange Receipt) has to be issued.

3.3. Cash Books
FREDA holds a Myanmar Currency Cash Book, a Petty Cash Book and a Foreign
Currency Cash Book.

3.4. Advances and Instalments

In order to ensure correct bookkeeping all types of open positions (advances,
installments/down payments) should be recorded both in Yangon office as well
as in the field.

There are two types of advances: Business advances refer to money given to an

employee to do business on behalf of FREDA for a certain time span after
disbursement and brought to account afterwards. This includes advances for
business trips given to an employee beforehand, in anticipation of an upcoming
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settlement of accounts. An advance requisition form Annex 2: Advance

Requisition Form covering the following details has to be filled out:

= e

Last month’s balance if any with the field officer

Details of previous unsettled advances

Breakup of the current requisition

Purpose and the approval for the concerned EC members. In addition,
project managers from field locations are requested to attach the latest
cash count protocol to the advance requisition form.

Salary advances are personal advances that the staff member needs personally.

The personal advances are not to be confused with the fact that each kind of

advance is bound to a person, meaning that they are always linked to one

person who was given money in advance and who has to properly render an

account or pay it back afterwards.

In general, the following regulations apply:

Advances are tied to a person and not to a project
Advances always have to be paid back immediately

The amount to be repaid has to correspond to the total amount of the
advance

Each advance is bound to a binding time schedule (four weeks)

All activity, training or travel advances should be settled and approved at
least one week before a financial closure/fiscal year. An announcement
will be made by the Finance Manager.

Advances have to be documented and automatically administered over
the accounting system.

The following question has to be answerable at any time: Who has
received how much? In which way? At what time? For what purpose? To
what deadline?

Each request (Advance Voucher) has to be approved and signed by the
Finance Secretary and the Finance Manager
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- Staff members can only request new advances after the previous
advance is settled back.

The Finance Manager administers advances over a respective account. All
advances have to be documented in an advance payment register (Annex 4:
Advance Payment Register). The advance tracking sheet registers advances

given and advances cleared (Annex 5: Advance Tracking Sheet)

Instalments are booked straight to the respective project number. Booking
texts of instalments should show the contract number, the number of current
instalment and the number of total instalments.

3.5. Cash Payments

FREDA’s cash is maintained in Myanmar Kyats (MMK) and USD. This cash is
established to meet all project related expenses, which cannot be settled by
cheque or petty cash. Invoices are preferably to be paid non-cash by cheque or
transfer.

Cash on Hand is kept in a secure place in the office, preferably in a safe box,
with limited and restricted access. Access to the safe box is restricted to the
finance manager and the cashier.

Cash is paid out against a valid invoice. Invoices are received and checked
against the contract and budget by the Finance Manager and approved for
payment by the Finance Secretary. Once approved the vouchers are passed to
the cashier for payment. Cash payments exceeding 1 Mio MMK should be
avoided.

3.6. Petty Cash Payments

Petty cash is used to pay incidental purchases and expenditures, such as
stamps or coffee. Petty cash is limited to the position of the Cashier. At all
times, the total of petty cash should not exceed 200,000 MMK.

Petty cash has to be requested by using a replenishment form Annex 6: Petty

Cash Replenishment Form. The Cashier has to record the petty cash expenses

in to a tracking sheet (Annex 7: Petty Cash Expense Tracking Sheet) and has to

keep all relevant vouchers. Once the cash is disbursed the petty cash book and
the vouchers are handed over to the Finance Manager for a check and a
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replenishment of the petty cash. Petty cash expenses should be checked by the
Finance Secretary on a monthly basis.

3.7. Honorarium and Salary Payment

The basic requirements for the honorarium and salary payments and all eligible
payments such as overtime, loan deductions etc. is the honorarium and salary
payroll Annex 8: Salary Payroll, which is prepared monthly by the Finance

Manager and approved by the Finance Secretary.

Honorarium and salary payments to staff members/ field staff members will be
made in cash by the Cashier or Project Manager on the last working day of each
month. If the last working day falls on a weekend (Saturday, Sunday and public
holiday), the salary payment will be made on the day before. Each EC member
and staff member has to sign a payment receipt (Annex 9: Salary Payment

Receipt). Honorarium and salary payments will be booked as single entries.

4. Recording of Income and Expenditures

FREDA is using both a manual and a computerized accounting system for the
recording of incomes and expenditures. Both systems are double checked to
ensure accuracy. The computerized accounting system will be back-upped
weekly by the Finance Manager and saved on an external hard disk which has
to be stored in a secure place.

4.1. Bank and Cashbooks

When handling cash- and bankbooks, there should be at least two different
positions assigned: one for the handling/entering of vouchers (Cashier) and one
position for checking/booking into the cashbook (Finance Manager). If this
segregation of duties is not possible the financial recording has to be carried
out by one person under supervision of an EC member (Finance Secretary).

The cash- or bankbook shows all the recorded cash movements in one calendar
month. The information is displayed per cash- and bankbook and contains the
following details:

- Initial balance
- All entries as single bookings
- All expenses as single bookings

- Final balance.
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All cashbooks are updated at least once per month, latest by the 28"™ of each
month. All manual cashbooks are written neatly in permanent ink. A standard
chart of accounts is used to code each transaction in the cashbooks.
Transactions are also classified by project and donor using a standard list of
"Cost Centers".

For the monthly closure, all bank- and cashbooks have to be printed out and
signed by the Finance Manager, the Cashier and the Finance Secretary. The
signed printouts are filed in the respective folder.

Bank pass books are updated every month for the Foreign Currency Bank pass
book and project wise bank pass book. Bank reconciliation is done every month
for every bank account. For details regarding the bank reconciliation please
refer to 5.1. Monthly Closure.

Cash count reconciliation is witnessed and recorded every Monday and on the
last day of the month (Annex 10: Cash Count Protocol/Cash Verification Sheet).

When all vouchers are registered in the respective bank- and cashbook, the
balance is visible. This balance is compared to the calculated balance of the
petty cash book and cash in hand. If the balance of cash in hand and the
balance in the cash- and bank-books do not match, the books as well as the
registered vouchers have to be rechecked until the mistake is solved.

4.2. Exchange Rate Setting

FREDA is enquiring the exchange rate from different sources such as the
prevailing market rate, the rate of private banks and on the internet. This
information is recorded and shared with the Finance Secretary to get his
approval to change USD or EUR in Myanmar Kyat.

4.3. Treatment of Vouchers

In general, the original receipt always has to be available for processing in the
accounting section. If copies are used, the whereabouts of the original has to
be noted on the copy so that in case of an audit the original can be accessed.
The content has to be recognizable, readable and understandable and a
translation of local language into English has to be made. Each receipt is only
used once and filed chronologically.In situations where original bills are not
available, self-declarations have to be attached (Annex 11: Substitute Receipt).
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The receipt and payment voucher contains the signature of three persons:

1. Cashier (Yangon)/Disburser (Field) who prepares the voucher

2. Finance Manager (Yangon)/Project Manager (Field), who approves the
voucher

3. Receiver/Giver, the external party who is involved in the transaction

4.3.1.Preliminary Check of Vouchers

According to the Generally Accepted Accounting Principles (GAAP), a receipt
has to comply with a number of requirements. The receipt has to be checked
for the following details:

- Name of the recipient of the payment: complete, recognizable and
address included

- Date of the receipt

- Clear subject or content

- Exact amount given in its currency

- Name of the payer (FREDA)

- Abbreviations are avoided or explained
- Translation into English

For the further registration, the receipt needs to be in the DIN A4 format. In
many cases, this means that it needs to be glued on an A4 paper sheet. It is
necessary to attach all supporting documents such as procurement orders,
lease contracts, contracts with partners, etc.

4.3.2.Paginating and Coding the Vouchers

After the receipt has been checked, it has to be coded with a pre-numbered
debit/credit voucher. This coding stamp contains the following information that
stringently requires to be filled out:

- Serial number

- Date of transaction

- Paidto

- Cash / cheque number
- A/CHead

- Project
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- No/particular/USD/MMK/Total
- Paid by / Received by / Approved by:

In case of a copy, the note of the whereabouts of the original should be clearly
stated. Receipts as well as all supporting documents are marked with a paid
stamp.

Vouchers and supporting documents should not be overwritten for any
modification. It is not allowed to use correction ink or similar.

4.3.3.Booking of Receipt

The entering of the receipts in the manual cashbook is done by the Cashier
whereas the entering in the computerized software is done by the finance
manager following these eight steps:

Step 1: Mark whether receipt or payment

Step 2: Enter transaction date

Step 3: Select the cashbook type

Step 4: Cheque No, if used

Step 5: Description

Step 6: Second Reference — Voucher Number

Step 7: Add line: Account Code and Account Type

Step 8: Amount

After entering all data (Step 1 -8) all data is crosschecked, saved and posted.

4.4. Storage and Disposal of Vouchers and Account Books

FREDA will keep all project related documents including vouchers and account
books for at least six (6) years or based on donor regulations. For the disposal
of documents, a list of documents to be scrapped will be prepared by the
Communications Manager in close cooperation with the Finance Manager. The
EC members will have to approve this list. After the approval the listed
documents will be destroyed in an appropriate manner so that they cannot be
used for malicious purposes.
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5. Financial Reporting

The Financial Secretary will submit periodical financial reports to the Central
Committee, Executive Committee, donors, stakeholders and regulatory bodies
in terms of accountability and transparency. These financial reports are
prepared by the Finance Manager in close coordination with the respective
Project Managers. All financial documents have to be filed in the respective
project folder and kept as requested by the donor.

5.1. Monthly Closure

Monthly closure is compulsory for each cashbook. The monthly closure
enforces a linking to all financial functions (accountancy, budget control and
fund request). The deadline for the monthly closure is the last day of first week
of the following months. If this is not a working day, the deadline is postponed
to the directly following day.

For the monthly closure all bookings in the accounting system (both manual as
well as computerized) have to be finished and checked. Thereupon, the cash
balance can be compared to the Annex 10: Cash Count Protocol/Cash

Verification Sheet of the last day of the month. Reasons for deviations need to

be discussed between the Finance Manager and the EC committee, properly
recorded and filed.

The monthly closure is also used to review spending on project budgets. All
expenses for the month are entered into a budget variance analysis: Annex 12:
Budget Variance Analysis.
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The monthly closure thus includes the following documents:

- Cash- and bankbooks
- Cash count protocol of the last day of the month

- Bank statements of the entire month
- Bank statements are reviewed by the Finance Manager to ensure
that all activity recorded is in the normal course of business and
that none of the cheques have been altered. The Finance Manager
also compares the total deposits to the total deposit and
reconciles any differences. After this action, the Finance Manager
passes the bank statements to the cashier for preparation of the
bank reconciliations (Annex 13: Bank Reconciliation Statement).

Reconciliation statements should be signed by the person who
prepares it and by the person who verifies the same.
Reconciliation statements should be filed separately.
- All assigned and booked receipts of the single cash- band bankbooks in
the original form
- Monthly financial reports and budget controls for all projects (prepared
by Finance Manager and submitted to Finance Secretary)

- Staff list (Annex 8: Salary Payroll)

5.1.1.Cash Count

The cash count is a crucial working step for the handling of cash- and
bankbooks that needs to be carried out on a daily basis at least for petty cash
and weekly for the cash in the safe.

Two people always have to be responsible for the counting of cash: the Finance
Manager and the Cashier. The Finance Manager is the supervisor of the
Cashier. Weekly, the entire cash in the safe has to be accurately counted and
registered in a cash count protocol Annex 10: Cash Count Protocol/Cash

Verification Sheet, which has to be signed by the Cashier, Finance manager and
Finance secretary. The same procedures apply for cash in field locations where
the Project Manager and the Field Manager are responsible to carry out the
cash count. Field locations have to submit their cash count protocols for each
cash replenishment. Cash count protocols should be kept in a separate file.

22



5.2. Audits
In order to minimize fraud, theft and abuse of resources an internal and
external audit system is set up.

5.2.1.Internal Audit

One EC member assigned by the Central Committee will be responsible for
regular internal audits, at least twice a year. He/she is responsible to check
financial management regularly or whenever necessary. By the end of each
audit the internal auditor issues a report to the Chairman that summarizes the
findings, recommendations, and any responses or action plans from
management. The internal audit report should contain the following six
elements:

Condition: What is the particular problem identified?
Criteria: What is the standard/procedure that was not met?

Cause: Why did the problem occur?

W nNpoRe

Consequence: What is the risk/negative outcome (or opportunity
foregone) of the finding?

5. Corrective action: What should the management do about the finding?
What have they agreed to do and by when?

6. How does the problem relate to work achievements/work plan.

The recommendations are designed to help FREDA to achieve effective and
efficient financial and management reporting objectives.

5.2.2.External Audit

The Central Committee of FREDA will appoint a certified external auditor to
carry out audits based on donor requirements. FREDA will sign a contract with
the auditor mentioning the time period of engagement, the scope of work and
the audit fees. In addition the contract should include that the auditor is
responsible to issue a management letter for each audit to be carried out. The
Finance Manager is responsible to respond to the management letter issued by
the external auditor. For improvement all issues raised during the audit will be
discussed with the EC members.

The external auditor will be contracted for not more than six years (or as
requested by the donor).
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All bank- and cashbooks are confidential documents of the organization and
should in no case be taken out of the office. This also applies for audits.

6. Staff Travel

FREDA staff members are required to fill out a travel advance form Annex 14:
Travel Advance and Reconciliation Form prior to a business travel. FREDA is
paying 3,000 MMK domestic allowances per day outside the duty station as
well as 120 USD as a lump sum for international travel. For detailed information
regarding allowances related to staff travel please refer to the HR manual.

7. Delegation of Authority
Expenditure not included in project budgets will be allowed as follows:

- Overl1,500,000 MMK with the permission of the approval of all members
present at a CC meeting
- Between 1,000,000 MMK and 1,500,000 MMK with the permission of all

members present at an EC meeting

Between 500,000 MMK and 1,000,000 MMK with the permission of
Chairman/Vice-Chairman

Below 500,000 MMK with the permission of Financial Secretary

A detailed list of signature authorities for expenses that are budgeted in donor
projects can be found in Annex 1: Signature Authority.
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Glossary

English Burmese
Account A record of monetary egoq s egelogadCeprrdesonqnd
transactions, either written qPEs0:
into a book designed for 2005905002:60006g006 200
purpose or entered onto a 3p00p8:038Ce5C
computer file RS gt:odosdlys
oqE:0984gcs
Account code A code for a specific type of | egoogCs egonqC:adEepapbesmnty)
transaction. Transactions are . oqu:saogo%
given a code which describes 20e0300/0ms: aBsfgpincnSsoon[gCa
what types of income or
expenditures they are. 086%@893?308106%3
:§ronzed goopde) egogCs
ealE:0pon8sclobaonse[at:
Account payable | A file or account sub-ledger | cosq§§onqC:s oIS (33, )orgBe
that records amounts that a coq§§eom o§odypiod
persons or company owes to 3Cqpiogt cofegams
suppliers, but has not paid [Nesloplilepldlocoticles Rap ol
yet (a form of debt)
Accounting period | A specific period for ogE:oma egelogedep
recording and reporting 6e0nCgodgodgPisE
financial activity for a given Ggmq&
time, e.g. one month, one 28qEd0gp:03ee0oEQade
year. £00056005000:6000 oV
Accounts Represent money owed by a§aSegonqt: :008iamnsgEesonigndoon:
receivable partners to. The organization 20pbcBggpeaad
on the sale of services on ofaSegongts
credit
Audit A formal check on the oqiodesodyCs 3BeepiyCoodicd/mgtiodoe
accounts by an independent gogCagpzod
persons (auditor) 056000pdesodyt:s
Authorization This is the process of e S Ele b SteE 0gd:0udopepoptaopdicom
approval over transactions, Eaon§onododondegelope
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normally the decision to

6020500p0:60mEs

purchase or commit GgeUG]EPIRE
expenditure. 20600903¢|
qplatiafadadooph
Balance Difference between the debit | coodoySeg 66006 E:006906g0005IGE 3
and credit sides of an &gt
account [g1e9dBeo§§e0onegowan
Balance Sheet A summary of the financial coodoSegongts egopodegagtiypdBiegen
position of an organization at | q&:006s qE:a3qEscuiaudlgooneom
a particular date, showing C00d0$egogEiqCionbs
the assets owned by the
organization and liabilities
(or) debts) owed to others.
Bank book A register which records all | egongCionzpd daheegoetionapdlgteg
transactions passing through a38:6g0005[yrpdesmtgad
a bank account. qodgpdeodondieqrogsee
Slgeoneomenspdi
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BL Budget line and balance 005q05c8E: egepdg09:8epSweud |
SlesaRcTovplaviotiecpticteld
o §&
coodogeguedN
Bank The process of comparing DHE30503qEi008: | egoqEioodoySetist
reconciliation the entries and ending DA00SoEE|IC008q)
cashbook with the bank g &:§§30d[ges
Budget An amount of money that an | 9205q05 20050053 3003E:00
organization plans to raise os:;org&
(eqpoom:cg)
and spend for a set purpose
. . . §p5guSconieam
over a given period of time.
qeorboodoeiabeacy
[es)
320081008 08:000:00
5.
oSoyedcdegoocds
Cashbook A book of spread sheet that | ego/egogod 2005838ep 20ahad,
lists all of the receipts and . coeqeeRd,eg5C
_ oqCeonzpd -
payments made in to and out LR Squtefecatictela
of a particular bank or cash o330
account.
Cash Comparing the month end 6g0E/egagodadanodq | comSoopd sagSopten
reconciliation and physical cash counted to | &:00&: PoS:0305g/05000:600
the expected month and end mSoyegypisSeeson
balance in the petty 05§es6o006EEPI3ND
cashbook. §C00D e Bodgaco
oSoybegapist

copS: §EBoS[at
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Cash count Written and signed ego0q 006805 coodoSegogCionzpds
protocol comparison of the month end E200800000§e5600000
physical cash counted and odogsegypaa:§iCondo
end balance in the cash desoid:
book. C00500503:000:6000905
e
Cash flow The difference between cash | egoopSoody| 2§§3203E:0m00690003
received and cash spent in a & qegc}@
period. adseggigniqiodi
Cash flow A report that shows the egopS005g| 4,065 p-bew
forecast expected timing or receipts | [0300Ce§ 08 [gC: R[0S oSieag
and payment for the next 3-6 RooGo qegsE
months (or longer) GoegEER[g]Ied
:28qEdoni
Coding Define posting records on the | 20605020005605(gE: egaua5dq§oopisacal
receipt (cash-/bank book no., ©05008s0056p[ge
amount and project data) 2005¢0500gEs
powd-
60 Cionzp0m005
Coding stamp Template to enter the coding | 9060500005005 Coading 50305
C oo o o (o4
Q[038:06 [4eoCqf§ Odeajore:
Cost center A way of distinguishing oCeg 03,
between different activities ;ajododmaponed o
or projects to define where 00p5¢] egongtieslt:op
costs are incurred or income 08$0ldd
is earned.
Currency A generally accepted medium | ega[o3s egaelogioapudepogt
of exchange. Usually the G033 gE0d%00

coins and banknotes of a

particular government.

226000 [oprdogpSa

Donor budget line

Predefined budget line valid

for a single donor only

eqPosiaoneamaydlss
9l

oQI8i$s|00bpaa090507
g€ cuseqBieomn
[030oEa§ oSs00m0m
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cPlealoplablelecaticte; egalogoea
Donor code Donor number predefined by | coslSsq) 3200850
the organization St [03jooE 200500500600
G P[5 E00H20052008,
ooGorE)oo mq83$cﬂds
Earning All income generated by oCaegqfac: co|B§:00600500p5:e0m
services, disposal of assets, Euzp03qfole
interest yield and primarily
_ GoodcopdieomEaservice
income from donors and
_ ©620500p0:60mEs
donations.
oCegqfgta? sdadoopdi
External audit A review of the year-end [4Cooqgi0d $6078c00mmS0zC30q
financial statements carried 25984
out by a professionally CaleHelTe Slelepllecptictel!
qualified and legally 200qC:000
registered auditor resulting in sdopsegaloyesdlygody

an opinion about whether

they give a true and fair view

¢
0052005(GsotgEqiodeos

Oi)ll

Financial Recording, classifying and egelogadCep 32008:3209056¢6(03:a3E
Accounting sorting historical financial St P
data, resulting in financial s esdlgqodefi§Ceoas(Ges,
statements for those external 60006g00qC:380d005
to the organisation qpeodsaqron:3epdyta
[Nealoplilepldloce leEalop
aBcBo0pdu
Four-eyes- Control mechanism designed 006c8:0066a00E8EqS
principle to achieve a high level of a3, 328m
security for especially critical 204qod8Eqfen0d
decisions or operations. Qv SRSt
Ode800:600 AdS:q|09|
050!
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General ledger List divided into debits and Clcleelclee) q9$0q8s cusgsongCs
credits sections, e.g. 060 GgogEigPod
accounts payable and cocbap 03059/0500:60:000qCsl
accounts receivables.

IBAN International Bank Account | IBAN §E&onomedep
Number Clelableptsl

ogelgpt:8Eaom
66006 C:320001

Income and Sets out the anticipated oCegslanodiododagp | 300&:el

expenditure running costs (also referred | consgjed egpeSonsoyofodgpast

budget to as recurrent costs) of the 3200:0§05gs3:
organisation and shows om8e0§Ea005
where the funds will come
from to cover the costs.

Installment A monetary payment as part | saqdoycoseqe| :26[03:005000303 ege0:
of a hire purchase e

Log frame A matrix in which a project's | o[036s 8o038:adCep
intervention logic, 0066 EQOdYPHEOg
assumptions, objectively odgps
verifiable indicators and 2005600308038 :4ps
sources of verification are 00560, meypdesoné
presented. QodgpP: Gdjgooieom

5942001

Paginate To number receipts $0lob0d c0059qfgsz
consecutively 8oglooayjons[gt:

Personal accounts | Accounts payable and 0g[cSengEs coqongisCagsonal
accounts receivable are :qp:(r%
administered through o
personal accounts wo%a@&qaocglcﬁmq&qp

303 8050005, 09&4[gC

Power of attorney | Authorisation of account ety Plae RIS ¥ 00| 8l8:60000596000353,

granted to a bank | handling and communication o 305002
with a bank on behalf a Reepeydetgteoiont, 0ahgEe0050905epoge

oc: copdieomts
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grantor. egonqCigpia3ogudepay
Eoopbs
c063EgCaeuscondgta
Receipt A written acknowledgment c005dq§[gt: 0gods (33,)
that a specified article or sum 08es0Ce)/egromddefe| |
of money has been received oné:
as an exchange for goods or FICa Sleeaticiovalaplyloptoplen)
services. &z 2060200908505
Restricted funds | Income which has conditions | co§o005q80cg opgade egqeed
attached to its use, usually 8§, 2005/05qpsg¢
with a requirement to report 3203qq[aCs
back to the donor. :0dg[Gresd
328qCdmn[g¢
oo€lyeomntsadqeomegi
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Salary advance Personal advance payment to | [030Eo0c50pa0pdc0en | 2005005ze§S0m
a contracted employee to be Catilicleatel
repaid in a fixed period GgeLsG]IaERd,

oBleSequaéep
[PonCegauteqel

Standard project | Project that are not $080 266860 326[g3265$3503
completed during an ] EsmeomCoopdesdoose
emergency phase. Bocsy: 00086038:

Sub-project Part of a project which is 8003853 65qpe3203§§j:opE
implemented at different eomnEaopbesdesmnto
locations. Each sub-project is 00 80038scl 228053C:ql
related to one location only. 2280538

835038:3238:0089803E:
coeS
cpapoobestooeyf
200583820051

SWIFT Society for Worldwide 5(8) NPROSO& ooy
Interbank Financial ege[opadlep
Telecommunication 200503006|0R§00053g,

220581

Transfer Moving funds from one egaze[gpsats GSEPOdGSPE

location to another location onbesepad egaeloyadel
o8

Type of Special from of expenditure | 8003:0§05 800382320305

expenditure hierarchically below the main . :0dgepd
budget project related P qeRe GGONGPICOQ
standard accounts. 20):0809¢232030580

apgg€oomseomegeng
&Ea

Unrestricted Funds held for the general NS 200568 2005905665[yooGo00g

funds purpose of the organization, . p5gudgedeny
for spending within the q%cgog
stated objectives sscgcﬁeoﬁmp_szemém

220860
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cao2p0qqp5gadqIode

0g05c0pdseomEa
opapapeg:

VAT Value added tax: indirect tax | VAT 0gpSsgpioudup0pdesne
on the domestic consumption Ol onsotangseomaddal
of goods and services

Work plan A prepaid expenses as part | 86038:32800 8c3&:cndeaontodon
of achieving milestones and 032038
explains how, or what 0p533 0pddzadodonmy
portion of, a strategic plan 066008 qepdad o3
will be put into operation Bjpesdlgoonoogd
during a given operational
eriod. 5500838001

Working advance | A prepaid expense as part of | [0300& 80038:c00cEigpest
a contractually due sum that 00200562
is paid in advance for goods oRodogeg 0g5:gPizR0500509q
or services related to project plepl Salepldleelelebloeatlc
activities 00 6ge[ogRond
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Annex 1: Signature Authority

# AREA OF AUTHORITY LIMITS APPLIED DESIGNATED PERSONS
1 Legal documents (where Any two from
not covered below Ch, Tr, Gs, Ec
5 Leases on property and Up to $ 25,000 Any one from :Ch, Tr, Gs, Ec
equipment Over $ 25,000 Any two from: Ch, Tr, Gs, Ec
1. Upto $ 2,000 1. Any two from: Ch, Tr, Gs, Ec one
3 Current Account Cheques other designated Ec . 2. Any two from:
2. Over $ 2,000 Ch, Tr, Gs, one other designated Ec
Up to 325,000 Any two from: Ch, Tr, Gs, Ec one other
4 Bank Account Transfers designated Ec. Any two from: Ch, Tr,
Over $ 25,000 Gs, one other designated Ec
5 Staff advances/loans Max $ 2,000 In case of Ec, Ch or Tr
Tr, Fm
6 Staff expenses Ch or Tr for Ec
7 EC expenses Ch or Tr (or in case of Ec)
Up to $ 1,000
Up to $ 3,000 Pm providing within budget
Up to $ 5,000 Ec providing within budget
8 Orders for Goods and Services Ch or Tr, providing within budget
Over $ 5,000 Any 2 EC and minutes by full Ec
meeting
Up to $ 100 (single Fm
9 Petty Cash expenditure transaction)
Over $ 100 Tr
10 | Safe Keys Fmand Tr
11 | Receipt of cash & cheques Ac
12 | Banking of cash & cheques Ac
13 | Annual / sick leave Fm
14 Maternity / Paternity leave Ec
15 | Contracts of Employment All staff Ch,TrorS
Ch = Chairperson; Tr = Treasurer; Gs = General secretary; Ac = Accounts
Key

Ec = Executive Committee member; Fm = Finance manager; Pm = Project manager
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Annex 2: Exchange Receipt

Exchange Receipt % FREDA

FREDA
Office address: Suite 707, 7th Floor, MWEA Tower, 288/290 Shwedagon Pagoda Road,

Dagon Township, Yangon

36



Annex 3: Advance Requisition Form

Date
Project Name:
Purpose:
Project Advance:
Previous month | Previous month Settlement Opening Advance this Date of
balance advance advance Balance month advance
Note: Advance requests from field locations need attach the latest cash count protocol
Submitted by: Checked by:
Name: Name:
Position: Position:
Recommended by: Chairman's Remark
Name: Name:
Position: Position:
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Annex 4: Advance Payment Register

ADVANCE REGISTER '15

SR No.

DATE

NAME AMOUNT

REMARKS
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Annex 5: Advance Tracking Sheet

Advances given

‘ ‘ Advances cleared

No. | Date | Amount Name and Signature | Signature Date Total Differ- MMK paid MMK paid Signature | Signature
MMK Purpose advance FREDA value ence to advance back to advance FREDA
taker Finance vouchers MMK taker FREDA taker Finance
Manager Finance Manager
1
2
3
4
5
6
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Annex 6: Petty Cash Replenishment Form

As of: [date]

Beginning Balance as of [DATE]

Petty Cash Remaining as of [DATE]

Actual Petty Cash Remaining

Petty Cash Replenishment Form

Currency:

MMK 0

Less: Petty Cash spent during the period MMK 0
MMK 0

Less: Expenses/Advances not yet recorded MMK 0

MMK 0

Ceilling Amount of Petty Cash MMK 200.000

Total Cash on Hand MMK 0

Amount to be replenished MMK 200.000

Prepared By:

Date:

Checked/Reviewed By:

Date:

Approved by:

Date:
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Annex 7: Petty Cash Expense Tracking Sheet

Expenses Tracking Sheet from Petty Cash

Periode covered:

Date | PCV Details of transaction Cash Cash Project Office Tea & SW. OT
’

Stationary | Postage DA Telephone

No. In Out Exp. Expenses Snack

Cash Balance as:

TOTAL

DIFFERENCE
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Annex 8: Salary Payroll

Date :

Date :

42

Staff List for (Month) 2015

Current .
Sr- Name Position Duty Station Salary/Month Tax/Deductions Net Salary Remark

No. MMK
MMK
Total - - -

Prepared by: Authorized by: Paid by:
(Finance Manager) Secretary (Finance) (Cashier)

Date :




Annex 9: Salary Payment Receipt

FREDA
Salary Payment
Name:
Position:
Duty Station: | Date:
Month: ‘
Basic Salary MMK
Others MMK
Deductions Deduction MMK
Unpaid Leave MMK
Total - MMK
Received by Prepared by Paid by
Name: -------- Finance Manager Cashier
Date Date: Date:
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Annex 10: Cash Count Protocol/Cash Verification Sheet

Cash Verification Sheet

Currency: MMK
Balance as per book (A)
Physical Cash Balance
as follow: (B)
10000x......
5000x.......
1000x......
500x
200x
100x
10) S
20xX.........
10x.........
) G
i b ST
Total
Difference (A-B)
Currency: USD Amount
Balance as per book (A)
Physical Cash Balance
as follow:(B)
US....100
us...... 50
us......20
us......10
us....... 5
us....... 1
Total
Difference (A-B)

In words:
Remarks:

Secretary (Finance)

Finance/Project Manager
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Annex 11: Substitute Receipt

Account code :

Particular

Kyat

Total

Receiver's Signature:

Amount:

Amount in words:

Date:

45

Paid By:

Checked by

Finance Manager/Project Manager



Annex 12: Budget Variance Analysis

Budget Variance Analysis for Project Name:

Budget Variance Analysis for the Month of

R
Budget Actual Expense Variance (YTD) easo .
n Corrective Responsible
Sr No | Budget Head Year to Year to Action P
Tota | Current Current Person
| month date Month date Amount %
(YTD) (YTD)

Note:
1 Reason and corrective action to be filled only for the variance exceeding £20%

2 Use Extra sheet if the space for reason and corrective action is not enough
3 Over use 20% should submit to EC
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Annex 13: Bank Reconciliation Statemen

BANK RECONCILIATION FORM

Office: Currency: Month:

Bank Statement Date: Bank Account:

Amount

Balance on bank statement

Less payments in accounts, not on statement (eg unpresented cheques)

Total Deduction:

Less receipts on statements not in accounts (eg income received by bank)

Total Deduction:

Plus payments on statements not in accounts (eg bank charges)

Total Addition:

Plus receipts in accounts not on statement (eg income not yet banked)

Total Addition:

Adjusted balance on the bank statement:

Balance on bankbook:

Prepared by: Date:
Verified by: Date:
Remarks:
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Annex 14: Travel Advance and Reconciliation Form

COMPLETE BEFORE TRAVEL

Name of Traveler & Position:

Purpose of Travel:

Destination:
Number of Days:

FREDA

AUTHORIZATION OF OFFICIAL TRAVEL

Approved by:

Title:

Date:

Travel Advance (Please fill below for all travel if advance needed)

Complete before travel:

Calculation of advance (Per Diem, Accomodation, Transport and Miscellaneous)

Daily Allowance:

Days

Allowance

Housing/Hotel:

days x amount

Transport & Misc: Bus ticket & Taxi charges

Total Advance Cost:

MMK

Submitted by:

Title:
Date:

Travel Reimbursed 0o / Settlement of Travel advance o
COMPLETE DURING OR AFTER TRAVEL

Actual
Actual Travel
Travel
Dates
Times

Location

Daily
Allowance

Hotel Cost

Transport
and Misc

Grand Total (All costs)

TOTAL

Complete for Final Settlement (Reconciliation)

Approved by:

Total

Advance received

Balance

Summitted by:

Title: Title:
Date: Date:
Transportation & Miscellaneous
Complete during or after travel
Exch. uss
Rate Equivalent
Date Description Amount Currency (if applies:

attach
exchange rate
receipt)

(if applies: attach exchange rate
receipt)

Total:
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